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" RECRUITMENT, SELECTION AND APPOINTMENTPOLICY ~

PREAMBLE

The Blouberg Local Municipality endeavours to match the human resources fo its
strategic and operational needs whilst ensuring the full uillisation and confinued
development of the staff members. Al aspects of the employment — structures,
recruitment, selection, interviewing and appointment of staff members - shall be non-
discriminaiory and will afford applicants equal opportunity to compete for vacant
positions, except where expliciily provided for affirmative action and employment equity.

PURPOSE

2.1 Enable the Municipality to recruit suitable candidates for appointment in specific
posts in order to deliver the required services to the community and 1o assist in
the opiimal development of the municipal area and ifs residents;

22 Ensure that the process of recruitment, selection and appointment is objective,
fransparent and equitable as required by the Employment Equity Act, Labour
Relations Act and other applicable legislation;

23 Establish proper struciures and clear responsibilities for the purpose of
recruitment;

2.4 Establish clear procedures for all role-players participating in the recruitment
process;
25 This policy is further based on the principles of best practice human resource

management that ensures the Municipality must —
2.5.1 be choroéﬁfrerised by a high standard of professional ethics;
252  promote ’rhe efficient, economic and effective utilisation of staff members;

2.5.3 conduct h,u_mon resources in an accountable manner;

254  be transparent;

2.5.5 promole .good human resource management and career development
practices, to maximise human potential; and

2.5.6 ensure that ifs administration is broadly representative of the people of South
Africa, with human resources management practices based on ability,

Page 65 of 441




4

objectivity, fairness and the need to redress the imbalances of the past fo
achieve broad representation.

SCOPE OF APPLICATION

3.1 This policy is applicable to all staff members and prospective staff members of
the municipality but excludes the following:

3.1.1 Appointments under the Extended Public Works Programme / Community
Development Workers; and

3.1.2 Appointments of students and interns.
LEGISLATIVE AND POLICY FRAMEWORK

. Constitution of the Republic of South Africa Act, 1996 (Act No. 108 of 1994)

. Income Tax Act, 1962 (Act No. 58 of 1942)

. Occupational Health and Safety Act, 1993 {Act No. 85 of 1993)

. South African Qualifications Authority Act, 1995 (Act No. 58 of 1995)

. Labour Relations Act, 1995 (Act No. 66 of 1995)

. Basic Conditions of Employment Act, 1997 (Act No. 75 of 1997)

. Employment Equity, 1998 (Act No. 55 of 1998)

. Skills Development Act, {Act No. 97 of 1998}

. Local Government; Municipal Structures Aci, 1998 (Act No. 117 of 1998)

. Local Government: Municipal Systems Act, 2000 {Act No. 32 of 2000)

. Immigration Act, 2002 (Act No. 13 of 2002)

. Local Government: Municipal Finance Management Act, 2003 [Aci No. 56 of 2003}

. Employment Services Act, 2014 {Act No. 4 of 2014)

. Local Government: Regulations on appointment and conditions of employment of
senior managers, 2014

. Local Government: Municipal Staff Regulations, 2021

. Local Government: Guidelines for the Implementation of the Municipal Stoff
Regulations, 2021

. Naitonal Skills Development Strategy

. National Qualifications Framework

DEFINITIONS

All terminology used in this policy shall bear the same meaning as in the Regulations or
applicable legislation, or as defined and / or explained in the Glossary of Terminology in
the Human Resources Policies Manual.

POLICY INTENT

The Policy seeks to ensure that the municipality recruit personnel in accordance with the
staff establishment regulation to assist the municipality to redlise iis strategic objectives.
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PRINCIPLES

7.1

7.2

7.3

7.4

7.5

7.6

7.7

7.8

7.9

The Recruitment Policy and its implementation will be dimed at ensuring the right
people with the right skills and competencies in the right place at the right fime.

Each appointment shall be rationally and objectively, justifiable by reference 1o
the strategic and operational needs of municipality.

All aspects of the staffing process shall be non-discriminatory and will afford
applicants equal opportunity to compete for vacant positions in line with the
Consiitution of the Republic of South Africa, 1996 (Act No. 108 of 1996) as
amended and the relevant provisions of the Employment Equity Act, 1998 {Act
No. 55 of 1998).

Selection criteria shall be objective and related fo the inherent requirements of
the job and realistic fulure needs of the crganisation.

The selection shall be competency based in relation to the inherent
requirements of the job provided that selection shall favour, as determined by
the approved Employment Plan suitably qualified applicants as defined in
section 20(3) of the Employment Equity Act, 1998 [Act No. 55 of 1998].

Canvassing or use of undue influence by job applicants or any other person on
behalf of job applicants, for posts within the municipality’s service is prohibited
and evidence thereof will disqualify the applicant's application for
consideration.

The expeditious filling of posts within prescribed time frames will require an active
partnership between Line Departments and Corporate HR.

The recruitment process will be non-discriminatory and no person should be
refused employment on any arbiirary 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
{referred to herein as EEA}.

The municipality is ohlaEr'nploymen’r Equity Employer and preference should thus
be given to suitably qualified candidates who fall within the designated and
underrepresented groups as defined in section 1 of the EEA.

RECRUITMENT

8.1

Determingation of recruitment needs
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8.1.1

8.1.5

Prior to filling a post, the need will be assessed with due consideration to and
compliance with all applicable policy or legislative requirements.

The municipality is obliged to advertise a vacant funded post as prescribed in
the Regulations: Provided that during emergency situations, the municipality
may use alternative recruitment methods, including bui not limited io shori term
project linked contracts, temporary appointment, fixed term contracts, internal
transfer, secondmenis, alternative placement, job rotation, promotion and
acting appointment. The nature of the recruitment methods required will
determine the nature of the sourcing mechanism to be utilised.

If a funded post on the approved staff establishment becomes vacant oris due
to become vacant the relevant head of department must submit a recruitment
requisition form for approval by the Municipal Manager or delegate. No post
may be filled unless and until approval has been granted by the Municipal
Manager or delegate.

The Municipal Manager or delegate must confirm the following before granting
an approval:

[a) the post exists on the approved staff establishment of the municipality; and (b)
the post has been budgeted for.

Each post should have a job descripfion explaining the purpose, fasks and
responsibiliies attached to the post as well as a job specification indicating the
quglifications, skills, knowiedge etc. required for the particular post.

INHERENT AND COMPETENCY REQUIREMENTS FOR STAFF MEMBERS

9.1

9.2

9.3

9.4

A person appointed as staff member in terms of this policy shall, where
applicable have the necessary competencies; and comply with the minimum
requirements for education qudlifications, work experience and knowledge as
set out in Annexure A of the Regulations.

n the event that the mherem and competency requirements do not appear in
Annexure A of the Regulations, the municipality must adopt the same in line with
the framework provided in the Regulations.

The inherent requiremerj;rs-;.Qf a job shall refer to the key performance areas,
competencies, knowledge, skills and qudlifications required in order to perform
in that role to achieve the service mandate of the organisation.

Prior to the process commencing, the key performance areas, skills, knowledge,
competencies and stated educational requirements as contained in the
competency framework and job description are determined for utilisation in the
selection and assessment process.
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10.

9.5 The inherent and competency requirements must be so stated as to atiract the
right pool of applications and not to unfairly exclude potential applications to
the position.

ADVERTISING OF VACANT POST

101 Prior to recruitment or advertising a vacant post, the relevant delegated
authority, in consultation with Human Resources, should asceriain whether the
job description and job specification should be adapted in response to any
change in inherent and competfency requirements. If any changes are

necessary, the proper procedure that may include the involvement of job
evaluation should be followed.

10.2 The job description and job specifications referred to in par. 10.1 should form the
basis of an advertisement. The advertisement shall, at least, specify the -

(a) jobiitle;

(b} ferm of appointment;

(¢) place of work;

(d) applicable salary scale or pay range;

(e) competency requirements of the post, and where applicable minimum
qudilifications and experience as set out in Annexure A of the Municipal Staff
Regulations;

(f)  inherent requirements of the job;

(g) summary of the core func’ﬁc_ins,"

(h) need for signing of employment contract and, where applicable, a
performance agreement g’r_);d__disclosure of benefits and inferest;

(i) address where opp]iccn‘ioﬁ’é l*f:iUST be sent;

)] place where applicants cq-ﬁ:'_c')b’roin the application form;

(k) contact person; -

() where necessary, the need .’r:t_i lundergo screening and vetting; and

(m) closing date for submission of applications.
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10.3 Full advertisement shall be available on the national Newspaper, Municipal
websife and at the Human Resources Division.

10.4 The advertisement must, where necessary and at the discretion of the Municipal
Manager, also confain the following:

(a) Statement that Municipality subscribes to principles of employment equity;

(b) Statement that canvassing will disqualify any candidate from being
considered for appointment; and

{(c) Statement that applications received after the closing date will not be
(”W accepted or considered.

(d) Statement that it is the responsibility of the applicant to evaluate all foreign
qualifications by SAQA prior o submission of application.

(e) The municipality reserves the right of employment.
10.5 The advertisement may be utilised to create a pool of potential candidates valid
for a period not exceeding six months from the date of advertisement to fill any

other vacancy in the municipality if—

(a) the job fitle, core functions, inherent requirements of the job and the salary
level of the other vacancy is the same as the post advertised; and

(b) the recruitment process as per this policy has been complied with.

L 10.6 The municipality may adverfise any funded vacant post, as a minimum, within
the municipality, but may also advertise such post—

(a) locally; or
(b) nationwide.
10.7 Vacancies must be advertised “infemally and may ot the same time be

advertised externally, provided-that external adverfisements may only be
published in terms of section 21(1} of the Municipal Systems Act, as follows:

Nature of post ' Advertising medivm

Low level staff members Local newspapers, billboards
‘orinfernally
Middle management National and provincial newspaper
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Senior management and Internally, or provincial or national
professional occupations newspapers

10.8 Internal advertisements shall be circulated electronically and placed on
designated notice boards and/or other places as agreed as deemed
appropriate to the recruitmeni.

10.9 External advertisements shall be placed in appropriate media / publications /
Website / Social Media Sites ensuring maximum access by designated groups as
determined by Human Resources, in consultation with relevant delegaied
authority.

UTILISATION OF RECRUITMENT AGENCY

Where the municipality does not have the capacity to manage recruitment processes, the

services of external employment / personnel agencies may be utilised for recruitment
processes subject to compliance with the Supply Chain Management Policy and in terms
of an approved tender. The recruitment agency shall not undertake the selection
process

UNSOLICITED APPLICATIONS

Unsolicited applications received during the course of the Municipality's operations shall be

11.
(D

12.
- 13

14.

returned forthwith to the applicant siating thai the Municipality did not have any
vacancies at the time when the application was submitted and that should any vacancy
arise, the Municipality would advertise such vacancy. Nobody may promise or
undertake o accept an unsolicited application for appointment and to submit if when
a vacancy is advertised.

HEAD HUNTING

130 Head hunting through recruitment agencies shail, where ulilised, be applied with

caution at all times, and it may be employed at any stage of the selection
process, when the selection panelis of the opinion that the assessed candidates
are not suitable and / or do not meet the requirements of the emp[oymen’r equity
plan. The following conditions shall also apply:

©+138.1.1  Recruitment agencies on the preferred list of recruitment service providers shalll

be provided with a copy of the recruitment advert for use in ﬁndmg suitable
candidates. . _

-13.1.2 The detadiled head-hunting principles ‘and guidelines shall be ogreed fo in the

Local Lakbour Forum and approved by Council.

APPLICATION FOR VACANT POST
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15.

14.1

14.2

14.3

14.3.1
14.3.2
14.3.3
14.3.4

14.3.5

14.4

14.5

14.6

147

An application for a vacant post must be made on the prescribed form of the
Municipality, in hard copy. Any applicant or category of applicants, who has not
complied with this requirement and did not complete the official application
form, will be automatically disqualified.

Human Resources musi ensure that a sufficient supply of official application
forms is available and accessible at all times,

An application for a post must disclose an applicant’s —

qudlificafions and experience;

contactable references.

registration with a relevant professional body, if applicable;

full details of any dismissal for misconduct or substandard performance; and

any disciplinary actions, whether pending or finalised, instituted against the
applicant in his or her current or previous employment.

Misrepresentation or failure to disclose material information contemplated in
clause 14.3 and the application form is a breach of the Code of Conduct for
Municipal Staff

Applications not made on the prescribed application form for employment shall
render any appointment or contract entered info, between the municipality and
the successful candidate invalid.

Record of all gpplications received in response o advertisements as well as ad
hoc applications received by Human Resources, should be maintained and

disposed in line with the National Archives of South Africa Act

The record shall contdin —

_(d) the applicants' biographical details and contact information; L

{(b) the detaqils of the post for which the applicants were applying;

{c) the applicants’ qudalifications; and

T

{d) any other requirements outiined in the application form.

SELECTION

15.7

Selection panel (NB: A municipality must categorise the selection panel
according fo different categories of staff members)
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15.1.1  The Municipal Manager or his or her delegate shall appoint a selection panel for
each of the advertised post to recommend the appointment of suitable persons
fo the vacant post.

15.1.2 The selection panel for a post shall once constituted, always remain the same.
If a member of the selection panel is unable to proceed with the inferviews due
to circumstances beyond that member’s control, such panel member may be
replaced or withdrawn. If the selection panel does not quorate, the panel shall
be reconstituted.

15.1.3 The selection panel shall comprise of at least 3 but not more than 5 members.

— 15.1.4 The chadirperson of the panel shall be the supervisor, or a staff member
(. employed at least one job grade higher than that of the advertised post.

15.1.5 In deciding on the compaosition of the selection panel, the Municipal Manager
shall consider the following:

(a) nature of the post;

(b) gender and race balance of the panel; and

(c) skills, expertise, experience and avdailabiiity of the person to be involved.
15.1.6 A member of a selection panel shall -

(a) disclose any interest or relationship with shorilisted candidates during the
short-listing process

7 (b) recuse himself or herself from the selection panel if —

. (i) his or her spouse, partner, close family member or close friend has been
shortlisted for the post;

-‘-‘f-'f(ii) the panel member has a de facto relationship or some* form  of
indebtedness to a short-listed candidate or vice versa; or

- (iiif) any other conflict of interest. et

(c) sign a prescriced declaration of confidentiality fo avert the dlsclosure of
= information ic unauthorised persons. v

15.1.7 Where a union representative is allowed to attend inferviews as an observer, he

or she shall sign the declaration as prescribed to prevent the disclosure of
information to unauthorised persons.
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15.1.8

15.1.9

15.1.10

158.1.11

15.1.12

15.2

15.2.1

15.2.2

15.2.3

1524

152.5

15.2.6

15.2.7

The head of human resources or his or her delegate shall facilitate and provide
advisory services during the selection process to ensure compliance with the
Regulations in the recruitment and selection process.

A staff member delegated to provide secretarial services during the selection
process may not form part of the selection panel.

Each panel member shall disclose potential conflict to be considered by the full
selection panel at the initial meeting of the panel.

If a conflict of interest becomes apparent during the selection process, the
Municipal Manager or his or her delegate shall take the appropriate sieps o
remedy the situation, which may include declaring the selection process invalid
and commencing a new process.

If a conflict of interest becomes apparent after the appointment, the Municipal
Manager or his or her delegate shall report the matter to the Council, which shall
take remedial action, including possible disciplinary action.

Compiling shortlist of applicants

The Municipality shall compile a list of all applications received for the post
evaluated against the relevant competency requirements for the post.

The selection panel shall compile a short-list based on fhe inherent requirements
of the position and with due regard to Section 20 of the Employment Equity Act
and Employment Equity Plan of the municipality.

Any candidate, internal or external, should be placed on the shortiist only if they
meet the requirements of the advertisement and the selection criteria. If alarge
number of applicants meet the minimum selection criteria, a further shorflisting
process may be required.

if a post is advertised locally, only applicants residing within the municipal, district
or provincial boundaries shall be considered for the shorflisting.

If o postis advertised provincially only applicants residing in the Province may
be considered for the shortlisting.

If o.pqS’r-is advertised nationally all applicants shall be considered f_o:r_:’flhe
shortlisting. o

If a post is advertised internally, only internal candidates shall be considered for
the shortlist of candidates.
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15.2.8

15.2.9

15.3

15.3.1

15.3.2

15.3.3

15.3.4

15.3.5

15.3.6

15.3.7

15.3.8

15.3.9

The criminal record and disciplinary record of applicants shaill be taken into
consideration when compiling a shortlist.

If no candidate matches the inherent and prescribed compefency
requirements during the shortlisting process, the municipality must re-advertise
the post.

Interviews

The Human Resource functionary must notify shorflisted candidates of their
shortlisting, the venue, date, time and nature of the selection process at least
five (5) days prior to the interviews using the contact details provided by the
candidate on the Application Form for Employment.

Where necessary, travel and accommaodation arrangements may be organised
in terms of the municipality’s fravel and subsistence policy.

On the day of the inferview, the Human Resource funciionary must provide the
selection panel with the list of short-listed candidates, screening reporis and
copies of applications prior to the commencement of interviews.

The Municipality shall grant observer status to each of the recognised trade
union representatives during the interviews: Provided that failure by trade union
representatives to attend the inferview shall not invalidate the outcome of the
selection process.

Al selection panel members and trade union representatives must sign the
Declaration of Confidentiality Form as contained in Annexure C of the
Regulations to prevent the disclosure of information to unauthorised persons.

Before the interviews for a specific post commence, the selection panel shall
confirm :the selection criteria for the adveriised post, based on the relevom‘ :
competencies required for the advertised post. :

The selection panel must compile a list of questions relating directly to the job. -
concermed, to be asked during the inferview and a score sheet and such:..
questions and score sheets to all persons who would be involved in the interview,

The seledﬁon panel must utilise the Interview Assessment Form, Evaluation Roﬁn’g‘w-,
Scales as:contained in Guideline 2C of the Guidelines and scoring sheet fo .
evaluate candidates. .

Completed score sheets and any written record must be kept in safe storage for

a period of at least twelve (12) months after an appointment decision has been.
made.
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15.3.10

15.3.11

15.3.12

156.3.13

15.3.14

15.3.15

15.3.16

15.3.17

15.4

15.4.1

15.4.2

15.4.3

15.4.4

After considering all the relevant information, the selection panel shall
recommend candidates in order of preference. If the recommended
candidate declines an offer of employment, the next suitable candidate, where
applicable, may be considered for appointment.

If it is determined that the selection process has not altracted suitable
candidates, the post may be re-advertised provided that reasons are recorded.

If the municipality is unable to attract suitable candidates after re-advertising
the post, head-huniing may be considered provided that the post is

categorised as a critical and scarce skill post.

The municipality musi utilise the critical and scarce skills list determined by the
Minister responsible for higher education and fraining.

All candidate headhunted shall be subjected to an assessment and interview
process as outlined in this Policy.

A candidate must score at least 60% in the interview and 60% in the practical
test in order to be declared as competent.

The recommendations of the selection panel shall be determined by —
(a) consensus; or

(b} where the panel fails to reach consensus, the matter shall be referred to the
Municipal Manager or his or her delegate for mediation or resolution.

If the selection panel recommends an appointment 1o the post, it shall submit its
recommenddation to the Municipal Manager or his or her delegate for approval.

Competency/proficiency tests

One or more relevant proficiency tests {e.g. computer skills tesfs, operating
equipment, writing tests, technical presentatfions, etc.) may be required to be
conducted before or after an interview is conducted.

A proficiency. test may only be required if the outcome thereof is relevant to the
expected job standards that would be expected of the staff member and it
relates to the job description.

A proficiency test shall be conducted under the supervision of the selection
panel. '

A candidates mdy be subjected to 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 staff
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16.

17.

15.4.5

member, 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
predetermined number and not by his/her name.

The results of the competency/practical assessmenis of candidates who passed
the test may only be made available by the Human Resources Practitioner 1o
the Selection Panel after interviews have been conducied.

REFERENCES AND PERSONAL CREDENTIAL VERIFICATION

16.1

16.2

16.3

16.4

16.5

The Human Resources section and/or external Service Provider appointed for
such purpose must —

(a) verify the candidate's inherent requirements of the job with the current or
previous employer;

(b) establish the validity of candidate qualifications and any other verification
required by the position before appointment;

(c) determine whether the candidate has been dismissed previously for
misconduct or poor performance by another municipality or employer,
and, if so, the nature of that misconduct or poor performance; and

(d) verify any other additional personal credentials as may be required by the
nature of the job such as criminal records, identification document, security
clearance and, where necessary, credit checks.

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.

When it is expecied from a person to register as a Peace Officer, proof of a clean
criminal record must -be submitted by the shortlisted candidate prior fo
finalisation of shortlisted candidates to be invited for practical assessments.

A written report on the outcome of the reference checks and personal
credential verification. shall be compiled before the appointment is concluded.

The absence of a p-re'v,ious employment record shall not disqualify a candidate
for appointment to an-advertised post.

APPOINTMENT

17.1

An applicant may be appoinied as a staff member only if they -
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17.1.1

17.1.2

17.1.3

17.1.4

17.1.5

17.1.6

17.1.7

17.1.8

(a) possesses the relevant competencies s prescribed in the
Municipal Staff Regulations; and

(b) isnot disqualified in terms of the policy provisions on the re-employment
of dismissed municipal staff.

The Municipal Manager or the staff member to whom this function is delegated
shall - :

(a) consider ihe recommendations of the selection panel; and
(b) decide -

(i} onwhom to appoint; and

(ii} the terms and conditions of employment.

Before deciding to appoint, the Municipal Manager or his/ her delegate shall
satisfy himself or herself that the candidate meets the relevant requirements of
the post as provided in the competency framework of the Municipal Staff
Regulations.

If the decision of the municipal manager or the delegate does not accord with
the recommendations of the selection panel, the reasons for such a decision
shall be recorded in writing.

An appeintment shall only take effect after the Municipal Manager or his or her
delegate has approved the appointment.

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.

The successful candideite must confirm acceptance or decline of offer within
five (5} working days from the date the written employment offer was received
by the candidate.

The Human Resources section should inform unsuccessful candidates who
aftended interviews of the cutcome, in writing, no later than 7 working days after
the appointment has been accepted by the successful candidate.

Unsuccessful candidates shall on request be provided with, or given reasons, in
writing why they were not successful or appeinted.
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17.1.9

17.2

17.2.1

17.3

17.3.1

17.3.2

17.4

17.4.1

17.4.2

17.5

17.5.1

17.6

17.6.1

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

Appointment of permanent siaff

Except where specifically determined in terms of this policy, appointments of
staff members shall be on G permanent basis.

Appoiniment of support staff to offices of Public Office Bearers

An applicant appointed to a post on the approved staff establishment in order
to support the office of a public office bearer shall either be -

(a) seconded from a post on the Municipality’s approved staff esiablishment
or another Municipality’s staff establishment; or

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

The duration of the secondment or fixed-term employment coniract in this
regard may not be longer than 30 days after the public office bearer vacates
office.

Appointment of staff on fixed term coniract

Notwithstanding clause 17.2 above and subject to the provisions of section 198B
of the Labour Relations Act, the Municipality may in exceptional circumstances
and within the administrative and financial capacity appoint a person or
persons on fixed term contract without adhering to the full provisions of this

policy.

Procedures and criteria for such appoiniments shall be agreed to in the Local
Labour Forum. ;

Appointiment of replacemeni_' labour in the event of a shike

The employment of replacement labour during a strike in terms of Section 76 of
the Labour Relations Act shall be based on the main and divisional collective
agreements entered in ’rhe SALGBC and detaqils agreed to in the Local Labour
Forum.

Re-employment of dismissed municipal staff

A person who was dismissed from a municipality for any reason stated in the

Category of Misconduct in Annexure E of ihe Municipal Staff Regulations may
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17.62
17.63
17.6.4
()
(
177
17.7.1
17.7.2

not be employed in the Municipality before the period set out, or any concurrent
periods set out, has expired.

Notwithstanding clause 17.6.1, a person who has lodged a dispute in tferms of
any applicable legislation, may be appointed subject to the outcome of the
dispute, '

The Municipality shall maintain a record of staff dismissed for misconduct and
staff who resigned prior to the finalisation of any disciplinary proceedings.

The record shall coniain -

{(a) full names and identity number of the person;
(b) ftitle of the post that the person occupied;

(c) nature of the misconduct;

(d) date of suspension, if any;

(e) conditions of suspension, if any;

(f) date onwhich the misconduct was referred to a disciplinary hearing or pre-
dismissal arbitration;

(g) date of commencement of the disciplinary hearing or pre-dismissat
arbitration;

(h) finding;

() whether a dispute was referred to the SALGBC or the Labour Court;
(i) costsincurred by the municipality; and

(k} date of resignation or dlsmlssol of the person.

Probation |

The appointment of a person as per this policy shall be effective on a minimum
probationary period of three months and a maximum probationary period of 12
months.

The probationary period shall be determined on the basis of job requirements
and the minimum period required to establish whether performance is
satisfactory or not. o
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17.7.3

17.7.4

17.7.5

17.7.6

- 17.7.7

17.7.8

The period of probation excludes the number of days for which leave has been
taken by the staff member during the period of probation or any extension
thereof.

The Municipal Manager or his or her delegate shall -

(a) inform the staff member within the first two weeks of employment of that

member’s performance requirements;

(b) ensure that the staff member compleies the Municipality’s induction

programme; and

(c) assess the staff member's performance and provide the staff member with

feedback on their performance on a quarterly basis.

If a staff member's performance is not satisfactory, the Municipal Manager or
his or her delegate shail advise the staff member of any aspects that the staff
member is failing to meet the required performance standards.

If the Municipal Manager or his or her delegate believes that the staff member's
performance does not meet the required standards, he or she may extend the
probationary period or dismiss the staff member, provided that —

(a) the staff member shall first be given a reasonable period of time for
assessment, training, guidance or counselling; and

(b) the staff member's performance continues to be unsatisfactory after a
reasonable period has been given io the staff member to improve his or her
performance.

Notwithstanding clause 17.7.1 the Municipal Manager or his or her delegate

may extend the probationary period by a period not exceeding six months, in

order to afford the Municipdlity an. opportunity to further assess the staoff

member’s performance. h

Within one month after the corﬁblé_’rion of the probationary period, the
Municipal Manager or his or her delegate shall =

(a) confirm the appointment if —

() the staff member's performcﬁﬁé:é during the probationary period was
satisfactory; and

(i) the staff member complied wi-fr'h all the conditions of the probafionary
appointment. o

(b) subject to the Labour Relations Act, ierminate the appointment if -
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() the staff member's performance was not satisfactory during the
probationary period; and

(ii) the staff member did not comply with all the conditions of the
probationary appointment.

17.8 Completion of probation period

(a) The Municipal Manager or his/her delegate shall confirm the appointment of
the staff member after completion of the probation period if:

() The staff member's performance during the probation period was
e satisfactory (the staff member was awarded at least 66% for each
‘ probation assessment); and

[

(i} The staff member complied wiih all the conditions of the probation
appoiniment.

(b} ©On submission of the final probation report and upon approval of the
director or Municipal Manager, the Human Resources Division shall nofify
the staff member in writing of his/her permanent appointment within one
{1} month after compleiion of the probation period.

{c) Should the Director or Municipal Manager not recommend appointment
after completion of the inifial probation period, he/she must refer to ihe
Human Resources division in writing that: '

(i} The probation period be extended; or

(\-»/"" (li) The service of the staff member be terminated, subject to the
stipulations of paragraphs 8 and 9 of Schedule 8 of the Labour
Relations Act {Act 66 of 19925) as:amended.

(d) If a staff member on probation works beyond the initial probation period
without being evaluated and informed of the permanent appointment or
extension of the probation period, thé staff member will be regarded as
having successfully completed the probation requirements.

17.9 Underperformance during probation

During the initial probation period, the relevant line manager/supervisor and
director (in terms of their delegated powers) must express in writing to the Human
Resources division should they be of the opinien that the incumbent not perform
up to standard in terms of his/her job requirements. The Human Resources division
shall as a result advise the line manager/supervisor and director as o the
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17.10

17.11

necessary steps (refer to clause 7.20.11 and 7.20.12) to initiate in order to provide
guidance or training to the incumbent, or ic conduct further investigation.

Extension of the probation period

(a)

(b)

(<)

(d)

Should the relevant director and/or Municipal Manager be of the opinion
that the staff member’s performance does not meet the required standards
of the post, he/she may extend the probation period on the basis of
performance and provided that the exiension is not disproportionate fo the
legitimaie purpose that the employer seeks to achieve. The performance
of the staff member should be assessed on an ongoing basis during the
probation period to ensure that shortcomings in performance are identified
and the necessary corrective action taken immediately.

The siaff member on probafion is entitled to be given reasonable
evaluation, instruction, fraining, guidance and/or counseling where
necessary to enable him/her to render satisfactory performance.

Should a staff member not meet the required performance standard(s} or
is alleged to be incompetent for the post during the probation period, the
line manager must advise the staff member on aspects in which he/she
does not meet the required performance standards of the post oris adlleged
to be incompetent and record such detail on the prescribed form. The line
manager and director must furthermore supply written reason to the staff
member as to why an extension of the probation period is necessary and
the terms thereof. Areas of under-performance must be indicated on the
probation record form.

The period of probaiicn excludes the number of days for which leave has
been taken by the staff member during the period of probation or any
extension thereof. It is the responsibility of the relevant line manager to
obtain the staff member’s leave record from the Human Resources Division
and fo ensure that the probation period less leave Token amounts to three
(3) months.

Termination of employment based on mcqpccﬂy and/or poor performance
during the probation period G

(a) In dedling with poor performance or incdﬁééi’ry issues in this regard, the

provision of fair labour practice indicated in the Labour Relations Act shalk
be adhered to the following: :

(i) For posts on Middle Management and below Middle Manager’s level,
the relevant director may, affer thorough investigation of reports,
approve ferminafion of employment of a staff member based on
incapacity and/or under-performance after sufficient reasons have
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17.12

17.12.1

17.12.2

17.12.3

been recorded in wrifing [on Collaboratoer task or per memorandumj for
termination.

(i) For posis on below Officers level, the relevant director shall motivate

and give reasons in writing (per memorandum) to the Municipal
Manager as to why permanent appointment of the specific incumbent
is not recommended. The report to the Municipal Manager should
containresulis of monthiy prolation reports, evidence of support and/or
fraining provided fo the staff member forimprovement of performance,
and any written correspondence to the staff member regarding the
probation period and/or extension thereof.

(ii) The Municipal Manager may approve the termination {on post of

middle managers) of an incumbent in terms incompetence afier
satisfactory consultation with the relevant report(s) from the Directorate
in which the post exists.

(iv)A staff member may not be dismissed for unsatisfactory performance

unless the employer has provided the staff member with appropriate
evaluation, instruction, fraining, guidance and/or counselling.
Furthermore, reasonable time for improvement should have been
provided to the siaff member before dismissal is considered. The
procedure leading fo dismissal should include an investigation to
establish reasons for the unsatisfactory performance and the employer
should consider other ways, short of dismissal, to remedy the matter.

Induction

All new municipal staff members shall attend a standardised induction
programme within a month of commencing employment.

Induction programmes shall result in new staff members having a clear
understanding of the operations of the Municipdlity, as well as ifs structure,
strategy, objectives, and culture.

The Municipality shall use induction programme Tofzgri‘

C)

{b)

(c)

4

welcome new staff members in a constructive wcy that projects a positive
image of the Municipality; o

introduce the staff member to the working environment and his or her
colleagues;

facilitate integration into the job functions, the department, team, and the
Municipality as a whole;
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17.12.4

17.12.5

17.12.6

217127

17,128

(d) provide the new staff member with comprehensive information about the
Municipality's policies, health and safety requirements, procedures,
facilities, and services;

{e) highlight and infroduce performance standards, expectations and
required behavicur patterns for effective job performance;

(f} establish a solid foundation for the staff member to embrace the
challenges of the post and to build commitment to the Municipdlity; and

(g) cpen effective communicaiion channels.

The Human Resource Practitioner responsible for Recruitment and Selection,
must ensure that the new staff member receives the

following documentation/information as part of the employment
contfract:

(a) Appointment letter welcoming the new staff member at the Municipality
(b) Details of package (basic salary)

(c) Overview of benefits

(d) Code of conduct

(e) lJobk description

(f) Start date, where and whom to report to

(g) Recruitment specialist contact name

One week prior to the starting date, the supervisor should give the new staff
member a courtesy call. This is not compulsory but is recommended.

Prior to the arrival of the new staff member {i.e. a day or two before the new
staff member commences employment), the supervisor should inform the
Director/Line Manager and the relevant feam of the new staff member and
provide information regarding his/her arrival in order to ensure a welcoming first
day. The supervisor should ensure that the Director/Line Manager knows that the
new staff member will be arriving and will accordingly direct the staff member
to his/her new workstation.

The supervisor must ensure that the new staff member‘s.-'works’roﬁon, access to
equipment, passwords, protective clothing, etc. is prepared and ready prior to
the new staff member's arrival.

The Human Resources Division must schedule and run an.nduction programme.
The inducticn programme should be a cne-day session before the end of the
month in which the siaif member commences employment. During the
induction programme information should be shared and explained to the new
staff member:
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19.

-Approved by Municipal Council: Signature:

(a) An overview and purpose of the Municipality's infegrated development
plan

(b) The structures of the Municipality

(c) The Vision and Mission of the Municipality

{d) The Municipality's culture and values {*the way we do things)

(e) Overview of policies _

(f) Performance management including reward & recognition structures.

17.13  Roles and responsibilities

The Municipal Manager or his / her delegated assignee(s} accept overall
responsibility for the implementation and monitoring of the policy. The financial
implications related to implementing this policy shall be qualified and quantified
by the Human Resource Unit, in consultation with the Chief Financial Officer
(CFO).

POLICY MONITORING AND EVALUATION

18.1 This policy shall be implemented and effective once recommended by the
Local Labour Forum and approved by Council.

18.2 Non-compliance to the stipulations contained in this policy shall be regarded as
breach of Code of Conduct, which shall be dealt with in terms of the Code of
Conduct.

18.3  Head of Corporate Services shall carry out the monitoring and evaluation of the
policy's implementation.

POLICY APPROVAL

This policy was formulated by HR Management in consultation with the Local Labour

Forum. @
:Authorised by Municipal Manager: Signature: Mie: bs >3
Recommended by Porifolio Committee , == y —
“‘on‘Corporate Services: signature;~ Date:. fos]2 924
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ANNEXURE A:

TALENT MANAGEMENT FRAMEWORK AND STRATEGY
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1.1

1.2

1.3

21

22

23

24

3.1

3.2

3.3

3.4

DEFINITION OF TALENT MANAGEMENT

Talent management is the systematic attraction, identification, development,
engagement, retention and deployment of those individuals who are of particular value
to the Municipality, either in view of their high potential for the future or because they are
fulfilling business / operation-critical roles.

Whereas workforce planning is about the identification of needs, talent management
and succession planning are about the development of individuals and the wider
workforce, in order to be able to meet those identified needs.

The Municipality's nature of business and workforce is diverse, and therefore an inclusive
approach s adopted to enable all staff to have the opportunity to identify their skills,
knowledge, abilities and potential through the various human resource process.
IMPORTANCE OF TALENT MANAGEMENT FRAMEWORK

The Municipality’s talent management framework sets out to:

Act as a tool towards ensuring o high-performance workforce on a continuous basis.
Encourage a learning organisaiion.

Add value to the competitive position of the Municipality in the Iabour market.
Contribute to the redlisation of the employment equity targets.

BENEFITS AND OUTCOMES OF SYSTEMATIC APPROACH TO TALENT MANAGEMENT

The systematic approach to ialent management shall benefit the Municipality as follows:

Enable the Municipality to identify the skills and competencies required fo support the
IDPs and cuitivate high performing staff members.

Enable the Municipality to devetop staff members to progress within its ranks.
ldentify and develop ihe MUﬂICipOhTyS future leaders.

Increase staff member engog_é@én’r.ond retain key talent.

FOCUS OF THE TALENT MANAGEMENT FRAMEWORK

The talent management framev@rk focus on the following:

- Talent management sirategy
- Talent identification
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5.1

5.2

5.3

6.1

- Monitoring talent management
COMMON THEME OF THE TALENT MANAGEMENT FRAMEWORK
The common theme of this framework is that managers need to engage in:

Workforce planning, the analysis of current workforce to idenfifying future sills and
competencies required to deliver services;

Succession planning, having plans in place to meet future workforce demands, ensure
conftinuity; and

Planning, development and review process, individual performance management fool,
used to formally identify potential and talent, and to develop staff members.

TALENT MANAGEMENT STRATEGY

The Municipality’s talent management is embedded in and supports the strategy. Talent
management is based on the purpose for managing talent {e.g.. enabiing the
development of human resources, among others, succession planning). This is amplified
in the policies and other practices of human resource management. Demographic
changes in the Municipal area led to a scarcity of the workforce. Therefore, having
talents in the Municipality, retaining them, and recruiting new talents, has become a
critical success factor. The Municipality's talent management framework is defined and
developed based on the municipal environment, the municipal sirategy, and the related
objectives for talent management. In other words, the Municipality conironted the
following questions: What are the skills and capabilities required in individuails to support
the strategye What are the necessary leadership gualities requirede What needs to be
thought about in terms of succession planning that aligns to the current workforce? Does
this achieve short-term and long-term resultsg To this end, the following interventions shall
be in use:

Atiraction and retention of talenie_d 'siaff members

6.1.1 To atiract talents from the labour market and retain them, the Municipality
understands the needs of the staff members, and shall then design and promote
incentive systems accordingly, *These systems shall include, but not limited to, job
security in return for high performance and engagement, and development
opportunities and employability in exchange for staff member loyalty and
engagement. The Municipality shall thus deploy multiple techniques to attract staff,
such as:

(a) Buying talent: Building relationships with important sources of talent such as
tertiary institutions, business schools, using referral hiring, creating partnerships
with staff search agencies, targeting potential staff members, building an
internet recruitment strategy.
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(b) Building talent: Providing training and development for key staff members.

(c) Bomowing talent: Forming alliances with organisations in the private and
public sector, retaining consultants, building skills transfer programmes,
outsourcing work, maintaining relaiionships with former staff members.

(d) Bouncing talent: Investigating oppon‘uniﬁes such as secondmeni, flexible
work arrangements, and contract work.

{e) Binding talent: Offering financial and non-financial inducements to retain
talent.

{f)y Boosting talent: Promotion and staff recognition schemes.

C\’ 6.1.2 To retain staff, the Municipality shall embark on the following:

(a) Each supervisor shall engage on an individual basis with those staff identified
as competent staff members to understand both their tangible and intangible
motivations and aspirations. The HRM Unit shall support supervisors by
providing them with the methodology and instruments to undertake this
engagement.,

(b) The engagement shall be integrated with the performance management

C (c)

(d)

(e)

)

cycle and the formulation of personal development plans. The engagement
with a staff member shall take info account the following:

(i) the staff member's interests, values, skills, and development needs; and

(i} the various opilions available to the staff member.

The engagement shall result in a plan that is signed off by both the staff
member and the relevani supervisor and ratified by the HRM Unii. The plan
shall contain both tangible-and intangible actions, timelines, targets, and
conditional requirements.

The plan shall become ’rheﬁ‘-.:bms]s for the development, engagement and
retention of competent s‘roffj'm'é'm'bers.

The HRM Unit and supervisdrS'?shoII develop and apply a talent exposure
programme for hew talent entering the Municipdlity or entering a specific
level within the Municipality. The exposure programme shall aim at providing
competent taleni with structured exposure to parficular fields of work and
roles.

The HRM Unii shall ensure that the programme defines the roles that talent on
the programme will perform so that their skills and development requirements
are optimised during the exposure, and expectations are managed.
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6.2

6.3

7.1

(g) Supervisors shall engage with competent staff members in a discussion
regarding their plan on an ongoing basis.

(h) The talent management pian shall be reviewed annually, and the review shall
coincide with the performance management cycle of the Municipality.

() The review shall consider the steps that have been completed in the plan,
what is still required to be done, performance, next sieps, amendments, and
support needed.

(i) The plan shall be updaited and sent to the HRM Unit.
Development of human capital

6.2.1 The objective of the Municipality is to qualiiatively improve its human capital.
Development opportunities in the Municipality are therefore geared at saftisfying
the needs of the talent for career opportunities and advancement.

6.2.2 The Municipadlity shall have implicit agreements with staff members regarding talent
management, staff member development, and career opportunities as the
currency offered to gain staff member engagement and loyalty.

Succession planning

To ensure an adequate talent pipeline and make it easier to fill strategic positions with
suitable staff memibers, an adequate talent succession pool shall be created 1o have the
right number of people with the right skills ready when they are needed.

Supporting the Municipal strategy

Talent management supports the Municipality by implemeniing the Municipality's
strategy. Talent management is therefore recognised as part of the overall strategy fo
establish a Municipality-wide mindset, and as a tool to motivate and value staff members
to attain their commitment to the Municipality.

. i

TALENT IDENTIFICATION

The identification of talent is to be based on pre-defined criteria followed by
development measures to support talent staff'members in achieving the set objectives
or the target position. The Municipality shall identify talent through the following means:

Talent identification by the direct manager, using the elements:

7.1.1 personal experience with the person;
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7.2

7.3

7.4

7.5

8.1

7.1.2 performance appraisal; and
7.1.3 past performance and resulfs.

For each category of talent requiring identification, the Municipdlity shall clearly define
and practically describe criteria to help managers evaluate staff member potential.
Potential indicators, such as the capability to cope with change, flexibility, and agility, to
have a positive attitude, and to be a convincing and ambitious person, shall be applied.
In addition, potential shall be considered, each time, under one or a combination of the
following componenis:

7.2.1 Fundamental components are stable and not changeable over a lifetime (e.g..
persondlity and cognition).

~7.2.2 Latent components need the right context and support to express themselves (e.g.,

motivation).

7.2.3 Intervening components influence the degree an individual can grow and develop
in different areas (e.g., openness to feedback].

7.2.4 Evolving components are acquired by an individual through career experience
(e.g., technical knowledge).

The willingness to move into a key position and commitment to the Municipality.

Mobility of the staff member or candidate, in terms of acquiring knowledge and filling in
expert positions in different locations of the Municipality.

The history and ability with social and business networks and relationships that are critical
for the Municipality's success and coming with respectable referees.

MONITORING TALENT MANAGEMENT
Evaluating talent management effecfiveness -

The Municipality shall regularly evaluate the effechveness of talent management to

ensure it supporis the Municipal strategy, and whéther the Municipality identified the right

staff members as talents. The following key pen‘ormcmce indicators shall be utilised:

8.1.1 Rate of positions filled wiih internal condldcﬁes instead of external recruits {internal
development rate). o

8.1.2 share of staff members staying with the Municipdlity (retention rate). This shall be
divided into critical skills and generic skills.
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8.2

. 8.3

8.4

8.1.3 Rate of staff members promoted from the identified talents {talent promotion rate).
This shall be divided intfo promoitions of identified talents, and all other promotions.

8.1.4 staff members who were not confirmed as talents in the next cycle of performance
apprdisal (false nominations).

8.1.5 Share of specific staff member groups among talents, such as race, gender,
disability, youth, military veterans (culture and diversity).

Transparency about talent management

8.2.1 The share of new talent and of unconfirmed talents shall be balanced for a
sustainable talent pipeline, and fo manage negative side effects of staff members
outside the talent pool. The unconfirmed talents segment shall be rather small o
avoid false nominations.

8.2.2 To avoid false expeciations, the benefits, dnd costs of being a talent shall be
communicated and managed well.,

8.2.3 Communication shall emphasise the need not fo raise staff member expectations
too high.

8.2.4 Transparent communicaiion of talent management shall be freated as important
for credibility.

8.2.6 Communication shall not involve any wories about disclosing confidential
information, as HR managers have a professional discretion and obligation about
talent idenfification.

Talent management and service provision
8.3.1 The Municipality recognises talent management as a core business process with an
~impact on overall service provision. To this effect, managers are accountable for
- “falent management, just as they are for team performance and operational
SUCCESS.
8.3.2 To.drive talent management into the culture of the Municipality’s service, managers
shall integrate it with critical processes like selection, performance management

and workforce planning.

8.3.3 At an individual level, managers shall ensure staff are receiving their personal
development interventions.

Aggressive internal development
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8.4.1 The Municipality shall address talent gaps with aggressive internal development. In
other words, managers shall not default to exiernal recruitment when a vacancy
OCCUrs.

8.4.2 The approach, however, shall be to infuse oufside talent with internal talent to get
new skills and drive innovation, where needed.

8.4.3 The Municipdlity shall exploit the probability that internal talent with potential could
feasibly have a shorter learning curve than external recruits in several occupational
areas due to established internal networks that can support a more rapid path to
SUCCESS.
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1. The purpose of this form is to assist a municipality in selectirig suitable candidates for an advertised post.

2, This form must be completed in full, accurately and legibly. All substantial information relevant to a candidate must
be provided in this form. Any additional information may be provided on the CV.

3. Candidates shortlisted for interviews may be requested to fumish additional information that will assist municipalities
to expedite recruitment and selection processes.

4. Allinformation received shall be treated with sirict confidentiality and shall not be used for any other purpose than to
assess the suitability of the applicant.

5. " This form is designed to assist municipality with the recruitment, selection and appointment of staff members in terms

_ of the Municipal Systems Act, 2000 (Act No. 32 of 2000)
DETAILS OF THE ADVERTISED POST (as reflected in the advert)

Advertised post :
applying for

Reference number

Narme of the

Municipdlity

Nofice service period

PERSONAL DETAILS

Surmmame
First Names
ID or Passport
Number
Gender Mctle | Female
Race African | White Coloured Indian
Do you have a Yes No If yes, elaborate
disability2
Are you a South Yes No If nol, what is your nafionality2
African Citizen?
Do you have a valid work Yes No

_ Permite
Do you hold a | Yes | Mo Ndme of professional body Membership Expiry date
professional 1 : Number

membership with any
professional body?

CONTACT DETAILS

Telephone number during office hdur; {

Mobile phone number

Postal address




C

-

Code:

Email Address

Preferred language of -cmmurication

QUALIFICATIONS (plecse eluborate on your CV)

Highest educational qualification obtained

Name of the School

Highest Grade

IYear Obtained

Highest tertiary qualificaiion obtained

Name of Institution

Name of ¢
qualificati

on

NGF level

Year Cbicined

WORK EXPERIENCE(please elaboraie on your CV)

Employer (stariing
with the most recent}

Post held

From.

To

Month

Year

Month

Year

Reason for leaving

DISCIPLINARY. RECORD

‘Have you been dismissed for mi_s'cbndu_c't Yes
during the past ten (10) years? :

NO

If yes, Name of Municipality/ Employer. -

Type of a Misconduct/ Transgression

finalised/Dismissal

Date of Reéignoﬁon/ Disciplinary case - -

Award/ sanction

proceedingse

Have you been accused of an alleged Yes
misconduct and resigned from your job
rending finalisation of the disciplinary

No




Ta

CRIMINAL RECORD

Have you been convicted of any criminal offence in o courf of Yes
law during the past ten (10} yearse

o |

If yes, type of criminal
act

Date criminal case
finalised

Outcome/ Judgment

M

R

REFERENCES (please elaborate on your CV)

Name of Relationship Tel {office hours} Cell phone Number Emait
Referee

DECLARATION

1 hereby declare that all the information provided in this application and any aftachments in support thereof is fo the best of
my knowledge true and correct. | understand that any misrepresentation or failure to disclose any information may lead o my
disqudiification or fermination of my empioyment contract, if appoinied.

Signature: Date:




Blouberg Municipality

ANNEXURE P: DECLARATION OF CONFIDENTIALITY BY MEMBER OF SELECTION PANEL

INTERVIEWS FOR THE ADVERTISED POST OF

DATE:

Ir

hereby declare that | have read the provisions of

regulation 25 (5)(c) of the Local Government: Municipal Staff Regulations.

I hereby further declare that—

$20T54Q

| have no personal interest in any of the interviewed candidates;

| do not have any relationship whatsoever with the interviewed candidates;

| am not indebted to any of the interviewed candidates or vice versa;

My participation in these interviews will not in any way constitute a conflict of interest;

[ will not unduly influence or attempt to influence the appointment or promotion of a
spouse, partner, family member or associafte;

Ewill not discuss the outcome of these interviews or inform any candidate who has been
interviewed about the outcome of these interviews; and

(g) I commit to keep all the discussions emanating from the interview process strictly
confidential and | will not disclose any information to any candidate or person who is
not part of the selection panel prior or after the interviews.

SIGNED at on this of 20__

SIGNATURE OF PANEL MEMBER

SIGNATURE OF CHAIRPERSON




Blou

#

Below is a recruitment requisition form, which should be completed when a decision is made fo recruit
person for a post.

IS

The municipality is committed to the maintenance of diversity and equity in employment within all
categories and levels in the workplace

Name of Division

Name of Depariment

Post
Grade

Minimum Prescribed Education

Minimum Prescribed Experience

Key Responsibilities

Inherent Job Requirements

Prescribed Competency

Requirements
Medium of Adverfisement
Infernal: Extermnal:
Reason for Recruitment: New Post/ Additional Post/ Staff Resignation/ Promotion/ efc.
Other: Specify
Budget Availability Yes/ No




If No, state reasons

Head of Department

Recommended/Not recommended

Manager: Human Resources

Approved/Not approved

Municipal Manager
Signature ...

oooooooo




Below is an interview panel assessment form that should be completed by each member of the interview
panel during the interview and guidelines for the completion of the form.

Interview Panel Assessment Form

Interviewer name:

Applicant name

(ﬁ Date of interview

Position/s applied for

Notes / overall impression of the candidate
in words '

£
AN
Recommendation
Panel member signature Date
Interviewer guidelines -
General:

. All candidates are entitied fo the same questions. This confributes towards a consistent interview
process that is legally defendable.




ty

. Keep a record of the candidate's answers, It serves as procf for the scores you give and will be
required should you be accused of using discriminatory tactics.

. Never make personal remarks about the answers that the candidate has given to the questions
asked. .

. Do not ask questions about the candidate’s personal life i.e. "What is your marital statusg” or "Are
you planning on having children in the near future?”

. At the end of the interview, thank the candidate for taking the fime fo attend and explain what

the next steps in the process are.
How to open the interview:
Open the interview touching on the following key poinis:

. That the municipality has identified what, besides skills and experience, is important in order to
perform well in the position;

T Explain that while we do not yet know when the cuicome of the recruitment process will be

available we are committed to as guick a process as possible and that all candidates will be
nofified as the information becomes available;

. Infroduce yourself and explain to the candidate that you are going fo be conducting a structured
interview, and will be asking him or her for specific examples of where he or she did certain things
or took certain actions or decisions; and

. You heed to record as much information as possible during the interview and you will therefore be
writing a ot during the interview.

Note taking:

. Listen to the responses and evaluate the qudlity and depth of the answers,
. Record your impression of the candidate.

. Note any evidence of competencies the candidate demonstrated.

The following rating scale should be used when interviewing candidates:

Evaluation rating scale

Scale Description Indicators of Performance
The applicant possessés éxcepﬁonolly well developed and
relevant skills and abilities for the technical and/or
4 Excellent . . .
behavioural competéncies required to perform the
posifion. B
The applicant possesses relevant skills, knowledge and
3 Competent abilities. They would generally be effective against this
criterion. o
The applicant possesses some skills, knowledge and abilities
2 Requires relevant to the criterion, but is limited on others. She/he
Development requires further training and development to meet the
standards required for this criterion.




The applicant is unable to demonstrate that she/he

1 Unsatisfactory possesses the adequate skills, knowledge and abilities in
(Below Standard) | relation to the criterion. She/he would not be suitable to
perform the duties of the position.

Closing the interview:

. Thank the candidate for coming to the interview.

. Give the candidate the opportunity 1o ask questions.

. Explain the next sfep in the process and any time frames, including who will contact them and
when.

C“\, ANNEXURE S: CONFLICT OF INTEREST DECLARATION BY INTERVIEW PANEL MEMBER

Blouberg Municipality

CONFLICT OF INTEREST DECLARATION BY INTERVIEW PANEL MEMBER

L DECLARATION OF CONFIDENTIALITY BY THE SELECTION PANEL MEMBER

INTERVIEWS FOR THE ADVERTISED POST OF ......c.cvviiviiviincinisenrirnnranes '..(NAME OF THE ADVERTISED POST)

Date: dd/mm/yy

R s hereb\/ _‘declcure that | have read the
_.- provisions of regulation 24 of the Local Government: Municipal Staff Regulations ("hereinafter referred
to as the Regulations”}. S

| hereby further declare that —
{a) | have no personal interest in any of the interviewed candidates; -
{b) | do not have any relationship whatsoever with the interviewed candidates;

(c) | am not indebted to any of the interviewed candidates or vice versa;




{d) my participation in these interviews will not in any way constifute a conflict of interest or unduly
influence or attempt to influence the appointment or promotion for a spouse, partner, family
memier, friend or associate;

{e) | will not discuss the cutcome of these interviews or inform any candidate who has been
inferviewed about the ouvicome of these interviews.

{d} all the discussions emanating from the interview process will be kept strictly confidential and no
information will be disclosed with any candidate or person who is not part of the Selection Panel
until such time that the Municipal Manager or his or her delegate has approved the
recommenddations of the Selection Panel and the successful candidate has been duly informed
about the outcome of the decision of Municipal Manager or his or her delegate.

Signature: Chairperson




DECLARATION OF CONFIDENTIALITY BY THE STAFF MEMBER PROVIDING SECRETARIAL SERVICES DURING

THE SELECTION PROCESS

INTERVIEWS FOR THE ADVERTISED POST OF ....cvvviviiviiri i ivinnens {NAME OF THE ADVERTISED POST)

..................................................................................... hereby declare that | have read the

provisions of regulation 24 of the Local Government: Municipal Staff Regulations {“hereinafter referred
1o as the Regulations”).
| hereby further declare that —

{a)
{b)
{c)

(d)

9} (e)

o

I have no personal interest in any of the interviewed candidates;
| do not have any relationship whatscever with the interviewed candidates;
| am not indebted to any of the interviewed candidates or vice versa;

my participation in this interviews will not in any way constitute a conflict of interest or unduly
influence or attempt to influence the appointment or promotion for a spouse, pariner, family
member, friend or associate;

| will not discuss the ouicome of these inferviews or inform any candidafte who has been
interviewed about the outcome of these interviews.

all the discussions emanating from the interview process will be kept siricily confidential and no

" information will be disclosed with any candidate or person who is not part of the Selection Panel
~. until such time that the Municipal Manager or his or her delegate has approved the

~2 - recommendations of the Selection Panel and the successful candidate has been duly informed

“ about the outcome of the decision of Municipal Manager or his or her delegate.

Sighed at i, on this ......... dayof .o 20......

Signature: Chairperson




Bloubety Municipality

ANNEXURE T: CONFIDENTIAL EXIT INTERVIEW

{1} A guideline for a confidential exit interview is set out below in table 11 below:
{2) At the outset the staff member must be informed that the interview is confidential and that the
staff member's name will not be attributed o the information provided.

Staff member's Name: Staif member No.

Department: Post:
Daie of Interview Place
Interview conducted by:

Designation:

Date of Resignation:

Last Day of Service:

Tick Reason for Resignation Tick Reason for Resignation

Personal Insufficient challenges

Improved salary conditions Inadequate support from
management

Lack of capacity for position Poor communication/ relationship
with superiors/ colleagues/
subordinates

Seeking befter career Commuting difficulties

advancement

Change in professional direction Insufiicient accommodation for
specific needs

Inadequate leadership or Unsatisfactory work environment

guidance

Overloaded with responsibilities Pay disparity

Need fo relocate/ emigrate To avoid fransfer

To study full-time To care for child/ children

To care for elderly dependenis To retire early

For personal/ family health Discrimination

reqsons

To avoid consequences of Other

proposed or actual disciplinary

action

Comments:




[ANNEXURE U: STAFF MEMBER'S PERSONAL DATA FORM

1. All sections must be completed as fully as possible, using block letiers.
2. Allinformation will be treated as confidential.




Title {e.g. Dr, Mr, Mrs, Miss, Ms, etc):

Postal code: ........ eerrererareeraraens




General Ifformation

Driver's License: Yes/No Code(s):

Tax Reference Number: Tax Office:

Next of Kin

First Name: Relationship:

Surname: Cell phone:
Emuail:

Medical Practitioner

First Name: Cell phone:

Surname:

Medical Aid

Medical Aid:

Medical Aid Number:

Medical Aid Plan:

Number of Dependants:

Ba 1king Details

Bank Name:

Branch Code:

Branch Name:;

Account Number:

Account Holder Name:~

Account Type:

Dependant / Spousal / Life Partner Details

Spousal / Life Parfner Details

Spousal / Life Pariner Name;

Spousdl / Life Partner Date of Birth:

Spousal / Life Pariner ID number:

Dependants Details

Page 136 of 441




R

1. Sumame: Name:

Gender: Male:..........c........ Female-:............. Date of Birth:

Relationship:

2. Surname: Name:

Gender: Male.................. Female:.............. Date of Birth:

Relationship:

3. Surname: Name:

Gender: Male.............. Femaie:.......ccovuniinns Date of Birth:

Relationship:

Languages
Primary Language:
Speak: Basic Intermediate Fluent
Read: Basic Intermediate Fluent
Write: Basic Infermediate Fluent
Second Language:
Speak Basic Intermediate Fluent
Read Basic Intermediate Fluent
Write Basic Intermediate Flvent
Other Language:
Speak Basic Intermediate Fluent
Read Basic Intermediate Fluent
Write Basic Infermediate Fluent
Qualifications
Institution Degree/Ceriificate Year of .
completion
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Prior work experience

Current Year

Prior

Prior

Employer:

Address:

Phone number:

Name of immediate
supervisor.

Duration of
employment:

May we contact the
employer

Yes/No

Professional Memberships

Organisation:

Membership Date:

Commentis

Comments / Additional Information:

DECLARATION

| certify that the above information, as provided by me, is frue and correct to the best of my knowledge.

Signature of Staff member

Date
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|[ANNEXURE V: PROBATION REVIEW FORM . -

Blouberg Municipality

(\‘ You are NOT required to submit a copy of this form where the staff member's performance during

- probation is satisfactory. However, you MUST submit a copy and seek the advice of the Head of HR unit
as soon as possible if difficulties arise during the probationary period which mean that extending the
probationary period and/or non-confirming the staff member in post are possible outcomes. Non
reporting will result in the assumption that the staff member’s probation period is progressing
safisfactorily.

The supervisor should ensure that the staff member is given a copy of this document atf each stage of
their probation and should retain the original to monitor progress against set objectives at follow-up
meetings.

Probation Record

Staff member name:

Job Title:

(/“; Grade:

Department

Start Date:

Supervisor:

Date Due Please fick when completed

Initial Meeting

1-month review:

3-month review:

4-month review:

2-month review:
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12-month review:

PART 1
Initial meeting

This section should be completed by the supervisor within a week of the staff member commencing his
or her employment.

SECTION A: Objectives

The supervisor should identify specific performance requirements for the staff member. These will
be statements of what should be achieved during the prebationary pericd, including key
(\; performance indicators.

SECTION B: Development Plan

To support the staff member in achieving these requirements, the supervisor should idenfify any

fraining and development needs and specify how and when these needs will be addressed
during the probationary period.

Staff member's Signature:

Supervisor’s Signature:

Dafe:

PART 2

First review {1 month] - a copy of PART 2 of this form may also be used to conduct a 3, 6 and ?2-month
review with a staif member whose probationary period is 6, ¢ or 12 months

Lz To be completed by the superviscr in discussion with the staff member.

Improvement

(please fick) required

Satisfactory Good Excellent

Quality and accuracy of work

Efficiency

Atendance

Time Keeping

Work relationships (feam work and
interpersonal communication skilis)

Competency in the role

If any areas of performance, conduct or altendance require improvement please provide details
below. :
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Where concerns have been idenfified, please summarise how these will be addressed during the

remaining period of probation.

Summarise the staff member's performance and progress over the period

Have the requirements identified for YES / NO | If NO, what further action is
this period of the probation been met? required?

Review Date

Have the training / development YES / NO
needs identified for this period of the
probation been addressed?

Staff member's Signature:

Manager's Signature:

Date:

PART 3
Final Review

To be completed by the supervisor in discussion with the staff member:

{please tick] Improvement Satisfactory Good
required

Excellent

Quality and accuracy of work

Efficiency

Attendance

Time Keeping

Work relationships (team work and
interpersonal communication skills)

Competency in the roie

Have the réquirements identified for YES / NC If NO, please provide details

the probationary period been met?

Have the training / development YES / NO
needs identified for the probationary
period been addressed?

Summarise the Staff member's performance and progress over the period
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Is the Staff member's appceintment to be confirmed?

YES / NO

if NO, please provide reasons below and summarise what action has been taken to address any
difficulties which have arisen during the probaticnary period.

The Staff member may provide any comments about his or her experience of the probationary

process here.

Should the Staff member's probalionary period be extended?

YES / NO

If YES, please provide reasons and, where appropriate, specify any areas of improvement required

and how these will be monitored.

Length of the extension (max 3 months):

New Probation Period completion date:

Staff member’s signature:

Manager's signature:

{please fick)

Improvement
required

Safisfactory

Good

Excellent

Date:
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ANNEXURE W: SUPPORT STAFF FOR OFFICES OF POLITICAL OFFICE BEARERS ACCORD[NG TO-.
CATEGORY OF MUNICIPALITY

CATEGORY B
Executive Mayor Deputy Speaker Chief Whip / | Councillor Support
Mayor Executive Whip
Mayor/ Member of Party Offices
Deputy Mayor Executive Council
/ Mayoral
Committee /
Chairperson of a
sub-council
Chief of Staff Heat of the Head of the Head of the Support Manager: Councillor Support
Administrative | Office Office Office of the Officer
Secretary Administrative | Administrative | Speaker Secretary Executive Support 1 Executive
Private Secretary Secretary Administrative Officer per POB Support
Secretary Private Private Secretary Secretary per Officer per
Special Secretary Secretary Public POB POB
Advisor Special Driver Participation
Community Advisor and Qutreach
Licison Officer [ Community Coordinator
Receptionist Lioison Qfficer Public Officer:
Driver Receptionist Petifions and
Driver Hearings
ward
Coordinafor
Coordinafor:
Community
Developmeni
Workers
Senior /
Administrative
Officer
Receptionist
Driver Researcher
per POB

Secretary per
POB

Possible Shared Rescurces:
4, Researcher and Speech Writer
5. Committee Support (Administration)
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