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Foreword by Chairperson

It gives me great pleasure to present these guidelines in the
format of a Toolkit on Recruitment and Selection for use in
the Public Service.

At present Government is in the process of restructuring the
Public Service with the aim of improving on its service deliv-
ery. At the same time several initiatives are being implement-
ed in order to ensure that the process of restructuring is fair,
transparent and efficient. In this regard the manner in which
recruitment and selection is conducted - often viewed as a
mirror of fairness and transparency within departments -
becomes paramount. The nature of recruitment and selection
makes it susceptible to corruption and mal practices. Thorough
procedures are thus necessary to minimize subjectivity.

Furthermore, recruitment and selection within the government tends to be under sharp public scruti-
ny, and any aspersions are likely to negate the thrust of clean administration professed by govern-
ment. This also undermines the morale and effectiveness of staff. With this in mind, and that the
Public Service Commission has been regularly called upon to investigate recruitment and related
selection malpractices, guidelines contained in this Toolkit should provide a useful directive.

It is important to emphasise that for service delivery to improve and for transformation to be taken
forward, our appointments, at all levels, need to be above reproach. It is only when we select the most
competent persons available, within the parameters of legislation on Affirmative Action and
Employment Equity, that we will be able to provide the leadership and skills required to advance our
democracy.

It istrusted that you will find this manual useful, as you play your important role in driving the col-
lective action of government towards improving the overall quality of its public service and its per-
formance.

Prof Stan Sangweni
Chairperson: Public Service Commission
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Introduction

This Chapter deals with the following:

1.1 Theimportance of recruitment and selection
1.2 Where departments go wrong

1.3  What needs to be done?

1.1 The importance of recruitment and selection

The Public Service is a labour-intensive employer and the quality of its services is directly
dependent on the quality and performance of its employees. Viewed from this perspective,
recruitment and selection collectively represents one of the most important HR practices.
Given the link between good quality recruitment and service delivery, itsimportanceis para
mount. However, its importance is often overlooked.

Mistakes made in respect of recruitment and selection require costly and extensive rescue
measures at other levels, such as -

m agreater need for guidance by managers at higher levelsto offset junior employees
inability to function independently;

= mentoring;
training; and
a concomitant heavier burden on other members of staff to ensure goal attainment.

The effectiveness of recruitment and selectionisinitself dependent on the quality of HR plan-
ning, proper job descriptions! and staffing requirements dictated by transformation and
service delivery objectives. If these areas are neglected, this will inevitably spill over into the
area of recruitment and selection, setting off an ever-increasing vicious circle. The guidelines
contained in Chapter 3 attempt to prevent such problems from arising.

1.2 Where departments go wrong
1.2.1 Specific shortcomingsrevealed by PSC investigations
The PSC has been involved in the investigation of numerous complaints regarding
recruitment and selection over the last couple of years. While conducting these invest-

igations,a definite trend emerged in terms of the problems and constraints experienced
with recruitment and selection.

1 Job evaluation and the subsequent development of job descriptions and duty sheets are not addressed here.
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Chapter 1 What needs to be done?

1.3

The main findings constitute the following:
Departments generally do not -

= have detailed policies and proceduresin place to inform the objective, fair, equitable, con-
sistent and responsible application of recruitment and selection practices,

= have standardized methods and procedures in place to ensure compliance with the consti -
tutionally prescribed values and principles as well as national norms and standards regu-
lating HR in the Public Service;

m thoroughly consider what skills, competencies, training and traits they require from can-

didates that vie for vacant posts before advertising these;

properly determine valid selection criteria and apply these consistently;

structure their selection processes in accordance with these criteria;

motivate and record their findings and decisions properly; and

monitor their own conduct with a view to improvement.

1.2.2 Implications of these shortcomings
The above trends generally giveriseto -

the filling of posts taking exceptionally long (in many instances 9 months and longer);
m screening and short-listing not only being flawed and open to criticism, but also not
producing the desired results;
= Selection Committee member s not being sufficiently prepared for the task at hand since
they -
« aresometimesonly involved at avery late stage;
o arenot aways provided with sufficient information;
o arenot dways familiar with the selection instruments utilised; and
« more often than not lack the necessary interviewing skills;

m the final selection phase not only being flawed and open to criticism but again not
producing the desired results. Thisis mainly because -

o selection criteria are poorly identified; and
o selection interviews are poorly structured.

What needs to be done?
1.3.1 Preparing the groundwork

From the aforegoing it is clear that departments find themselves in a difficult situation as far



What needs to be done? Chapter X

as recruitment and selection is concerned. To be able to recruit and select in afair, equitable
and transparent manner, they need to apply fundamental principles as prescribed by legisla-
tion. However, to be ableto do this, they need departmental policy as an enabling tool to guide
their strategies and actions.  In the absence of departmental policy, the door is left wide open
for abuse and all kinds of malpractices. D epartments require assistance to manage recruitment
and sdection on aday to day bass. Thiswill be used to also develop departmental policy. This
is exactly what the PSC wishes to achieve with this Toolkit.

1.3.2 The purpose of thisToolkit isto assist with the following ar eas of recruitment and
selection:

(a) Principles underlying recruitment and selection practices

There are a number of principles that have to be taken into consideration, not only in
the day to day management of recruitment and selection, but also in terms of policy
development. Some of these principles are prescribed by legislation, while others can
be seen as good practice approaches that have been developed over time. These have
become part and parcel of recruitment and selection practices.

It is equaly important to take note of principles and practices underlying non-discrim-
ination. Workplace discrimination is prohibited by the Constitution, 1996. Section 5 of
the Employment Equity Act, 55 of 1998 directs that every employer must take stepsto
promote equa opportunity in the workplace by eliminating unfair discrimination in any
employment policy or practice. Section 6 of the Act prohibits unfair discrimination in
any employment policy or practice, on one or more grounds: Race, gender, sex, preg-
nancy, marital status, family responsibility, ethnic or social origin, colour, sexua ori-
entation, age, disability, religion, HIV gtatus, conscience, belief, political opinion, cul-
ture, language and birth.

Non-discrimination is only one of a number of Congtitutional values and principles
governing public administration that impact on recruitment and selection. However,
the historical background of the country and the specia efforts required to put right
imbalances of the past, makes this of paramount importance.

In terms of this Toolkit, principles are discussed as and where they find application.
Although there is a chapter dealing with objectives and principles specifically, the
principles are in essence addressed throughout the book.



Chapter L What needs to be done?

(b) The dynamics of recruitment and selection

Recruitment and selection is a process consisting of different phases, which follow
onto one another and are also interdependent. The phases consist of activities for
which certain role-players should take responsibility and which should be executed
within certain time-frames. It is therefore important that the various role-players
involved should not only grasp the bigger picture, but should also understand the intri-
cacies of the various parts of the process and the role they themselves have to play
therein.

(c) A framework for policy development

The drafting of policy is often seen as a daunting task given the many pitfalls that one
isfaced with. This explains why policy development in departmentsis lagging behind.

Problems policy drafters usually face, are to establish what principles should find
application and what issues should be addressed.

Included in the Toolkit is a chapter containing a policy framework which can serve as
abasisfor policy development on recruitment and selection. Although this framework
does not represent a policy, it should go along way in assisting departments in draft-
ing an objective and fair policy.
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Objectives and Principles

This Chapter deals with the following:

2.1

2.2

2.1  Regulatory framework underpinning this Toolkit
2.2  Specific objectives with this Toolkit

2.3 Important principles underlying recruitment and selection

Regulatory framework underpinning this Toolkit

This Toolkit has been compiled with due regard to the provisions and principles contained in
the -

Constitution, 1996, in particular section 195(1)(h)(i);

White Paper on Human Resource Management in the Public Service;
Public Service Act, 1994, as amended;

Public Service Regulations (PSR), 2001;

Labour Relations Act, 1995;

Employment Equity Act, 1998;

Public Service Coordinating Bargaining Council (PSCBC) Resolutions;
Senior Management Service (SMS) Handbook; and

Promotion of Administrative Justice Act (AJA), 2000.

Since the Toolkit is also informed by requirements for fair and non-discriminatory labour
practices and those pertaining to legal administrative actions, the Toolkit can, abeit with
minor modification to suit department-specific circumstances, be applied throughout the
Public Service.

This Toolkit can be downloaded from the PSC's Website and can be broken up into its vari-
ous elements (phases of the recruitment and selection process), be modified to suit depart-
mental requirements and these constituent elements can be used as further checkliststo guide
and check actionsin respect of each distinct phase. Such checklists can typically be placed on
top of all source documents pertaining to each step in the recruitment and selection process,
similar to aroute form. Utilised in this manner, the checklists will indicate at a glance which
steps have been adhered to and which have not. The custodians of such checklists should typ-
ically be departmental HR Components.

Specific objectives with this Toolkit

The objective of this Toolkit is to assist departments in managing generic activities with
regard to recruitment and selection in such a way that the typical pitfalls that departments

11



Chapter 2

2.3

Specific Objectives with this Toolkit

succumb to, are avoided. This Toolkit therefore endeavoursto -

221

222

2.2.3

224

provide guidance on the management of generic recruitment and selection
processes

This Toolkit is highly detailed to guide al role-players involved in recruitment and
selection through all the constituent elements of the process;

provide guidance on the development of departmental policy

The Toolkit serves as aframe of reference for the development of departmental policy
and procedures on recruitment and selection, consistent with national norms and stan-
dards;

avert typical errorgpitfallsthat departments have fallen prey to

The Toolkit covers all major generic procedural stepsto assist departments in steering
clear of typical pitfalls and errors; and

introduce the concept of self-monitoring

The structure of the Toolkit is designed in such amanner that it can be used as a set of
checklists to ensure that all-important facets are covered in practice. As such, the
Toolkit serves as a self-monitoring instrument to enhance the quality of recruitment
and selection.

Important principles underlying recruitment and selection

231

232

Lack of policy guidelines may detract from goal attainment

To ensure that transformation objectives are realised in respect of recruitment and
selection, departmental policy needs to give ef fect to national objectives and princi-
ples. If such policy guidelines are non-existent, there are no guarantees that these
objectives will be met and this may result in departments losing direction of what
should be achieved. In such circumstances, recruitment and selection is often managed
clumsily, leaving the results open to scrutiny.

Failing to plan setsthe scene for failure
The various steps involved in HR practices represent building blocks where, if any of

the preceding steps are neglected, all subsequent steps are compromised. In accordance
with PSR 1.1.1, Chapter 111, it is clear that no filling of posts can commence until -

12



Important Principles underlying Recruitment & Selection Chapter 2

233

= job evaluation has been conducted and approved asfar as new posts and posts from
post level 9 and upwards are concerned;

m ajob description has been developed from the above-mentioned job evaluation,
addressing the main objectives and inherent requirements of the post (post and per-
son specifications);
amotivation for the filling of a post has been approved;

= thejob description has been utilised for the proper drafting of an advertisement that
has been approved;

= aselection committee has been appointed to handle the selection of the most suit-
able candidate(s);

m selection criteria for screening purposes have been identified and applied consis-
tently for the screening of candidates,

m selection criteria for short-listing purposes have been identified and applied con-
sistently to shortlist candidates;

m selection criteria for the final selection of candidates have been identified before-
hand and applied consistently to identify the most suitable candidate(s);

= anomination for appointing the most suitable candidate(s) has been approved by
the executing authority or his’her delegate;

= unsuccessful candidates are notified timeously by means of aletter of regret;

a candidate isinformed in writing of his/her appointment as the most suitable can-
didate; and

= acandidate accepts, in writing, his’her appointment.

Poor administration and decisions yield poor results

Apart from ensuring a satisfactory outcome, sound administrative practices will also
ensure objectivity, consistency, equity and fair labour practices.

Poor recruitment and selection decisions do not only give rise to costly grievances,
complaints,disputes, litigation and discontentment, but also put strain on an entire sys-
tem due to a poor post and person match, resulting in unnecessary redeployment of
human resources to uphold productivity. Cognisance must therefore be taken of the
provisions of the Promotion of Administrative Justice Act (AJA), 2000 wherein per-
sons who have been unsuccessful can request reasons in writing for any decision that
negatively affects their rights.

Thus viewed, the recruitment and selection processes together form one of the most

important HR functions on which the ability of any ingtitution to deliver, rests.
Ensuring that sound policies and procedures are in place is most important.

13
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The Management of the Recruitment

& Selection Process Chapt
This Chapter contains the following:

3.1 Understanding the recruitment and selection process
3.2  Important points of departure
3.3  Important recruitment and selection activities:

3.3.1 Advertising

3.3.2 Managing applications

3.3.3 Screening of applicants

3.3.4 Short-listing of applicants

3.3.5 Fina selection of the most suitable candidate(s)
3.3.6 Record-keeping

3.3.7 Monitoring recruitment and selection

3.1 Understanding the recruitment and selection process

The effective and ef ficient management of the various recruitment and selection activitiesis
dependent on all role-players having a holistic view of what the process entails (see Figure 1
on the next page). They should have a thorough grasp of what the different activities are, what
the interdependencies between these activities are and what the role-players’ responsibilities
entail.

From Figure 1 it is clear that the entire process can be divided into six distinct phases,
starting off with job evaluation and ending up with the final selection of the most successful
candidate(s). Each phase consists of a number of activities that have to be executed before
role-players can commence with the next phase.

15
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Job
evaluation

Advertising

Registering
applications

Screening
(Selecting applicants who

comply with
minimum appointment &
advertised requirements)

Short-listing
(Selecting a pool of most

suitable candidates)

Final selection

(Selecting the most
suitable candidate(s))

The Recruitment & Selection Process

Figure 1 The Recruitment & Selection Process

Job evaluation
Line management
Assisted by HR Component

1
Apply for filling of post & obtain approval
Line management
Assisted by HR Component

|
Job description
Line management
Assisted by HR Component

1
Duty sheets
Line management
Assisted by HR Component

Draft advertisement & obtain approval
Line management
Assisted by HR Component

Place advertisement
Line management
Assisted by HR Component

Receive applications
Line management
Assisted by HR Component

Letters of acknowledgement
Line management
Assisted by HR Component

Line management
Assisted by HR Component

Apply screening criteria & identify successful/unsuccessful applications

Obtain approval for outcome of screening
process & commence with short-listing
Line management
Assisted by HR Component & overseen by
Selection Committee

Letters of regret
Line management L
Assisted by HR Component

F

Unsuccessful
applications put on
record
Line management
Assisted by HR Component

Line management

Apply short-listing criteria & shortlist successful candidates

Assisted by HR Component & overseen by Selection Committee

Obtain approval for shortlist & commence
with final selection
Selection Committee
Assisted by HR Component

Letters of regret
Line management L
Assisted by HR Component

Non-short-listed can-
didates put on record
Line management
Assisted by HR Component

Select successful candidate(s)
Selection Committee
Assisted by HR Component

Submit decision to Executing Authority
Line management
Assisted by HR Component

Inform successful candidate(s)
Line management
Assisted by HR Component

Letters of regret
Line management
Assisted by HR Component

|
|
|
|

Unsuccessful candi-
dates put on record
Line management
Assisted by HR Component

HR Component:Human Resources Component
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Important Points of Departure Chapter 3

3.2 To enhance the management of recruitment and selection, the
following points of departure could be adopted

321

322

3.23

Recruitment and selection isfirst of all a line management responsibility

It isthe responsibility of line managers to ensure that posts are filled and to obtain the
assistance of departmental HR Components in this regard.

Line managers are al so responsible for the overall management of the recruitment and
selection process. They should ensure that all relevant activities, whether handled by
themselves or by their HR Components, are managed effectively and efficiently with-
in reasonable time frames.

To do this, a clear demarcation of tasks and responsibilities is necessary, so that line
managers are in control of the entire process and are in a position to question activi-
tiesif reasonable time frames are exceeded.

Each recruitment and selection phase should be finalised before moving on to the
next phase

Recruitment and selection consists of different phases (advertising, screening, short-list-
ing, etc.), which are integrated with, and follow one another in a specific order. This
implies that each phase hasto be finalised before the next phase commences.

Each of these phases represents a selection process. Applicants who are eliminated at
acertain levd (i.e. screening), are for all intents and purposes out of the process.

Nothing prohibits departments, therefore, to inform these applicants accordingly and
to see to it that all relevant documentation is placed on record straight away.
Departments therefore do not have to wait for the whole process to be finalised before
informing unsuccessful applicants accordingly. This will also spread the administra-
tive burden attached to each phase over time. The outcome of the screening process
needs to be submitted for the approval of the executing authority or his or her delegate.

There are thus obvious benefits to be derived from finalizing phases while moving on
to the subsequent phases.

Reasonable time frames should be allocated to the execution of each phase

Since the filling of a post has major cost implications (also hidden costs), it is essen-
tia that this be undertaken in the shortest possible time. Reasonable time frames

17



Chapter Important Recruitment & Selection Activities

should therefore be allocated to the various phases, taking into account the type and
number of activities that have to be executed in respect of each phase.

These time frames should be known to al role-playersinvolved and adhered to as far
as possible. The HR Component should monitor and report any deviations from poli -
cies and procedures not properly sanctioned to the head of department via approved
channels of communication, with a view to proactive redress.

3.3 To ensure effective and accountable recruitment and selection, the
following activities need to be highlighted

(@) What you advertise for iswhat you get

The aim of an advertisement is to reach the broadest possible pool of candidates with-
in a specifically targeted domain. For example, there is no sense in advertising a post
to people who do not have the knowledge, skills and competencies to perform the job.
Naturally, this does not apply to entry-level or trainee posts and care must be taken that
the principle of free competition is not compromised.

Itisthereforevital that an advertisement clearly sets out what the requirements are that
have to be met by applicants. This will enable them to do self-selection where they can
compare their candidature to what is required. Further to this, it will assist in reducing
the number of non-qualifying applications.

The content of advertisements ultimately represents the selection criteria applicable to
the filling of the post. It therefore stands to reason that the better the effort that goes
into the content of the advertisement, the easier subsequent processes will be and the
better the quality of the outcome.

The aforementioned, however, require departments to apply their minds fully to the
formulation of advertisements. An advertisement is not an object on its own, but is a
tool to satisfy an objective at amuch higher level, i.e. at astrategic HR planning level,
where thorough consider ation has to be given to the need for knowledge obtained by
means of tertiary education and/or skills and competencies obtained in practice.

This implies that a department has to apply its mind to what is required on person

specification level before it compiles an advertisement. Thiswill ensure that the adver-
tisement will allow for flexibility during the recruitment and selection process.

18



Important Recruitment & Selection Activities Chapter 3

In practice this is often not done and departments only realize, whilst busy with the
selection process, that they would want to opt for a candidate that does not possess, for
example, the type of tertiary qualifications advertised, but who has acquired the very
skills and competence required through other means.

In order to appoint such a candidate, they have to waive the qualification requirement
at this very late stage. Thisis not desirable, since it compromises the accessibility to
such posts by other candidates who did not apply on the basis of the specific qualifi-
cation requirements set in the advertisement.

(b) What principles apply to advertising?

To ensure that the objectives of advertising are met, the following principles need to
be adhered to:

An advertisement should not favour, prejudice or discriminate.

= Anadvertisement should be fully in line with the job content and the post and
person specifications.

s Advertisements should give a clear indication of requirements that must be met.

= The widest possible number of applicants must be attracted in the most cost-
effective manner.

s Advertising should promote staff mobility, utilisation and career development
opportunities.
Advertisements should cater for attracting potential.

m The language and style of advertisements must be clear and simple in order to
enhance employment equity.

(c) How can discrimination be avoided in practice as far as advertisements are
concerned??

(i) Content

The recruitment process usually begins with the placement of an advertisement.
The wording of the advertisement is, of course, pivotal and the employer should
take care that the advertisement is worded in such away that it does not direct-
ly or indirectly discriminate against any group of people or places undue obsta-
clesin their way. For example, it may amount to discrimination to require qual-
ifications that are not absolutely necessary for the job.

Itisalso common to find that employers, when placing advertisements for vacant
posts, add a statement that they are employment equity, affirmative action or
equal opportunity employers. It should be borne in mind that employment

2 Sections (c)(i) and (ii) are extracts from an article: Aspects of discrimination in recruitment published in Contemporary
Labour Law, Vol. 11 No 4 of November 2001
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Screening

Chapter

(i)

equity includes non-discrimination. Our courts have also indicated that arbitrary
appointments on the basis of race may constitute unfair discrimination.

There must be a programme (and not only a policy) through which affirmative
action isto be effected and this must be designed on the basis of objective crite-
ria, and only on this basis can a specific post be earmarked for filling by a can-
didate that will promote representativeness.

Placement

The placing of advertisements as such can be discriminatory if these are confined
to certain centres or publications which may exclude certain applicants, or which
may disproportionately reduce the number of applicants of a particular group of
people. It may, in this sense, amount to discrimination if the employer advertis-
esavacant post in apublication that islargely read by (and largely aimed at) e.g.
amale readership or certain population groups.

KRWA Applications: How does one handle 3000 applications?

Despite targeted recruitment, an advertissment can, in practice, elicit many more
gpplications than anticipated. Thisis a mammoth task, which hasto be conducted in a
fair and open manner where no-one is unduly advantaged or disadvantaged.

Effective and accountable screening isthe first step in eliminating applications that do
not meet basic appointment criteria (as contained in section 10 of the Public Service
Act, 1994, as amended), and the requirements contained in the advertisement. This
should reduce the number of applications to a manageable size without sacrificing the
principles of fairness and equity. This is done by applying a predefined set of criteria
in respect of each and every application.

Short-listing is the next step that will help to identify alist of the most suitable candi-
dates after having applied a set of criteria complimentary to that of screening. These
two very important steps in the recruitment and selection process are discussed in
more detail below.

Screening of applicants

(@)

What is the purpose of screening?

Any advertisement should specify basic criteria that must be met for an application to
be eligible for consideration. If these criteriaare not met, there is no obligation on the
employer to consider such applications.

20



Screening Chapter 3

The screening process therefore seeks to identify those applications that meet the basic
entry-level requirements (contained in section 10 of the Public Service Act, 1994, as
amended), and those advertised.

Applications that are therefore incomplete or do not meet the basic appointment crite-

ria are considered unsuccessful applications. A breakdown of the screening processis
provided in Figure 2 below.

Figure 2  Screening: A breakdown of activities

Line management

Receive applications
Assisted by HR Component

Letters of acknowledgement3
Line management -
Assisted by HR Component

Line management
Assisted by HR Component

Apply screening criteria & identify successful/ unsuccessful applications I

Obtain approval for outcome of screening Unsuccessful
Letters of regret process & commence with short-listing applications put on
Line management + Line management - record
Assisted by HR Component Assisted by HR Component & overseen by Line management
Selection Committee Assisted by HR Component

(b) What principles apply to the screening process?

For the screening process to meet its objectives, certain basic principles need to be
adhered to. These are the following:

m A fair set of screening criteria should apply, which should have the sole purpose
of identifying those applicants who meet the basic appointment and advertised
requirements.

" Screening criteria must be in line with the job content and appointment, as well
as advertised requirement so that applicants screened are clear on the criteriathat
apply.

m  Thecriteria should apply to al applicants in a consistent manner.

3 For practicle purposes the letters of regret can also serve as letters of acknowledgment after screening has been finalised
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Chapter 3

Screening

Any waivers (i.e. applicants passing the screening test without meeting basic
requirements) should be fully motivated and approved and be properly docu-
mented. See also conditions as discussed under Criterion 4 of the Screening
Process on page 24 and Criterion 1 of the Short-listing Process on page 32.

A declaration of a conflict of interest should be made if any candidate is related
to or friends of an official involved in the screening process, together with steps?
taken to uphold fairness, equality and objectivity, if such relationship(s) exist.
The various activities (see Figure 2) of the screening process should be docu-
mented and put on record.

Adherence to these principles should ensure that the screening process is managed in
an objective, fair and open manner.

(©
0]

(ii)

(iii)

I mportant screening issues

May screening be utilised to reduce a vast number of applications to
manageable size?

The main purpose with screening isto eliminate applications that do not meet the
advertised and basic appointment requirements as contained in the Public
Service Act, 1994 as amended.

The objective with the next phase of the process, namely short-listing, will beto
identify a manageable size of applicants who best meet the requirements of the
advertised post.

Isit necessary to apply a fixed set of selection criteria for screening purposes?

In order to be fair and objective in the screening of candidates, it is essential that
afixed set of valid criteria be applied in terms of each and every candidate that
applies for a position.

Thiswill ensure that the person entrusted with the screening of candidates, does
so in aresponsible, objective and accountable manner.

What can be used as selection criteria for screening purposes?

The following examples of four possible separate sets of criteria can typically be
considered for screening purposes:

4 Any employee who isrelated to or a friend of a candidate and forms part of the decision-making process, should -
» declareaconflict of interest;

e ensurethat thisis put on record; and

¢ recuse him- or herself from the selection process in its totality.
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Criterion 1:

Closing date for applications should be met.

All applicants have to adhere to the closing date for applications as specified in the
relevant advertisement.

Note:  Late applications may, however, be accepted on the merits of such cases, provided that sound
and valid moti vation is provided in writing and that this is approved by the executing authority or his
or her delegate.

Criterion 2:

Certain conditions should be met in relation to the format
and content of -

m application forms,
m Curricula itae (CV'’s); and
= all other relevant documentation.

Note:  Departments may, to facilitate screening, short-listing and final selection, prescribe the man -
ner, format, content and supportive documents to be included in applications. Where this is not met,
applicants are disqualified.

These (if specified in (the) advertisement(s)) may include the following:
a.  Whether the application formis -

legible;

complete;

signed; and
dated.

e o o o

b. Whether a CV isincluded, islegible and contains clear information on issues highlighted in the
advertisement.
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Criterion 3:

Basic appointment requirements should be met in terms of -

citizenship;
age;
character; and
health.

Note:  These are prescribed in terms of the Public Service Act, 1994, as amended.

1 In so far asreguirements may be prescribed.

Criterion 4:

Minimum advertised requirements should be met in terms of -

= quadifications; and
= competencies (knowledge, skills and where required, experience).

Note:  Candidates who do not meet the minimum advertised requirements may be accepted for short-
listing purposes if, for example, the candidates do not have a tertiary qualification but have acquired
competencies (knowledge and skills) and possess qualities that off-set this. Thisisin line with what is
contemplated in Chapter 5 of the White Paper on HRM in the Public Service as well as Regulation V1|
C.1 and C.2. of Chapter 1 of PSR,2001.

However, the above-mentioned is only permissible if -

« approval was obtained for the relaxation of appointment requirements;

« thisflexibility is provided for in the advertisement; and

« such cases are properly motivated in writing and approved by the executing authority or his or her
delegate and should withstand legal scrutiny in a court of law - since it has to be considered that
should the ad vertisement have been re-advertised with waived or altered requirements, more can -
didates might have applied.

(iv) May criteria be utilised for screening purposes that were not specified in the
advertisement?

Theoretically, thisis permissible provided that these are in line with the job con-
tent and/or requirements specified in the advertisement or are obvious require-
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v)

(vi)

Chapter

ments, and provided that the provisions contained in section 10 of the Public
Service Act, 1994, as amended, are met.

For example, may the legibility of application forms be used as a criterion for
screening purposes athough it was not explicitly mentioned in the adverti ssment?

The answer isyes. It stands to reason that the onus lies with applicants to ensure
that what they submit is legible, clear and complete. Departments cannot be
expected to decipher badly presented applications, especially where large num-
bers of applications are to be processed.

No employer can be expected to follow up on, for example, 3 000 applications
to obtain clarity. Just like any other selection criterion applicable to the subse-
quent selection processes where competence is assessed, such oversights speak
volumes of the work quality and attitude of applicants.

However, where such criteria are applied, these need to be applied to all candi-
dates who have submitted applications.

Who should be responsible for the screening of candidates?

Since this is a straight-forward administrative action, based on a predefined set
of criteria, line management, and selection commitees for that matter, need not
be involved in the process. Thisis normally the responsibility of the department’s
HR Component.

Line management (who may be assisted by selection commitees) should, how-
ever, oversee the process to ensure that it is executed correctly and in accordance
with criterialaid down.

May a standardized format be utilised to assist with the screening process?

The utilisation of a standardized format (such as the example at Annexure A on
page 75) has certain benefits as well as disadvantages:

(a) Benefits  The benefits of a standardized format provides the following:

= Objectivity and openness.

= Certainty about the steps that should be taken and the criteria
that should apply.

= Responsible and accountable action.
Easy monitoring and control.

= Instant record-keeping.
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(b) Disadvantages The biggest disadvantage is that it may contribute to the so-
called “paper war” in departments. This should, however, be
weighed up against the benefits mentioned earlier.

(vii) What are the steps that should be followed in ensuring the accountable screen-
ing of candidates? (See also guidelines at Annexure A on page 74 for utilis-

ing relevant documentation)

e Keep alist of all applications received
on which important information is

captured.

e Identify fair screening criteria

e Ensure that the above criteria are
(somehow) reflected in the advertise-
ment so that candidates are aware that
these form part of the selection criteria.

26

List of Applicants for Screening
Purposes.

e Names of applicants

e Outcome of screening process

e Notification of unsuccessfully screened
applicants.

[ See also example at Annexure B on page 76]

Possible screening criteria:

e The closing date for applications

e Preset conditions asfar as the submis-
sion of documentation is concerned

e Minimum appointment requirements as
specified in section 10 of the Public
Service Act,1994, as amended.

e  Minimum advertised requirementsin
terms of competencies.

[ See also principles under lying the screening
process on page 21 as well as criteria on
pages 23 and 24]

Advertisement:

An advertisement can beworded asfollowsin
this regard:

Applications must be legible, complete,
signed and dated. A CV detailing the level
and extent of knowledge, skills,competencies
and career exposure, must be attached.



Screening

Demonstrate that a fair screening
process was applied by conducting a
thorough paper excercise, for exam-
ple, by completing the document
“SCREENING” of each applicant.

Ensure that unsuccessful candidates
are notified in good time by means of
aletter of regret.

Ensure that all relevant information is
put on record.

Chapter

Outcome of the screening process:

Applicant successfully screened?

Yes [ ] No[]
Summary of reasons for unsuccessful screen-
ing of applicant.

[See also process at Annexure A on page 74]

Letter of regret:

| regret to inform you that your application for
the above-mentioned post was not successful.

| would, however, like to...

[See also guidelines on page 28]

Documentation to be put on
record:

Copy of the advertisement
Application form

Certificates

cv

Outcome of screening process
L etter of regret.

(viii) Should the outcome of the screening process be put on record?

The screening of candidates is an important decision-making activity that forms
part of the total selection process. Since this activity has an important impact on
the rights and expectations of applicants, the process should be managed in a

responsible and accountable manner.

For this reason, and considering that this may be challenged, it isimportant that

it be documented and put on record.
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Figure 3

(ix) May letters of regret be forwarded to applicants after screening is finalised?

For anumber of reasons, of which fairnessis an important one, applicants should
be notified of the outcome of their applications as soon as possible.

Since short-listing and the final selection phase (usually by means of interview-
ing) are time-consuming exercises, it is only fair to inform applicants whose
screening was unsuccessful that their applications have been turned down. See
Figure 3 below for guidelines. It will also place a lesser administrative burden
on the HR Component of a department if the notification of unsuccessful appli-
cants could be spread over a period of time, especially where vast numbers of
applicants are involved. This should, however, only commence after approval has
been obtained from the executing authority or his or her delegate on the outcome
of the screening process. Futher, cognisance must be given to aspects under
Criterion 4 on page 24.

Although commonly applied, it is not desirable to state in advertisements that
applicants should consider their applications unsuccessful if they do not receive
feedback within a specified time period. This not only portrays a negative picture
of the Public Service as an employer, but offers no guarantees to applicants that
a specific department has indeed received their applications. Therefore, where
this approach may have merit in large departments where numerous posts are
advertised simultaneoudly, it should nonethel ess be employed with circumspec-
tion.

A letter of Regret after screening is completed should contain reasons for
not being successful in respect of the following:

e Theclosing date for applications

e Preset conditions as far as the submission of documentation is concerned

e  Minimum appointment requirements as specified in section 10 of the PSA, 1994
5

e  Minimum advertised requirements in terms of competencies

Advice regarding legal remedies in terms of the Promotion of Administrative Justice Act,
2000, may also be provided.

5 Knowledge, skills, and where reguired, experience.
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KRFW Short-listing of applicants

(@) What isthe purpose of short-listing?

After having completed the screening process and eliminated those applicants that do
not meet the basic requirements, the next objective should be to identify a manageable
size (pool) of applicants (a short-list) who are best suited to fill the position success-
fully and from whose ranks the most suitable candidate(s) i/are to be selected.

Advertisements generally only specify the minimum gppointment reguirements in
respect of qualifications and competencies (knowledge, skills and, where required,
experience). Such candidates enjoy a legitimate expectation to be considered for the
position.

However, this does not prohibit an employer from giving a more favourable consider-
ation to applicants that surpass the minimum requirements as long asit isin line with
the job content. At the end of the day it is about identifying a manageable pool of best
suited candidates for a specific position, in the interest of the State taking into account
Affirmative Action and Employment Equity objectives.

Figure4  Short-listing: A breakdown of activities
Apply short-listing criteria & shortlist successful candidates
Line management
Assisted by HR Component & overseen by Selection Committee
|
Letters of regret Obtain approval for shortlist & commence Non-short-listed can-
Line management with final selection didates put on record
Assisted by I Selection Committee 2 Line management
HR Component Assisted by HR Component Assisted by HR Component

(b) What principles apply to the short-listing process?

The principles are basically the same as those for the screening process and entail the
following:

m A fair set of short-listing criteria should apply, with the sole purpose of identify-
ing a pool of best suited candidates for a specific position.

s Short-listing criteria must be in line with the job content and appointment, as
well as advertised requirements so that aplicants shortlisted are clear on the cri-
teria that apply in a consistant manner.

29



Chapter 3

Short-listing

Any waivers (i.e. applicants being short-listed without meeting short-listing
requirements) should be fully motivated, approved and be properly documented.
See also conditions as discussed under Criterion 4 of the Screening Process on
page 24 and Criterion 1 of the Short-listing Process on page 32.

A declaration of a conflict of interest should be madeif any candidate isrelated to
or afriend of an official involved in the short-listing process, together with steps®
taken to uphold fairness, equaity and objectivity, if such relationships exist.

The various activities of the short-listing process (see Figure 4 on previous page)
should be documented and put on record.

Adherence to these principles should ensure that the objectives of short-listing are
realised and that this phase is managed in an objective, fair and open manner.

©

(i)

(i)

(d)

How can discrimination be avoided in practice as far as short-listing is
concerned?’

Avoid atendency to select applicants similar to oneself

Short-listing should be conducted in a neutral and objective manner. Pertinent in
thisregard isto take care not to shortlist applicants who are similar (in race, gen-
der, age, etc.) to oneself. Checks and bal ances need to be introduced in the selec-
tion processto ensure that individual bias and stereotyping are avoided. This can,
for example, be achieved by means of a selection committee consisting of per-
sons of different race, gender, age and culture.

Identify selection criteria with circumspection

The selection criteria used in this phase of the selection process should be
clearly specified and should only relate to the job content and the minimum
prescribed entry requirements for careers in the Public Service. Many adver-
tisements in newspapers emphasise maximum or idea requirements and formal
educational requirements. Unless these form part of the inherent requirements of
ajob, it may be discriminatory to specify this without allowing those who have
devel oped sufficient skills to do the work, either formally or informally and by
means of experience, but who do not possess tertiary qualificationsto also apply.

I mportant short-listing issues

Asin the case with screening, a certain level of confusion also exists around the
following practical issues with regard to the short-listing process:

6 See footnote on page 22.
7 Sections (c)(i) and (ii) are extracts from an article: Aspects of discrimination in recruitment published in Contemporary
Labour Law, Vol 11 No 4 of November 2001

30



Short-listing

0]

(ii)

(iii)

Chapter

May short-listing be used to reduce a vast number of applications to a
manageable size?

As stated, the primary objective of the short-listing process is to reduce the
number of qualifying applicants to a manageable size for purposes of selecting
the most suitable candidate.

A further objective with short-listing is to rank candidates, and to determine a
cut-off point below which candidates will not be interviewed. The criteria
utilised for short-listing purposes should therefore be in sufficient detail to allow
for this and should be applied consistently. Care must, however, be taken that
these do not work against Affirmative Action and Employment Equity
objectives.

Isit necessary to apply afixed set of sdlection criteriafor short-lising purposes?
To be fair and objective in short-listing candidates, it is essential that a fixed set
of selection criteria be applied in terms of each and every candidate that was
screened successfully.

What can be used as selection criteria for short-listing purposes?

The following represent three possible separate sets of criteria that can be
utilised for short-listing purposes:
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Criterion 1:

Successful screening of candidates

Only candidates that were successfully screened should be taken into account for
purposes of short-listing.

Note:  Candidates who were unsuccessfully screened (i.e. candidates who do not meet the minimum
appointment and advertised reguirements) may still be considered for short-listing purposes on themer -
its of such cases, as discussed under Criterion 4 of the Screening Process on page 24.

It should, however, be emphasized that the merits of such cases should be based on special considera -
tions such asthat -

»  they possess special qualities and competencies outside of the advertised requirements;

« previousand cur rent advertisements have demonstrated a limited pool of candidates in the labour
market; and

e it is not expedient to re-advertise the post on the basis that further advertising will not render
better recruitment results.

However, where such situations occur, the special considerations have to be thoroughly reasoned to the
executing authority or hisor her delegatein order to obtain approval for the waiver of any such require -
ments a candidate may not be complying with. In thisregard, the onus restswith the applicant to demon -
strate in the CV on what basis his or her qualities off-set certain advertised requirements.

Criterion 2:

The level of qualifications and competencies*
(A higher level may be viewed as a more favourable consideration.)

To be short-listed, a candidate should at least meet the minimum appointment, as
well as advertised requirements in respect of qualifications and competencies.

In order, however, to identify a manageable number of applicants who can be short-
listed for final selection purposes, ahigher level of qualifications and competencies
than that required as a minimum in the advertisement, may be viewed as a more
favourable consideration, if it isjustifiable by the nature of the post’s job content.

Note:  In practical terms this implies that candidates who do meet the minimum advertised require -
ments, may not necessarily be short-listed.

*  Knowledge, skills and, where required, experience.
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Criterion 3:

The relevancy of qualifications and competencies*
(A higher relevancy may be viewed as a more favourable consideration.)

In order to be short-listed, the qualifications and competencies of a candidate should
berelevant. What is considered relevant, should be specified in the advertisement.

Therelevancy of qualifications and competencies is dependent on the nature of the
job content of the post as advertised. This may therefore vary from applicant to appli-

cant.

The more relevant qualifications and competencies of applicants are, the more
favourable their candidature to the employer. From this perspective, the employer
may, for short-listing purposes, choose to select only such candidates in order to ren-
der the number of applications to consider manageable.

Note: It should be emphasized that a candidate who does not possess the qualifications and compe-
tencies as advertised may still be short-listed on the merits of such cases, provided that the conditions
as mentioned under Criterion 4 of the Screening Process (page 24) and Criterion 1 of the Short-list-
ing Process (page 32) are met.

*  Knowledge, skills and, where required, experience.

(iv) May selection criteria that were not specified in the advertisement be utilised

v)

for short-listing purposes?

For example, may formal qualifications or non-tertiary professional knowledge
that are at a higher level as the minimum advertised, be given a more favourable
consideration for short-listing purposes than the minimum required? If it is
accepted that the objective is to appoint the most suitable candidate, it stands to
reason that a higher level and higher relevancy of qualifications and competen-
cies (knowledge, skills and, where required, experience) will be more favourable
to the employer, as long as these are linked to the job content, and do not work
against Affirmative Action and Employment Equity objectives.

Who should be responsible for the short-listing of candidates?
Since short-listing requires an in-depth knowledge of the advertised position,

line management needs to be involved first-hand in the process of short-listing
candidates.
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(vi)

(vii)

The selection committee should ideally be involved at this stage for purposes of
continuity, insight, consensus and for preparatory reasons.

May a standardized format be utilised to assist in short-listing?

The utilisation of a standardized format (such as the “SCORING MATRIX' at
Annexure D, page 84) has the same advantages and disadvantages as mentioned
under screening of applicants on page 25. Information gleaned from application
forms and CV'’s should be used for scoring candidates by utilising the
“SCORING MATRIX", which should produce a “SHORT-LISTING SCORE" for
each applicant (see example at Annexure C, page 79). A redlistic cut-off point
should then be determined to assigt with identifying a manageable pool of candi-
dates for interviewing purposes.

Wheat are the steps that should be followed in ensuring the accounteble short-list-
ing of candidates? (See aso guidelines at Annexure C on page 77 for develop-
ing and utilising a “SCORING MATRIX")

Keep a list of al applicants consid-
ered for short-listing on which impor-
tant information is captured. e Names of applicants considered for
short-listing
e Outcome of short-listing process
e Noatification of applicants not short-listed.

List of applicants for short-listing purposes:

[See also example a Annexure B on page 76]

e Identify fair short-listing criteria. Possible short-listing criteria:

e Applicants must have been successfully
screened

e Thelevel of qualifications and compe-
tencies (knowledge, skillsand, if
required, experience)

e Therelevancy of qualifications and
competencies (knowledge, skillsand, if
required, experience)

[ See also the principles underlying the short-
listing process on page 29 as well as criteria
on page 32 and 33]
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e Ensure that the criteria are -

aligned towards identifying a pool of
applicants who are best suited for the
post; and

in line with the advertised require-
ments as well as the job content.

For instance, will more relevant and higher
levels of quaificationsimply better suitabil-
ity for the post? If not, what will?

Ensure that the advertised require-
ments provide for the assessment of
potential by making provision for non-
tertiary professional  knowledge
obtained.

Demonstrate that a fair short-listing
process was applied by conducting a
thorough paper excercise for example,
by utilisng the “SCORING MATRIX’
for each applicant.

Ensure that unsuccessful candidates
are notified in due time by utilising a
letter of regret.
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Level: Relevancy:
e Asrequired e Partialy relevant
e Relevant

e Highly relevant

e Asrequired +
one level higher
e Asrequired +
two levels higher, etc.

[ See also process at Annexure C on page 77]

Advertisement:

An advertisement can typically be worded as
follows:

Skills, knowledge and expertise acquired
through means other than formal qualifica-
tions will also be considered. Applicants have
to fully elaborate on the level of such and how
these were acquired in their CV’s.

Outcome of the short-listing process:

Applicant short-listed? Yes [ ] No []
Summary of reasons for applicant not being
short-listed.

[ See also example a Annexure C on page 79]

L etter of regret:

| regret to inform you that your application for
the above-mentioned post was not successful.

[See also guidelines on page 37]
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Ensure that all relevant informationis  pocumentation to be put on record:
put on record.

Copy of the advertisement
Application form

Certificates

Ccv

Outcome of screening process
Outcome of short-listing process
Letter of regret.

(viii) Should the outcome of the short-listing process be put on record?

(ix)

As in the case of screening, the short-listing of candidates too is an important
decision-making activity that forms part of the total selection process.

Since this activity also has an important impact on the rights and expectations of
applicants, the process should be managed in a responsible and accountable
manner. For this reason and for the fact that this may be challenged, it isimpor-
tant that it too be documented and put on record.

May letters of regret be forwarded to applicants after short-listing is finalised?

As mentioned earlier, applicants should be notified as soon as possible about the
outcome of their application for a position. Since final selection (usually by
means of interviewing) can be a time-consuming exercise, it is only fair to
inform applicants who were not short-listed that their applications have been
turned down (see Figure 5 on facing page). It will again also help to spread the
administrative burden over a period of time. However, this should only be done
once approval has been obtained from the executing authority or his or her dele-
gate and considiration given to the candidates as indicated under Criterion 1 on
page 41, and a nomination was made. Thisisto alow for the reconstruction of a
shortlist, should the initial shortlist not yield a most suitable candidate.
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Figure 5 A letter of regret after short-listing is completed should contain reasons for
not being successful in respect of the following:

e Thelevel of qualifications and competencies8
e Therelevancy of qualifications and competencies

e Thelevel of functioning as demonstrated by the applicant in respect of the various com-
petencies

Advice regarding legal remedies in terms of the Promotion of Administrative Justice Act,
2000, may also be provided.

KEW Final selection phase

(8 What isthe purpose of the final selection phase?

The screening and short-listing phases are directed at identifying a pool of candidates
from amongst those who qualify for appointment that are best suited for the position.

The final selection phase which is currently predominantly dependent on the selection
interview, isto identify themost suitable candidate(s) from amongst this pool of can-
didates (short-listed candidates) with due regard to the -

s departments HR, Affirmative Action (AA) and strategic service delivery
objectives; and
m  advertised post and person specifications.

8 Knowledge, skills, and where required, experience.
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Figure 6 Thefinal selection phase:A breakdown of activities.

Selection Committee
Assisted by HR Component

|
Submit decision to Executing Authority |

Select successful candidate(s) |

Line management
Assisted by HR Component

]
Inform successful candidate(s)
Line management
Assisted by HR Component

Unsuccessful selections
. put on record
Line management

Assisted by HR Component
1
Letters of regret Letters of acceptance
Line management i Line management
Assisted by HR Component Assisted by HR Component

(b) What principles apply to the final selection phase?
The following principles apply:

m A far set of find selection criteria should apply, which should have the sole
purpose of identifying the most suitable candidate(s) from a pool of best suited
candidates.

" Final selection criteria must be in line with and limited to what is relevant in
terms of job content, as well as appointment and advertised requirements so that
applicants interviewed are clear on the criteriathat apply in a consistent manner.

= Anywaivers(i.e. applicants being sdl ected without meeting final selection require-
ments) should be fully motivated and approved and be properly documented as
prescribed by Regulation VIl C.1 and C.2. of Chapter 1 of the PSR, 2001.

s adeclaration of aconflict of interest should be made if any candidate is related
to or afriend of an official on the selection committeg together with steps’ taken
to uphold fairness, equality and objectivity, if such relationships exist.

m  Thevarious activities (see Figure 6 aove) of the final selection process should
be documented and put on record.

9 See footnote on page 22.
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(i)

(iii)

(iv)

v)

Chapter

How can discrimination be avoided in practice as far as interviews are
concerned?10

Informal discussions: Handle with care

The interview process is by its very nature intimidating to many applicants.
Interviewers should deliberately endeavour to make applicants feel at ease.
This can be accomplished by informal discussions and questions before the real
interview starts. However, it is at this point that questions, such as those about
children, schools, family responsibilities, marital status, etc., which can be
viewed as discriminatory by applicants, may crop up. Informal discussions
should therefore be confined to neutral issues such as the weather, sport or any
other such actuality.

Cultural differences: Consider questions carefully

Interviewers should be aware of the possible misunderstandings that can arise in
situations where people are from different cultural backgrounds and they should
aso be aware of employment equity and affirmative action measures. Questions
about religion, sexual orientation, marital status, dependants, child-care arrange-
ments, health or disability status should, as far as possible, be avoided.

Respect the right to privacy

The job interview may never be regarded as a“free-for all”. The applicant hasa
right to privacy. This must be balanced against the right of the employer to obtain
as much relevant information as possible from the applicant. This balance can
be attained by structuring the interview around a fixed set of questions, based on
the advertised requirements, that will be posed to al applicants appearing before
the interviewing panel in a consistent manner.

Confine questions to interview objectives

The committee should be made aware of the criteriafor the job to befilled - i.e.
the key performance indicators. They should also be made aware of the fact that
the objective of the interview is to ascertain whether the applicant possesses (or
has the capacity to acquire in a reasonable time) the skills necessary for suc-
cessfully doing the work at the lesel required. Subsequently, al questions should
be confined to this objective.

Be consistent

Consistency in approach should also be emphasised in that all applicants should
be subjected to more or less the same approach in the interview and the same

10 Sections (c) (i) - (v) are extracts from an article: Aspects of discrimination in recruitment published in Contemporary
Labour Law, Vol 11 No 4 of November 2001
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issues should be canvassed with each applicant. The only exception here being
probing questions,provided that no-oneis either advantaged or disadvantaged by
these. The same committee should conduct al the interviews and policies should
provide for the fact that the absence of a member of the selection committee
would vitiate the entire interviewing process.

(d)  What selection techniques can be utilised?
Selection can be based on one or more of the following well structured techniques:

Interviews

Psychometric testing

In-basket simulations

Written tests

Review of past accomplishments
Assessment centers
Reference-checking.

No specific techniqueis prescribed for the Public Service, but interviews are by far the
most commonly used technique. Nonethel ess, whatever method(s) of selection is/are
used, care must be taken that these do not work contra to Affirmative Action and
Employment Equity objectives.

(e) Important final selection issues
(i) What may be used as selection criteria for the final selection phase?
(See aso Annexure F on page 94 for a summary of screening, short-listing and

final selection criteria)

The following represents two possible seperate sets of criteriathat can be utilised
for final selection purposes:
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Criterion 1:

Successful short-listing of candidates

Only candidates that were successfully short-listed should be taken into account for
the final selection of candidates.

Note:  Candidates who were unsuccessfully short-listed (i.e. candidates who do not meet the mini-
mum appointment and advertised requirements) may still be considered for the final selection on the
merits of such cases, as discussed under Criterion 4 of the Screening Process on page 24. It should,
however, be emphasized that the merits of the case should be based on special considerations (see
Criterion 1 of short-listing on page 32).

Criterion 2:

An applicant s level of functioning

Thelevel of functioning, as demonstrated by the applicant with regard to a specific
area of work, should be determined in respect of the following competency areas:

o Knowledge

e Skillg/expertise

o Experience/exposure, if required
o Aptitude/attitude/behaviour.

Note:  To determine the level of functioning, the core competencies or functions, as these relate to
the competency areas applicable, should be analysed. The core competency or functions should be
derived from the job description/ duty sheet and should be further broken down into -

e competency elements; and
e competency issues.
To be able to do thisanalysis, the following needs to be done first:

*  Questions need to be developed for al the competency issues that are identified
¢ A scale needsto be identified against which each competency issue can be assessed

»  Each competency issue needs to be scored.
[See Annexure D on page 81 for guidelines]
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(i)

What are the steps that should be followed in ensuring the accountable final
selection of candidates? (See also guidelines at Annexure D on page 81 for
utilising a“SCORING MATRIX")

Keep a list of all
applicants consid-
ered for final selec-
tion on  which
important informa-
tion is captured.

Identify fair selec-
tion criteria for the
find selection phase.

Develop a“SCORING
MATRIX” to ensure
that the criteriaare -

aligned towards id-
entifying the appli-
cant(s) who is/are
best suited for the
post; and

in line with the
advertised require-
ments as well as the
job content.

List of applicantsfor final selection purposes:

e Names of applicants considered for final selection
e  Outcome of final selection
e Notification of applicants not selected.

[See also example at Annexure B on page 76.]

Possible selection criteria:

e Applicants must have been short-listed
e An applicant’s level of functioning demonstrated by the

goplicant with regard to a specific area of work in respect of the
following competency areas:

¢ Knowledge;

e Skillg/expertise;

*  Experience/exposure, if required; and

e Aptitude/attitude/behaviour -

[See also the principles underlying the final selection phase on page
38 aswell as criteria on page 41]

Scoring Matrix

Core competency or function

Identify the main competencies or functions of the post:

e Each core competency or function needs to be broken down
into competency elements.
e Each competency element needs to be broken down into com -

petency issues.

Competency areas

The main competen-
Cy areas are:

* Knowledge

» Skills/expertise

» Experience/expo-
sure

» Aptitude/attitude/
behaviour
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Competency
elements

Each competency
element needsto be
evaluated in terms of
each competency
area.

Competency issues

Each competency
issue needs to be
evaluated in terms of
each competency
element.

[Develop carefully
designed questions
based on what is
required in respect
of each competency
issue.]
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Level

Identify various levels of functioning and describe synoptically what
is expected at each level:

e Beginner e  Semi-expert
e  Semi-competent e Expert
e  Competent.

After having scored each competency area, the overdl score as well
as thelevel at which an applicant isfunctioning should be determined
to form an overal picture of the applicant’s suitability for the post.

[See also guidelines at Annexure D on page 81]

Ensurethat each selection commit-
tee member is provided with dl the
rdlevant information pertaining to
each short-liged agpplicant before-
hand to enable them to acquaint
themsdves with the applicants as
well as the interviewing instru-
ment.

e Ensure that the interviews are
conducted in afair and effective
manner and that each candidate
is weighed comprehensively
against the requirements as
advertised.11

Relevant infor mation:

Job description

Advertisement

Application form

Certificates

Ccv

Outcome of the screening and short-listing
process

The interviewing instrument and an explana-
tion/guideline of its application.

Principles underlying interviews:

Obtain acceptance of the interviewing instument
from the selection committee members as well as
on the screening and short-listing results before
the interviews start.

Kick off with the interviews where short-listing
stopped and do not touch on screening or short-
listing issues since these have been finalised.
Focus on the sole purpose, namely to identify
the most suitable candidate

Pose the same questions to all applicants
Record/minute all responses.

Note:  Remember, the interviews are aimed at estab -
lishing each candidate’'s knowledge, skills, expertise
and insght with regard to the job content in order to
select (a) candidate(s) that best suit(s) the requirements
of the job.

11 Interviewees should be reguested to submit certified certificates detailing the level and extent of knowledge, skills and com -

petencies.
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Ensure that a comprehensive
motivation is compiled in
respect of al the applicants
interviewed and that it is sub-
mitted timely to the executing

Index:

e Particulars of the post advertised
e  Summary of the process
e Number of applicants

e Summary of screening process

e Summary of short-listing process
e Particulars of the applicants short-listed
e Motivation

e Unsuccessful applicants

*  Successful applicant(s)
e Nomination(s).

authority, or his or her delegate.

e Obtain a letter of acceptance12 L etters of acceptance and r egret:

from the most successful candi- . .
. | regret to inform you that your application for the
date/s and ensure that all appli- above-mentioned post was not successful.
cants are informed about the
outcome of the final selection [See also guidelines on page 37]

phase.

Ensure that all relevant Documentation on record:

information is put on record. S

Application forms

Certificates

CV's

Outcome of screening process
Outcome of short-listing process
Outcome of the final selection phase
Approval of the nomination

e Lettersof regret.

e Appointment letter(s)

(f) Selection committees: Where do selection committees go wrong?

The identification of the most suitable candidate(s) by a selection committee ispre-
scribed to ensure a responsible, fair and objective process.

For the very purpose of ensuring that thisis achieved, selection committees should ide-
ally become involved in the process when short-listing takes place. Not only will com-
mittee members be able to oversee the process of short-listing, but they will also obtain

12 The appointment of a candidate should be subject to the submission of all certified certificates required.
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valuable background information on the candidates that are short-listed, to prepare
them for the final selection phase. Thiswill also enable them to identify shortcomings
(i.e. advertising, etc.) in respect of the process up until short-listing that will have to
be addressed before final selection can commence. Consideration should, however,
aways be given to practical and cost implications.

In the PSC’ s experience, selection interviews tend to be very superficial and general-
istic. As derived from motivations analysed, the majority of selection interviews do not
probe each short-listed candidate’ s proficiency and ready knowledge in relation to the
advertised post and person specifications.

This can be attributed to -

" committee members not being au fait with the job contents of vacant posts;

" committee members not preparing themselves thoroughly beforehand to probe
the level of applicants’ competencies (knowledge, skillsand, where applicable,
experience);

" selection interviews not being structured around the advertised post and person
specifications; and

m committee members not being adequately versed in conducting interviews.

Therefore, as far as selection is concerned, the following should be expected of
committee members:

m  To befully conversant with the job description, duty sheets and post and person
specifications as advertised.

= To be fully conversant with the selection instrument and its application, and to
be comfortable that the instrument will produce the desired results.

s To be fully informed on al the particulars of the candidates short-listed before
the onset of the final selection process.

To enable a committee member to be fully informed and properly prepared he/she
should be provided with the following information well in advance:

= A copy of the application form, CV and any other information obtained of all
short-listed candidates, together with a copy of the outcome of the screening and
short-listing processes.

A copy of the advertisement.

The most recent job description and duty sheet.

A copy (and an explanation of its application) of the selection instrument.

Full details concerning fellow committee members.

Full details on all arrangements.
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(g) Seection instrument: How do you design a selection instrument?

The selection instrument is highly dependent on the recruitment and selection model
or approach that is followed. If a competency-based approach is followed, the main
emphasis will be to establish the competency levels at which a candidate is function-
ing. The sole objective should be to link competency levelsto job content in a manner
that will assist interviewersin scoring and comparing intervieweesin aresponsible and
accountable manner (see also guidelines at Annexure D, page 81).

Whatever approach may be followed, it is desireable to have a “SCORING MATRIX"
developed to assist with both short-listing as well as the final selection of candidates.
From the “SCORING MATRIX” a compentency profile can be drawvn which should
not only assist with final selection, but aso with development and training during
probation.

(h)  Interviewing: How do you select the most suitable candidate in less than an
hour?

The majority of interviews are conducted within an hour on average. Thisimplies that
committee members have less than an hour to form sufficient impressions about can-
didates to enable them to select the most suitable candidate(s). The hour or so spent on
an interview, however, should represent arather small portion of the time that a com-
mittee member utilises to prepare him/herself for an interview by working through the
advertisement, application form, CV, job description, duty sheet and outcome of the
short-listing process in order to obtain a profile of each candidate to be interviewed.
The purpose of the selection interview is, against this background, only supposed to
focus on obtaining clarity and more information on specifically identified areas of an
applicant’ s candidature and to test the accuracy of information contained in the appli-
cation form and CV with regard to the nature, level, extent and depth of competencies
(knowledge, skills and, if justified, experience).

A committee member should also spend sufficient time on becoming conversant with
the selection instrument and should never commence with the selection of candidates
while not fully corversant with the instrument or feeling uncomfortable with the appli-
cation thereof, or if not having drawn a profile of each candidate beforehand.

It should also be noted that the short-listing process ultimately rank applicants on the
basis of the information contained in their application forms and CV’s. It may, how-
ever, very well turn out in practice that a candidate lower down the shortlist outper-
forms his’her peers during the interview on the basis of superior competencies
(knowledge, skills and insight into the job content). There need therefore not be a cor-
relation between the ranking of candidates during the short-listing process and the out-
come of the final selection process.
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3.3.6

0] Nomination(s): Can aless suitable candidate be recommended for
appointment?

Committee members have to ensure that the selection instrument they are using
enables them to -

m  evaluate each and every candidate in the same manner (i.e. pose the same
guestions, etc.);

s weigh each and every short-listed candidate comprehensively against the
requirements as advertised and as contained in the job description and duty
sheets;

= distinguish between the competencies of short-listed candidates in a responsible
and accountable manner; and

" promote objectiveness, fairness and equity.

However, an executing authority, or hisgher delegate, may decide not to heed the
recommendation by a selection committee and may opt to approve the appointment of
a candidate other than the candidate(s) nominated by the selection committee. Thisis
permissible, provided that this decision is properly motivated in writing and con-
fined to the ad vertised requirements.

Recor d-keeping: What could and should be documented?

The recruitment and selection process consists of a number of actions, viz:

Advertising
Screening
Short-listing
Selection
Appointment.

All of these actions represent important decision-making milestones, which make up
thetotal selection process. Since these activities have an important impact on the rights
and expectations of applicants, the process should be managed in a responsible manner.
For this reason and for the fact that the outcome of the process may be challenged, it is
important that all activities that involve decision-making are documented and put on
record as soon as each activity is finalised. See Annexure G on page 95 for an indica-
tion of al the documentation involved in the process of recruitment and selection.

In thisregard, the following should be documented and put on record:
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s Approval for thefilling of the post

«  Copy of the outcome of the evaluation of the post
o Anapprova for thefilling of a post.

s Advertising

« A copy of the advertisement (both internal and external, where applicable)
o Approval for any deviation from the standard regquirements linked to a post
as contained in the applicable CORE.

= Screening

o Theapplication forms of all applicants
« The screening criteria that were utilized and a description of the process
followed.

s Short-listing

e The application forms and support documentation (i.e. CV’'s and certifi-
cates) of all applicants

e« The short-listing criteria that were utilized during short-listing and a
description of the application thereof

e  The names of those applicants who were short-listed.

L] Selection

o  Particulars of the members of the selection committee

o The salection criteriathat were utilized during interviews and a description
of the application thereof, aswell asthe selection instrument (e.g. structured
questionnaires)

e Thedecision of the selection committee with full motivation.

= Appointment

e« An approva for the transfer/promotion/appointment of the successful
candidate

o Approva for any deviation from what is prescribed

o A declaration of whether any candidateis related to or afriend of an official
who forms part of the decision-making process, together with steps taken to
uphold fairness, equality and objectivity, if such relationship exists

o A letter of acceptance from the successful candidate/s.
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KRWE M onitoring: Why monitor ?

For purposes of this Toolkit, a distinction should be drawn between monitoring and
auditing. Within the context of thisToolkit, monitoring is seen as a continuous process
that takes place while an activity isin process. Auditing usually takes place at given
intervals, and mostly after an activity has been executed.

For instance, while busy screening candidates for short-listing purposes, a checklist
could be used (see example at Annexure H, page 96) to ensure that all the necessary
requirements are met as far as screening is concerned.

The management of recruitment and selection should be monitored for the following
reasons.

To ensure that recruitment and selection objectives are met.

s To ensure that the management of recruitment and selection is sound and that the
department cannot be challenged successfully in this regard.

=  That mismanagement is detected as soon as possible and rooted out.

s  That reliable information is fed into the HRM planning of the department.
That developmental needs are addressed in good time.
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The Development of a Departmental

Recruitment & Selection Policy Chapt
This Chapter contains the following:

4.1 Introduction

4.2  Avoiding discrimination
4.3  Genera provisions

4.4  Advertisements

45  Processing of applications
4.6  Screening of applicants
4.7  Short-listing of applicants
4.8  Selection committees

4.9 Interviewing

410 The physical filling of posts

4.1 Introduction

Before any role-player can embark on a policy development exercise, cognisance needsto be
taken of what is already on the table. National policy addresses the broad framework and
important underlying principles applicable. Detail issues are, however, seldom addressed at
thislevel. If departments therefore want to create structure, consistency and adherence to fair-
ness and equity in managing recruitment and selection, they will have to address that which
is not prescribed by national policy.

Drafting departmental policy is not a simple task. This could be one of the reasons why
departmental policies on recruitment and selection are amost non-existent. One of the first
stumbling blocks encountered, is to decide upon a framework. In other words, what should
departmental policy on recruitment and selection address? If this hurdle can be overcome, the
drafting of such policy becomes a much easier task. One of the objectives of this Toolkit is
therefore to provide abasic framework that may assist departments with the drafting of poli-
cy on recruitment and selection.
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4.2

Avoiding Discrimination in Drafting Policy

TheToolkit, therefore, attempts to provide the reader with an oversight of existing recruitment
and selection prescripts, as well as a shopping list of what needs to be addressed at depart-
mental level. Neither is meant to be exhaustive. Whatever is addressed at departmental level,
the policy developer needs to ensure that these are within the framework of , and aso gives
effect to what is already prescribed in terms of national norms and standards.

Avoiding discrimination in drafting departmental recruitment
and selection policy13

(a) Pitfalls

Many of the discriminatory pitfalls involved in the recruitment, selection and appoint-
ment process can be eliminated proactively by means of a detailed recruitment policy
and set of procedures. The exact scope and nature of this policy and procedures will
depend on the department itself.

However, a sound starting point is to realize that the outcome of any HR practice is
potentially open to legal scrutiny, e.g. by either the CCMA, Sectoral Councils, the
Labour Court, or oversight bodies such as the PSC.

(b) The employer’s approach to recruitment

As a starting point, the policy should set out the employer’s approach to recruitment
and selection and reaffirm the principles of non-discrimination. Even though these
statements of general principle will be relatively vague, they nevertheless create an
important positive non-discriminatory context for those who are applying the policy.
Affirmative action and employment equity issues should, for instance, be spelled out
in as much detail as required, if necessary cross-referencing with other employer doc-
uments on these i ssues.

In addition to the above policy fundamentals, it is also prudent to provide procedural
guidance as well. A sound way of approaching this is to unpack the recruitment and
selection processes, break them up into their constituent parts and address each of
these parts separately.

(c) Drafting policy on the following activities:
(i) Advertisements
Advertisements serve to publicise both the department and post and care should

be taken to ensure its professionalism. The procedures should include in what
format advertisements should be placed, who is responsible for the placement,

13 Sections (a),(b) and (c) are extracts from an article: Aspects of discrimination in recruitment published in Contemporary
Labour Law, Vol 11 No 4 of November 2001
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(i)

(iii)

information that must be included in advertisements and in what media adver-
tisements are to be placed, plus who should authorize the content and placement
of advertisements. There should also be clear responsibility for the checking of
the wording of any advertisement, before being placed, for any possible
discriminatory wording in the text.

Selection

The selection procedure should address all possible pitfalls that may be discrim-
inatory by nature and should link the short-listing processto the key performance
indicators of the job.

The object of the selection process is to ascertain whether an applicant is “suit-
ably qualified” (in the sense of section 20 of the Employment Equity Act, 1998)
for the vacant position. The policy document should aso provide clear guide-
lines on what would constitute relevant selection criteria and those criteria that
may be discriminatory by nature (age, race, gender, €tc).

The interviewing procedure may be highly regulated to guide members of the
interviewing panel in respect of their obligations and responsibilitiesin the inter-
viewing process. The principles of consistency, fairness, equality of all appli-
cants, objectivity, and non-discrimination should be captured in a process that is
workable, practical and fair to all the applicants, regardless of their backgrounds.

Post-interview procedures

Finally, the recruitment policy and procedure may also specify the processto be
followed in respect of post-interview procedures, including the vital and often
poorly conducted motivation of the selection of the most suitable candidate and
the elimination of the others, and proper documentation of all considerations
informing all decisions and the placement on record of such documents.

4.3 General provisions

In essence, the current national norms and standards on recruitment and selection represent
values and principles underlying this process. These should be taken into account when
developing departmental policy. These provisions should therefore be utilised before and after
policy has been developed as a checklist in guiding policy development.
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4.3.1 What general provisionscurrently exist asfar asrecruitment and selection is

concerned?

(@) The Employment Equity Act, 1998

The Employment Equity Act, amongst others, stipulates the following:

Every employer must take steps to promote equal opportunity...by
eliminating unfair discrimination in any employment policy or prac-
tice.

No person may unfairly discriminate, directly or indirectly, against
an employee...

It is not unfair discrimination to -

« takeaffirmative action measures consistent with the purpose of this
Act; and

« distinguish, exclude or prefer any person on the basis of an inher-
ent requirement of ajob.

Medical testing of an employee is prohibited, unless -

« legidation permits or requires the testing; or

o itisjustifiable in the light of medical facts, employment condi-
tions, social policy, the fair distribution of employee benefits or
the inherent requirements of ajob.

Testing of an employee to determine that employee’s HIV status is
prohibited unless such testing is determined to be justifiable by the
Labour Court...

Psychological testing and other similar assessments of an employee
are prohibited unless the test or assessment being used -

o has been stientificaly shown to be vaid and rlible;
o canbeapplied fairly to all employees; and
« isnot biased against any employee or group.

Every designated employer must, in order to achieve employment
equity, implement affirmative action measures for people from des-
ignated groups in terms of this Act.

A designated employer must prepare and implement an employment
equity plan...
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Service

(b) ThePublic Service Act, 1994, as amended

The PSA dtipulates that no person shall be appointed permanently in the Public
unless such a person -

isa South African citizen;

= isof good character; and

m insofar as health is concerned, complies with such requirements as
may be prescribed.

The PSA further stipulates that in the making of appointments and the filling of posts
in the Public Service -

= dueregard shdl be had to equality and the other democratic values and
principles enshrined in the Condtitution;

= al persons who qualify shall be considered; and

m theevaluation of persons shall be based on training, skills, compe-
tence, knowledge and the need to address imbalances of the past to
achieve a broadly representative Public Service.

(c) ThePublic Service Regulations, 2001
The PSR stipulate that an executing authority shall -

= determine composite requirements for employment in any post on
the basis of the inherent requirements of the job;
record the inherent requirements of ajob;

m ensurethat the requirements do not discriminate against persons his-
torically disadvantaged; and

= comply with any statutory requirement for appointments.

(d) TheSMSHandbook
The SM S Handbook stipulates that recruitment is -

= one of the most important ways in which the Public Service meets
its human resource capacity requirements;

m the primary instrument for achieving employment equity by opening
up the Public Service to al sections of society; and

= animportant tool to be utilised by departmentsin order to ensure that
the skills needed to meet their operational needs are acquired.
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Recruitment policy should -

set targets...;
spell out objectives...;

enable departments to attract those applicants who have the training,
skills, competence and knowledge relevant to the requirements of
the post; and

include a clear specification of all the human resource needs... and
be free of any bias... and any form of discrimination.

Principles governing recruitment programmes are as follows:

Recruitment should be targeted for maximum accessibility.

The image of the Public Service must be promoted.

All recruitment actions should be undertaken with aview to seek the
ideal applicant...

Recruitment strategies must be underpinned by the principle of
employment equity.

Recruitment strategies must ensure the acquisition and retention of
human resources with appropriate competencies.

Although not conclusive, the following recruitment methods other than advertis-
ing in newspapers can be utilised:

Posting
This method may be used to reach communities which cannot
normally be reached through the more conventional recruitment
methods.

Radio advertising
This is another form of recruitment which may typically be utilised
to reach rural communities.

Study aid
For purposes of recruitment, study aid is normally granted in those
fields where difficulty is experienced to recruit suitably qualified
candidates.

Skills sear ch (head-hunting)
This individually based method of recruitment may be used to seek
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and identify suitable candidates for positions where difficulty is
experienced to recruit suitably qualified candidates as well as candi-
dates from historically disadvantaged groups.

This method should be used only in conjunction with the normal
advertising of vacancies, i.e. an identified suitable candidate should
be requested to apply for the advertised position, whereafter the
normal processes will apply.

In cases where no suitable candidates were identified after the final
interviews, further head-hunting may be undertaken. Such an identi-
fied candidate must, however, be assessed by the same selection
committee and against the same criteria used during the interviews
of the other candidates.

Referrals
Employeeg/officials may be requested to communicate information
about vacancies to acquaintances.

Recruitment agencies
Recruitment agencies may be used to act as intermediaries between
the employer and prospective employees.

A skillsdatabase

A skills database may be maintained at departmental level to facili-
tate the identification of potential appointees. However, the applica-
tion of this method would be akin to head-hunting.

4.3.2 What needsto be addressed as far astheintroduction of a policy on recruitment
and selection is concerned?

Departmental policy needs to regulate -

(a) department-specific principles that = What fundamental principles as far
underlie all recruitment and selec - as equity, justice, fairness and trans-
tion strategies, formation must be upheld?

(b) specific recruitment and selection = What objectives need to be satisfied
objectives; and by recruitment and selection? (For

example skills search,promoting rep-
resentativeness, etc.)

m  What isthe objective of each and every
recruitment and selection practice?
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(c) Employment Equity and Affirmative = What are the goals that impact on
Action (AA) goalsand recruitment and selection?
programmes. = How do these impact?

4.4 Advertisements

National norms and standards on advertisements suggest a couple of underlying principles.
The placement of advertisements implies four distinct phases:

(@  Obtaining approval for the filling of a post
(b)  Drafting an advertisement

(c) Placing an advertisement

(d)  Placing an advertisement on record.

These need to be addressed thoroughly and systematically by means of departmental policy
to ensure structure, consistency, fairness, equality and adherence to overriding principles.

441 Whatiscurrently prescribed in respect of the placing of advertisements?

(8 TheWnhite Paper on Human Resource Management in the Public Service

The White Paper addresses a number of important principles with regard to the
advertising of posts. In short, these are as follows:

The advertisement should contain an accurate description of the
duties and the criteria that will apply in selection.

Qualifications required should include skills and relevant experi-
ence.

The advertisement should make it clear that the Public Service iscom-
mitted to employment equity.

Advertising should be designed to reach the widest possible number
of people in the most cost-eff ective manner.

The effectiveness of advertising campaigns should be reviewed from
time to time.

Requirementsfor additional health and security clearances should be
clearly stated in advertisements.

Advertisements for targeted competition must provide reasons
which are consistent with the purpose of the White Paper.

(b) ThePublic Service Regulations, 2001

Thefollowing principlesare addressed in RegulationV 1. C.2 of Chapter 1 of the PSR, 2001
with regard to advertising:
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Posts shall be advertised so as to reach, as effectively as possible, the
entire pool of potential applicants, especialy persons historicaly
disadvantaged.

An advertisement shall specify -

o theinherent requirements of the job;
« thejobtitle; and
« corefunctions.

Vacant posts on level 13 and higher shall be advertised nation-wide.
Any vacant post below level 13 shall be advertised within a depart-
ment as aminimum, but may also be advertised -

o elsawherein the Public Service; or
« outside the Public Service either nation-wide or locally.

A vecant post may be filled without having it advertised, provided that
certain requirements are met.

An agency may be utilised for selection purposes, aslong asit com-
plies with the PSR.

(c) The SMS Handbook

Any vacant post of a senior manager must be advertised nation-wide. The following
options can also be utilised in collaboration with nation-wide advertisement:

Advertising within a defined area.

Advertising internally by means of the Public Service Vacancy
Circular.

Advertising internally by means of departmental circulars.
Advertising by means of posting.

A vacant post may till be filled without having it advertised if the -

department can fill the post from the ranks of supernumerary
members of equal grading;

department can absorb into the post an employee/ member who was
appointed under an affirmative action programme, if he or she meets
the requirements of the post;

department plansto fill the post as part of aprogramme of laterdly rotat-
ing or transferring members to enhance organisationd effectiveness and
ills,

post is filled in terms of section 3B of the PSA (deployment of
HoDs); and
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m post is upgraded and the incumbent employee/ member complies
with the stipulations in Regulation VV C.6 of Chapter 1 of the PSR.

According to the Handbook, advertisements should specify the following:

Job title

Place to be stationed

Core functions and requirements of the post

All-inclusive package

Contact person

Closing date

Term (if applicable)

Reference to employment contract and performance agreement.

(d) PSCBC Resolution No. 3 of 1999

Qualification requirements for a position must be interpreted to permit recognition of
equivalent competencies.

442 What needs to be addressed as far as the placing of advertisements is
concerned?

Departmental policy needs to regulate -

(@) proceduresand delegationsfor m What prerequisites apply before a
obtaining approval for thefilling post may be filled?
and advertising of a post; = Who should draft submissionsto obtain
approval for thefilling of a post?
» What information should be con-
tained in a submission?
= In what format should submissions
be drafted? (Provide an example)
= Who should approve the filling of
posts at various levels?
s Under what circumstances need
posts not be advertised, and who

approves this?
(b) standardized guidelinesfor the = Who should draft advertisements in
drafting of advertisements; respect of the various levels of rank?

= Fromwhere and how should post and
person specifications (requirements)
be derived?
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() guiddinesfor the placing of
advertisements; and

(d) record-keeping specificationsin
respect of advertisements

Processing of applications
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What role do job descriptions play in
this regard?

In what format should advertise-
ments be compiled? (Provide an
example)

Who should approve the format and
contents of advertisements and a
what levels?

What information should advertise-
ments contain? (i.e. AA)

Who should check that substantive
and procedura requirements are met?
Who should approve the waiving of
requirements and at what stage and
on what basis is this permissible?

What media should be utilised for
what posts and on what basis?

Who should approve the placement
of an advertisement?

Who should place advertisements?
What posts should always be adver-
tised?

Who should approve earlier than nor-
mal closing dates and on what basis?

What should be put on record,
where, by whom and for how long?
Who should oversee the process and
how often?

National policy does not currently address the issue of processing applications by prescribing
certain fundamental principles which have to be adhered to. This issue, therefore, needs to be
addressed at departmental level. The processing of gpplications consists of three distinct phases
which need to be addressed thoroughly and systematically by means of departmental policy:
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(a) Receipt of applications
(b) Logging of applications
(c) Filing applications.

451 Whatiscurrently prescribed in respect of selection in general?

The SM S Handbook

Selection should be based on the following principles:

Merit

Fairness

Equity
Transparency.

Job-related selection criteria

45.2 What needs to be addressed as far as the processing of applications is

concerned?

Departmental policy needsto regulate -

(a) theregistering of applications;

(b) acknowledging receipt of
applications; and
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Selection should be based on the follow-
ing principles:

In what format should applica
tions be registered? (Provide an
example)

Who should be responsible for
registering applications?

How should late applications be
managed? (i.e. on what basis can
such applications be accepted and
on whose approval ?)

In what format should applica
tions be acknowledged? (Provide
an example)

At what stage should acknowl-
edgements be done?

Who should be responsible for
acknowledging receipt of applica
tions?



Screening of Applicant Chapter :4

(c) therecord-keeping of applications. s What should be put on record,
where, by whom and for how long?
= Who should oversee the process?

4.6 Screening of applicants

Except for the SMS Handbook, which addresses a number of basic principles as far as the
screening process is concerned, this process is presently not covered by national policy. This
issue, however, forms avery important part of the overall selection process sinceiit entails the
identification and application of screening criteria and obtaining approval for the outcome of
the screening process. If not addressed by policy, uncertainty will prevail and the door will be
|eft open for discrimination, corruption, nepotism and favouritism.

4.6.1 What iscurrently prescribed in respect of the screening process?

The SM S Handbook

The SMS Handbook sets the following screening steps:

= Determine whether applicants comply with basic criterialaid down
in the advertisement.

= When in doubt, additional information should be requested.
Applicants not complying may be eliminated with noting of reasons.
Legends may be used to denote advertised criteria

A Lack of specific knowledge, competencies or high-level skills.
B Lack of identified managerial skills.

C Lack of proven high-level communication skills.
D Non-compliance with regard to educational qualifications.

4.6.2 What needsto be addressed as far asthe screening of applicantsis concer ned?

Departmental policy needs to provide guidelines/establish procedures for -

(i) theformulation of screening e From where and how should
criteria; screening criteria be derived?
(i) applying the screening criteria and « Who should manage the screen-
utilising documentation in suppor t ing process?
ther eof: o In what format should individua
screening be done? (Provide an
example)
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Chapter :A

(iii)
(iv)

v)

drawing up of screening lists;

recor d-keeping of the screening
process; and

obtaining approval on the out-
come of the screening process.

4.7 Short-listing of applicants

Who should inform candidates
who were unsuccessfully screen-
ed, and when?

Inwhat format should such notifica-
tions be drafted - what should these
contain? (Provide an example).

In what format should the result
of the screening process be docu-
mented? (Provide an example).

What should be put on record, by
whom and for how long?
Who should oversee the process?

Who should draft the submission
for approval on the screening of
candidates?

In what format should such submis-
sions be drafted - what should these
contain? (Provide an example)
Who should approve the outcome
of the screening exercise?

Short-listing is only addressed in the SMS Handbook. Short-listing forms an important part
of the overall selection process. It too entails the identification and application of a specific
set of criteria, the drawing up of shortlists and obtaining approval for the outcome of the
process. If not addressed explicitly, the door is once again left open for discrimination, cor-
ruption, nepotism and favouritism.

4.7.1 What iscurrently prescribed in respect of the short-listing process?

The SM S Handbook

The SMS Handbook sets the following short-listing steps:

m A raing scae must be used to determine the most suitable

candidates.



Short-listing of Applicants

Chapter :4

m  The dimination of candidates must be done in a judtifiable manner
and the reasons must be documented.

= Short-listing may only be concluded on the basis of information pro-
vided in the application form and CV of a candidate.

4.7.2 What needs to be addressed as far as the short-listing of applicants is
concer ned?

Departmental policy needs to provide guidelines/establish procedures for -

0]

(i)

(iii)

(iv)

v)

the formulation of short-listing
criteria;

applying short- listing criteria
and utilising documentation in
support ther eof;

drawing up of shortlists;

recor d-keeping of the outcome of
the short-listing; and

obtaining approval of the short-
lists:
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From where and how should
short-listing criteria be derived?
(Provide an example)

In what format should short-listing
be done? (Provide an example)
Who should inform candidates
who are not short-listed, and
when?

In what format should such notifi-
cations be drafted - i.e. what
should these contain? (Provide an
example)

In what format should shortlists be
compiled? (Provide an example)
Who should draw up shortlists?

What should be put on record, by
whom and for how long?
Who should oversee the process?

Who should draft the submission
to obtain approval of the shortlist?
In what format should these sub-
missions be drafted? (Provide
example)

Who should approve the short-
list(s) at the various levels of
rank?



Selection Committees

Chapter :A

4.8 Selection committees

The PSR, 2001, as well as the SMS Handbook, cover the appointment of selection commit-
teesin enough detail to guide this matter effectively. However, these provisions do not address
the very important aspect of a possible conflict of interest that selection committee members
may run into (see paragraph 3.3.5 (b) on page 38). This should be addressed in no uncertain
terms in departmental policy.

4.8.1 What iscurrently prescribed in respect of selection committees?

(@ ThePublic Service Regulations, 2001

As far as a possible conflict of interest is concerned, the following is prescribed in
Chapter 2 of the PSR, 2001:

An employee -

will recuse herself/himself from any official action or decision-mak-
ing process which may result in improper personal gain, and this
should be properly declared by the employee;

refrains from favouring rdatives and friends in work-related activities
and never abuses her or his authority or influences another employ-

ee, nor isinfluenced to abuse her/his authority;

As far as the composition of selection committees is concerned, the
following is prescribed in Regulation V11.D of Chapter 1 of the PSR,
2001:

An executing authority shall appoint a selection committee to make
recommendations on appointments. Such a committee shall have the
following characteristics and functions:

o It shall consist of at least three members who should at least be
of agrading equal to that of the post to be filled or suitable per-
sons from outside the Public Service.

« A manager graded lower than the post advertised in his’her com-
ponent, may still be a member of the committee.

o Employees of a grading lower than that of the post to be filled
may only provide a secretarial and advisory service to the com-
mittee.

« The Chairperson, who shall be an employee, shall be of a higher
grading than that of the post to be filled.

o Inregpect of the appointment of ahead of department, a certain com-
position is prescribed.

o A committee shall, where possible, include adequate representa-
tion of historically disadvantaged persons.
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4.8.2

Chapter :4

« A committee shall make a recommendation on the suitability of
a candidate after having considered certain categories of infor-

mation.

o A committee shall record reasons for its decisions.
« An executing authority shall record the reasons for not approving
arecommendation of a selection committee in writing.

(b) The SMS Handbook

Asfar as selection committees are concerned, the following is addressed by the SMS

Handbook:

The role of the selection committee.
Requirements for committee members.
Confidentiality of interviews.
Composition of selection committees.

What needsto be addressed as far as selection committees ar e concer ned?

Derpartmental policy needs to formulate -

(i) theroleand responsibilities
of a selection committeg;
and

(i) guidelinesfor compelling
officialsto declare a possi-
ble conflict of interest and
to recuse themselves from
the selection processin
toto.
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What should be the role and responsi -
bilities of selection committee mem-
bers?

How should the selection committee be

structured/composed with regard to -

« who should be Chairperson;

o levelsof rank;

o competency in/ knowledge of the
job content in respect of which the
selection process will occur;

o knowledge/ competency in inter-
viewing; and

o race, gender and disabledness.

At what stage, how and in what format
should such a possible conflict of inter-
est be declared (provide an example)
and by whom should selection commit-
tee members be regquested to declare
whether they have a possible conflict of
interest?



Chapter 4 Interviewing

m  What constitutes a possible conflict of
interest?

= How should selection committee mem-
bers manage a possible conflict of
interest?

4.9 Interviewing

Guidelines with respect to interviewing is provided by the SMS Handbook only. Interviewing
forms avery important, if not the most important, part of the overall selection process. Asin
the case of screening and short-listing, it entails the identification and application of specific
criteria, the development of an interview questionnaire (checklist), recommending the most
suitable candidate and obtaining appr oval for the outcome of the interviews. These represent
anumber of sub-processes for which guidelines are needed.

49.1 What iscurrently prescribed in respect of interviewing?

The SM S Handbook

Asfar asinterviewing is concerned, the following is addressed by the SM'S Handbook:

Objectives:

m  Probe applicants’ background, experience and interest.
= Form impressions on personality, values and attitudes.

Types of interviews:

= Structured
= Semi-structured
= Unstructured.

The Handbook provides 7 practical guides with regard to the conducting of interviews.

The recommendation of the most suitable candidate must be based on the following:

m Information based on valid methods, criteria or instruments for
selection that are free from any bias or discrimination.

m The training, skills, competence and knowledge necessary to meet
the inherent requirements of the post.
The need of the department for developing human resources.

= The representativeness of the component where the post is located.
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4.9.2

Chapter :4

= The department’ s affirmative action programme.

Before a final recommendation is made, information provided by the applicant must
first be verified (qualifications, citizenship, experience, etc.) and security clearance be

done, depending on the nature of the post.

Reasons for decisions must be recorded, with reference to the selection criteria

Reasons for not accepting the recommendation of the selection committee must be in

writing.

What needs to be addressed as far as the interviewing of applicants is

concerned?

Departmental policy needs to provide guidelines/establish procedures for -

(i) theformulation of interview-
ing criteriathat arelinked to
theadvertised requirements,

(ii) thedevelopment of aninter-
view checklist and a scoring
grid;

(iif) documentation in support of
theinterviewing process with
dueregard to thethorough
discussion, based on the
advertised requirements, of
why the selected candidateis
the most suitable candidate,
and why theremaining can-
didates are eliminated;

(iv) record-keeping of theinter -
viewing process; and
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From where and how should the final
selection criteria be derived?

What role do the advertisements play
in the above regard?

What role do job descriptions play in
the above regard?

In what format should interview
checklist and scoring grids be drafted?
(Provide an example)

Who should be responsible for draw-
ing up interview checklists and scoring
grids?

Who should check that substantive and
procedural reguirements are met?

In what format should interview
results be recorded and by whom?
(Provide an example)

Who should inform the candidates of
the outcome of the selection process
and when?

in what format should these notifica
tions be drafted? (Provide an example)

What should be put on record, by
whom and for how long?
Who should oversee the process?



The Physical Filling of Posts

Chapter :A

(v) obtaining approval for the
outcome of the interviewing
process and the transfer, pro-
motion and/or appointment
of the most suitable candi-
date.

4.10 The physical filling of posts

Who should draft the submission to
obtain approval for the fina selection
of candidates?

In what format should such submis-
sions be drafted and what support doc-
uments should be attached? (Provide
an example)

Who should approve the outcome of
the final selection phase and at what
levels?

4.10.1 What needs to be addressed as far asthe physical filling of postsis concerned?

Departmental policy needs to formulate -

(a) theabsorbtion of staff into
vacancies,

(b) transferring staff to vacancies,
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What is absorption?

What are the conditions for absorp-
tion?

Who should draft submissions for
absorption?

What information should be contained
in asubmission?

In what format should submissions be
drafted? (Provide an example)

Who approves absorptions and at what
levels?

What isatransfer?

What are the conditions for transfer-
ring?

Who should draft submissions for
transfers?

What information should be contained
in asubmission?

In what format should submissions be
drafted? (Provide an example)

Who approves transfers and at what
levels?



Conclusion

(c) promoting staff into vacan -
cies; and

(d) seconding staff.

4.11 Conclusion

Chapter :4

What is promotion?

What are the conditions for promo-
tion?

Who should draft submissions for pro-
motion?

What information should be contained
in a submission?

In what format should submissions be
drafted? (Provide an example)

Who approves promotion and at what
levels?

What is secondment?

What are the conditions for second-
ment?

Who should draft submissions for sec-
ondment?

What information should be contained
in asubmission?

In what format should submissions be
drafted? (Provide an example)

Who approves secondment and at what
levels?

From the above, it is clear that although the national regulatory framework addresses impor-
tant principles asfar asthe various activities of recruitment and selection are concerned, there
are ill many substantive and procedural issues that are not covered, which should be

addressed in terms of departmental policy.

Before embarking on apolicy drafting exercise, it isimportant to firstly consider the fair and
equitable principles that underpin the process of recruitment and selection.

Whereas this Toolkit is aimed at providing practical guidance on the application of recruit-
ment and selection, it can never address al situations that may arise in departments. The
onus, therefore, lies with departments to ensure that their decisions are based on sound pro-
cedures and reasoning and that these will not compromise the accessibility of othersto either
careers in the Public Service or upward mobility in a manner that is open to legal scrutiny.
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SCREENING OF APPLICANTS

Stepsthat may be followed in utilising documentation for the accountable screening of
candidates

Step one

On the document: LIST OF APPLICANTS (see example at Annexure B on page 76), fill in the
post particulars, the names of the candidates and indicate the documents received with each
application.

Step two

(a) On the document: SCREENING (see example on page 75), fill in the post particulars and
closing date for applications.

(b) Make a copy of this document for each applicant who needs to be screened and fill in the
personal particulars of each candidate.

(c) Apply the screening criteria by completing this document and determine which applicants
are successful or not in terms of the screening process.

Step three
(a) Indicate the outcome of the screening process on the document: LIST OF APPLICANTS.

(b) Obtain approval from the executing authority or his or her delegate for the outcome of the
screening process and forward a L etter of regret (see guidelinesin Figure 3 on page 28)
to the candidates who are unsuccessfully screened.

(c) Indicate the natification of candidates on the document: LIST OF APPLICANTS.

Step four
Place the following on file:

= A submission containing the approval of the outcome of the screening process by the exe-
cuting authority or his or her delegate.

= A copy of the document: LIST OF APPLICANTS.

= A copy of the Advertisement.

= Interms of the candidates who are unsuccessfully screened:

« Theapplication form of each candidate.
o A copy of certificatesand CV of each candidate.

o Thedocument: SCREENING of each candidate.
o A copy of the Letter of regret to each candidate.
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SCREENING Annexure

Fillin the post particulars (A) and the closing date for applications (C), make a copy for each applicant who needs to be screened and
complete for each applicant.

Screening of the following applicant:
SUMBME: ..ot INIGTAIS:. oo

Screening is normally limited to complying with -
the closing date for applications
preset conditions as far as the submission of documentation is concerned
minimum appointment requirements as specified in section 10 of the PSA, 1994
minimum advertised requirements in terms of competencies

A. POST PARTICULARS

COMPONENL: ..o POSt deSIGNAtIoN: ........coueviriiiiicie s
Post level: ..covvvvinns s POSt NO: ...
Advertisement No: .

B. PERSONAL PARTICULARS OF APPLICANT

Date of birth: ..
Citizenship:
Qualifications:

/ / Field of @XPErtiSe: .......ccccoviviririrerieriieiesierieissiesienens

Skills-.....

C. GENERAL REQUIREMENTS

Closing date for applications:

........ T Received on or before closing date? Yes[] No[]

Legible? Yes[ ] No[]

. . " . Completed? Yes[ ] No[]
Completion of application form: Signed? YesT] No[J
Dated? Yes[ ] No[]

cv: Attached? Yes[] No[]

" Legible? Yes[] No[]

Sufficiently detailed? Yes[] No[]

D. POST & PERSON REQUIREMENTS

1 Appointment requirements: Does the applicant meet the age requirement? Yes[ ] No[]
(in terms of the PSA, 1994, Does the applicant meet the citizenship requirement? Yes[] No[] N/A[]
as amended) Does the applicant meet security clearance requirements as prescribed?  Yes[ ] No[ ] N/A[]
Does the applicant meet the health requirements as prescribed? Yes[] No[ ] NA[]
A 2 Qualifications required: Does the applicant meet the qualification Yes[] No[]
S requirements as advertised?
A 3 Operational knowledge required: Does the applicant meet the operational knowledge ~ Yes[] No[]
D requirements as advertised?
g 4  Skills/expertise required: Does the applicant meet the skills/expertise Yes[] No[]
R requirements as advertised?
T 5 Experiencelexposure required: Does the applicant meet the experience/exposure Yes[] No[]
s requirements as advertised?
IIZE) 6 Representativeness required: Yes[ ] No[] Does the applicant meet representativeness Yes[] No[] N/A[]

requirements?

E. OUTCOME OF SCREENING PROCESS

Applicant successfully screened?
Summary of reasons for unsuccessful screening of @PPIICANT: ..........c.ririiererniiiie s

Name of screener Rank Date
If screening is unsuccessful, a letter of regret must be forwarded to the applicant and a copy of the letter, together with the outcome of the

screening process, copy of the advertisement, application form, certificates and CV must be put on record
If screening is successful, short-listing should commence
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Annexure C

SHORT-LISTING OF APPLICANTS

Stepsthat may be followed in developing and utilising a SCORING MATRIX for

the accountable short-listing of candidates

Step one

(8) Identify the main core competencies or functions as derived from the job description/duty
sheets and fill it in on the SCORING MATRIX (see (a) on page 84 and examples at
Annexure E on page 87).

(b) Identify the competency ar eas (i.e. knowledge, skills/ expertise, experience/ exposure and
attitude/ aptitude/ behaviour) and fill it in on the SCORING MATRIX (see (b) on page 84
and examples at Annexure E).

(c) Identify competency elements with regard to each competency area and fill it in on the
SCORING MATRIX (see (c) on page 84 and examples at Annexure E).

(d) Identify competency issues in the form of questions with regard to each competency ele-
ment and fill it in on the SCORING MATRIX (see (d) on page 84 and examples at
Annexure E).

(e) Identify a scale in respect of each competency issue and fill it in on the SCORING
MATRIX (see (€) on page 84 and examples at Annexure E).

(f) Identify a scale in respect of the overall ratings of the candidate (see (g) on page 84 and
examples at Annexure E).

Step two

(a) Make a copy of the SCORING MATRIX for each Core Competency/Function and then
make a copy of the whole set for each applicant who needs to be scored for short-listing
purposes.

(b) By utilising the SCORING MATRIX and gleaning information from application forms and
CV'’s, each candidate should be scored in the column for ‘ Short-listing’ with regard to
each Core Competency/Function (see examples at Annexure E).

(c) Determine the Short-listing Totals for each Competency Area of each Core
Competency/Function on the SCORING MATRIX.

(d) Carry the Short-listing Totals for all the Competency Areas of al the Core
Competencies/Functions of each candidate over to the document: SHORT-LISTING
SCORE (see examples on page 79) and determine a Total Short-listing Score for each
candidate.
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Short-listing of Applicants

Step three

(a) Indicate the Short-listing Scores, obtained by each candidate on the document: LIST OF
APPLICANTS (see example at Annexure B on page 76).

(b) Identify a realistic cut-off point that will provide the selection committee with a man-
ageable size of applicants, which will serve asthe shortlist for interviewing purposes.

[It should, however, be ensured that the shortlist has enough depth (numbers) to draw
from in the event of short-listed candidates not showing up for interviews, withdrawing
their applications or declining appointment.]

(c) Al in the cut-off point for short-listing purposes on each candidate's form: SHORT-
LISTING SCORE and determine whether the candidate is successtul in being short-listed or not.

(d) Motivate the successfulness or unsuccessfulness of each candidate: By referring to the Short-
listing Scores in the SCORING MATRIX, summarise the outcome of al the Competency
Areas of dl the core Competencies/Functions of each candidate by utilising the framework
as displayed in the document: SHORT-LISTING SUMMARY (see example on page 80).
From all these individud summaries, formulate a combined summary.

(e) Indicate the outcome of the short-listing process on the document: LIST OF
APPLICANTS.

Step four

(8 By utilising the above-mentioned information, submit a comprehensively compiled motivetion
to the executing authority or hisor her delegate in respect of those candidates short-listed.

(b) Draft aletter of regret (see guidelines in Figure 5 on page 37) to the candidates who are
not short-listed, but only forward this once the final selection process has been finalised
and a nomination made. This will allow for the compilation of further shortlists, should
this be necessary.

Step five
Place the following on file:

= A submission containing the approval of the outcome of the shortlist by the executing
authority or his or her delegate.

= A copy of thedocument: LIST OF APPLICANTS

= A copy of the Advertisement.

= Interms of the candidates who are unsuccessful in being short-listed:

The application for m of each candidate.

A copy of certificatesand CV of each candidate.

The document: SCREENING of each candidate.

The SCORING MATRIX and SHORT-LISTING SCORE and SUMMARY of each
candidate.

« A copy of the Letter of regret to each candidate.
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SHORT-LISTING SCORE: Annexure C

Name: Initials:

A. The extent to which the candidate meets the requirements as advertised

Competency area Competency element Score

Formal knowledge

o O A W N =

w >

| Score: Formal knowledge |

Operational knowledge

o OB~ W N -

| Score: Operational knowledge |

omun-—-4mMm< o0 >

1
2
Skills/expertise i
5
6
Score: Skills/expertise
1
2
Experiencel4/exposure j
14 If required 5
6

Score: Experiencelexposure
TOTAL SCORE:

Cut-off point (value) for short-listing purposes:

B. Outcome of short-listing process

Applicant short-listed? Yes[] No[]
Summarise reasons for applicant not being short-listed by utilising the framework on page 80.

Name of short-lister Rank Date

«  If short-listing is unsuccessful, a letter of regret must be forwarded to the applicant as soon as a nomination is made and the letter, together with the
outcome of the screening as well as the short-listing process, a copy of the advertisement, application form, certificates and CV must be put on record
«  If short-listing is successful, selection of the most suitable candidate should commence




Annexure C SHORT-LISTING SUMMARY

Name: Initials:

Motivate successfulness/unsuccessfulness

Summary: Formal knowledge

» > ‘

Summary: Operational knowledge

Summary: Skills/expertise

Summary: Experiencel5/exposure

oOomwnw-—-4m< 0o >

Combined Summary:

Name of short-lister Rank Date

15 If required

[o]
o




AnnexureD

FINAL SELECTION OF AN APPLICANT

Stepsthat may be followed in utilising a SCORING MATRIX for the accountable

final selection of candidates

Step one

(& The SCORING MATRIX s utilised for those candidates successfully short-listed should
also be used in the interviews for final selection purposes.

(b) Conduct interviews and by utilising the SCORING MATRIX, score each candidate in the
column for ‘Final selection’ with regard to each Core Competency/Function (see exam-
plesat Annexure E).

(c) Capture any comments for each Competency Area on the SCORING MATRIX, which may
assist later on with summarising the outcome of all the Competency areas.

(d) Determine the Final Selection Totals for each Competency Area of each Core
Competency/Function on theSCORING MATRIX and useit to determine aFinal Selection
Rating for each Competency Area.

(e) Carry the Final Selection Totals for dl the Competency Areas of dl the Core
Competencies/Functions of each candidate over to the document: FINAL SELECTION
SCORE (see example on page 85) and determine a Total Final Selection Score for each
candidate.

(f) Motivate the successfulness or unsuccessfulness of each candidate: By referring to the
Final Selection Scores, the Final Selection Ratings, as well as the comments made in the
SCORING MATRIX of each candidate, summarise the outcome of all the Competency
Areas of all the Core Competencies/Functions of each candidate by utilising the frame-
work as displayed in the document: FINAL SELECTION SUMMARY (see examples on
page 86). From al these individual summaries, formulate a combined summary.

(9) Use the FINAL SELECTION SUMMARY, Fina Selection Ratings and Final Selection
Scores to identify the most suitable candidate(s).

(h) By utilising the above-mentioned information, submit a comprehensively compiled moti-

vation to the executing authority or his or her delegate in respect of both the nominee(s)
and those candidates who are deemed |less suitable than the nominee(s).

Step two
(a) Draft aletter of regret (see guidelinesin Figure 5 on page 37) to the candidates who are

not selected.
(b) Inform successful candidate(s) and obtain a letter of acceptance.
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FINAL SELECTION OF AN APPLICANT

Annexure

Step three

Place the following on file:

= A submission for the approval of the nomination(s) by the executing authority or his or
her delegate.

m  Thedocument: LIST OF APPLICANTS.

= A copy of the Advertisement.

= Interms of the candidates who are successful/unsuccessful in being finally selected:

The application form of each candidate.

A copy of certificatesand CV of each candidate.

The document: SCREENING of each candidate.

The SHORT-LISTING SCORE and SUMMARY of each candidate.

The SCORING MATRIX and FINAL SELECTION SCORE and SUMMARY of each
candidate.

A copy of the L etter of regret to each candidate.
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FRAMEWORK: The Final Selection Phase

Annexure D

The final selection phase is normally limited to an assessment of -

«  those applicants short-listed; and

«  applicants’ level of functioning based on the level and extent of -

= knowledge's;
= skills/ expertise;

= experience/exposure, if required; and
= aptitude/ attitude/ behaviour -
demonstrated with regard to a specific area of work.

Note: The executing authority must verify that the
nominee qualifies in all respects for the post and

that the nominee's claims in his or her application
for the post have been verified.
(Regulation VII D.8 of Chapter 1

of the PSR,2001)

A. Choose a selection technique or a combination of techniques:

Selection techniques are normally comprised of one or more of the following:
«  Review of past accomplishments
«  Assessment centres
«  Reference-checking.

B. Develop a SCORING MATRIX (See examples at Annexure E on pages 87 to 93)

« Interviews
«  In-basket simulations
«  Written tests

Core competency .
or Function: .

Competency areas

The main competency areas are:
« Knowledge

« Skills/ expertise

« Experience/exposure

« Aptitude/ attitude/ behaviour

Identify the maincompetencies or functions of the post. From a practical point of view, it should be a manageable size.

Each core competency or function needs to be broken down into competency elements.

Each competency element needs to be broken down into competency issues.

Competency elements

Each competency element
needs to be evaluated

in terms of each
competency area.

Analysis

Competency issues

Each competency issue
needs to be evaluated

in terms of each
competency element.
[Develop carefully designed
questions based on what

is required in respect

of each competency issue.]

Scale

A scale needs to be
identified against which
each competency issue
can be assessed.

C. Identify the level at which an applicant is functioning:

Score

Each competency issue
needs to be scored.
[When totaled, it will
provide a score in terms
of each competency
area and also an overall
score for an applicant.]

After having scored each competency area, an overall score, together with the level at which an applicant is functioning, should be determined to form
an overall picture of the applicant’ s suitability for the post.

Beginner

Possesses the required knowledge/ skills/ attitude/ behaviour, but will require intensive guidance and assistance

to apply these in the work area

Semi-competent

Possesses the required knowledge/ skills/ experience/ attitude/ behaviour, but will occasionally require guidance
and assistance to apply these in the work area

Competent

Possesses the required knowledge!/ skills/ experience/ aptitude/ attitude/ behaviour, will be able to function inde-
pendently and will only require guidance and assistance in exceptional cases

Semi-expert

Possesses the required knowledge!/ skills/ experience/ aptitude/ attitude/ behaviour, will be able to function inde-
pendently and will be able to advise others on subject matter with little need for assistance and guidance

Expert

Possesses the required knowledge/ skills/ experience/ aptitude/ attitude/ behaviour, will be able to function inde-
pendently and will be able to also independently provide advice to others and guidance to subordinates

16 Includes oper ational knowledge
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SCORING MATRIX

Component: Reference No:
Circular No:
Post level: Advertisement No:
Surname: Initials:
Post:
Core competence/function: (a)
Competency Area: (b)

Competency Element: (c)

Competency issues: (d) (e) (f)
Score
Scale
Short- Final
listing selection
1
! ;
1
: ;
1
1

Competency Element: (c)

Competency issues: (d)

ORI [ WRI= | WR—= | W=

Total score

(g) Comments:
Final selection rating

Level Scale

Beginner
Semi-competent
Competent
Semi-expert
Expert

O T bd$b




FINAL SELECTION SCORE AnnexureD
Surname: Initials:

A. The extent to which the candidate meets the requirements as advertised
Competency area Competency element Score

Formal knowledge

o A WN =

| Score: Formal knowledge |

Operational knowledge

w >

oo A W N =

I Score: Operational knowledge I

Skills/expertise

o O WN S

| Score: Skills/expertise |

Experiencel’/exposure

omwnw-—-—-—m< 0 >

17 If required

| Score: Experience/exposure I

oo O W N

1
2
i i 3
Aptitude/attitude/ 4
behaviour 5
6

Score: Aptitude/attitude/behaviour
I TOTAL SCORE: =
B. Outcome of final selection process
Applicant finally selected? Yes[ ] No[]

Summarise reasons for applicant not finally being selected by utilising the framework on page 86.

Chairperson of Selection Committee Rank Date

« Iffinal selection is unsuccessful, a letter of regret must be forwarded to the applicant as soon as a nomination is made and the letter together with the
outcome of the screening, short-listing as well as the final selection process, a copy of the advertisement, application form, certificates and CV must
be put on record

« Iffinal selection is successful, the candidate must be notified accordingly

I T P




Annexure D FINAL SELECTION SUMMARY

Surname: Initials:

Motivate successfulness/unsuccessfulness

Summary: Formal knowledge

» > ‘

Summary: Operational knowledge

Summary: Skills/expertise

Summary: Experience’8/exposure

oOomwmw-——-1am< 0 >

Summary: Aptitude/attitude/behaviour

Combined Summary:

18 If required
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SCORING MATRIX: Formal Knowledge Annexure E

Post: State Admin Officer

Core Competency/Function: Investigate complaints and produce reports thereon

Competency Area: Formal Knowledge

Score
Competency Element: 1. Human Resource Management _
2 %
3 3
Scale £ | 3
2 £
w 'S
Competency issue: 1. Has the applicant acquired a 2\: feg;'\i)fed ) ;aelfteieg)r’ﬂfe'eVam ;
formal qualification? 9 Highly relevant 3
As required plus one level higher Partially relevant 1
(e.g. BAHons) 2 | Relevant 2
Highly relevant 3
As required plus two levels higher Partially relevant 1
(e.g. MA) 3 | Relevant 2
Highly relevant 3
As required plus three levels Partially relevant 1
higher and more 4 | Relevant 12 12
(e.g. DPhil) Highly relevant
2. Has the applicant acquired Equivalent to what is required Partially relevant 1
informal training? 1| Relevant 2
Highly relevant 3
Equivalent to what is required Partially relevant 1
plus one level higher 2 | Relevant 2
Highly relevant 3
Equivalent to what is required Partially relevant 1
plus two levels higher 3 | Relevant 2
Highly relevant 3
Equivalent to what is required Partially relevant 1
plus three levels higher and more 4 | Relevant 2
Highly relevant 3
Subtotal: Human Resource Management 121 12
Competency Element: 2. Labour Relations
Competency issue: 1. Has the applicant acquired a i\es ’eg"&i)’e“ , | Fatally relevant ]
formal qualification? Y Highly relevant 3
As required plus one level higher Partially relevant 1
(e.g. BAHons) 2 | Relevant 2
Highly relevant 3
As required plus two levels higher Partially relevant 1
(e.g. MA) 3 | Relevant 2
Highly relevant 3
As required plus three levels Partially relevant 1
higher and more 4 | Relevant 2
(e.g. DPhil) Highly relevant 3
2. Has the applicant acquired Equivalent to what is required Partially relevant 1
i inina? 1 | Relevant 2
informal training? Highly relevant 3
Equivalent to what is required Partially relevant
plus one level higher 2 | Relevant 2y 4 4
Highly relevant
Equivalent to what is required Partially relevant 1
plus two levels higher 3 | Relevant 2
Highly relevant 3
Equivalent to what is required Partially relevant 1
plus three levels higher and more 4 | Relevant 2
Highly relevant 3
Subtotal: Human Resource Management 4 4
Total: Formal knowledge 16 16
Final selection rating Comments:
Level Scale
Beginner 0-2
Semi-competent 3-4
Competent 5-12
Semi-expert 13-18
Expert >18

|
87



SCORING MATRIX: Operational Knowledge

Annexure E

Post:

State Admin Officer

Competency Area/Function: Investigate complaints and produce reports thereon

Competency Area: Operational Knowledge

Competency Element:

Competency issue: 1.

Competency Element:

Competency issue: 2.

Competency Element:

Competency issue: 1.

1. Research

At what level has the applicant conducted research?

2. Data managem

How many courses/ seminars has the applicant attended.

Can the applicant list the most important steps in data
collection?

Can the applicant list and describe any computer software
that can assist in the processing of data?

3. Report-writing

How many courses/ seminars on report-writing has the
applicant attended?

Can the applicant provide a layout of a typical report
format?

Can the applicant list the most important principles
underlying a good report?

Scale

w
o
o
=5
@

Short-isting

Final selection

Grade 12 + 1 year

Grade 12 + 2 year

Grade 12 + 3 year

Grade 12 + 4 year

Grade 12 + 5 year

Grade 12 + 6 year

oo s w (|

Subtotal: Research

ent

Introduction none

Introduction one

Introduction more than one

Advanced none

Advanced one

Advanced more than one

oo s w o=

Unsatisfactory

Satisfactory

Above average

Exceptional

ENSISC R N

Unsatisfactory

Satisfactory

Above average

Exceptional

ENRIC IO

Subtotal: Data Management

None

One

More than one

Unsatisfactory

Satisfactory

Above average

Exceptional

ENISUT R

Unsatisfactory

Satisfactory

Above average

Exceptional

ENQUISCIT Ol N

Subtotal: Report-writing

Total: Operational Knowledge

10

20

Final selection rating Comments:
Level Scale
Beginner 0-7
Semi-competent 8-12
Competent 13-16
Semi-expert 17-21
Expert >21
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SCORING MATRIX: Skills/Expertise

Post:

State Admin Officer

Core Competency/Function: Investigate complaints and produce reports thereon

Competency Area: Skills/Expertise

Competency Element:

Competency issue: 1.

Competency Element:

Competency issue: 1.
2.
Competency Element:
Competency issue: 1.
2,

1. Research

Can the applicant mention any research skills/ expertise
generally required for conducting investigations into
complaints?

How many of the above-mentioned research skills/expert-
ise has the applicant acquired? How, and can sufficient
proof be provided?

Scale

A==

(7]
[=]
o
=
@

Short-listing
Final selection

Unsatisfactory

Satisfactory

Above average

Exceptional

&=

Unsatisfactory

Satisfactory

Above average

Exceptional

FNQFIC I CY N

Subtotal: Research

2. Data Management

Can the applicant mention any data management
skills/expertise generally required for conducting investiga-
tions into complaints?

How many of the above-mentioned data management
skills/expertise has the applicant acquired? How, and can
proof be provided?

3. Report-writing

Can the applicant mention any report-writing skills/expert-
ise generally required for conducting investigations into
complaints?

How many of the above-mentioned report-writing
skills/expertise has the applicant acquired? How, and can
sufficient proof be provided?

Unsatisfactory

Satisfactory

Above average

Exceptional

Blw| N =

Unsatisfactory

Satisfactory

Above average

Exceptional

Bl N~

Subtotal: Data Management

Unsatisfactory

Satisfactory

Above average

Exceptional

ENEEARE RN

Unsatisfactory

Satisfactory

Above average

Exceptional

Blw | =

Subtotal: Report-writing

Total: Skills/Expertise

Final selection rating Comments:
Level Scale
Beginner 0-6
Semi-competent 7-10
Competent 11-17
Semi-expert 18-21
Expert >22
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SCORING MATRIX: Experience/Exposure

Post: State Admin Officer

Core Competency/Function: Investigate complaints and produce reports thereon

Competency Area: Experience/Exposure

Competency Element: 1. Research Score=
o | 2
Scale z é
& | i
Competency issue: 1. How many years experience/ how much exposure does | None 1
the applicant have in conducting research in general, of | 1to5 years/ equivalent 2
which sufficient proof can be provided? 510 10 years/ equivalent 3 /3 |3
>10 years/ equivalent 4
2. How many years experience/ how much exposure does | None : i !
the applicant have in conducting research as far as HRM | 1to 5 years/ equivalent 2,2 |2
is concerned, of which sufficient proof can be provided? 5 to 10 years/ equivalent 3
>10 years/ equivalent 4
Subtotal: Research 5 |5
Competency Element: 2. Data Management
Competency issue: 1, |n how many investigations was the applicant involved, of | N !
which sufficient proof can be provided? 1105 2
5t0 10 3 3
More than 10 4
. i u None 1
2. In how many of the above-mentioned investigations was Tt
. . . h 05 2 2
the applicant involved in data management, of which suffi-
. . 51010 3
cient proof can be provided?
More than 10 4
Subtotal: Data Management 0 5
Competency Element: 3. Report-writing
f . N 1
Competency issue: 1 |y respect of the drafting of how many reports has the applicant : :: )
been involved and on what subjects? What was the extent of 5110 3
the involvement and can sufficient proof be provided? °
More than 10 4 3
2. How many of the above reports did the applicant draft? T(tm: ; 5
Can copies thereof be made available? °
5t0 10 3
More than 10 4
Subtotal: Report-writing 0 5
Total: Experience/Exposure 5 15
Final selection rating Comments:
Level Scale
Beginner 0-6
Semi-competent 7-12
Competent 13-17
Semi-expert 18-20
Expert >20
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SCORING MATRIX: Aptitude/Attitude/Behaviour

Post:

State Admin Officer

Core Competency/Function: Investigate complaints and produce reports thereon

Competency Area: Aptitude/Attitude/Behaviour

Annexure E

Competency Element: 1. Research  Score
Scale z é
& | i
Competency issue: How much time does the applicant prefer spending on | <10% 1
research as far as investigations are concerned? 10-15% 2
15 - 20% 3
>20% 4 4
Subtotal: Research 0 4
Competency Element: 2. Data management
Competency issue: To what extent does the applicant enjoy working with oo !
ompetency issue: 0 what extent does the applicant enjoy working wi To a limited extent 2
figures?
To a reasonable extent 3
Very much 4 4
) . ) ) Not at all 1
To what extent does the applicant enjoy working with TO alir:it =T 2
illustrations and graphs? O
To a reasonable extent 3 3
Very much 4
To what extent does the applicant enjoy working with soft- | Notata !
ware programs such as Microsoft Excel, PowerPoint, etc? | 10 @ limited extent 2
To a reasonable extent 3
Very much 4 4
Subtotal: Data Management 0| 1
Competency Element: 3. Report-writing
c t . i X . - Not at all 1
ompetency issue: To what extent does the applicant enjoy reading? To alimited extent 2
To a reasonable extent 3 3
Very much 4
Not at all 1
To what extent does the applicant enjoy writing? To a limited extent 2
To a reasonable extent 3
Very much 4 4
Not at all 1
To what extent does the applicant enjoy drafting a report? | 1o a limited extent 2
To a reasonable extent 3 3
Very much 4
Subtotal: Report-writing 0 10
Total: Aptitude/Attitude/Skills 0 25
Final selection rating Comments:
Level Scale
Beginner 0-7
Semi-competent 8-13
Competent 14-17
Semi-expert 18-24
Expert >24
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SHORT-LISTING SCORE

Name: Initials:

A. The extent to which the candidate meets the requirements as advertised

Competency area Competency element Score
1 Human resource Management 12
2 Labour Relations 4
Formal knowledge 3
4
5
A 6
S Score: Formal knowledge 16
1 Research 4
2  Data management 3
A Operational knowledge 3 Reportwiling 3
4
D 5
V 6
Score: Operational knowledge 10
1 Research
R 2  Data management
: : Report-writing
T Skills/expertise Z
I 5
6
S | Score: Skills/expertise 0 |
E 1 Research 5
D o  Data management 0
. 3 Report-writing 0
Experience19/exposure
4
19 If required 5
6
Score: Experience/exposure 5

TOTAL SCORE: 3

| |
Cut-off point (value) for short-listing purposes: [

B. Outcome of short-listing process

Applicant short-listed? Yes[ ] No[]
Summarise reasons for applicant not being short-listed by utilising the framework on page 80.

Name of short-lister Rank Date

«  If short-listing is unsuccessful, a letter of regret must be forwarded to the applicant as soon as a nomination is made and the letter together with the
outcome of the screening as well as the short-listing process, a copy of the advertisement, application form, certificates and CV must be put on record
. If short-listing is successful, selection of the most suitable candidate should commence




FINAL SELECTION SCORE

Surname: Initials:
A. The extent to which the candidate meets the requirements as advertised
Competency area Competency element Score

1 Human resource Management 12
2 Labour Relations 4

Formal knowledge 3
4
5
6

I Score: Formal knowledge I

1 Research
S 2 Data management 8
Operational knowledge 3 Reportwiiting 8
4
A 5
6
D I Score: Operational knowledge |
V 1 Research
o Data management 6
E 3 Report-writing 5
R Skills/expertise .
5
T 6
I | Score: Skills/expertise |
s 1 Research
2 Data management 5
E . 3 Report-writing 5
Experience20/exposure )
20 If required 5
6
I Score: Experience/exposure |
1 Research
2  Data management 11
3 Report-writing 10
Aptitude/attitude/ 4
behaviour 5
6
Score: Aptitude/attitude/behaviour 25
TOTAL RE: 2
I OTAL SCO 9 |-
B. Outcome of final selection process

Applicant finally selected? Yes[ ] No[]
Summarise reasons for applicant not finally being selected by utilising the framework on page 86.

Chairperson of Selection Committee Rank Date

« Iffinal selection is unsuccessful, a letter of regret must be forwarded to the applicant as soon as a nomination is made and the letter together with the
outcome of the screening, short-listing as well as the final selection process, a copy of the advertisement, application form, certificates and CV must
be put on record

« Iffinal selection is successful, the candidate must be notified accordingly

T -, L




A

SCREENING
[Paper exercise]

Criterion 1:

Closing date for applica
tions should be met.

Criterion 2:

Certain conditions should be
met in relation to the for mat
and content of -

o application forms,

o CurriculaVitae (CV’s);
and

o dl other relevant
documentation.

Criterion 3:

Basic appointment require-
ments should be met in
terms of -

citizenship;
age;
character;

security clearance?!; and
health?L,

21 In so far asrequirements
may be prescribed.

Criterion 4:

Minimum adver tised require-
ments should be met in
terms of -

o quadlifications; and

e CcOompetencies
(knowledge, skills, and
where required,
experience).

SHORT-LISTING

[Paper exercise]

Criterion 1:

Successful screening of can-
didates.

[Note: Candidates who were
unsuccessfully screened (i.e. candi -
dates who do not meet the minimum
appointment and  advertised
requirements) may still be consid -
ered for short-listing purposes on
the merits of such cases, as dis -
cussed under Criterion 4 of the
Screening Process on page 24.]

Criterion 2:

The level of qualifications
and competencies (know-
ledge, skills and, where
required, experience).

[A higher level may be
viewed as a more f avourable
consideration.]

Criterion 3:

The relevancy of qualifica-
tions and competencies
(knowledge, skills and,
where required, experience).

[A higher relevancy may be

viewed as a more favourable
consideration.]

94

FINAL SELECTION

[Interviewing, etc]

Criterion 1:

Successful short-listing of
candidates.

[Note: Candidates who were
unsuccessfully short-listed (i.e. can -
didates who do not meet the mini -
mum appointment and advertised
requirements) may gill be consid -
ered for the final selection on the
merits of such cases, as discussed
under Criterion 4 of the Screening
Process on page 24. It should, how -
ever, be emphasized that the merits
of the case should be based on spe -
cial considerations (see Criterion 1
of short-listing on page 32).]

Criterion 2:

An applicant’slevel of func-
tioning

The level of functioning
should be determined, as
demonstrated by the appli-
cant with regard to a specific
area of work, in respect of
the following competency
areas:

Knowledge

Skills/ expertise
Experience, if required
Aptitude/ attitude/
behaviour.



Annexure G
A

IMPORTANT STEPS AND SUPPORTIVE DOCUMENTATION REQUIRED FOR THE
SOUND FILLING OF A POST

A. B. C. D.
Approved evaluation Approved filling Approved advertising Approved composition
of a post of the post of the post of selection committee

(If not done yet)

Y Y Y Y
Submission I Submission(s) I

Motivation for the Moativation for the Motivation for - Mativation for the
evaluation of the post filling of the post * advertisement format composition of a
& contents selection committee
* themediain which to
advertise
[] Y
Documentation in Documentation in Documentation in Documentation in
support: support: support: support:
« Approved organogram « Approved job « Approved job * List of committee
 Establishment evaluation description (post & members & short CV
« Applicable prescripts « Approved organogram person specifications) « Approved advertisement
« Job descriptions/duty * Establishment « Approved filling of post  Applicable prescripts
sheets » Applicable prescripts » Applicable prescripts
 Job descriptions/duty * Job descriptions/duty
sheets sheets
E. F. G.
Approved screening Approved short-listing Approved selection
of candidates of candidates of a candidate
7 Y Y
‘ Submission(s) I
] L] ¥
Motivation22 for - Motivation23 for - Motivation24 for -
* those applicants passing « those applicants short-listed « the most suitable candidate
the screening test « those applicants not short-listed « those candidates eliminated
* those applicants not .
passing the screening test l l
¥
Documentation in support: Documentation in support: Documentation in support:
» Thescreening criteria » Theshort-listing criteria » Theselection criteria
» Alist of all the applicants ¢ Alist of applicants who passed * The shortlist
* Application forms and the screening phase  Application formsand CV' s
CV'sof all the applicants * Application forms and CV's of of the short-listed applicants
« Applicable prescripts the applicants who passed the « Applicable prescripts
screening phase
« Applicable prescripts

22 The document: SCREENING (Annexure A) can be utilised for this purpose
23 The SCORING MATRIX (Annexure D) can be utilised for this purpose
24 The SCORING MATRIX (Annexure D) can be utilised for this purpose
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A

1.

Verification checklist on the filling of the following post:

(Regulation VII D.8 of Chapter 1)

RANK LEVEL ..o
DEPARTMENT: Lo e e
PROVINCE ...ttt b e sn e r e s b ebeese e e e neseeeresneereennennes
COMPONENT L. sr s sr e b see e sn e nesreesre e

DATE OF APPOINTMENT: ...... T

APPOINTEE: ... et er e r e snesn e resrennen

RECRUITMENT POLICY:

A. Was the departmental policy on recruitment and sel ection adhered to?

B. Was the departmental AA policy adhered to?

Yes[ ]
Yes[ ]

No[ ]
No[ ]

N/A[]
N/A[]

2.

POST DETAIL:

A. Isthe post an approved and funded post on the establishment?
B

. If not, was the filling of an unfunded post duly authorized?

o Bywhom? ..., Rank: ..oocovveiiiricin

Date: ...... [oviiid...... Ref NO: ..coveeee

Yes[]
Yes [ ]

JOB EVALUATION:

A. Wasthe pogt, in the event of a newly created post, advertised with

out being evaluated?
B. Was a mandate obtained for this from the Minister for Public Service
and Administration?

o Date ...... [oeeid...... Ref no: ...cveveeee

Yes [ ]
Yes[ ]

No[]
No[]

NA[]
NA[]

C. Wasthe post filled at the advertised level?
D. If not, was the decision to deviate duly authorized?
o Bywhom? ... Rank: ..o

Date: ...... [oeiid...... Ref NO: .o

Yes[ ]
Yes[ ]
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Annexure

E. Was the post upgraded/downgraded and was this done before

being advertised? Yes ]| No[J|N/A[]
F. Was the upgrading/downgrading duly authorized? Yes[ ]| No[ ]| N/A[]
o Bywhom? ..., Rank: ..o

Date: ...... [ ...... Ref NO: oo

ADVERTISEMENT:
A. Wasthe post advertised before being filled? Yes[ ]| No[]
B. If the post was not advertised before being filled, was it done in line

with the conditions as contained in PSR C.2.5, Part VI1? Yes[ ]| No[ ]
C. If the post was advertised before being filled, was the advertisement

as well asthe advertising media to be utilised duly authorized? Yes[ ]| No[]
e Bywhom? ... Rank: ..o

Date: ... ... REFNO: o

D. Did post and person specifications contained in the advertisement(s)
deviate from the applicable duty sheet and/or job description/

applicable CORE? Yes[ ]| No[]
E. Doesthisrepresent arelaxation of appointment requirements? Yes[ ]| No[]
F. If yes, wasthe decision to relax duly authorized? Yes [ ]| No[]
o Bywhom? ... Rank: ..o

Date: ...... [eeiid...... Ref no: oo

G. Did post and person specifications contained in the advertisement(s)

deviate from the Department’ s Affirmative Action policy? Yes [ ]| No[[] N/A[]
H. If yes, was the decision to deviate duly authorized? Yes[ ]| No[_JIN/A[]
o Bywhom? ..., Rank: ..ccoevvreirieciee,

Date: ...... [ovoid..... Ref NO: ..o

I. Wasthe post advertised internally? Yes[ ]| No[]
J. Wasthe post advertised externally? Yes[ ] No[ ]
K. Were the inside and outside advertisements worded differently? Yes[ ] No[ ]
L. If yes, was the decision to deviate duly authorized? Yes[ ]| No[]
o Bywhom? ..o Rank: ...coooovviiiirieiene

Date: ...... [oeeiid...... Ref No: ..oveeeee
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Annexure

M. Was head-hunting utilised? Yes[ ]| No[ ] N/A[]
N. If yes, was the decision to head-hunt duly authorized? Yes ]| No ]/ N/A[]
o By wWhom? ..o Rank: ....cocooeveienirinieens

Date: ...... [oeiid...... Ref No: oo

O. Wasthe post re-advertised? Yes[ ] No[ ]| N/A[]
P. If yes, was the decision to re-advertise duly authorized? Yes []| No[] N/A[]
o Bywhom? ..., Rank: ..o

Date: ...... R - Ref No: oo

5. APPLICANTS:

A. Were late applications accepted for the filling of the post? Yes [ ]| No[J|N/A[]
B. If yes, wasthis duly authorized? Yes [ ]| No[ ]| N/A[]
o Bywhom? ..., Rank: ...,

Date: ...... [ecoiid...... Ref no: ..ccveeeee

C. Isthe application form of the nominee(s)/ appointee(s) properly

signed and dated? Yes[ ]| No[]
D. Doesthe date on the application form of the nominee(s)/ appointee(s)

preceed the closing date? Yes[ ]| No[]
E. Wererelevant qualification certificates of the nomineg(s)/

appointee(s) submitted together with the application form? Yes[ ]| No[]
F. Werethe qualification certificates certified? Yes[ ] No[ ]
G. Were the qualification certificates authenticated? Yes[ ] No[ ]

6. SCREENING (sifting):

A. Was a list compiled that contains relevant information in respect of

each applicant? Yes[ ]| No[]
B. Was each applicant scored according to formally identified screening

criteria? Yes[ ]| No[]
C. If yes, did the criteria deviate from the advertised post and person

specifications? Yes [ ] No[]
D. If yes, was the decision to deviate duly authorized? Yes [ ] No[]
o Bywhom? ... Rank: ..o

Date: ..... ... REF NOL i,
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Annexure

E. Was the screening done by a panel? Yes[ ]| No[]
F. Were any candidates who did not meet the screening reguirements
included for short-listing purposes? Yes[ ]| No[]
G. If yes, did that include the nominee/appointee? Yes[ ]| No[]
H. Was the decision to include candidates who did not meet the screen-
ing requirements duly authorized? Yes[ ]| No[]

o Bywhom? ... Rank: ...,

Date ...... [oiid...... Ref NO: ..o

7. SHORT-LISTING:

A. Was alist compiled that contains relevant information in respect of

each applicant that was short-listed? Yes[]| No[]
B. Was each candidate that passed the screening test scored according to

formally identified short-listing criteria? Yes[ ]| No[]
C. If yes, did the criteria deviate from the advertised post and person

specifications? Yes[ ]| No[ ]
D. If yes, was the decision to deviate duly authorized? Yes[ ]| No[]
o Bywhom? ... Rank: ..o

Date: ...... [oecid oo . REFNOL
E. Was the short-listing done by a selection committee? Yes[]| No[]
F. If short-listing was done by a selection committee, was it the same

committee that did the preliminary screening? Yes[ ]| No[]
G. Were any candidates who did not meet the short-listing requirements

short-listed? Yes[ ]| No[ ]
H. If yes, did that include the nominee/appointee? Yes[] No[]
I. Was the decision to shortlist candidates who did not meet the short-

listing requirements duly authorized? Yes[[] No[]
o Bywhom? ... Rank: ..o,

Date: ...... fovoid .. REFNOY
J.  Were candidates who met the short-listing criteria excluded from the

shortlist? Yes[ ]| No[]
K. Was the exclusion of candidates who met the short-listing criteria

duly authorized? Yes[ ]| No[ ]
o Bywhom? ... Rank: ...cooovviiiireiens

Date: ..... ... REFNOL i
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8. SELECTION COMMITTEE MEMBERS:

A. Was the composition of the committee duly approved? Yes []| No[]
B. Did the committee consist of committee members at (at least) the

same level or one level higher than that of the post in question? Yes[] No[]
C. If not, was the decision to deviate duly authorized? Yes[ ]| No[]
e Bywhom?....vciniiieinevecen Rank: ..o

Date: ...... oo .o.. REF DO e
D. Was the chairperson appointed at (at least) one level higher than that

of the post in question? Yes [ ] No[]
E. If not, was the decision to deviate duly authorized? Yes []| No[]
o Bywhom? ... Rank: .o

Date: ...... [oeoid .. REFNOL e
F. Was the committee representative in terms of gender? Yes[ ]| No[]
G. Wasit representative in terms of race? Yes[ ]| No[]
H. Wasit representative in terms of disabledness? Yes[ ]| No[]
I. If the committee was not representative, wasit duly authorized? Yes[ ]| No[ ]
o Bywhom? ..., Rank: ..o

Date ...... [ovoid oo . REFNOE
J. Wereall theinterviewees satisfied with the composition of the

committee? Yes[] No[]
K. If not, was their dissatisfaction entertained and was the committee

recomposed as a result? Yes []| No[]
L. Was anyone who served on the committee related to, or aclose friend

of any of the candidates who were interviewed? Yes[ ] No[]
M. If yes, was this relationship/conflict of interest declared? Yes[ ] No[]
N. If it was declared, did he/she recuse him-/herself from the process

and was the panel recomposed? Yes[ ]| No[]
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9. INTERVIEWING:

A. Was alist compiled that contains relevant information in respect of

each interviewee? Yes[ ]| No[]
B. Was each interviewee scored according to formally identified

selection criteria? Yes[ ]| No[]
C. If yes, did the criteria deviate from the advertised post and person

specifications? Yes [ ]| No[]
D. Was the decision to deviate duly authorized? Yes[ ]| No[]
o Bywhom? ... Rank: ..o

Date: ...... oo Ref no: ..o
E. Was a structured questionnaire utilised for interviewing? Yes [ ]| No[]
F. Was the questionnaire based on the identified selection criteria? Yes []| No[]
G. Was each interview formally minuted/ recorded? Yes[ ] No[ ]
H. Were any non-short-listed candidates interviewed? Yes[ ] No[ ]
I. If yes, did that include the nominee/appointee? Yes[ ] No[ ]
J. Was the decision to interview non-short-listed candidates duly

authorized? Yes[ ] No[ ]
e Bywhom?.....iiieiiiiiiieeieies Rank: ..oocoovvrviininen

Date: ...... oo Ref NO: .o
K. Were any of the short-listed candidates not interviewed? Yes ]| No[]
L. Was the decision to exclude such (&) candidate(s) duly authorized? | Yes[ ]| No[_]
o Bywhom? ... Rank: ..o

Date: ...... fovooid eooe. REFNOY

10. RECOMMENDATIONS OF SELECTION COMMITTEE:

A. Was each candidate weighed against the advertised requirements? Yes[ ]| No[]
B. Was the candidature of each interviewee discussed comprehensively

in terms of advertised requirements and the duties of the post? Yes[ ]| No[]
C. Isit evident from the nomination documentation that each

interviewee was posed the same questions? Yes[ ]| No[]
D. Was the committee' s recommendation accepted/approved? Yes[ ] No[ ]
E. If not, was the decision to deviate duly motivated and authorized? Yes[ ] No[ ]
e Bywhom? ... Rank: ..o,

Date: .../ .. REFNOL i
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Was the candidate who obtained the highest score during the

selection process recommended? Yes [ ]| No[]
G. If not, was the decision to deviate duly motivated and authorized? Yes[ ] No[]
o By WhOm? ..o Rank: ..o
Date ...... [oiid...... Ref NO: o
H. Was any manager in the line of decision-making related to, or a close
friend of the appointee? Yes[]| No[]
. If yes, was this relationship/conflict of interest declared? Yes[_]| No[]
J.If it was declared, did he/she recuse him-/herself from the decision-
making process? Yes [ ]| No[]
11. DOCUMENTING THE PROCESS:
Was the following documented and put on record?
e Anapproval for thefilling of the post Yes [ ]| No[]
e (A) copy/copies of the advertisement(s) - internal and external Yes[ ]| No[]
e Approval for any deviation from the standard requirements as
contained in the applicable CORE Yes[ ]| No[]
e The application forms of all applicants Yes[ ]| No[]
e The screening criteria utilised and a description of the application
thereof Yes[ ]| No[]
e The short-listing criteria utilised and a description of the application
thereof Yes[ ]| No[ ]
e The names of those applicants who were short-listed Yes[ ]| No[]
e Particulars of the members of the selection panel Yes[ ]| No[ ]
e The selection criteria that were utilised during interviews and a
description of the application thereof Yes[ ] No[ ]
o The decision of the selection panel with full motivation Yes[ ]| No[]
e Approva for the transfer/promotion/appointment of the successful
candidate Yes[ ] No[ ]
e Approval for any deviation from what is prescribed in the PSR and
departmental policy on recruitment and selection Yes[]| No[]
o Declaration of any relationship/friendship between either
committee members or decision-makers and applicants, and the
subsequent recusal of committee members and decision-makers
from the entire recruitment and selection process Yes[ || No[ ]
o Thechecklist on thefilling of the post Yes[ ]| No[ ]
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HEAD OF HR COMPONENT RANK DATE

Declaration by the executing authority (or hissher delegate):
It is hereby verified that the nominee qualifies for the post and that all claims by the nomineein
his or her application have been verified.

EXECUTING AUTHORITY RANK DATE

e Note: Thischecklist must be filed together with all relevant documents
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