GREATER GIYANI MUNICIPALITY

RECRUITMENT POLICY

PART 1

PREAMBLE

· Whereas the municipality wishes to provide a highly motivated personnel employees.

· Whereas to ensure that the municipality acquires productive and     effective employees.

· Whereas the municipality ensure there is low rate of labour turnover

· Whereas to ensure there is a low rate of disciplinary and grievance 

       Procedures.

· Whereas to ensure there is low rate of complaints from clients and general public

·  Whereas there is increased employment and entrepreneurs in the Limpopo Province.

· Whereas to provide guidelines, norms and standards on the implementation of the recruitment policy by council.
PART 2

DEFINITIONS

In this policy unless the context indicates otherwise-

· Employee- means a permanent, temporary, part-time or contract employee or apprentice receiving pay or entitled to it, but excluding a student and independent contractor.

· Councilor means a councilor as defined in the Local Government: Municipal Systems Act. 

PART 3

OBJECTIVES OF THE POLICY

To provide the right quality of employees to the Greater Giyani Municipality in order for the Municipality to achieve its intended purpose of providing efficient and effective services to the community in terms of its mandate.

PART 4

POLICY APLLICATION

· The policy applies to affected council employees and prospective employees of the Greater Giyani Municipality. Any employee and prospective employee who feel aggrieved by the application of the policy may submit his/her grievance in terms of the grievance procedure (SALGBC) as well as the Labour Relations Act, 108 of 1995.

PART 5

BASIC POLICY REQUIREMENTS

 Council shall recruit employees to be able to provide services to the community subject to the following principles:

· The filling of vacancies by the Greater Giyani Municipality shall be in terms of relevant statutes viz. Basic Conditions of Employment Act, Labour Relations Act and the Employment Equity Act. 

· Recruitment shall be undertaken by employees duly authorized to perform that function.

· Recruitment shall be done only after a vacant post with a duly approved job description; grade/level and remuneration package has been identified to be filled.

· Vacancies shall be filled only if sufficient financial provision has been made on the budget.

· All vacancies to be filled shall be advertised.

· The recruitment of employees shall be done with due consideration to confidentiality and integrity.

· No verbal applications for positions in the Greater Giyani Municipality shall be entertained.

· A selection panel consisting of Council members, Heads of Departments and where possible external experts shall be formed to interview applicants for vacancies advertised by the municipality. 

·  Recommendations for short listing of the advertised posts are to be done in consultation with the Employment Equity and Training and Development Committee.

· No employee may be appointed without undergoing a selection interview unless a vacancy is filled through the promotion of an employee from within the organization.   
· No employee may be appointed with a remuneration package outside the range of the grade into which he/she is being appointed to except with prior recommendation of the Portfolio Committee Governance and Administration of the Council after consideration of any special circumstance which might prevail.

· The appointment of candidates from outside shall be done after management is satisfied that there is no employee from within the organization who is       available, able and willing to fill the vacancy.

· The staff provisioning shall be done in a fair and non-discriminatory manner, promoting the integrity of Greater Giyani Municipality.

4.  RECRUITMENT

           The municipality shall apply the following general principles and guidelines when  

           Implementing this policy and to prevent discriminatory or unfair labour practices 

           When recruiting employees:

· The municipality should ensure that all jobs should be open to all applicants 

       Irrespective of race, sex or other grounds of discrimination prohibited by law. 

· Recruitment of candidates for affirmative action positions should be carried out according to the provisions of the Labour Relations Act.
· An objective and fair recruiting procedure should be followed at all stages of

                  Recruitment.

· In the case of a closed shop agreement the representative trade union is to be

      Informed of all vacancies in good time.  

· Internal recruitment should take precedence over external recruitment.

· Information regarding vacancies must clearly state the relevant selection criteria to be applied.

· The selection criteria should be valid and appropriate to the needs of the job, the municipality and the society as a whole. 

·  All vacancies will be advertised internally or externally, by the following methods: 

· Information regarding vacancies are to be posted on special vacancy

       Notice boards in all applicable languages, in all municipal offices.

· All workers are to be advised of details of vacancies and their wage packets.

· Procedures and time limits for application should be clearly stated.

· Where the municipality is unable to recruit internally, and where retrenchment has occurred, the municipality shall make all attempts to recruit workers from the ranks of workers retrenched by the municipality.

·  Press advertisements should be placed in newspapers that are accessible to all population groups. 

· The necessary criteria for application, such as procedures and time limits shall be clearly stated. 

· Priority shall be given to local people and designated groups in terms of affirmative action plan and employment equity.

· Foreign skilled labour may only be recruited after negotiation with the recognized trade union(s) and after it has been established that there are no local or South Africans capable of occupying the position. 

SELECTION OF EMPLOYEES

The municipality shall adopt a fair selection procedure to ensure that the best applicant is appointed to the job. The guidelines below should be followed to avoid unfair selection practices:

· Selection criteria should be objective, related to the inherent requirements of the job and consistently applied to applicants, irrespective of race or sex.

· Non-job-related qualifications and higher than necessary qualifications such as educational degrees, linguistic abilities or length of service should not be used to justify selection of a person from an advantaged group over a person from a disadvantaged group.

· Any qualification or condition that has the effect of restricting a position to persons from an advantaged group must be clearly justified as job related and necessary before being applied.

·  Qualifications required for a position should be based on current job descriptions or skill requirements that accurately identify the nature, purposes and functions of the job, and not on traditional notions of who should be performing the job.

· Qualifications requirements for a position should not be adapted to meet the qualifications of any particular individual whose application is anticipated.

· An objective and clearly specified procedure should be followed, so that a quantified score on an individual's suitability is available. 

· The mere existence of a prior detention, arrest or criminal record should not constitute sufficient grounds for refusal to select any applicant for employment.

· Recognition of prior learning should be considered if requested by an applicant.

 SELECTION INTERVIEWS

The Municipality shall adopt the guidelines below to prevent unfair advancement or discrimination during interviews:

· Questions should be related to job requirements.

· The interview should be pre-planned and similar questions should be asked.

· Questions should be consistent across the interview.

· An interviewer should not ask for information that can be easily and more accurately accessed from application forms, curriculum vitae, tests or reference checks.

· The interview atmosphere should be free 

· A panel member shall not interrupt the applicant when answering questions.

· Records of interviews, questions and applicants' answers should be retained for later justification of decisions.

· The purpose of the interview should be explained - whether it is an initial

       Screening device or the final step in selection.

· An interview panel shall be constituted for each interview taking into   consideration the following guidelines:

	Position/Level
	Size of Panel
	 Composition

	Municipal Manager


	6 – 7 members


	Mayor 

Portfolio Committee Governance and Administration
2 Experts from the Public

An observer from trade union

	Managers Reporting directly to Municipal Manager
	6 – 7 members


	Office of the Mayor

Municipal Manager

Chair: Portfolio Committee Governance and Administration

Chair: Relevant Portfolio Committee

Experts from the public

An observer from trade union

	Deputy  Managers


	6 – 7 members
	Municipal Manager

Direct Superior and Relevant Managers

Portfolio Committee Governance and Administration

Relevant Portfolio Committee

An observer from trade union

	General Staff
	6 – 7 members
	Municipal Manager

Direct Superior and Relevant Managers

An observer from trade union


REFERENCE CHECKING

· Reference checks will only be carried out for applicants recommended by an interviewing panel in terms of clause 8 above and only in respect of referees as provided by the applicant.

· Reference checks will be conducted by the Head of Human Resources or any or his/her nominee.

· The person performing the reference check will obtain the following information during the course of the reference check:

·  confirmation of the applicant's employment history, including date of 

       Starting service with the previous employer;

· The applicant's position and remuneration details;

· The job requirements and key performance areas of the applicant's current Position.

· The person performing the reference check will not seek to obtain the following information during the course of the reference check:

·  Information relating to the ethnic background and personality of the applicant;

·  Information based on the feelings, opinions or hunches of the referee; 

·  Information relating to the performance of the employee that has not been observed and or obtained from a written performance record;

·  Information that is hostile or malicious;

·  Information as to whether or not the referee regards the applicant as being Suitable for the position for which he/she has been recommended by the interviewing panel.

 EMPLOYEE INDUCTION

Induction is the process of introducing a new employee or a transferred employee to the municipality, its policies and procedures, values, co-workers and the tasks and activities to be performed. A new employee should go through some induction before settling down to perform his/her functions. 

9.1 Objective of induction

The purpose of the induction process is to:

a) Acquaint the new employee with the new job and its responsibilities

b) Establish good relationships with co-workers

c) Creating a sense of belonging to the municipality 

d) Acquainting the employee with the goals and functions of the municipality

e)  Indicating the required behavior and way of doing things in the municipality.

9.2 Responsibility for induction

  The Human Resource Division carries the final responsibility to ensure that the new employees go through an induction process. Induction will however occur at different levels as indicated below:

  a) The Supervisor 

         The supervisor must ensure that a new employee is able to function effectively within his/her section. The supervisor must provide responsibilities, rules, regulations, procedures and also take the employee through a section’s tour.

b) Head of Department

The head of the department should meet the new employee and give a broad overview of the department, its functions and what it is expected to achieve.

c)  The Human Resource Division


The Human Resources Division is responsible for the employment   contract, remuneration, staff benefits, staff development, labour relations and personnel policies and regulations in general). The staff representative will explain staff representation, membership, benefits, grievance and disciplinary processes.

9.3    Both the employee and the person responsible for induction must sign the 

         Induction form and submit it to the HRM department for record keeping.

10.    REIMBURSEMENT OF INTERVIEW-RELATED COSTS
10.1 Any prospective applicant, who is invited to attend an interview, shall be paid the AA running costs tariff in accordance with the cylinder capacity of his/her vehicle.

10.2 In the event of an applicant making use of air travel, the applicant shall be paid the cost of an economy class returns ticket. The municipality will also provide official transport from and back to the airport.

10.3 In the event of a prospective applicant spending the night away from his place of residence, she/he shall be paid the applicable overnight tariff together with a meal allowance relevant to the post level of the position for which he/she has applied

11    REMOVAL EXPENSES

11.1 A newly appointed employee shall receive once-off assistance with removal

        Expenses incurred to relocate to an address within the area of jurisdiction of the Council or an acceptable address, on condition.

11.2 The employee submits to the Municipal Manager for his consideration, three

        Written quotations which must include comprehensive insurance.

11.3 The municipality shall pay to the approved removal contractor all the removal costs accepted prior to the removal of goods.

11.4 Each Department should make provision in its individual budget for assistance with removal expenses.

12.    EMPLOYMENT EQUITY AND AFFIRMATIVE ACTION 

12.1 The municipality shall take steps to promote equal opportunity in the workplace by eliminatinnfair discrimination in any employment policy or practice.

12.2 It is affirmed that it will not constitute unfair discrimination to take affirmative action measures consistent with the purposes of the Employment Equity Act of 1998 or to distinguish, exclude or prefer any person on the basis of an inherent requirement of any job.

12.3 Harassment of an employee, including sexual harassment of any form,

         Constitutes unfair discrimination and such harassment will attract disciplinary

         Action against any employee found to have committed it.

12.4 The municipality must, in order to achieve employment equity, implement

         Affirmative action measures for people from designated groups as defined in Section 1 of the Employment Equity Act of 1998. Designated groups mean black people, women and people with disabilities. Black people are defined in the Employment Equity Act as a generic term meaning Africans, Colored and Indians.

12.5 Affirmative action measures are measures designated to ensure that suitably qualified people from designated groups have equal employment opportunities and are equitably represented in all occupational categories and levels in the workforce of the municipality.

12.6 Affirmative action measures include, but are not limited to the following:

(a) Measures to identify and eliminate employment barriers, including unfair

     Discrimination which adversely affects people from designated groups

(b) Measures designated to further diversity in the workplace based on                           equal Dignity and in respect of all people;

(c) Making reasonable accommodation for people from designated groups in

      Order to ensure that they enjoy equal opportunities and are equitably

      Represented in the workforce of the municipality;

(d) Measures to ensure the equitable representation of suitably qualified people

      From designated groups in all occupational levels in the workforce of the

      Municipality;

(e) Measures to retain and develop people from designated groups and to

      Implement appropriate training measures, including measures in terms of the

     Skills Development Act of 1999.

12.7 No provision in this policy should be construed as requiring the municipality to take any decision concerning an employment policy or practice that would establish an absolute barrier to the prospective or continued employment or advancement of people who are not from the designated groups.
The interview

1. Welcome the applicant

1.1 Offer a seat

1.2 Offer water

2 Introduce the panel 

3 Allow the applicant to introduce her/himself

4 Chairperson leads the interview by:

4.1  Restating the job for which the applicant is being interviewed

4.2  Explaining how the interview will be run

4.3  How long it may take 

4.4  Telling the applicant to understand questions first

4.5  Giving the applicant the right to interact freely

4.6 Asking a general question about the applicant 

5. Asking questions:

5.1 Ask questions relevant to the job applied for without long explanations.

5.2 Make few follow-ups on answers given

5.3 Do not engage in an argument with the applicant

5.4 Do not ridicule or tell/show the applicant he/she is wrong

5.5 Do not pressurize the applicant to give an answer

5.6 Avoid signs/gestures that indicate high interest or that tells the applicant you are no more interested.

5.7 Avoid making the applicant that the interview is a mere routine or compliance exercise.
6. Ending the interview

6.1 Allow the applicant to ask questions

6.2 Tell the applicant when to expect the outcome

6.3 Indicate if there are any claim forms to be completed

6.4 Thank the applicant for his/her time 

At all times make the applicant feels you are genuine and fair in your questions and actions. Any feeling of unfairness may lead to appeals and litigation.

7. Remuneration

7.1 Objective

The purpose of the municipality’s compensation system is to:

a) Attract suitable employees

b) Retain employees as long as possible

c) Motivate employees to use their full potential

d) Comply with legal requirements

7.2 General Principles

a) The municipality will adhere to the principle of equal pay for equal work or work of equal value should pertain. No discriminatory factors or principles should exist in the area of payment and remuneration. 

b) Methods of evaluating jobs should be in accordance with methodologies that are 

      Generally accepted or agreed upon at the bargaining council or as approved by 

     SALGA.

c) All jobs shall be graded and the remuneration package established before being

            Advertised.

d) Job grades for all jobs in the municipality and their related packages should be made available to all employees if they so require. 

e) Where differentiation does exist in the remuneration of employees this deviation must be with approval by the Portfolio Committee Governance and Administration of council and clear reasons for the deviation must be advanced when asked to.

f) Rates and types of remuneration may not be based on an employee's race or sex. The basis should be equal remuneration for work of equal value.

g) Job classification, grading systems and pay structures will be based on objective skills-related criteria, irrespective of the race or sex of the employee doing the job.                                                                         

PART 6

POLICY NORMS, VALUES AND PRINCIPLES

· The whole process must be underpinned by among others, the following fairness, equity, honesty, transparency, qualitative, openness, impartiality and qualitative.
· The following statutes shall form the basis of the municipality’s Telephone Policy:

-Constitution of the Republic of South Africa, Act 108 of 1996

- Local Government: Municipal Systems Act no. 32 of 2000

- Municipal Finance Management Act no. 56 of 2003

- Basic Conditions of   Employment Act 

-  Employment Equity Act
- Labour Relations Act 
PART 7

BENEFICIARY POLICY TARGET

Council employees and councilors as outlined in part 5 above.

PART 8

POLICY IMPLENTATION AUTHORITY

Corporate Services Department through Human Resource Division.

PART 9

POLICY ADVISORY AUTHORITY

· To be in line with principle of checks and balances, as provided for by the Greater Giyani Municipality.
PART 10

POLICY AUTHORISATION AUTHORITY

· The Executive Committee of Council will remain the principal source of authority.
PART 11

POLICY MONITORING AUTHORITY

· The Portfolio Committee Governance and Administration
PART 12

POLICY COMMENCEMENT
· The policy takes effect on the date determined by the Mayor by official notice published and displayed on the municipality’s public notice boards.

PART 13

POLICY AMENDMENT

· The majority members of the Council may only amend the policy.

PART 14

SHORT TITLE
The policy is called “Greater Giyani Recruitment Policy”.

PART 15

CODE OF CONDUCT

· All councilors shall abide by schedule 1 of the Local Government: Municipal System Act no 32 of 2000.

· All council employees shall abide by schedule 2 of the Local Government: Municipal System Act no 32 of 2000.

PART 16

ANNEXURES

· Any separate but relevant information that may be made available from time to time will be annexed into this policy and forms part of the integral policy.

PART 17

INTERPRETATION

· In the event of any inconsistency between this policy and any other government legislation, such legislations prevail.

PART 18

TRANSITIONAL ARRANGEMENTS

· Any thing which has been done in terms of any other policy prior to this one, and which may be done in terms of this policy, must be regarded as having been done in terms of this policy.

This policy was signed by ------------------------------------------------in his capacity as the Mayor of Greater Giyani Municipality on the---------------and the policy takes effect as from----------------

-----------

Signature

