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GLBSBARY OF ?ERMS
1 Yerms. _____Definitions
‘-HGT R | Dlrector@eneralmccounﬁng Officer
1DPG ) Deputy Director-General
1 DHET - Department of Higher Education and
. Trainifig ,
Dol Daparhnentquahuur
| DPSA™ Refers to the Department of Public Service |
o and Administration.
Competency Assessment ‘A process forred By the. Departmant to
' ascartain the candidates: ‘compliance 16 thia
_ . reguirements of the pest.
Joh Evaluation Al process of the job content being
S agsesséd’ by _a job evaluation tool by
Staﬂ’ing Services.
| Minister Etecutinsi Authority -
‘MMS Middle ‘marnagers systems which are on
‘ salary levels 910 12,
Security Cloarance and Velting IE.S prccess of checkmg the candldatas
sectrity record performed by the National
tntelligence Agency.
SMS Senior Management Systems ofﬁma‘ls
. I appointed on salaty levels13to 16.
Staffing Services The ‘sub-Directorate” within the Chief
- | Diragiorate: Personnel Administration and
Development is responsible for the
B  recruitment and sefection{asks.

DRET: RECRUITMENT AND SELEGTION POLICY
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SECTION A

The establishment of the Department of Higher Education and Training brought & new
chapler in e éducation landscape of the couniry/ the republic. In order for the
Bepartmént to. achieve: its: mandate a5 dutlinéd in the Strategic plan it will require the
workforce with the: highést caiiber and excellent -skills: This can only be achievéd by
policies resgonsive to the strategic plan of the Departmgnt that includes the Minister's
five key issues; which is HIV/AIDS, disability, gendlér, race and class. It is within this
caitext that the recrultment and selection policy is developed.

Constitution &f the Republic of South Afica, Act No: 108 of 1996
Public Bérvice Act of 1994 asamended

~ Public Serviee Regulations, 2009,

. Basic Conditionis of Employment Actof 1997

Labout Retafions Act of 1995 a& athended

EmploymenitEquity Actof 1998

- Public Finante Management Act of 1999

Treasury Regulations

1:30bjectives
‘The main ebjectives of this policy are as follows:

a. To set nomns, guidelines and measures to appoint a skifled and competent
b, Toachieve eguity in the'workplace; and
c: To-enhance service excelience,

1.4Principles

The impleméritafion of the Recruitment and Selection Palicy miist be underpinned by
the foltowing principles: ' '

‘& Faimess.

t. Corfidentiality

¢ Equity.

d, Professionalism
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2.5 Job Evalidioh

The peiicst for plading advertisement of pustsshonld bé dccampanied by a jobi description br job
specification. Job evaluation exercises should be conducted hefore newly defined posts aré in
‘Ting with Job Evelloation Policy. | |

2.1,2 Advertising

Adveristiig of posts is the sole responsibility of Staffing Services: Advettisinig of posts will be
dons jix line with the following process:

a. Posts ritist st on thi establishmeit and e funded;

b, All posts must be advertised i the netional and logal primt media and tirough DPSA
¢ “Notice of posis advertised must be placed on the Departmental NEWS FLASH.

d. Tetipogacy and gontraot posts below SMS will be sourced from DHET ditabate, or
DoL’s database:

The thinitons aifiing time for an-advertisement of d permancat post imespective of the
adverliging medium used shall be 14 days

9:4.3 Adveriising Requitements

£

4. All posts-below level § must be advertised with matricigrade 12 or at.least fhree years
relevint experiaiice

. All posts below iéi.r?gl 13 mistbe advertised with athiree vears® post natrié quatification

orag least 5 years relevent experience;

All SMES posts mist be agvertised with at loast aithree years post mérie qualification, 3
10 10 (includes DG)years relevarit experience, management skills, basic human resource
skills, finsnce skills; etc

d. Anadvertisement for SMS must indicate that applicants-must be subjected to all of the

i, seentity vetting sndoleararice

i 3 & petforniance agrecment in'ters of SMS handbook

1V, signing ancmployment contract on appointimznt

.. All adveriisoments wiust indicate that applicants must consider their applications to be
wasiceessfil if not comtacted within 60 days-afier the closing date; and

f, Alladveitised posts should be filled within a period of 50 days.

R ECRITTMENT AND SELECTION POLICY

T Page6
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& Al sdverisstients st indicate that applicants. iust consider i Applications 1 be

_ Unsucocessful  not Gontacted within 60 days affer the closing date: and
f. Allagvertised posts shiould be filed within 2 period of 30 days,

2.4:4; Payment of Advértisements.

8. Since placement of advertiseriants is the sole responsibilty of -Staffing Services,

payments: of ‘adveitised ‘vacant funded posts IS also the. responsibifty of Staffirg

Services; (directorates will carry the costs for the withdrawalipiacing erratur and
amendmant of adverts if responsible for such); : "

b, Temporary or eaptract posts additional to the establishment shall bis paid by the section

fequasting for such an advertisenient, R -

€. In anevent whére the Section that has:requasted ‘advertising of posts did not coimply
with the time frame set to fill a,pash they will Be réquired lo reimbursa Staffing Services
the cost'for placeinent of thatadvattiserment. o

22 SELEGTION

Selection Is aified &t ensuring that the fight person is seiéeted forthe position; thi= assessment
processis credible, cORsistent, fair and open.A holistie 3pproach must be adapted taking into
Teferse reports; HR plan and Employment Equity Pian of the Department,

2,21 Setection Cammitiee
Prioi ta the selection process a committes should tie appainted a8 foliows:

8. ‘Approval of seleclion committees Shatt be dang by the ApRoiniting Authority as. per
delegationss, who shall resarve the right1o amend the recommendad partel,

b. HRM shall in consultation with the relevant manager Tecommend selection commitiee

tembars fora specific postto b filed, ' -

members for a spedi
2:3.2 Compositian of the Salection Contmittee
Thi galéction commilties must b Soratiiited as follows:

@ The panel shall consist of = minimum of three panelists

b, -The Minister Shall chair SMS posts above leval 14

€, The DG shall chair SMS posts below level 15 N

d, Staffing Services will provide secretariat services, where it is necessary due to either the
number:of.posts t6 be filed or operational reasons, the use of externgl services may be
considered; | |

# . The chairperson for all posts:balow SMS léve! shall be at leaist two levels higher than the
past ta e filed; _y .

f. The direct supervisor of the incumbent will farm part of this panel;

g- Two members whose:grading is at least one {6vel higtier than the post to be filled;

AT RECRUTMERT AR SRR
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f. Tha depar
_ process; and

ok tay co-0pt ‘extemal specialists whete neéssary to-assist in the

L Representafives of fédognized trade unions will B GHéred -éﬁ':;dbsqwerggta;uﬁ:in pangls

for lsva) 12 and below,

The seleiction conimitiee must include sdequate representation and riembérs shall be chosan

Yor the value they could brirg 10 this detision making ratter than sectoral representation,
22,3 Functions of thi:Séletion Gommittse

Tha galéction committee shall opefate guided by the job requiremént 25 contained in the
advertisement and in‘comiliance with thefollowing provigiong:

a, Staffing Services -

i Advise the committes or caive 4s a résource person

ii, Responsible for pre-selection process
i: Invite canidaltes to Inteiviews

iv. Faviitite logistical amangaments for candidates invited for interviews; e.g. travaliing,

b. Other Commitie Members
i ‘Shertlistapplicants tairly, credibly anid opétity

. Al committee members wiil be required to siana declacation of eonfidentiality
i Shortlists'must be approved by officials as outiined i sub-section 2,21

2:2.4 Siffing Précéss

of an advertisement. # miist be noted that the aim of the sifing process is to efiminate

‘applicants who clearly dg fiot rhcet the minimum reqiirerents far the post.

Thie list 61 @pplicanits vifio met the minimur requiraments during sifting shall e provided to the
selechion commitice at s first sitting. i

%-2.6 Short listing Meeting

8. The selection commitiee mesfing must bé compsited as vutined in sub-section 2.2.3
above; ‘

b. The plfocaedmgs of the meeting must be recorded; L -

€. The selection Committee most agreeon the. Critériz for Shott listing which is fair and
ron-tdiscrminstory. | |

DHET RECRUITMENT AND SELECTT ‘

Sifting is thie responsibility of Staffing Services and shal be done a week affer the closing date
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2.3 Intorview Process

Theinterview process shiall ufold as fallows:

a.

b: . ompleted
€. A form requesting scheduling oFinterviews shall be provided.{o Stafiirg Sorvices by the

T

a

 The candidales’ respe

- Otganizing of Interviews Is thé. respongibility of Stafing Services (date; venue, time:

fravelling amargémeniSete), o v
The scheduling of interviews will Be gealt with dride/shiit-tisting is completed

chairperson of the selection commitiee: two weeks before scheduling of interviews with

thiée-dates for consideration, i |
All interviews shall be recorded by 3 regording device and-8ll minutes shall be
documented and archived in ageofdance to National Archives Act :

e invitation forinteniiéws shiall indicate sny form of ssessimiant fhat il be conducteid;

 Only tea and sieets will be provided during interviews by Staffing Services; and

Lunch If necésSary will be provided by the business unit that requested THtsrvisws,

2:3.2 Inteyrview Panel

The intetview pane) fust be composited in the same manner as the sglection committge

‘a8 ‘oitiined In Sub-saction 2.22. All Sefection panel members will be appofited by the

relévant authiority in lin with subssection 2.2.1

. The. seléction panel shall fecommend candidates for appoiritment by the appointing

Authority or delagatad offcia;

- The'panel shall ot Greate employment expectations to candidates during interviews;
- Interview quéstions asked should be based on tha inherent job requirément. Biased or

discriminatory questions must be aveitied, however probing is entouraged:

e candidates’ respanses and scora during intervisws must be doeumented:
For SMS, at least two candidates if available in order of preference must be norinated

for 2 specific past, in order fo -avoid tha post being re-advertised should the firet

candidate deciine the job offer

must be nominated for @ specific post, in order to avoid the post being re:advertised

should the first candidate decline the job offer.

2.3.3 Pradnterview Meeting

The pre-interview missting sHall take place as follows:

—

DHET:RECR

e
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In :exceptionat ¢

@ 30 mintes before the interview; |
b, Discourage subjectvity in ralation to intemal candidates during interview;

d: No Bre-arfanged questions will be allovied.

2.3/ Fieadhiinting -

asés where the: recruitmeit ‘and -selection process were not subiGessiul, a

‘qualifying carididate may be recruited by way of headhuntinig, The fallowing Tust therefore be

followed:

a. Invite the hgadhirted candidate/s for intsrview:
b, The intérview panel may remaln the same;

€. Assessment process misthe applied, snd

d. ‘Ensure consistencywith flie previotis interviews,

i st be noted that neadhunting must only be for leve! 17:8nd above:

2.4 ASSESSMENT

In addifion to inferviews, other’ assessment tadls' such as compélency assessment,

presentationg, typing test etc, shall be used to further assess randidates.
2.4:1 CompetencyAssessment
g, ggmpetgngyassessmemmay be conductad foc positions betweendevel 9 and 11; and
b Competericy as:

 aissessments are compulsery for all SMS appointrments;

commended candidates must be sent for competenty assessment,

242 Presentations

a. Presentations may be Sonducted for positions on leve! 9 and above

In casa of SMS, presentations. may | be  held Prior to the interview and only two
Gandidates ffavailable may bé called forinterviows; |
Presentstions mus ‘be used consistently ttirough - an interview, no single carididate
should be allowed to ke a presentation if offiers do not, |
The topic o the présentation must be clear and fair; shid _
Candidates must be: informiad of the topic of the prexgntation, should it be required,
wheri they are invited for the infervisw. o o

o

on o

- 24.3Typlng Tests or Bpésd Tests

‘8. Typing feste aré compulsory for all typist and secrefaries, posts;
b. "Statting Services together w

& Adqusified assessor mist assess these tests after intefviews,

ith the unit concerned must organize these tests; and
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F

Fripp 6

R

REFERENCE CHECK

At Teast three references.must be provided on the CV dnd three reference checksimust be

done;

 Staffing Servicés rhust ensiute that reférciices are chécked before the job offer is made'tg

a candidate;

. "Whiere fequired réfirdfice ciscks must dlso be made for internal candidates;

‘A -confidential veference report may be required for bothi internal and external candidates;

. Al fefersiice chieckymust be conducted based on the policy principle; and

i an event wwhere a Teferente check results ina Aecision hot to offer a candidate & job,

heareas of copcern and their relevance to the job requitement must be documsnted. .
SECURITY CLEARANCE

All reciiended candidates miust undergo o security cleararice which includes veiting;
The outcome of the security clearance must e used 4s 2 o] to determine appointment

- 15y an event whese fhe sticogsstul. candidate is not offered a job as a Tesult of the outcome

of security clearance; the fext.most suitable candiddte faust be offercd the job after
Consaliation with the selection parel. '

QUALIKICATIONS VERIFICATION

A vetificution of qualifiéations minst be done withSAQA, relé¢vant sulhorily and fertiary
institutions, where negessery for all posts.

238 APPLICATION OF AFFIRMATIVE F ACFION/EMPLOYMENT EQUITY PLAN

| All selection panels must mzmder ihe Employment Bquity Plan of the Departinent prior 1o the
imitial selection/short listing and in saking the final recommendation.

29

JOB OFFER

Staffing Sérvices mustcompile a submission or Cabinet Memaoranddm whete required, 1
request approval ofthe secommendziion to appoint the saccessful candidate; o

A job offer ca only be riade afier d recommendation to appoint is approved by the
réleviint appointing aitiority (DG, DG, Minister anid Cebingd)

A written offer must be made within 7 days after the recommendaiion for appointment is
appitbved and the siscesshul candidate must respondiin writing within 7 working days-on
whether he/she aceepts the offer or not: _

Thie jobi offer mist indivate the job description, remuneration package and conditions of
seivice; - _ ‘ _ B

fo.an event where an offer is not accepted the next suitable-candidate may be offered the

 job.after consultation with the selection pancl;

e MG mCTONROLLY N
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£, Upon receipt of the successful candidate's acceptance of fhie job offer and
-assumption-of duty, the other candidates interviewad must be informed within 7

working days that thieir applications were ot successful, v
g. The renumeration package shall be within the adveffised salary package and

b

prior. approval of the appointing authority shalt be obtained should there be an
adjustment on the remuneration package. Any adjustment should be supported
by awrittén miotivation and shduld bie within the budget funds of the Department.

210 APPOINTMENT

4. Slafiing Services must process the appoiniment and or promotioh of successful
_ candidates,and | . | |
b On assumption of duty of an appointed caididate, Staffing Services shall present

the new appointee to the relovarit seefion.

SECTIONCT'
3. PROBATION
Probatioh mist-apply 1o all newly appbinted cfficials in the public service and should he

used as a4 process4o @sséss the suitabifity of an appointed offitial within a period not
less than 12 ‘calendar months. The following~mist be' considersd when. assessing

officials'on probasin:

8. Probétion ‘period will be édended by number of days leave faken during the
period; —y | | o=
b An official who i$-on probation and wishes to resign shall provide a one month
wiitten notice; A YR o
€. -An official fransferred or' promoted into the Department who is still serving:
probation.shall continue with probation from where helshie left off from the other
. Pepartimant to'complete 12 calendar months of probation;
d: Staffing Services will provide probationary reports o section heads quarterly o
complete; ‘ | | ‘ | |
e, The probafionary system shall.be iinked to-the performarice management
£ Inan avent of unsatisfactory work performance, the supervisor must immediztely
~ implemant the relevant incapacity procedures; and .
g If performance doks nét improve, the matter must ba referred o the Labour

DHET: RECRUITMENT AND SELECTION POLICY | " Fager?




2B/A9/2813 AB:51 A123237231 CORP SERVICES PAGE  19/28

SECTION &
4, Coritractor Temporary Appointment

The sppointment on a cnntram ‘of temporary basis tan be ywade following the under
ientioned process;’
4. A-confract of temporary. appomhnent can only he made against vacant funded
posts; ‘
b. The recruitment of contract or temporary -appointments must follow the
recrurtment process as outlined by this policy:
& A contract or temporary appaintment will not be made in mstanc:es whare
officials are'on vacation, sick, maternity leave or scholarship;
d. A témporary or contract appointment. may nct exteed a period of twelve rnr.mths
and the follawmg mnditions mist be complied with:

.. Against which post an appointment is to be made
'1: Reasons must be provided 25 to why the appoiniment is to be made
fil. Duties'to’be perfarmied
iv. Theduration of contract
v. Thepurpose and extent of the specifie task to be perfonmed
vi. Theievel the officiaimustbe appainted on

-&. A once<offexderision ‘of a maxifum period of three months. will | b considerad
only, if a requaet is accompanied by proofthat the post was adverised and a
~ wiitten motiiation on why the pest could not be filled:
f. No appoinintent must be.made, even a weekly tempurary appuintment without
‘the involvémient of Staffing Services;
8. The authm’rty t0 -approve @ confract or- temporaly appointment lies with the
i 'Mlmster in Tespect o SMS, Director-Ganeral in respect to leveld 9-12 and DDG:
Corporaté Sarvices in respect 1o levels below Sias per delegatiohs

-5, R&Appﬂhtment of Dfﬂcials who Retired or terminated their Services from the
Priblic Service

An employee or official who fias vetifed from the. Public Service due % reaching their
rétiternent age miay be reappointed on a temporary basis as folows:

a For a pefiod wot exéeeding 12 months, but possibly renewable for one further
year; and
b, The offi cial possesses scarce skills and éxperience.

Aformet emploves, who left the public service dué fo il-health, may be reappointed on
A tempamry has“is as follows:

a. For & period not exceeding 12 months, but possibly renéwable for a Turther 12
months.

b. 1fhe orshe; can provide recent and conclusive evidence of fecovery; and

¢: The offitial possesses scarce skills and éxperience;

‘nHET nﬁcnuumammmmuﬂmucv -
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Officials who tenmnated their services due to employes inftiated severance packages
vnluntary se\mranm packapes, vulunta:y early Tetirement ant abscondment may be re.

In respect of officials who terminated their senvice through employee initiated severance
packages, vnluntary severance. pac:kages voluntary early retirerient and abscondment
-canditions of servine forre—appo!nted officials shall bg as follows:

& Appointiment shiculd bé on an all-inclusive salary package

b. ‘Vacation leave and sick leave miist be provided on a pro ratd basis. for the
.duration of re<appaintment;

‘No study leave or Special leave should be granted;

No re-admtttanne {o the Government Empluyees Pansjon Fund: -and

Housing and rredical ald- allowance shouldwnot be provided or paid as it is
ncjuded in the allinelusive package

m na

SECTION E

6. Acting Appolitinents, Payient 6FActing Allowaince and Secondmént

6:1 Acting Appointments

Appaintiiient in #n acting capatity must be-made In line with the following procedures:

& Actmg appointiisnts carn only be made against a fundad vacant position for a

~ maximum of six months:at a time;

b -:Gﬂinials may iny act'in positions oné!level higher than the pos:tmn they are
-appointed in;

¢ The requests for approval of the acling appointment must be subriitted to the
'meputy Director-General: Carpnrate Services by the Deputy DIrector—General of
the Branich in which the actingappeintment must be made;

d. Reguests must be submittettto the DDG: Corporate Services at least two weeks
before the implementanan date in order to"obtain aipproval in time. Only in the
case of an éfmergency or sudden iflness will this rule be relaxed: and

. Sta";ﬁng ‘Services will be instructed o obtain approval from the Director—General
or Minister

6.2.Payment of Acting Allowance -

F'aymerit of ‘acfing altowance will be made in compliance with the provisions of Fublic
Service Ragulati"ans, Part Vi, BS, as tollows:

-a: An-acting atlowance is only payable when the period of appaditment is longer
than 6 weeks;
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b. The first payment in réspect of acting allowances is only payable aftar expiry of 6
‘weeks period, after which the acting allowsnce is paid on a monthly basis for the
c{uraiion of the apprmred pennd ‘and

¢, The acting. allowance payable is the difference tetween the actual safary
patkage: of the official who is to act and the minimum salafy package of the
salary range of the postiti which is to be acted.

6.3 Secondment

Secondment of officials to and from other departments or entities or abigad will be done
in Tink with DPSA Policy on Secondment and the internal secondment policy.

SECTIONF
7. Policy Review

This golicy $hal'be reviewed. affer 24 months or 25 direéted by r.:hange in legistation and
DPSA deferminations:

o ST day O STHONE e 220 1/

Mr GF Qunﬂe
Acting Director-General: Higher Education and Training

/‘?’/ﬂé/&ﬁf/
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