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1.

POLICY STATEMENT

It is the policy of the Dr Beyers Naudé Locsi Municipality (DBNLM) to recruit potential employees
and fo promote current employees to fil in the existing and new vacancies so as to promote the
smooth flow of activities regarding programmes, projects, assignments and tasks in achieving
Institutional goals without interruption. (DBNLM) is also committed in demonstrating compliance
with relevant legislation in handling the recruitment and selection Processes. The Council will ensure
consistency and confidentiality engaging with relevant stakeholders in implementing this policy,
furthermore ensuring that the applicants are given feedback as and when it is required.

PURPOSE

This policy seeks to reflect processes, procedures and practices which are used to assist the
departments regarding human resources Provisioning and related assignments. The policy regulates
€ manner in which these activities are carried out to avoid illegitimate and unethical conduct of
(DBNLM) assigned Officials. The policy is also aiming at fuffilling the Councii commitment in
promoting the principles of Affirmative Action and compliance with the Employment Equity Act.

The policy seeks to achieve optimum utilization of employees’ skills and talents by employing
suitably qualified persons in more advantageous work situations through promotion to enhance
career advancement,

SCOPE OF APPLICATION

LEGISLATIVE FRAMEWORK

4.1 Constitution of the Republic of South Africa, 1993
42 Labour Relations Act, Act 66 of 1995 (as amended)

4.3  Employment Equity Act, Act 55 of 1998

44  White Paper on Human Resource Management / Local Government
4.5 Municipal Systems Act, 2000 (Act 32 of 2000).

4.6 Municipal Structures Act 1998

4.7 Basic Conditions of Employment Act, Act 75 of 1997

4.8  Skilis Development Act, Act 970f 1998
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4.10 Skills Development Levies, Act 9 of 1999
4.11 Existing SALGBC Collective Agreements
412 MFMA - Minimum Competency Levels
4.13 National Development Plan [NDPJ
POLICY OBJECTIVES

This staffing policy of the DBNLM aims at:

5.1 Providing guidelines for the appointment of suitable candigates and
identifying employees for promotion Opportunities;

5.2 Estabiishing principles and Procedureg ensuring that DBNLM complies with legislative
regulation in respect of employment equity and affirmative action;

6.3 Setting out the proceduraj steps for the advertisement of a vacant post the selection of

5.4

55 To open up career paths by énsuring access to all occupations and promotional
Opportunities.

PRINCIPLES
6.1 The staffing policy and jig impiementaiion is fundamentaiiy aimed at Mmatching the

6.2 Each appointment must pe rationally ang objectively justifiable by reference to the
strategic and Operational needs of the Municipality.

63 The résponsibility of the Municipality is to determine the strategic and Operational



6.4 Al aspects of the staffing, structuring, recruitment, selection, interviewing and
appointment of employees will be non-discriminatory and will afford applicants equal
opportunity to compete for vacant positions, except as provided in this policy with
reference to affirmative action and employment equity.

6.5 Appointments will vary depending on the needs of the municipality and may include the
following:

Permanent

Fixed term contracts

Learnerships

Internships

In-service training

Temporary appointments (not exceeding a maximum period of 12 months)

6.6  With reference to the Constitution of South Africa Act 1 08 of 1996 as amended and the
provisions of Chapter |i of the Employment Equity Act 55 of 1998 as amended, under no
circumstances should any person be refused empioyment on any arbitrary or
discriminatory basis, including but not limited to race, gender, sex, pregnancy, marital
status, family responsibility, ethnic or social origin, colour, sexual orientation, age,
disability, religion, HIV Status, conscience, belief and/or opinion, taking into account the
provision of Chapter Ill of the Employment Equity Act, Act 55 of 1998.

6.7 The DBNLM is an equal opportunity employer, and, as such, preference will be given to
suitably qualified candidates who are members of designated groups as defined in section 1
of the Employment Equity Act of 1998.

6.8  Recruitment shall be done according to the Human Resource Plans, aligned with the

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 designated
groups.



7. DEFINITIONS

Terms and definitions that will be used through
this can also include any keywords. Include als

out the procedure that need clarification for the reader,
o technical terms, abbreviations that maybe used in this

document.

Word/Term Definition (with examples if required)

Recruitment Means the activities undertaken by human resources in order to
attract sufficient job candidates who have the necessary
potential, compliances and traits to fill job requirements and to
assist the municipality in achieving its objectives.

Selection Means the process of making decisions about the maiching of

candidates taking into account individual differences and the
inherent requirement of the job.

Constitution of the Republic of South
Africa, 1993

The supreme legislation of the Republic of SA that
eéncompasses all human rights and exscutive structural
prescriptions.

Labour Relations Act, Act 66 of 1985
(as amended)

The Act that regulates relationships between parties in the
Bargaining environment e.g. Employers and Labour unions.

Municipal Structures Act 1008

To provide for the establishment of municipalities in accordance
with the requirements relating to categories and types of
municipality.

Municipal Systems Act, 2000 (Act 32
of 2000).

To provide for the core principles, mechanisms and processes
necessary to enable municipalities to move progressively
towards the social and economic uplifiment of local
communities,

Basic Conditions Employment Act

A legislative framework that regulates partnerships, and
conditions of employment between an employer and employee
in terms of leave, hours of work, remuneration efc.

Skills Development Act, Act 97of

1998

An Act that ensures the development of human resourcss for
specific and defined skills in order to perform at a maximum
level. This act encourages the identifying of skill gaps through
audits and analysis to develop an individual structured
programme.
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Skills Development Levies Act, Act 9
of 1999

An Act or statutory legisiation designed to moniior the
implementation of and provision of imposition of a levy from the
employers towards skills development.

Employment Equity Act No.55 of
1998

A piece of legisiation designed to put measures in place to
ensure that suitably qualified persons from designated groups
are afforded equal employment opportunities and are suitably
represented in all occupational categories and levels of the
workforce.

Internal Advertisements

Posts that are advertised on the Municipality notice boards for
current Council employees, irrespective of which department
the employee works.

External Advertisements

Posts that are advertised outside the municipality either
nationwide, provincially, locally or within the district.

Re-advertisement

Itis a process whereby a post is advartised for the second time
due to the non- availability of suitable candidates in the first
round of selection.

Headhunting

Means to seek and identify suitable candidates for positions
where difficulty is experienced to recruit suitably qualified
candidates as well candidates from historical disadvantaged
groups and normally follows after the post has been advertised
for the second time without success.

Initial Screening

A process by which all applications received are sorted out to
determine people who meet the minimum requirements as
advertised and result in compilation of the master-ist.

Manageable size

An agreed number of applications that can be selected for
interview purposes based on a set criterion.

Designated Groups

This refers to all previously disadvantaged groups such as
Africans (Black, Coloured, Indian and Chinese); Women;
People with Disabilities (PWD’s) as per Employment Equity Act
of 1998 (amended).

People with Disabilities (PWD’s)

Means people who have a long term or recurring physical or
mental impairment which substantially limit their prospects of
entry into, or advancement in employment.

_ Panel Members

People formally appointed to serve in the selection process for
the filling of vacant posts in the department.

8
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c) Relevant Expsrience

d) Capacity to acquire within a reasonable tima the ability to
do the job.

Promotion

Means the placement of an employee from inside the
municipality to a vacant higher graded/ level post which is
provided on the basis of a clear distinguishable higher work
level and is accompanied by the granting of the rank and salary
level of the higher posts, absorption in the post and execution
duties attached to the post.

Fair Discrimination

A process of objective diffsrentiation where a candidate is
chosen in an objective selection process based on a fair
evaluation using appropriate criteria.

Empioves

A synonym for the tarm “staff member”. A parson who is
employed by an organization to perform specific functions, on
the staff establishment of the organization

Affirmative Action measures

Toole to ensure that suitably qualified peopis from designaied
groups have equal employment opportunities and are equitably
represented in all occupational categories and levels in the
workforce of a designated employer

8 CONSULTATION PROCESS WITH STAKEHOLDERS

Different stakeholders should be consulted for inputs during the development or reviewing where
their inputs would be thoroughly discussed and incorporated into the policy.

8.1 Line managers from different components
8.2  Organized Labour;
8.3  Human Resources department;

84  Members of the E mployment Equity Committee.

10



9.1 EQUITY

The distribution of access and opportunity is fair to achieve employment equity in the workplace. Al

advertisements for placement in the newspapers must indicate specific Employment Equity targets

in line with departmental Employment Equity Plan,.

9.2 TRANSPARENCY

The recruitment process must be open and fair,

9.3 PARTICIPATION

All relevant stakeholders are represented in the recruitment process and this includes line managers,
uman resource practitioners Employment Equity Committee Members and organized labour (for

all positions below level of the Municipal Manager and section 56).

9.4 VALUE SYSTEM

The value systems reflected in the department’s vision and mission will characterize all dealings
een all current employees and Prospective candidates for vacant posts.

9.5 ACCOUNTABILITY

i1



10 PROCEDURE

10.1  Employment Equity Act

10.1.1 As empioyer, Dr Beyers Naudé Local Municipality must take reasonabie steps
to consuit and reach agreement on matters listed in section 17 of the
Empioyment Equity Act with its employees or nominated by the employees,
subject to the provisions of section 16 of the Employment Equity Act.

10.1.2 Dr Beyers Naudé Local Municipality must collect information and conduct an
analysis in the prescribed form, of its employment policies, practices,
procedures and the working environment in order to identify
employment barriers which adversely affact people from designated groups in
terms of the provisions of section 19 of the Employment Equity Act of 1998,

10.1.3 Dr Beyers Naudé Local Municipality must prepare and implement an
employment equity plan which will achieve reasonable progresses
towards employment equity in the Employer's workforce, and such plan shall
contain, at the very least, the information listed in section 20[2] of the
Employment Equity Act of 1908,

10.1.4 Dr Beyers Naudé Local Municipality must before the end of the term of its current
employment equity plan Prépare and submit to the Department of Labour, a successive
employment equity report in compliance with provisions of Chapter Il and section 23
of the Employment Equity Act of 1998.

11 AUTHORITY

11.1 Elements of Recruitment and Selection

11.1.1 The responsibility for the appointment of personnel rests with the Municipal
Manager of the Employer or his/her delegated assignee(s) in terms of
section 55(1)(e) of the Local Government; Municipal Systems Act, 2000
(Act 32 of 2000).

12



‘!1.2 Recruitment

The need to fil] a post

11.2.1 Prior to filling a post, the necessity for filling a post shall be assessed by the
Head of Department or his delegate, ensuring that the position is approved,
budgeted and appearing on the departmental organizational structure.

11.22 The Municipal Manager's and Departmental Head’s approval for filing a
vacant post must be sought prior to commencing with the process of
scrutinizing validity of a recruitment to be followed,

11.2.4  Should g post, after having undergone scrutiny, be authorised for filling by the
relevant authority, employees requiring re-deployment as and when required
due to Organizationaj change and/or restructuring will be considered in the firgt
instance.

11.2 Validation of Job Profiiing

The inherent requirements of g job must reflect the needs of the Municipality and must be
appropriate to achieve the business interests of the M Unicipality.

11.3.1 Prior to the recruitment process commencing, the outputs, skills,
knowledge and competencies and stated educational requirements as
contained in the competency/ job profile or job description are scrutinized as
to the relevance and applicability.

11.3.2 Such validation is undertaken by the Human Resources Division in

Consultation with the fine Manager which should lead the placing of an
advertisement.

11.4 Recry itment Advertisement
11.4.1 The validated information as referred to above shall form the basis for

relevant job requirements, application procedures together with closing
dates for the receipt of application.

11.4.2 Advertisement shall indicate that al) positions are available for the

i3



11.4.3 In some instances a vacancy will be advertised and after the selection
process is complete for some reasons it is decided that a post should be
re-advertised.

11.4.4 In some instances vacancies may be required fo be filled with
immediate effect due to urgent operational requirements, or require
some specific expertise which is not available within the Council. In
such cases a decision would be needed to either first advertise internally or if
there are suitable candidates then deal with the process to completion.

11.4.5 The Municipai Manager may give instructions that the position be
advertised both internally and externally in consuitations with the Labour
Unions.

11.4.6 The Municipality shall consider between three and five [3-5] applicants
for interviewing at a given time regardless of any position under
consideration;

11.4.7 If the panel finds a situation where more than five candidates meet the
shortlisting criteria, they may take an additional one to make it six [6).

11.4.8 There may be instances where only one appiicant qualifying responded
to an internal advert, and the panel resolves to shortlist the candidate In grades
TK 1-5, in such cases the panel may recommend straight appointment.

11.4.9 The panel shall be obliged to continue with the interview and finalize the
process towards recommending the appointment: this may apply only
to internal candidates in grades TK 6-7.

11.4.10 In the event of only one applicant applying and he/she does not qualify,
for the position, such position will be advertised externally.

11.4.11 internal; Ail vacant and new positions on grades TK 1-10 shall be
advertised internally within seven [7] days.

11.4.12  After the lapse of the seven [7] working days the shortlisting of the
internal candidates shall take place within two working days from the
closing date of the advert. I there are suitable qualified personnel, the
interviews shall take place within ten (10) working days.

11.4.13 Wherethereis a vacant position on grades TK 11 to 17 that requires a
specialized skill/s such vacancy/s shall be advertised externally for twenty one
(21) working days.

11.4.14 External: Advertisements shall be placed in appropriate media /

14



11.4.14

11.4.16

11.4.16

11.4.17

publications and community hewspapers to ensure maximum access by
the designated groups and suitabie candidates,

When an advert is placed externally an amount of twenty one {21) working
days waiting period for external candidates to respond or apply is a
prerequisite.

The Municipality's Employment Equity Plan targets, inter alia, shall be
taken into consideration when determining whether recruitment activities
are internal or external or both.

All applications shall be on an official Dr Beyers Naudé Local
Municipality Application form, which must be available in English.

Records shall be maintained for all applications received in response to
advertised posts as well as ad-hoc applications received by Human
Resources. Such records shall be kept for the prescribed period of
twelve months and thereafter be expunged.

12. EMPLOYMENT EQUITY AND AFFIRMATIVE ACTION

121 Elimination of Unfair Discrimination

12.1.1

12.1.2

12.1.3

Dr Beyers Naude Local Municipality shall take steps to promote equal
opportunity in the workplace by eliminating unfair discrimination in any
employment policy or practice.

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 as set out in this policy or to
distinguish, exclude or prefer any person on the basis of an inherent
requirement of any job.

Harassment of an employee, including sexual harassment of any form
during any recruitment and selection proceedings and activities
constitutes unfair discrimination and such will be deait through
disciplinary action against any assigned Official found to have
committed such act.

15



12.2 Affirmative Action
12.2.1 As a designated employer the Dr Beyers Naude Local Municipality

must, in order to achieve employment equity, implement affirmative

meaning Africans, Coloureds, chinese and Indians.

1222  Affirmative Action measures are measures designed to ensure that
suitab

ly qualified people from designated groups have equal employment
opportunities and are equitably represented in all occupational
categories and levels in the workforce of the Employer.

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

(@)

(b)

(c)
(d)

Mmeasures to identify and eliminate employment barriers, including unfair
discrimination, which adversely affect people from designated groups:

Measures designed to further diversity in the workplace based on equal dignity and
respect of all people;

to ensure that they enjoy equal opportunities and are equitably represented in the
workplace of the Empioyer:

appropriate training Measures, including measures in terms of the Skiils Development
Act of 1999,

16



13. Selection
General Principies Governing Selection

o The central guiding principle for selection sha)| be competence in relation to the inherent
requirements of the Job provided that sslection shaj Support, as determined by the targets,
Suitably qualified applicants ag defined in section 20[3] of the Employment Equity Act.

©  Unless formal or statutory qualifications are clearly justifieqd as essential for the Job,
relevant experience/performance, training [internal/extemal} as reflected ang measured
through Competencies, and potential for the prospective vacancy shall be an important
criterion,

The Selection Panel for the appointment of:

Municipal Manager Position

o) Panel and Procedure is set oyt in Circular 6/2014 on Regulations on the appointment
and conditions of employment of Senior Managers,

Section 58 Positions

¢  Panel and Procedure is set oyt in Circular 6/2014 on Regulations on the

Senior Manager Positiong

°  Municipal Manager
©  Councillors
© HR Manager (Administrative Support)

o) Labour Unions

17



o  One employment equity member

Post Level 1 — 14 Positions

o Director/Nominee

o  HR Manager

o  HR Recruitment and Selection Officer(Administrative Support)
o  Labour Unions

o  One employment equity member

Post Level 15 - 17 Positions

o  Director/Nominee
o  HR Manager (Administrative support)

o Labour Unions

NB_* Labour Unions and Employment Equity member— attend the proceedings as
observers only.

Compiling the short iist

The shortlist will be drawn up by the Selection Panel in accordance with the approved
selection criteria.

Selection and Assessment Methodoiogy

The Municipality will only make use of assessment techniques which:

Are prescribed or legislated to identify a specific competency inherent to the post,
a) have been approved to be valid and reliable;
b) can be applied fairly to all employees; and
c) are not biased against any employee or group.

All parties will uphold the strictest confidentiality in respect of any information supplied. The
assessment process is an integrated process and the final decision shall be based on the
results of the whole process.

The Human Resources function is responsible for ensuring the integrity of the
assessment process and the use and application of assessment techniques.
18



*  Prior the shortlisting and interviewing a confidentiality form shall be distributed to the
members of the shortlisting and interviewing panel to compiete, to sign and sign witnesses,

. In some instances where it is absolutely Necessary appropriate testing methodologies will
be utilized to test candidates their abilities and capabilities on a select subject matter
depending on the position requirements.

*  Medical testing will only be utilised if required or permitted by legislation or if it is justified
in the light of medical facts with regard to the inherent requirements of the job.

*  Applicants who provide false information or misrepresentation shall be disqualified and
should it be found after the decision to appoint has been taken, the affected employee will
be subject to Council disciplinary procedure and if found guilty dismissal shall be an
appropriate sanction.

Reference checking: Pre-screening to validate information on the Curriculum Vitae andfor
application form may be conducted in relation to the inherent requirements of the job.

E Prior to and during, interviewing the shortiisted candidates specific condition ars
communicated to the candidates, e.g. passing a driving test, producing a valid drivers
licensse, provision of educational qualifications etcetera.

E In an event that one of these conditions is not fulfilled, the contract of employment will not
be honored.

* Current employer

* Previous employer

* References given by applicant

= Local Government institutions, licenses

* Educational institutions €.g. qualifications
* Occupational levels and or position
= Criminal Offences

Rating:

* All rating of candidates against the identified competencies to be done on the basis of a
standardized methodology and the selection panel to be trained in such methodology.

* Rating must be justified by valid motivations based on the applicant's deliberations and the
requirements of the posts.

19



The selection decision

The selection decision jg based on the assessment of the candidates jn conjunction with Section
20[3] and Particularly 20[3] d of the Employment Equity Act and in the context of Municipah'ty
requirements.

Targets, baseq on the Employment Equity Plan of DBNLM, will b sel to guide the Preferential
order of appointment ot the Municipality,

Feedback to candidates

20



~ Disputes

Disputes conceming the appointment of a candidate are dealt with in terms of Bargaining
Council dispute resolution procedure and relevant Labour Law.

15. Special Circumstances

* When some of the selection panel members are not available due to urgent commitments
and unforeseen circumstances, the selection or interview process may proceed only if the
Managen(s)/Supervisor(s) for whom the vacancy exist and the Human Resource personnel is

present.

* In cases where the delay in filling of the post may have serious implications in the local
municipality regarding service delivery- an urgent appointment may be made authorized by
the Municipal Manager in consultation with the Management.

N

5/

4 |
DR. E M RANKWANA DATE
MUNICIPAL MANAGER
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