
Welcome
Verwelkoming
• Prosedures en administrasie – Mnr Wouter Wessels

Procedures and Administration

• CV’s en Onderhoude – Dr Joel De Lange

CV’s and Interviews

• Opsomming - Mnr Reniёl Lodewyk

Summary



Prosedures
Procedures 

Vakature Lys / Vacancy List

Z83 vorm / form + CV

Sifting  Distrikskantoor / Sifting District Office

Kortlysvergadering / Shortlisting Meeting

Onderhoude / Interviews

Aanstelling / Appointment



Vakature Lys / Vacancy List



Vakature Lys / Vacancy List

Onthou:  U mag nie afskifte van gesertifiseerde afskrifte maak nie.



Z83
Page 1

Make sure of the following:

Latest Z83

Correct Post Reference Number
According to Vacancy List

Correct Contact Details



Z83
Page 2

Make sure of the following:

Work Experience – CV  

Signature at bottom of page



Z83
Aangeheg aan CV
Attached to CV
Make sure that you receive a checklist form district office on submission.

Dit is baie belangrik om die SAOU in kennis te stel dat u aansoek gedoen
het. (Nicola Smit)

vvvovs@saou.co.za



Sifting – Distrikskantoor
Sifting – District Office

Aansoeke en dokumentasie word nagegaan vir korrektheid. Dit word deur die 
amptenare van die distrik sowel as unie verteenwoordigers behartig.

The application documentation will be forwarded to schools for shortlisting if all 
documents and criteria is adhered to.  (See experience required for promotion posts)



Kortlysvergadering
Shortlisting Meeting

The Panel responsible for appointments is appointed at a SGB meeting. 

(5-7 Members)

It is recommended that the panel members for the shortlisting and interviews remain the 
same. A Chairperson and secretary must be appointed and minutes of the meeting must be 
kept. Notice of the shortlisting meeting must be sent to panel members and union 
representatives at least 5 working days before the shortlisting meeting can take place.

Die kriteria vir die kortlys proses moet vasgestel en goedgekeur word deur die paneel.

Dit is belangrik dat die Skoolhoof en “Resource Official” leiding moet verskaf.



Kortlysvergadering
Shortlisting Meeting

Criteria / Kriteria:

The school profile as well as the post profile must be set and compiled by the SGB 
panel. Shortlisting criteria must be then be determined  by the panel according to 
these profiles. All criteria must be met for a candidate to be shortlisted.

‘n Voorbeeld van ‘n kriteria van ‘n Departementshoof vir ‘n laerskool kan as volg wees.

Die kandidaat moet oor ten minstens 3 jaar ervaring as laerskool onderwyser beskik.

Vir posvlakke 1,2 en 3 kan vakke oor deel uitmaak van die kriteria. Dit sal natuurlik
afhang van die spesifieke skool se behoeftes.



Kortlysvergadering
Shortlisting Meeting

Criteria / Kriteria:

Dit is belangrik om te onthou dat die proses konfidensieel hanteer moet
word. Wanneer die skool die aansoeke van die ge-sifte kandidate
ontvang, moet dit in die kluis op ‘n veilige plek geplaas word en met 
niemand bespreek word tot en met die kortlysvergadering nie. 
Oortreding hiervan kan lei tot dispute.

The panel should be careful not to decide on too many criteria or 
information that could not be obtained from the CV’s of applicants. It is 
compulsory for union representatives to be invited to both shortlisting 
and interview meetings.



Kortlysvergadering
Shortlisting Meeting

Criteria / Kriteria:

‘n Maksimum van 5 kandidate kan ge-kortlys word.

There is no minimum requirement regarding the number of candidates 
shortlisted. For example: The process will continue if  there are only 3 
candidates who met all the criteria. All 3 candidates in this example will 
then be invited to the interviews. 



Kortlysvergadering
Shortlisting Meeting

Criteria / Kriteria:

Indien meer as 5 kadidate aan die kortlys kriteria voldoen moet punte
toegeken word volgens die volgende voorskrifte. Die beste 5 kandidate word 
dan bepaal en genooi vir ‘n onderhoud.

A candidate who has been acting in the advertised post for 12 months or more 
and has applied for the post must be shortlisted. The rule of  maximum 5 
candidates still apply. It therefore implies that the candidate who acted as well 
as the 4 candidates with the top scores will be shortlisted.

Please take note that the scoring for shortlisting is only applied for shortlisting 
purposes. The shortlisted candidates will then all start with a clean slate when 
the interview process commences.



Scoring for more than 5 shortlisted candidates

10                      20

Addendum to ELRC resolution 1 of 2019 
fixed in red on the table

Dit is baie belangrik vir kandidate om alle relevante sertifikate in te dien.



Onderhoude
Interviews
Kandidate wat op die kortlys is, sowel as die unie verteenwoordigers word 
genooi na die onderhoude toe.

The date, time and place of the interviews must be included in the invitation, 
and all the relevant persons must be informed at least 5 working days before 
the interviews can take place. 

A probity check of each shortlisted candidate’s credentials must be done by 
the resource person before the interviews start. The resource person will 
provide a report of the probity check before the interviews start.

The appointed secretary must keep minutes of the interview process.



Onderhoude
Interviews
Dit is belangrik dat die paneel tyd sal hê voor die onderhoude om op die volgende te besluit.

Wat is die KPA’s (Key Performance Areas) wat getoets moet word.

Wat is die vrae wat gevra word vir elke KPA. (Die profiel van die pos moet ingedagte gehou word)

Wat is die moontlike korrekte antwoorde vir elke vraag.

Hoeveel punte tel elke vraag.

Wie gaan die vrae stel.

Please take note that this can be a time consuming exercise and I recommend that the panel should 
set aside at least an hour and a half in order to prepare for the process. Score sheets must be provided 
to all panel members involved in scoring and the score sheets must be handed in for filing at the end 
of the process. 

The next slides is taken form the ELRC collective agreement 1 of 2019



Onderhoude
Interviews



Onderhoude
Interviews



Onderhoude
Interviews

Onthou dat vrae slegs tydens die onderhoud vergadering opgestel kan word 
deur die paneel. Die paneel kan egter tydens die kortlys vergadering besluit dat
elke kandidaat ‘n voorlegging (bv Powerpoint Presentation) moet doen.

Tydens die onderhoudvergadering kan die paneel dan besluit watter KPA 
aangespreek moet word met die kandidaat se voorlegging en hoeveel punte
dit sal tel.

It is recommended that the candidate will be informed if a presentation is 
required  when given notice of the interview. 

All candidates should be given the same amount of time to prepare for and to 
present the presentation.



Onderhoude
Interviews

At the end of the interviews scoring is done by the panel.

A candidate should have at least 50/100 to be appointable.

The panel should rank the candidates in order of preference and submit 
the ranked list of appointable candidates to the SGB for approval.

The SGB must submit at least 3 names of recommended candidates to 
the department. (HOD) 

If there are less than three candidates, (for example in the case of scarce 
subjects for an HOD post) a motivation must be submitted to the 
department for approval.



Onderhoude
Interviews

Moontlike probleme:

Hopelik sal daar duidelik ‘n nommer een, twee en drie kandidaat wees.

Indien daar nie is nie en daar is byvoorbeeld ‘n gelykop uitslag tussen
kandidate sou wees, moet die paneel dan die profiel van die pos asook
die kandidaat se ervaring in ag neem om te bepaal wie die voorkeur
kandidaat sal wees. Dit moet so in die motivering aangedui word.



Dokumentasie
Documentation
(Submitted to District)



Onderwys Poste
Education Posts

The End.

5 May 2021

Aanbieder / Presenter Mnr Wouter Wessels


