GAUTENG PROVINCE

EDUCATION
=€ REPUBLIC OF SOUTH AFRICA

Enquiries:
Tel: 011 746 8190
Directorate: THRS: HRP

INTERNAL MEMO

TO: PUBLIC SCHOOL PRINCIPALS

CcC: SCHOOL GOVERNING BODIES

HUMAN RESOURSE PROVISIONING POLICIES AND CIRCULARS
Dear Principals

Kindly find attached the relevant policies and relevant forms for (HRP)
Human Recourse Provisioning. Please note that the previous forms
will not be accepted on or after the 15t May 2022.

The ASD together with the Chief Personnel Officers responsible for
HR for your schools will be having school visits to ensure that HR
policies are adhered to.

Below are the policies:

1. GDE Recruitment and Selection policy for implementation.
Guideline for the appointment of school-based Educators and
Chief/ Education Therapists
NB! Please note point 6.1.1 Procedure for filling of vacant
funded posts (recruitment process for PL 1 posts) and
6.1.2 Recruitment Package (when submitting your PL 1
appointment documents).

2. GDE Recruitment and Selection policy Implementation
guidelines for appointment of Public Service (Permanent &
Temporary) (Salary levels 2- 12) Schools and Offices
NB! Please be mindful of the new 783

3. Approved HRM Transfer Policy 2020 plus Updated Checklist
for transfer Application
NB! Please note that we no longer use transfer application

forms

Tel: (011) 746 8000
78 Howard Avenue Benoni 1500 | Private Bag X18, Benoni, 1500

www.gautengonline.qov,za | Hotline: 08600 14 Q00



4. Collective agreement 4 of 2018 & Circular 08/ 2019
Conversion of Post Level 1 educators and education therapists’
contract (temporary) appointments into permanent appointments

S. Acting Policy & Acting Memo 3/ 2021 Acting appointments and
payments of acting allowance

6. Circular 02/2016

Employment of Foreign Educators
NB! Approval needs to be granted by Director: Recruitment
& Selection at Head Office

7. Collective Agreement 4 of 2016
Transfer of serving educators in terms of Operational
requirements. C ,
NB! Policy refers to additional educators (Excess)

8. Collective agreement 3 of 2006
School Grading Norms

Yours sincerely

/._/I/‘_,JL.
MS NONCEBA NTUTA
DISTRICT DIRECTOR: EN

DATE: Q= gg*;‘b -

i
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GDE Recruitment Policies for Educators
and PS staff




HOOL BASED EDUCATORS AND
CATION THERAPISTS
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The GDE Recruitment and Selection Policy lmp!ementation guidelines shayj be

School Goveming Bodies ang Organised Labour in the Provincia} Education Laboyr
Relations Councii shall alsg utilise these implementation guidelines during the
.appointment of all schoof-base_d Educators, Chief Education Therapist and Education

PURPOSE
The Purpose of thig in*;p!em«;ntatiop guideline is to-

(b) give effect to the implementation of recruitment ang selection policy provisions.
(€}  oulline the roles and-reSpohs’ibflities of various stakeholders in the recruiiment
process,

¥
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3, DEFINITION OF TERMS AND ACRONYM

3.1 Deﬁniﬁons

[( of nationalapri.or’ity
3.1.2 f_l:iﬁ_e——_ refers to Director or equivalent 1.
Mmanager(s) ; components. or.directorates
1

3.1.3 | New jorh Mmeans jop market Participants that have recently entered g |
entrants j market or industry sector,

——

314 Toanel — | refers to members who shortlist and interview—tﬁg_prospective
Mmembers

candidates for the advertised Post with the view to appoint the {

/
|

|
|

I potentia) éandidate.

| |

315 sifting

for burposes of_gchooLbased and ofﬁce—ba_sed educator posts /

/ 1.6 unique post means different Post numbers that are used to identify specj
| Number advertised post
L_._______._.__ sz = e S~ ST

No. Acronyms | Explanation : ) I
321 ' CTu~ — Combineg Trade Union ﬂ_#
322 | DPSA Department of Public Administration J’

— | BE o R
323 / DBE ' Department of Basic Education /
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' o. ’Acronyme IExpEanauon - o

F 26 'GDE Gauteng Department of £ducation - -
,|
1327 _) THRS | ’ Transversal Human Resource Servrces
J _ S =
3.2.8 HRP | Human Resource P,rows.-rpnmg
1 329  |HoD ( Head of Department™ ™~
13.2.10 ! HPCSA —l Health Professional Cc Councﬂ of South Africa }
3.2.11 | PAM Personnel Administrative Measures - <]
— .
3.2.12 I SACE Southi African Council for Educators ‘—‘
3243 [8AsA ’ Solith’African School Act o - T
| R N R P [T
I 3.2.14 ! SAGA _! Squth Afrqcaleuahfeatlon Authority
L — _ i S ]
3.2.15 | SGB Schéol Governrng Body
B s 2 _ o —
3.2.16 -l smT " Semor Management Team
L L N ( ]
4 APPLICABLE LEG!SLATIVE FRAMEWORKS
4.1 National Education Policy Act, 1997:(Act No. 27 of 19986), as amended;
4.2 South African Schools Act, 1996 (Act No. 84 of 1996), as amended:
4.3 Labour Relations Act, 1995 (Act No./66 of 1995), as amended:
4.4 Employment of Educators Act, 1998 (Act No. 76 of 1998), as amended:;
4.5 Employment Equity Act, 1998 (Act No. 55 of 1998).
4.6 Public Service Act, 1994 (Proclamation No. 103 of 1994), as amended:
5 RELEVANT POLICY DIRECTIVES
5.1 ELRC Collective Agreement 2 of 2005,
5.2 GDE Recruitment and Selection Policy
5.3 Circular on the implementation of Employment Equity Plan Circular 09 of 2020
54 Circular on Employment of Foreign Educators 02 of 2020

=t
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6.1

(2)

FILLING OF VACANT FUNDED POSTS

The Department shall fill the vacant posts either through a contract or permanent
appointment.

The filling of funded vacant posts must be aligned to safety regulations for COVID -
19, and any other relevant legislative framework.

Filling of Contract Appointment Posts

The appointment in a contract capacity can either be in a substantive post vacated
through natural attrition or ad hoc posts. Appointment on a fixed term contract post
shall be done based on the following conditions:

() When an educator has retired, resigned, and/ or due to death, transfer or
dismissal of an educator.

(i) When an educator is due for maternity leave,

(i) When an educator is seconded or appointed to act in another educator post.
(iv) When a permanent educator is on sick leave for more than twenty working days.
(v) When an educator is on adoption or surrogacy leave

(vi) When an educator has absconded for a period of more than twenty working days

6.1.1 Procedure for Filling of Vacant Funded Posts

(a)

(b}

(©)
(d)

The school where there is a need to fill a post will complete a GDE 79 form duly signed
by both the District Director or delegated authority, Cluster Leaders/IDSO and SGB
Chairperson,

The SGB at school to take note of the Departmental Circular on Employment Equity
Plan and prioritise the underrepresented gender and race when filling posts of
different levels. GDE Senior Management has made a commitment to comply with
the Employment Equity Act (EEA)_ and as per a decision made during the GDE Broad
Management Team meeting held 18 August 2020, that adverts should make it
explicitly clear the gender will be preferred.

The relevant HRP units within District THRS shall receive the request. (GDET79)

The relevant HRP units within District THRS must first consider the District/Provincial
employees additional fo post establishments and new entrant’s lists for appointment
into educator posts.

B
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)

(9)

(h)

(i

@

(k)
0

6.1.2

(a)

The school shall interview the Prospective candidates from the profiles provided by the
HRP in the District Office within 72 hours.

The panel for Educators (Post Levef 1) shall be c'onstituted in line with the provisions
in the Employment of Educators Act. L '

The minutes and attendance register of the interviews must be submitted together with
appointment documents to the District office: HRP Unit,

The HRP unit in the District Office or the SGB at school should always refer to the
relevant circular for the appointment of fokeign educators.

The District Director shall approve the recommendation of an educator within 48-hours.

appointment documents to the relevant District HRP units within THRS for approval

of the recommended céndidate for the temporary/ contract post:

() Attached cv for post level 1/ education therapist

(i) GDE1 which is signed by the Applicant, Principal and SGB.

(i) GDE 79 (advert for the post) ' ’

(iv) Fully completed F 1030 (bank formy), Bank Siatement/conﬁrmation letter for active
bank accouynt

(v) Certified copies of qualifications

(v} Certified copy of SACE certificate

(vii) Provisiona] letter to be issued to the principal for the assumption of duty for post
level 1 educators,

(Vi) HR 8 Form (Update of personal information)

(ix) Panel nomination

(x)  Minutes of the short listing and interview

(x))  Verification consent forms (qualiﬁcations, criminal checks etc.)

(xii) Children Act form (Form 29)

X

Page 7 0f 23



{xili) Medical Note and proof for Leave Application if the post is a substitute for an

educaior wic is on sick leave

(xiv) Work permit and passport if the post shall be filled by a foreign national
(xv} Secondment letter if the posts is a substitute for an educator on secondment
(xvi) Salary advice if the recommended prospective applicant is from another province
(xvii) Proof of tax registration with SARS letterhead

(b)  The HRP unit must check all the submitted documentation and acknowledge receipt of
the file,

(®©  Recommendations fo-appoint foreign educators will be subjected to approval by the
delegated authority — in line with the Foreign National circufar.

(d)  The HRP units shall upon receipt of the file subject the recommendation received to
the following wprocesses:

i.  Verification

Beiore makirg dacision on an appointment or the filling of a post, an executing
authority shaif:

Satisfy him/herself that the candidate qualifies in alj respects for the post arid that
E:sea" or his claims in her or his application for the post have been verified according
to the implementation of the National Vetting Strategy in the Public Service:
Circular 14/1/1/P dated 23/1 1/07.

As required ty Chapter 4, Part 4, 67.(9) of the PSR, 2016, the verification
brescribed here under shall cover at least the following:

(&) Criminai checks

{b) Child Protecticn (Form 28)

{b) Citizenship verifications

(c) Financial/asset record checks

(d) Qualifications/Study verification; and

(e) Previous employment verification (Reference checks)”
2. TO FULFIL. (6.1.2 (i) ABOVE, THE FOLLOWING PROCESSES MUST BE FOLLOWED

(2) All the shortlisted candidates will be issued with relevant documents for completion
upon invite to the interviews,

R
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(b) The candidate MUST complete ALL the forms which include consent forms and
Children Act Form 29 g,iving consent for the verification mentioned in paragraph
6.1.2 (d) ().

(c) The INTERVIEWED candidates MUST visit the nearest GDE District Office: HRP within
48 hours with their South African Identity. Document and the information on the specific
post to have their fingerprints scanned using a biometrics scanner, this is for criminal
checks.

(d) All relevant consent forms and attachmeénts namely, certified copy of the Identity
Document, qualifications will be verified ‘and results will be attached in the appointment
package to the delegated authority. '

(e) HRP in the district office will also check if the potential employee is not on
the National Register for Sex Offeniders from the Department of Social Development.

() IMPORTANT: HRP or Recruitment and Selection will inform the HoD or
delegated authority who will then apply his/her mind based on the merit of the outcome.

(9) Once the approval is granted an appointment letter with specific dates and type of
appointment will be issued'to the incumbent and must be accepted within 5 working
days by the candidate.

6.2  Permanent Appointments

The processes to appoint an educator on a promotion and Education/Chief Therapist

posts shall be as follows:

6.2.1 Advertising of an Educator Promotion Posts (PL2-PL4), Education Therapists

and Chief Education Therapist

(a) Approval to advertise and to fill these vacant posts is granted by the HoD and MEC as
per the approved Post Establishment.

(b) All vacant funded promotional posts shall be advertised in terms of the Gauteng
Provincial Chamber: Collective Agreement 2 of 2005.

(c) The educator promotion posts, Education Therapist and Chief Education Therapist

posts shall be advertised in Departmental Vacancy Circulars.

&
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(d) The Department reserves the right not to fill vacant posts advertised on the list of
vacancies shouid it be discovered that incorrect information was submitted or
published.

6.2.2 Procedure and requirements for applicants when applying

(a) A unique post number shall be allocated to all advertised post. The post number shall
begin with the abbreviation for the relevant District and contains a unique number (e.g.
SET4ED1001).

{b) The unigue number shall always be 10 characters.

(¢) The Dapartment does not take any responsnb;llty if an incorrect number was entered
in the employmertt profile form' employment application form (GDE 2R FORM).

(d) -All hand. deiverad 9ppilcatlons for vacancies should be directed to the correct

addieeses as irdicated i in the advert

_—
m.

3 Urder no cércumbtances must appiication forms be submitted to schools, Registry

office at the District or Head office.

" Empioyment applicstions for different posis must be submitted on separate
empioyment profile forms (GDE 2R FORM). '

(9) Ths employment profile form repiaces the curriculum vitae (CV).

(h} The Department shall only recognise the attached employment profile form (GDE 2R
FORMN) 2s 2 valid spalication when applying for vacant posts.

{) Numbering and Heading‘s’ in the employment application form must not be changed

(i) Originally certified "oples of all quallﬂcatlons registration/provisional registration
certificate with professional bodies and 1D may be attached to applications; if not
attached, a candidate who is shortlisted will be requested to bring along the certified
documents,

(k) Appilicants must ensure that ALL documents as specified in (j) above are available on
request.

() I the absence of SACE certificate a salary advice on which é SACE membership
number is printed will be accepted for membership verification.

(m) Originally certified salary advice must be attached by applicants from other provinces
to enable GDE to determine the correct salary notch in the event of an offer. If not
attached, the panel must request the shortlisted candidate to bring it along to the
interviews.

(n) The signature on the application form must be original; NO forms with photocopied

signatures will be accepted,

X
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6.2.3 Closing Date for Applications

(a) All hand delivered applications must be received by the closing date.

(b) No applications will be accepted after the closing date and time.

{c) Posted applications will only be accepted if they reach the relevant office in which a
post is advertised within 3 working days after the closing date, and the post mark
indicates that the application was posted on or before the closing date.

6.2.4 Sifting and Packaging by the District: HRP Unit

The following criteria shall be used during sifting of applications:

(@) Number of relevant years of experience (e.q. 7 years teaching experience for principal
posts) this shall include if possible experience on SGB/ Private échool post.

(b) The HRP team shall sift out the applications that were sdbmitted after the closing date
and/ or applications which have postal stamp received beyond the closing date.

{c) All posted applications will only be accepted if fhey he.;\}e_ é, ppsﬁai stamp ipdicaﬁng that
the application was posted on or before the closing date. Any d;a‘te‘ aﬁer‘tﬁe bclosing
date shall be disqualified. . - _ . ' |

(d) Failure to affix original signature or uhsigned GDE 2Fé form shall disqualify tl*;e
application.

{e) Incorrect past number e.g. SE14ED1001 and incorrect app!icatign form (GDE 2R
versus other application forms) shall disqualify the application. lﬂ |

() In the event that the shortlisting panel decides to shortlist an.applicant where certain
documents are outstanding, then such c_andidate should be asked to bring the required

documentation as indicated in (i) above on the interview date.
6.2.5 Computerised List

(a) A computerised list shall be sealed within the pack

(b) NB: The panel members must take note that the information that is contained in this
list should be treated as confidential. This list may not be used for any other
purpose other than short-listing and interviewing.

(c) The computerised list contains names of qualified and disqualified applicants.

(d) 1t is important for panel members to take note of the following information on the
computerised list:

X
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(i}, Disgualified applications. -the reason for disqualification of applications will be
indicated on the computerised list for ease of reference.

(i) GQualified applications- only the applicants that me;_thé sifting criteria.

(i) Additional educators are marked with a YES/ NO in the additional column on
the computerised list. These are educators who are declared additional to the

post establishment of their current institution.

(e} The name list of additional educators to the post establishment should be used during

(f)

6.2.6

6.2.7

(@)

(©)

6.2.8

(a)

the short listing processes to identify any educator additional to the post establishment

or principals additiocnal to the post establishment on the list of applicants.

The additiona! educators must attach a recent GDE provincial EXOP letter in order to.
be considered during shortlisting.

t shouid be noted that it.is compulsory to shortlist and interview educators who have .
been declared additionafﬂ,l [;rovided they are on the same post level as the advertised

posts and they ineet thév{riééu’firement}s of the advert.

Packaging

It must be noted tha: only qualified GDE 2R application forms are sealed in the nackage
together with the computerised list, exclu-ding the disqualiﬁéd applications,

SGB Briefing

The District HRP unit With’ir')-THRS! must convene a meeting for the entire SGB and the
contents of these guidelinés ‘presented. ‘

The District HRP unit within THRS must in’ this meeting issue the guideiines,
recruitment packages (forms), including templates of the minutes, relevant circutars,
PELRC Coliective agreement No 2 of 2005 and the Gauteng Education: Grievance
Procedures.

Prox)inciai Employment Equity Plan must be presented in the meeting.

Panel Selection Meeting

The full complement of the SGB must after the briefing, convene a meeting where they
will elect a selection panel/ committee. The panel must comprise of the following:

A deparimental representative (who may be the school Principal) as an observer and

resource person (for post level 1-3).

A
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(b) The Principal of the school (if he/she is not departmental representative), except in the
case where hefshe js an applicant (for post level 1-3).

(c) Members of the SGB, excluding educator members who are applicants for the
advertised post(s) at that particular school, and

(d) One Union representative per Union/federation that is g party to the provincial chamber
of the (ELRC). The Union representatives will be observers to the shortlisting, interview
and the drawing up of preference list. Where the Union representative is not present it
does not invalidate the proceedings.

(e) The student formation leaders shall not be included in the interviewing committee
because of their legal status in the School Governing Body (South African Schools Act,
Act No. 84 of 1996, Section 32).

(f) The additionat educators rhust attach a recent GDE provisional EXOP letter in order to
be considered during shortlisting. - '

(9) It should be noted that it is compulsory to shortlist and interview educators who have
been declared additional, provided they are on the same post level as the advertised
posts and they meet the requirements of the advertised post.

6.2.9 Independent Panei

(a) The SGB rhéy request for the appointment of an indehendent panel in writing (minutes
and registers to be attached). Approval of the request is delegated and will be done by
I the District Director for post level 2 and 3.

Il.  the HOD for post level 4. _

(b) ltis important to note that the same panel members must sit for both shortlisting and
interviews- if possible. If one panellist is not available, he/she should submit his/her
apology in writing at least 24 hours in advance, in order to allow the selection panel
to replace the paneliist.

6.2.10 Management Plan and Distribution of Packages
(@) 'A management plan must be compiled by the SGB for every advertised post and
submitted to HRP unit.
(b) Packages with applications shall be distributed in line with the managemént plan.

p/

Page 13'0f 23



6.2.11 Shortlisting Process
(2) The shortlisting process shall be as follows:

(i)

(i)

(iif)

(iv)

v)

(vi)

(vii)

The panel members together with Union representatives shall at the beginning of
shortlisting and interviewing procese be required to sign declaration of
confidentiality forms. (referred to as Form F)

The panel members are reminded of the GDE Employment Equity targets and
the decision taken by Top Management of GDE to be bias to underrepresented
groups. Therefore, it is imperative at this stage that the panel give higher
weighting to underrepresented groups. including females applying for principal
posts, in response to the GDE'Employment Equity targets.

The list of short-listed candidates for interview purposes should not exceed five
per post. An educator, who has been acting in the advertised post for 12 months
or more and has applied for the post, must be shortlisted.

If only one or two candidates qualify for a post and they are in addition to the post
establishment, they must be considered during all processes and recommended
should they meet minimum requirements.

If less than three candidates qualify for a post in scarce skills subjects
(Matheinatics, Physical  Science, Technical Subjects, skills in special schools
etc.), they must however still be considered during all processes and may be
recommended if they n;eet the minimum requirements of the post.

The inherent requirements of the job (see PAM Part B) as contained in the
advertisement and also, in the job description as stated in the PAM, must be the
basis on which candidate’s documents are scrutinised for decision to shortlist to
be taken as well as on the information submitted on this Employment Profile GDE
2R Form.

The panel secretary must facilitate all logistical arrangements, invite the short-
listed candidates to the interview process, and clearly specify dates, times and
venues of interviews. This should be done in consultation with the selection panel.
The Unions must be invited five working days before the shortlisting or
interviews processes.

A short-listed candidate must be invited in writing, five (5) working days prior to
the interview and confirmed telephonically (all documents or evidence to be filed).
Shorllisted candidates will upon invite be issued with alf the relevant documents

to complete prior the interview (Consent form, Children Act Form 29 and HR8)

>
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6.2.12Implementation of Employment Equity Plan (Circular 9/2020)- Snapshot

Tables 6(a) and 6(b) of Circular 9/2020 show the occupational levels of employees that
are under-represented (=) under as per the EAP and the targets that the Department
should strive to achieve annually.

Table 6 (a): Under-represented employees

FOccupational Race and | Baseline
level gender 12/2019 2020/21 | 2021/22 2022123 Goal
Princinals Female 736 _ 763 789 816 1001
African |
Deputy male 935 971 1007 1044 1297
Principals Indian . ; :
: male 50 51 51 52 54
African
male 2171 2371 2571 2771 4171
Coloured
Departmental | male 100 102 104 106 120
Heads ‘ Indian '
male 69 80 90 101 175
White *
male 493 512 531 549 | 681
African 9157 | 10395 | 11634 | 12872 | 21540
imale ——
r(;g'l‘;“ red | 35 361 389 418 618
Teachers Indian
‘male 138 215 291 368 803
White ]
male 1.507 _1.708 1909 2111 3519
African 1
male 27 49 71 93 246
Coloured ' '
oo 2 } 3 4 7
. Indian
Therapists male o 3 4 10
White
African
- females 132 | 138 144 L 160 193 ]

d
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(a)

(b)

(c)

6.2.13

Table § (b): Employees with disabilities

— —

. | | B nr_l |
Occupational | Race and aseine
! 202
level gender | qopmp1g | 202021 | 2021722 | 2022123 | Goal
(  |Afean | . | . T .
Senior males 1 0 0 2 2 ]
Management i = ——— T
African _ 0 1 ’ 0 2
- females | ' N IR R
Skilled African 296 308 | 319 331 | 412
émployees [ males: - i
(ncludes African 830 863 895 928 | 1155
| Teachers, . females L |
Department Indian
4 47
Heads, females 41 42 | 43 4 ! -
Therapists : ,
etc.) | White 237 244 250 257 302
‘ emale R R |

All institutions’ recommendations and appointments must address the under-

representation according to race, gender and occupational levels.

Weighting of shortlisting criteria in relation to Employment'_ Equity targets will be
influenced by Table 6(a) and Tableb(b) of Circular 9/2020 shapshot as mentioned at
6.2.12.

Table 8(a) snapshot froﬁj Circular 9 of 2020 is derived from the analysis of the GDE
Workforce and indicates the under-representation of employees in different
occupational levels per gender and employees with disabilities. (occupational levels

amended in this document aligned to educator sector)

Qualifications

All persons must have at least a recognised three—year qualification obtained after
grade 12 (REQV 13) which must include appropriate training as an educator.

(Exceptions to this rule only apply to specific post requirements refer to ELRC
Resolution 5/2001, par 2.2 (ii}.

Note: The required qualifications must be obtained prior to the date of commencement
of duty.

A
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Experience

‘PoST

- [ POST | MINIMUM TEACHING N

| | LEVEL | EXPERIENCE |
g_EducatorTEUCE‘cioFTh—erap_ist_ o [_1 N __—;
| SchoolHOD 7_2'_ | 3years : |
A L 1
| Deputy Principal '3 . 5 years |
' Principal 4 i 7vyears -

NOTE: Actual educator’s experience as well as appropriate experience in education

taken into account for the purposes of appointment on post level 2-4.

6.2.14 Registration with SACE/HPCSA
Please note that the GDE reserves the right to appoint the next candidate on the
recommended list in the event that an educator/ education therapist fails to produce a
registration certificate or other valid proof of registration at the point of offer.

€.2.15 Status of non-SA citizens

(a) Non-citizens who meet the minimum requirements of the post and who hold permanent
residence permits accompanied by a SA Identity document can be considered for
permanent appointment (DPSA ref.2/2111). '

(b} The onus rests upon such applicants to verify the status of their foreign qualifications
SAQA before seeking employment and must be requested to supply proof of this during
possible interviews.

(c) Foreign educators offering scare subjects (refer to GDE Circular on procedure to follow
when appointing Foreign educators) may apply if they have all the required documents
upon applying.

6.2.16 Interview Process

(@) The chairperson of the panel shall open the meeting as scheduled. The meeting shall
be a minimum of an hour and maximum of two hours before the commencement of the
interview. _

(b) The Chairperson of the panel shall ensure that the following happens during the
interview process:

(iy  the signing of the attendance register and confidentiality forms by all participants
and Union representatives;

&
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(©

(d}

(e)
)

(9)

(h)

(i

(i) discussion of the interviewing tools as presented by the chairperson
(ii) Setting and allocation of interview questions and criteria in the presence of the
Unions.

The Chairperson should also ensure that the:

() criteria indicate what will determine the final outcome such as using scores only

or using scores and deliberations/discussion;

(i) deliberation/discussion should only be based on what the candidates presented
to the panel members nothing outside the process (the same discussion points
must be used for all candidates)

(iiy Selection Panel members in the presence of Union representatives will discuss
the questions, possible answers and the scores/weighting for each question.

The interview questions should focus on the job content, description, duties and
responsibilities of the advertised post.

The panel members shall ask allocated questions to the applicants.

The candidates may not object the presence of observers from employee
organisation/Unions.

The secretariat will ensure that all invited candidates sign attendance registers and
complete the verification consent form.

During the interview, the candidate must be informed for which post he or she is being
interviewed.

The secretariat will summarise the proceedings and give the final scores per panel
member in the ranking order.

Minutes for the deliberations will form part of the submission highlighting reasons for
deviating from the ranking scores if there was a deviation.

The secretary will finalise the minutes, read the recommendation as captured from
the discussion and as pronounced by the chairperson.

The final outcome and the hand written/raw minutes of the interview will be signed off
by all interview panel members, including the secretary on the day of the interview.
The typed minutes must reflect and be the same as the raw minutes. The typed
minutes must be signed by the Secretary and chairperson. Submission must include

both the hand written/raw and typed minutes.

&
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6.2.17 Ratification by the SGRB

(@ The SGB chairperson must convene a meeting with all the SGB members to provide
feedback.

(b) This meeting cannot be used to change the outcome of the process except where
there are procedural flaws e. g. score calculations.

{c) The SGB together with the selection panel must ensure that:

(i) They accurately present the proceedings of both meetings. (shortlisting and
interviews)

(i) Recommendations of the panel are presented indicating clear criteria used that
led to the outcome with scores- and the names mentioned including the
deliberation criteria. (jf applicable)

(i) The SGB must recommend and provide relevant motivation for 3 candidates, in
order of preference, to the Head of Department/District Director.

(iv) All the above discussions must be recorded in detail.

(V) Minutes and registers need to be provided at the end of the process,

(vi) All members present must complete a Declaration Form

(d) The SGB to take cognizance of the GDE Employment Equity targets and must be
bias towards under-represented groups in top three when they finalise their preference
list for HOD’s consideration. In the event that the margin is insignificant the priority list
must favour the under-represented group.

6.2.18 Ratification Process of Independent Panel

(a) Aformal feedback session must be convened to the SGB where an independent panel
was appointed to conduct the recruitment process. Minutes of the meeting must be
recorded.

(b) The above feedback to the SGB should be presented by the selection panel with
Cluster Leader/ IDSO present, and/ or HRP or the THRS: Deputy Director.

(¢) Minutes and registers need to be provided at the end of the process.

NB: Form C must be signed by the chairperson of the SGB., Form C can also be
signed by the Chairperson of the panel or the Circuit Manager.

e
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6.2.19 Appointment/Filling of the Posts with Suitable Qualified Persons

(a)

(b)

(d)

(®)

(®

(9)

The Head of Department or delegated authority considers the recommendation by
ensuring that the SGB has met the requirements as stipulated and thereafter may
appoint the suitable candidate.

Despite the order of preference in Form C/Submission: Annexure A the Head of
Department or delegated authority will appoint a suitable candidate on the list of
recommended candidatee.

Written motivations for the non-recommendation of additional educators to the post
establishment should be submitted to the Head of Department or delegated authority
by the SGB together with the copy of the GDE 2R.

The motivation not to appoint an additional educator must be approved by the Head
of Department or delegated authonty in writing before another recommendation may
be submitted to District Office by the SGB. A copy of the written approval must be
attached to the submitted recommendation.

NB: It is improper for interviewing panel members or Union representatives observing
the process to inform any of the interviewees about the outcome of the interviews

before the HOD or delegated authority has approved the recommendation of the
SGB. '

Such disclosure of official information without approval will be viewed as

misconduct and will be dealt with according to relevant frameworks.

Form F (Declaration of confidentiality) must be completed by panel members and
organised labour at the beginning of short listing of each post.

The preferable date of appointment will be as per management plan or the date of
commencement of duty which is an earlier or later date, as negotiated between all
relevant parties where the date as per management plan cannot be met.

The date of assumption of duty will be considered to be the actual date of
appointment. An appointment should/must not be reviewed by the HoD or delegated
authority after a candidate has been offered a post and signed acceptance on the

appointment letter. A candidate must accept the offer within 5 working days.

A candidate cannot change his/her mind after 10 working days of signing an

acceptance letter to take up another post.

£
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6.2.20 Recommendaticn Process

(@) The SGB chairperson will recommend to the HOD/ District Director.

(b) The HOD/District Director will check the minutes of the shortlisting to satisfy him/
herself whether underrepresented groups were considered or given
preference in line with the GDE Employment Equity Plan i.e. if the females in principal
post were allocated high weighting.

(c) Ata point whereby the three (3) top candidates are made of females and males, the
HOD or delegated authority will apply hisfher discretion looking at the score
difference, whether is significant or not to appoint a female instead of a male.

(d) In cases where the Head of Department or delegated authority declines the SGB's
recommendation he/she must provide full motivation in writing within 20 working
days or call a meeting to discuss the decline of the recommendation and to minute
the decision taken in the meeting.

(e) Should there be no communiqué within 20 working days from the Head of Department
or delegated authority it will imply that the recommendation made by the SGB stands.

() The outcome of paragraph 6.1 will not be used to prejudice any recommended
candidate by the SGB.

(g) Should there be evidence that the candidate has misrepresented himself/herself in
GDE 2R form, the HoD or his delegated authority will advise the SGB accordingly.
The SGB will commit in providing remedial processes under the guidance of the
District Director if they still want to continue with the recommended candidates

6.2.21The SGB recommendation file for a promotion post MUST include the following

documents:

Table: Recommendation File Check List

[No INDEXITEM File Index _

L Form A )
1. Annexure A: A
e Form B: Checklist

Form C — Recommendation Form/ Submission
Computerised list and Advert

GDE 2R Form (for recommended candidate)

HR 8

Proof of tax registration with SARS letterhead

L __Consent forms and Form 29 _J

® 9 o o o

2
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2. - Annexure B: - . - ‘ B |
‘ Minutes (all to be signed and attendance registery
[ ° Minutes for selection of panel members (include | |

. management plan | ‘

e Minutes for shortlisting and Interviews (see aitached
,| samples- including criteria)
i *  Ratification minutes
»  Attendance registers (including candidates)
‘ o Grievance letter and outcome attached (if applicable)

3. | Annexure C: C
! e Farm E: Invitation to Organised Labour (attach evidence)
o Form F - Declaration of confidentiality
¢ Nomination leiter — panel member ‘
| = Invitation to candidates
4. Annexure D: D

¢ GDE 2R Form (for all shortlisted candidates)
° HR8-—to be completed by all interviewed candidates
| Regret Letters |

6.2.22 Applications of Unsuccessful Applicants

(a) The application forms must be taken into safe keeping by the SGB for a period of six
months, after which it may be disposed of.

(b) The District Office (Sub-Directorate: THRS) will generate (Regret letters) within 20
working days to be distributed to the unsuccessful interviewad candidates by the
SGB chairperson and/or Principal of the school.

6.2.23 Roles and Responsibilities

The selection panel and the secretary shall:

(a) Draft the management plan

(b) Invite the Unions five (5) days before shortlisting and interviewing process.

(¢) Issue nomination letters

(d)  Arrange the logistics (times and dates. Interviews to be scheduled during
school days (No school holidays and public holidays).

(e) Conduct the shortlisting, the interview and the ratification meeting

(f}  Prepare the submission for the approval of the recommended candidates

£
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6.3 Observer status
An Observer may:

(@) Produce any form of identification from the union
(b) Observe the process of short listing, interviews and of compiling a preference list.

(c) Comment on the set criteria and the procedure, in terms of the fairness
of the process.

7. APPROVAL

.| DATE OF APPROVAL OF GDE RECRUITMENT AND SELECTION

GUIDELINES FOR THE APPOINTMENT OF SCHOOL BASED EDUCATORS,
EDUCATION THERAPIST AND @HEQ)UCATIODQHERA&S& -
Approved by DDG: Corporate Services Mr Rufus Mmutlana

. e,
Signature: %—_:f—‘::“ )

'Date of Approval:
(X Miecy RO, |

Date for review:

-

| As perneed

|
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4. REAMBLE

The GDE Recmitmént_and’ Selection: Policy Implemenitation guidelines shall
be utilised -by-oﬁici-aus'wormmg in recruitment consilting both, from Head
Office ‘and District office. Furthermore, the School Goverring Bodies,
Organised Labour at ‘GPSCBE shall also ufilisé these implementation
guidelines duririg'._th,é-:a_'p_'pbih,tmEnt"'of‘ public service personnel.

In view.of the above, the;ééchi.tmen,t‘.,cons,,ulti'ng team would like to encourage
users. of-.this:-iphblerhéﬁ@ii;c;h guide to carefully stiidy the ‘guidélifn'es"befdr'e
implementation. The implem;e_nta’ﬁon guidelines must also be applied in
cofnj.uQétibn with relevant.GDE re¢ruitnient policy

2. PURPOSE

The purpose of this implementation guideline is

(ay to outline the processes to be followed during the appointment of PS

(’sala»ry‘.levél:ffsﬁ” 12)-pérsonneliin schools. and offices;

(b) to.give f-éffe‘Ct‘tq ;thé,,imp!e'men'tation of rec’rUifm"ent-‘an‘d'se’lecti_en policy
provisions;

(¢} to outline-the rolés and responsibilities of vatious stakeholders in the
recruitment process: and

(d) toempowerall relevant stakehiolders with the recruitment and selection

processes and procedures.



3. DEFINITION OF TERMS AND ACRONYMS

3.4 ‘Definitions

| pa_n"el rr:tembe'r:s‘i A Refers to members who shortllst and mterwew the :
prospectlve candldates for the. advertrsed post with
the view to appo" tthe potential candrdate

..3;%1,222 % ;umque post!reference-""'- e s. dlffere"t post numbers that are used tol

: number O l_entlfy specrf ¢ post

3.1.3 .s:ﬁrng . R Refers to for purposes of ofﬁce based educator
posts the process of separating the apphcatrons 1

.fo_r- prospectrve-candldates who meet the

requrrements of the posts from those that do not

meet the re,qurrement of the posts.

3.2 Acronyms

"3.21 ‘DPSA  Department. of Publlc Admlmstratron
322 GDE | Gauteng Department of Education
3.2.3' THRS .» Transversal Human Resource Servrces
324 |HoD “Head of Department ‘ |
3.25 v A Cumculum Vitae | ‘
326 | SAQA | South Afrrcan Qualmcatron Authonty
327 |[ID - ldentrty Document o
'13..2;8 JGPSCBC o General Pubhc Servn:e Sector Bargalmng Councrl
(329 PERSAL Personnel and Salary System ' N )

..
i



4. APPLICABLE LEGISLATIVE FRAMEWORKS.

41 The Constltutlon of the Repubhc of South Africa, 1996 (Act No. 108 of
1995)

4.2 Labour Relatlons Act (Act No. 66. of 1995) as amended

4.3 E_mplqyn}gn,t Equity Act (ActNo, 55 of 1998),

4.4 T.he'Publi'é Fi‘nahéé"Management-ilﬁ\:ct 1999 (Act No. 1 of 1699).

4.5 Public Sefvice Act 1994 (Proclamatlon No-103'of 1994) as amended

4.6 Public: Serwce Regu!atlon 2016 {GN No: Nr877 of GOVemment Gazette
No-40167)

4.7 South African Schools Act, (Act No. 84 5f 1996)

5. RELEVANT POLICY DIRECTIVE

5.1 GDE:R’ech_itm;eht and ,Sf;e'_lectio_r}' F?.-o_l_ic;"_y.., 2018
52  GDE Employment Equity Plan, Giroular 1 of 2018

6. FILLING OF VACANT FUNDED POSTS.

The Departmerit shall fill the ‘Vacant posts either through temporary or
permanent capagity:

6.1  Filling of Temporary PS Posts (SL 2-5).in schools
Filling of temporaryfcontract posts ean only be made at school level to
ensure that-service delivery is not compromised

6.1.1  Procedure for Filling of Vacant Fuhded Posts

{a) The school where there-is a'need to fill a post will complete a
GDE 79 form duly signed by bath the School Governing Body
(SGB) chairperson and District Director or delegated authority.
The relevant HRP uriits within District THRS shall receive the
request.



(b)

(€)

The District office/recruitment and selectionfinstitutions should
always refer to the relevant Circulars for the -appointment of

foreigners.

Adverﬁsing ?Proce's's fora Temporary PS Posts in school.

Advertrsement of temporary PS posts wnll be done for schaol
baeed vacant posts on salary levels 2 and. 5 ONLY

The . school will complete '-a'_ GDE 79 form srgned Dy the:
f the WGB ) the rele‘,;ﬁnt dlstnct HRP offlce as a
request to advertlse N

;charrperson,‘.

The District: HRP unit shall ‘verlfy the availability of any
additional personnel who meets the requirement of the post.
The dlstrlct will then prepare the adven‘ for the school to publish
in the surroundlng schools; communrly and Dlstnct office for 5
working days. Thereafter the school will do response handling
w:thln 5 working days .

The prmmpal must obtaln approval to advertlse the post from
the relevant delegated authorlty through HRP ofﬂce

6.2 Permanent Appointments for PS Personnel (°L 2. 12)

The processes to appoint public servant personnel shall be as follows.

6.2.1

(a)

(b)

Advertisingfof a vacant post for Public Servant Personne!

lhe school or relevant office will complete a GDE 78 or HR1
form to the relevant Dletrlct offlce HRP or Dlrectorate
'Reormtment and Selection as 2 request to advertise.

The Drst_nct office: HRP or Directorate: Recruitment and
Selection will where. applicable verify the availability of any
additional personnel who meets t_he requirernent of the post.
The District: HRP of Directorate < Recruitment and Selection
will capture the GDE 79 or HR1 form on the spread sheet
provided



(d)

(8)

U]

@
)
@)
()

(k)

6,2.2

(@)

(b)

(d)

The Directorate: Recruitment and Selection and Distrigt: HRP
wili'do-veriﬁ‘ca't'ibn and; \’l‘alidatioh of information as pér the GDE
79 or: HR1 completed by the schoois n- -consultation with. the

SGB: cha:rperson and respectlve ofﬁces' ‘
The HRP 1npzdtstr1,c_;‘t,sia__‘r_1d respective Recriiitment & Selection

régional office will sign off the final ;td‘i'aft'-adve.tts prior

publication. _ »
The Vaeancies wil ’b-e-'pr"ihtea' and*'pubﬁéhéd off thé GDE

websxte or‘Va'cancy c1rcu|ar or. DPSA ‘or ‘relevant Newspapers
dependmg on the Ievel of th posts.

The vacancies wil also be distributed to.schabls and offi ces to
give applicants.an opportunlty 1o apply

'The apphcants wnl appiy USmg 783 form obtainable from any

Pubhc

The recruntment and: selectnon processes ‘shiall-unfold following

‘ rvxce Department

the approved _m.anagement plan.
An advertisement shall not favour, prejudice or discriminate

against any- applicant.

An advertisement rhust be ;coné.i_s_te‘n;‘t‘wi't_‘h-»th.e job.content, post
“requirements and it must: be ¢lear;

Procedure: and requirements. of applymg for-Temporary and
Permarnent Post

A unique post or reference number shall be allocated to all
vacarit post.

The post orreference number shall begin with the abbreviation
of the relevant district offifg;e‘ or héad office and contains a
unique number (e.g. T319PS1001/Ref.No: R_EFS/OO,115v14).
The. Departmerit does not take any responsibility if incorrect
referenge/post number is entgred in the Z83 (Employment
Ap‘pli'caﬁon Form). |
Allhand delivered applications for vacancies should be directed

1o the correct addresses as.per instructions in the advert.



(e)
0
(@

(h)

6.2.3

(a)

(b)

6.2.4

vApphcants shatt hand deliver or post their applications to the

relevant offrces ar schools
Employment applications for different posts. should be
submrtted on a separate 283 (Employment application form).
The Z83 form does not replace the CV Prospective applicants
must attach thelr CV wnth the 283 form

Onglna! certlﬁed copies of all quahfrcatrons where applicable
and ldentlty Document (ID) may be attached fo applications; if
ed, @ a candtdate who

horthsted WI!I be requesled“'
,.along the requrred certrf‘ e documents ;

"The signature on the apphcatlon form must be original; NO

photocopied signatures will be ac_cepted.

Ctosing Date for Applications

All hand delivered applications must be received by the closing

,date

No: apptrcattons wxll be accepted after the closmg date and t|me ,
Posted applncatlons thl onty be accepted lf they reach the
reIevant ofﬁce in wh:ch a post is advertlsed w1thm 3 w0rk1nq
days after the closmg date, and the post miark indicates that the

application was posted on or before the closing date.

Sifting
The following criteria shall be used during sifting of applications:
(&) The relevant HRP cluster unit shall take résponsibility for the
" nitial sifting process in order to».éltminate thie application of
those candidates 'who do not meet the miinimum
requirements.
(b)  If errors occur in the above process, they will be corrected

by the district HRP unit/ Directorate : Recruitment and
Selection (head office)

~



(c)

(d)

(&)

(©)
(h)

{®
)

Electronic applications shall be received through Gauteng
Onling Appliqaﬁio ns. _(E—:Regruiitm'e nt) if e-recru i‘tmjent‘is. used.
The. ce*r't‘ified"'éapi'es of'reIeVant'qualificati‘oné‘"and required
documents WIth ongmal stamp shall be consxdered during.

closmg date

All posted apphcatlon forms: received- three work:ng days
after closing date shall- be dlsquallfled (the date stamp
should be within the pubhqaﬂqn.penod for stich applications
to be accepted) )

All '*qt]é’lif ed,.;;?'pplv_ig:a'ﬁbn:_fo‘rﬁ_ms are. éligib]_é"fqr 1_s‘Hb‘ﬂl§stihg
process ‘ | |
Fatlure to afﬂx onglnal sighature shall disqualify the

applicationform

linsignéd Z83:form. will bé disqualified

The following criteria shall. apply during. sifting of

applications for aa\iéﬁi’sedi-posts:' '

{i) Correct post number -or referetice rivraber

{ii) -_Correct apphcatron 783 form with the spemf ¢ post
‘or reference number.

(i) Only one application will be considered for a
specific post.

(iv) Appﬁ'cations: will-be sorted / sifted according to the
reference or post number as indicated on the
application form.

V) Each VbloCk\ on the sifting criteria to be‘ticked after
being checked by HR clerks.

{vi) Criteria on the sifting will be -aligned with the
instructions on vacancy circular or advert.

(vii)

Sl I AN



6.2.5

(a)

(b)

©)

(e) :
RUR B

(d)

The appllcants will be disqualified on the following basis:

Incofrect - application form  (only Z83 -form will be
accepted)’ e

.ln'cqffe'cﬁt post or reference number

‘Late subr‘ni"ssion of applic-ation»férms

‘No svgnature on applloatlon forms

Phot CO

pied SIgnature '

P ;Itcence where ppllcable

Computerised List

(@)

(b)

(c)

(e)

A computerised list shall be sealed with the application
package. ’ g ,
The computensed llst of ehg|ble aplecants for each post,

grvmg details of the post or reference number, Surname &

_Inmals ID or PERSAL (if - apphcable) of each apphcant as
'weII as ldentnfymg aII ADDITIONAL (AD) P8 personnel to the

post estabhshment or organogram who w:ll have to be
considered in all mstances above other appllcants where
they meet the specific requirements-of the post.

The néfné list of ADDITIONAL public servant personnel to
the post establlshment or organogram should be used
durmg the short listing process to |dentlfy any. PS personne!
addmonal to the post establishment or orga‘n_ogram on the
list of appllcants _ -

Personnel addmonal to the post establishment or
organogram wm ‘bé identified on the computerised list
prowded with the applications and wull be regarded as first
preference for sfortlisting and = appointment where
applicébie.

_The additional personnel will receive the preferential

treatment for shortlisting if they meet the minimum

Y



requirernentsfor the post.arid-tiave applied fora vacant post
in the same salary leve/rank-as their current post.

{f)  The panel _ménﬁb'ets .m‘@.stjj‘tafketznbt;ee:th-'at" the-informationthat
is coritaified in this fist should be treated .as confidential
This list 4
short»!xstlng

aylnot be used for. any other purpose other than

(g} The computerlsed list contains quahf ied and disqualified
appllcants ’

hy 1t is lmportant for panel members to take note of-:the
following mformat(on onthe. computerised-fist:

{i) stquahfled apphcatlons - the reason. for: dlsquahﬂcatton
should be |ndlcated ‘on the computensed hst for- reference
;purpose o '

) Qualified :=ap|:'i"ljicati,q_'r‘is:-~only the applicanits. that met the
sifting ¢riteria are qualified "

“ (k) ,Addltlonal PS: personne ;e,.personnel who are dec}ared

additional to the post establishment or- organogram of their
currént office or: school These are marked with a YES/NO
in the. addmonal column.on the. computensed fist.

0 I should be noted ‘that-if is compulsory 1o ShOfﬂISI and
interview PS personnel who have been.declared additional,
pr’bviaed that '*tHey";a:r?e on the same ‘piééft'":;!é;\fef as the
adyeitised posts and th‘ey meet the mihimu reduirements
of the advert.

6.2.6 Packaging

It must be noted that only.qualified 283 forms shall be sealedin
the package together with the computeriséd list, excluding the
disqualified applications however a master list with all

applicants will beincluded in the package.

eoov v B3 g Yo
PRACSIAUYS B!



6:2.7 SGE Briefing for school based PS post.

(a) The District HRP unit must convene the meeting for SGB fo
capécitate :them with regards to selection process in line with
“the approved Recru;tment Pollcy and the GUldelmes

(b) 'The mformatlon regardmg the provmcsal management plan
shall be outlmed

(c) The Dlstnct HRP unlt must i thrs meetmg lssue out the

,,approved Guxdellnes togethﬁ__’: with 1 f', J ,ed apphcatlon forms._

(283) ina sealed packages or as agreed w1th the. sthct HRP

6.2.8 Nommatlon and Appomtment of Selectlon Panel

{(a) The appomtment and composmon of an mtervuew commnttee'

shall be: as follows!

£ o
Dxrector (The power is ‘conferred to the

Nomma onof -

Seiectton Panel ] . -l diregt l|ne functcon)

F:SLQ;SLﬁ_O 'Chi_ef Dir_ector',(_The power:i‘sconf_erted:te
r o the direct line function)

['sL11-12 DDG

‘School Based (SL-2- -7 School Governlng Body (SGB)

| Approval o SL2-5L10, ~ TcDsHRM
| Selection Panel o et

ESRIETR | 'DDG : Corporate Management

| | 'School Based (SL2-7) | Schodi Governing Body (SGB)

!,. |

(b) The delegations to approve the recommendation for
appointment of employees ‘irto permanent posts in the

Department shall be as follows:



Function | Salary Level

Résponsibilit

| Director: Reciiitment and Selection

| Delegations to. | SL1-5L8
approved '

T slgsLio. T | €D Sirategic HIR Managsment
- recommiendations | o S

-\ for appointment  BL11:SL12 'DDG : Corporate Management

SchoolBased | District Diregtor

;pc)s}s

{(c) The sénior-nianager of the diregtorate at Head office and the
District shall in line with the approved GDE Resiuitment and
:ﬁsel'g_c;'ti.bn,;r-'}?ql’ic.,y nominate -the%ekaf_ctic’an panel and submit the
ﬁ,am'é_'s: to-the relevant delega't‘é‘d"éh\thori‘_fy 'foriapprdv-a'l (see
table a) above. . |

(d) The SGBshall in the event of school ba_s'-éfﬁd‘:Pé’fﬁgsts nominate
.t’hea—sjele‘ic“ition com mftéfee':f»to" conéﬁct ‘recruitmeit and. selection.
processes, in fine-with South African.SchoolsAct, (Act No. 84
of 19296) -

{&) The selection committee shall consist:of a mirimuin of 4t Jéast
three: members who -are employees of & higher level than the
advertised post to-be filled,

() The SGB will make: a recornmendation: for appo'intm‘en’e of a
public servant fOr-‘cbnsid‘efa'ti;ph by the Head of Department or
delegated authority (see table 6.2.8'(b) above..

(@) However the chairperson of the selection commiitee shall be
two salary levels higher than the post to be filled; and it is
required that the Se‘le‘dtion pahel must haveé adequate
representation a’rjd include members:with rélevant expertise

(h) TheHR person may form part where possible in the'shortlisting
and interview processes in order to provide guidance and
support on policy and technical HR related issues.



The . Se‘c’retary'(appovirited by'"t'hé senior manager/district
dtrectorlSGB) must attend to - all administrative duties in

consultahon With the chawperson and selectlon pane!

The selection panel shall comprlse of the following membiers;- -

(i) Chairperson and_sel_ectlo_nv panel members (see tables
(a) and (b) above;
(i) SGB members (in case of a'school based"'PS post);

(i) HR Person and/or an ofﬁcnal who understands and lS

'|th 'he' recrmtment and selectlon process at

Headh Offlce /Dlstnct off ce where possmle {not as a-'-';

panel memben

(iv) Observers- union representative; and

(v) Scnber/Secretary (not a member of selection
committee).

(k) Invitation to trade unions to observe should be done at Jeast 5

working days pr__iq_r te the shor_t_listing and interview processes.

6.2.0 Management Plan and Distribution of Packages

(@)

The management .;pfan must be compiled by the ‘senior
manager where the post is vacant and for school based by the
SGB

Application packages shall be distributed in line with the
approved management plan as agreed with HRP for districts
and schools, and by Recrultment & Selection directorate for
Head Office. .

6240 Shortlisting Process

The shortlisting process shall be as follows:

(a)

(b)

The .,seleCtiohv.'c_;riteri‘a must be clear and be in line with the
advertisement.
The panel should set the criteria clearly at the beginning of the

process.

\
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{d)

6.2.11

(2)

(b)

It is required-that 4t least three candidates. are shortlisted for
interviews except in the case where more than three PS-
Personnel, additional to the postestablistiment or-organogram;

d ‘(all additional PS-Personnel who meet the’ post
réquirements shiould.be ineluded on the shortlist to a maximum
of 5). | R ' |

Ih instances wﬁg‘rfe three or-more lf’.'S"—_}?_ej=®_“r';c,c,)_'nr‘na'lji additional-to
t_hé post. establiéhrﬁent;fc‘)‘:;;.i.;gr:ga'nogram:,_ applied-for a spegific
vagant post {sarie as current salary levelirank and stitabie to
the post reguirements) then thé cormittee must shortlist all

Interview Process:

The panel mermbérs who formed- part of ‘shartlisting process
mustalso c,_'o‘rfx';cii’ut:t"fihe;jjn‘te.r,vi_.ews ,

There shouldbe a-pre-meeting with a minimur-of an hour and
maximium -of two ,Yho,ur's before: the ‘c,om'm_enceﬁ\ent 'qf the
interview to agree on f’ques,tio'n‘s and-answers,

Thé Chairperson. shall -ensure. fhét the following happens

during ih,e-pre—.in_terv'i;éwmeé.fi'hg:f

iy the sigiiin’g' -of the altendance register and
cdnﬁﬁent}?ﬁty forms by all b‘articipan_ts and wunion
representatives’ ..

(i) discussion of the interviewing tools as presernted by
the chairperson

(i) Setting and allocation of interview questions and
criteria’in the presence of the unions.

The Chairpersen should also ensure that the :

(l) Criteria indicates what will "determ‘i‘_'r},e the final outcome

such as using.scores and deliberations/discussion;

o~
i
e



(i)

(i)

"advertlsed _

deliberation/discussion should be only based on what ihe

candidates ‘pre'sen'ted to'-the E;‘)ar‘\ét miembers nothing

outside the process (evrdence to be provrded)
Selection Panel members in the presence of union
representatlves wrll drscuss the ‘questions, possible

answers and the scores/werghtmg for each questiori.

'The mtervrew questrons should focus on - the jOD
vcontenUdescr/ptron/dutres/responsrbllrtles " of the

-’The panel members shall ask allooated questrons to the '

apphcants '

The candidates may not. object the | presence of observers
from employee orgamsatlon/umons v

The secretarrat will ensure that al invited cano‘tdates sign
attendance reg/sters and complete the ver/ﬁcation

consent form

.all the rntervrewed candldates wrll be 1nformed to wsrr

any off/ce of GDE off ice. m case of schools and in case of

,HO to go to R&S dlrectorate for scannlnq of t' nqer prmts

using | biomiatri¢ scan i.e _cnmmal checks

The'secretariat will summarise the proceedings and give
the ﬁnal'_s‘cores, per.panel rnernber in the fanking order.
Minutes for the .‘c‘ietiﬁbe’rations__ will form part of the
submission highlighfing reasons for deviating -from the
ranking scores if there was a"de\itation

The secretary will, fmahse the mrnutes read the

recommendatlon as & tured from the dlscussron and
pronounced by the charrperson o

The final outcome will be signed off by the secretary and
chairperson in front of everyone (raw minutes)

The secretariat will be given & working days to finalise the

minutes (to bé signed by the chairperson & secretary} and

the recommendation file from the date of the ihterview



(m) The chairperson to submit a report to-the 'senior- mdanager
of SGB chairperson n case of sehool (if he/she ‘was not
cham }

) :to' report on-the seiectlon processes'as awhole.
reby the

senior’ manager. _,r'SGB chalrperson will be able to plcif up
where the;process was' not followed

{ri)

ew: the candrdate must be. lnformed for

WhICh;pOSt he:or'she is. bei 19 lnterwewed for. '

(0) The: select)on ‘panel shall be responsible-for: respondmg to
the. apphcant‘s questlons

{p) The teferente. checks shall be done after the interview
process 1t is-incumbent on the selection comniittee to
com‘act references as suppl/ed by candidates before
recommendatlon is made and sént:to the’ Dlstnct Ofﬂce
HRP'Recrultment aj;ﬁﬂ‘d ‘Selection dlrebtorate fér
processmg

6.212 Ratification by the S:G:_:’Bv‘for school based.PS post

(a).

(b)

{c)

(d)

()

The meet:ihg;-fc)r fatification 'shell be convened gnly for sthool
based PS:posts.

This-is a-formal ‘meeting of SGBS tagether with the selection
panel

The selection panel should submit the documentation to the
SGB for their ratification after deliberations -and-consensus was
reached. Signed minutes of the meeting and attendance
register to.be attached

The sélection committee fo present the proceedings of both
meetings.(shortlisting & interviews).

The chairperson of the SGB miust sign and approve the
recommendation of the panel, and attach signed minutes of the
ratification meeting for submission te the department



(f)

(@)

(h)
()

Recommendatton of the selectlon panel should be presented

-|nd|catlng clear cntena used that led to the-final outcome

The SGB after the dellberatlon will have to come with an
agreement of the 3- preferred candidates to the Disttict Director
as the delegated authority

Ali the -abox)e 'discuss‘ions must'-be recorded in details

Mlnutes of the ratlﬁcatlon meetlng to be: 3|gned and attendance
regleter to be attached '

6213 Submission ofRecommendatlons |

(a)

(b)

Recommendation submié’s‘ion must - be signed by SGB
chalrperson for school based and the semor manager of the
post - for office based after supportrng the selectlon panel
recommen_datton. _ ‘

The panel should récommend three potential candidates. in
order of preference for a specific post, to avoid the post being
re- adVertlsed should the frst candldate declme tthOb offer (i.e.
if they are appomtabte) '

The panel shall con3|der amongst others the follownng when

recommendmg the potentlat candidates for the posts

() Whether the applicant has successfully competed for the
posts.

(i) Whether the ‘applicant portrayed achievements in terms
of trammg, skllls competence and knowledge necessary
to meet the |nherent requrrements of the posts ,

(iiiy The need to: develop the: potentlal candldates on other-
aspe_ct_s if nec_e_ssary.

(iv) Consider the "Employment Equity targets -of the
department and office where the post is located;

The panel should discuss the performance of the candidate

during the interview and reach consensus before submitting for

AT NI



(e)

Q)

(h)

(i
0

tk)

(

support by the SGB chairperson or the senior manager where
the post |s vagant.

The charrperson ‘and: the secretary shall be responsrble for
comprlatlon of the submrssron '

All panel members, shall be made fo'sigri the -attendance
reg|ster -

The: Drrector of the’ business unitand the: SGB charrperson shall
recelve the submrssmn for support and facilitaté ~ the
apperntment_process of the candrdate

The: submrssron must be prepared Wrthln within five: worqug_a s from
the date of the‘interview..

The submrssron must also be submitted to the relevant HR unit.
The HoD/deIegated authorrty wrll consic

fré: recommendatron

of the senlor manager or SGB charrperson p vrded that the.

recommended candrdate meets the mmrmum requrrements as
stxpulated in fhe: advert dnd the panel complred With the-
shorthstmg and’ rntervrew processas agreedand. rindted by the
panel.

In cases where dhe HoD/delegated authonty decirnes the
recommendatlon he/she must provnde full mbotivation in mg
or call a meeting of all the selection panel members mcludrng
organised labour to drscuss the reasons for .declining: the
recommendatron and to minute-the decision taken in the
meeting.

The following documents must be included in the
submission:

{i) 783 (application form) of recommended candidates {o
form pait of the: recommendation submission, reference
check ‘outcomes, minutes, advert (as per HR Registry
personneffiling)

(i)  Advsit

(i) Nomination and approval letter of Panel (form or
submission)
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(vi)
{vii)
(viif)
{ixy
(x)

{xi)

(xii)

(xiif)
(xiv)

(X'V)
(xvl)

,='deCIsrons taken the

lnvrtdtlon to unjons.and proof thereof

.JSubmrssron Reoommendatron for apporntment (signed by

all. relevant officials) .- .-

Confi dentralrty forms

Panel scores - Score’ sheet for shortlrstmg
Panel scores — scofe sheet for mtervrewmg
!nvntatron to mtervrewees

'Mlnutes (typed) fi ,;shortlrstlng and lntervrews indicating

or - schoot Ietterhead and orlgmally srgned by the'

Chalrperson and'scribe.,

Regret letters (to be signed by HRP {schools and District)
Recrurtment and Selectron for Head office

Signed attendance regrster by candldates

Corisent forms for Vern‘rcatron checks (IDV Qualificafions
and Crrmmal) (atl mtervrewed candrdates)

Resutts of - Reference checks performed for successful -

candrdate
lntervrewed candrdates 283 ahd CVs '_
Approved submtssron for se!ectlon panel

{xvii) Competency assessment repo.rt_s for post of Deputy

Directors

(xviii) Summary list of all candidates who applied for the post

6.2.14 Recommendations

(a) The selectron pane! shall make a recommendatnon on the

surtabrlrty of a candldate after consrdermg the fotlowmg

(i)

Whether the applicant has .succe'ssfully competed for
the posts.

Whether the applicant . portrayed achievemients in
terms .of training, skills, competence and knowledge
necessary to meet the inherent requirements of the
posts;

rnutes must be on the Departmental»



(i} The'need-to: develop the potentlal candidates ofi other

aspeets if necessary

{iv) Consrder the Employment Equrty targets of " the.

depanment and oﬁ" ice where the. post is located.

(crrcular 10of 2018

(b) A selection panel. shall record the reasons forits decision.

() When 4 delegated authonty does fot  approve a

recommendatron of: the semor manager or SGB chairpérson,

she or: he shall record the reasons for her or his decision-in

writing.

6.2.15 Appointment/Filling of a Post with Suitable-Qualified Persons

(a) The relevant HRP and‘lf{e{c':‘runm‘ént & Selectlon directorate shall

after: recelvrng the recom'_ endatron of candrdates from SGB:

charrperson /supervrs S, (MMS level for district- off ces) and

,,Semor Managers for. Head Office do- the following processes

befere recommendlng tfo the delegated authority as ‘per

approved delegatrons

{  The venﬂcatron progess which cover the followrng

»

Py

Crlmrnal records (usmg brometrrc scanner)
Citizenship vérifications

‘:Fin‘an'ci‘al_'/afs___Seft-;tre,cb_rd checks
Qualifications/Study verification; and

Previous employment verification.

Sex offender list (if available)

IMPORTANT PROCESS TO FOLLOW ON THE DAY OF
THE INTERVIEWS:

1. All'the shortlisted candidates MUST complete or

give consent by completing the'relevant-consent

S



(b)

(c)

(d)

form as provnded for by the secretariat of the
panel

2. The INTERVIEWED candidates MUST visit the

nearest dx‘__stnzct office with their South African ID
and the informaﬁon on the specific post to have
their fingefprints scanned using a biormetrics
scanner in case of schools for Head ‘office and
Drstncts to goto R&S/HRP offi ce

t o ‘ent. forms and attachments (D,

E quallflcatlons wil be venﬁed and results will be

attached in the appomtment package to the
delegated aut,honty

4. HR will also check: on availability the Sexual

offender " register from - Social Developmient
department.

IMPORTANT In the absence of how to manage the
posmve outcomes of cnmmal checks, HR wm
tnform the HOD or delegated authonty of

outcomes and he/she based on the crime and
peried thereof will then apply his mind to approve

or decline the recommendation

The Department will use the services of the external service
providers to expedite the'abov,e verification processes,

All the recommended ca‘ndidates”shoold have conipleted or
Aglven consent by completmg an attached forrn “ftom the service

'The verification process outcome will not be used to prejudice
any recommended candidate. Should there be evidence that
the candidate has misrepresented himself/herself in 783 form.
the HoD or his delegated »authonty will advise the SGB/senior
manager/supérvisor (district office MMS level) accordingly.



{e) The ‘appointment date will gliow a month notice to allow the
candidate to do a proper handover and to allsw thié releasing
-office to make: 'ne‘qé‘gs:ary;:,a"r;ra_'r.;igé'"mét}t_ for & ‘.t'aikég-‘ver of the
furiction -do-n;;_a:by»st’héfbr!oﬁrﬁbtedj@fﬁcigJ o o

() The-date of assumption of daty v be gonsidered to be the
actual date of appointen, - |

{9 -An‘appointment should/must hot be re\}:i_e_w,e;‘c??sbzy"the HoD or
delegated authiority after a-candidate has been offered a post
and signed racce:"_pt'é?nce on .1he;-:539pqihtméﬁf’ letter. A candidate
must accept the offer within 10 Working days.

6.2.16 Applications of =Uhsup:;cgés’?ﬂifi_:Aﬁplieants

(a) The application fofms of uns__acce'ssfu!».c-ahdidatg_s must be kept
ina safe place by the -"r;e,fleVant;-;Diréctdr;ai“e-:i:n which:the post(s)
(6)monts,after which

haiéfbée_n.azjﬂ_yer_fis;_e'd‘far'zgpé d af six
if:'may"be‘di.s-ﬁnsécf‘tb"the:?*r;el‘e;\'/_,_ it:HR: uriit.

(b) The relevant HRP‘lo,r R&S dffice mist inform all unsuceéssful,
interviewed candidates in writing immediateiy afterappointment
Is-ateepted by the-,re'c:ommléndéd" candidate, by issuing régret
letters,

6.2.17 Grievange Procedire

a) The aggrieved applicants shall be required to follow the
available grieﬂvance'procedureof—-the Department.

b) The grievance shali be dealt with in terms of the Departmental
grievance procedure and -rfé.quirfe,men‘ts contained in the PSR,
2016, and-the Labour Relations Act of 1995

6.2.18 Roles and Resporisibilities
The selection panel shall:

(a) draft the management plan

It e - f s
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(b) Invite the dnions five working days before shortliisting and
interviewing procéss.

(c) issue riomination lefters

(d) arrange the logistics (times and dates)

(e) Cond.uct‘vthe shortlisting, the interview and the ratification
meeting.

{fy Prepare the submlsslon for the -approval of the recommended
candldates S

6.3.17 f_Ah; Observermay -

(a) Observe the: process of short listing, interviews and compiling a
preference list..

(b) have access 1o all mformatlon dunng the meetlng

(c) ‘.attend all shortllstmg and interviews meetings

(s} Comment  when necessary on the set ‘criteria’ and the
'procedure in terms of the falrness of the process g

(e) _notdlscuss aspects of the process thh any of the |ntervrewees

(f) not take part in lntervrews

,(g) Not attempt to lnﬂuence the commlttee in their decision.

NB: It is very important to remernber that tne cbserver is not at the
meeting to ensure that a specific personis recommended for the post.
Members often expect that- ‘where : an observer is present, they will be
recommended. Observers may ngt dlsclose any information to- a
member and may not, even as a friend or colleague comment on
anythmg unless is- reportlng back to

APPROV&L_ ______ o ‘ o -
Approved by GDE ~ [Rufus Mmutlana
! (DDG) Print Name:
Signature: -

l

Date of £ Approval J i L ﬂ/ CPS /—- 5o ? B



)52 GAUTENG PROVINCE
i REPUBLIC OF S0UTH AFRICA

Enquiries:
Tel: 011 746 8190
Directorate: THRS: HRP

INTERNAL MEMO
TO: PUBLIC SCHOOL PRINCIPALS
CC: SCHOOL GOVERNING BODIES

SUBMISSION OF TEMPORARY APPOINTMENTS
Dear Principals

In order for salaries to be paid on time, it is necessary that complete
documents are submitted. Kindly find attached the latest checklist that
needs to accompany each appointment package, which must be signed
off by the principal. HRP unit will verify the checklist before accepting
any appointment package for processing.

Itis also important to take note that staff are not supposed to assume
duty without approval granted by the HRP unit. Also note that if
documentation is submitted late, the salary of the appointee will only be
implemented with effect from the month of the submission. No salaries
will be backdated.

TEMPORARY EDUCATORS
To appoint a temporary educator, the foliowing documents need to be
submitted:

e GDE 1- completed in full, with specific period of employment,
post information e.g., Substitute in the place of NS Zwane who
is on maternity leave. Form signed by the principal.

e GDE 79 or copy of advert

e Recruitment minutes (panel selection minutes, shortlisting
minutes and interview minutes) or placement letter if graduate

o Certified copies of ID, Qualifications and SACE and HPCSA for
therapists

= Bank form (F1030) with Bank Statement/ Confirmation letter

o Information sheet on didactics and teaching subjects

e Tax reference certificate (SARS)

» HR8 fully completed

¢ Vetting forms: MIE, DOTS and Form 29

 Doctors note where applicable

Tel: (011) 746 8000
78 Howard Avenue Benoni 1500 | Private Bag X18, Benoni, 1500

www.qautengonline.qov.za | Hotline: 08600 11 000






e Leave form and/ or PILIR where applicable

*Flease note that if the SACE expires during the course of the year,
the appointment will only be done up fto the day that the SACE
expires. It is the responsibility of the school to submit documentation
for extension on receipt of the new SACE document.

TEMPORARY PS STAFF

Z83 new form

GDE 79 or copy of advert

Recruitment minutes (panel selection minutes, shortlisting
minutes and interview minutes)

Certified copies of ID and qualifications (Matric)

Bank form (F1030) with Bank Statement/ Confirmation
letter
HR8 fully completed

Vetting forms: MIE, DOTS and Form 29

UNQUALIFIED/ UNDERQUALIFIED EDUCATORS

Unqualified/ Under qualified educators will only be
considered if no suitable candidates are available on the
excess, graduates, or unemployed educator list

No approval will be granted retrospectively, hence requests
must be done well in advance and applicants can only
assume duty on receipt of approval.

Once approval for assumption of duty is received by the school,
please confirm assumption of duty date by returning the applicable
form to the district. without this confirmation, the appointment
cannot be processed.

Your assistance is greatly appreciated

s

MS NONCEBA NTUTA
DISTRICT DIRECTOR: EN

DATE: 3 e, \‘CJ 226 L

Tel: (011) 746 8000
78 Howard Avenue Benoni 1500 | Private Bag X18, Benoni, 1500

www.dautenconline.tov.za | Hotline: 08600 11 000







