	AMAJUBA DISTRICT MUNICIPALITY




CODE OF GOOD PRACTICE

INTERVIEW QUESTIONNAIRES AND SHORTLISTING CRITERIA: 
APPOINTMENT OF STAFF


PREAMBLE
The Amajuba District Municipality, in order to ensure a standard approach for the filling of staff vacancies, adopts the following resolution.
1A.
INTERVIEW QUESTIONNAIRES
Interview questionnaires will be compiled in five parts, as follows:
PART ONE

	QUALIFICATIONS
(7.5% of total score)
	SCORE OBJECTIVE
	SCORE

	Does the applicant meet the qualifications (academic and/or experience) as required?
	Score from the CV 0 & 3

0 -  No

1 -  Partly

2 -  Yes

3 -  Also has appropriate

          degrees
	



PART TWO
	   EMPLOYMENT EQUITY

(10% of total score)
	SCORE OBJECTIVE


	SCORE

	Does the applicant comply with the employment equity appointment?
	Score from CV
1 -  Male (from the   

           designated group)

2 -  Female

1  -  Disabled

       1      -  EE Plan for category
	



PART THREE
	SUBJECT KNOWLEDGE AND EXPERIENCE
(50% of total score)
	SCORE OBJECTIVE


	SCORE

	Does the applicant show required knowledge and experience in the subject?
	Score from replies to questions
· Five questions at a maximum of 4 points each
· Questions to be framed by the HOD
	


PART FOUR










	PERSONAL COMPATIBILITY
(22.5% of total score)
	SCORE OBJECTIVE


	SCORE

	For e.g. can the candidate work under pressure, overtime etc
	· Three questions at a maximum of 3 points each
	


PART FIVE










	GENERAL
	YES/NO

	Are you related to any Councillor or Official at Amajuba District Municipality?


	

	If appointed:

· When can assume duties?

· Are you aware of the salary offered for this position?
	

	Do you have any questions?


	



PART SIX
	
PERSONAL OBSERVATION

(10% of total score)
	SCORE OBJECTIVE


	SCORE

	Neatness

Attitude

Team Player

General Observation
	Score between 0 and 1

Score between 0 and 1

Score between 0 and 1

Score between 0 and 1


	

	
	TOTAL SCORE:
	40 maximum


B.
RULES

It is also needed to determine rules for panels, as follows:


RULES OF INTERVIEW PANELS

· All duly authorised panel members will score

· All scores will be added together in order to obtain a total score per candidate

· All candidates scoring within 15% of the highest score will be discussed/further considered by the panel. Parts 
       4 and 5 will be taken into consideration in this discussion;
· Panels will endeavour to reach consensus, but immediate stated dissent will result in the highest scoring 
candidates being appointed.

2.
SHORTLISTING RULES
These shortlisting rules shall apply whenever applications for staff vacancies are considered.

In the unlikely event of shortlisting panels deviating from any of these rules, the reasons for such deviation 
shall be recorded in the shortlisting panel minutes.
STEP 1

Study the applications.
STEP 2

Identify those who:

· do not meet the qualification and/or experience requirements;

and delete their names.

STEP 3


Identify those who:

· have a lesser qualification and/or experience in comparison with other applicants

and delete their names


STEP 4


Identify those are not currently resident in our area and delete their names


STEP 5


Identify those who are:
· disabled and then;
· female and then;

· who meets the employment equity requirement for that category;
and reserve them for interviews..

STEP 6


Identify those who are currently unemployed


NOTES:

· Shortlisting are to comprise between 2 and 8 candidates;

· The HOD to inform the shortlisting panel of his/her shortlisting choice;
· The above steps end where an acceptable number of shortlisted candidates are achieved by the panel;

· Should at least 2 candidates not be found after step 2 the panel to decide on a way forward.
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