	AMAJUBA DISTRICT MUNICIPALITY


CODE OF GOOD PRACTICE

RECRUITMENT POLICY

1.
PREAMBLE

1.1  Amajuba District Municipality is an equal opportunity, affirmative action employer.

1.2 In order to achieve maximum participation with minimum delays in the appointment of staff and in order to obtain the best applicants for positions and notwithstanding that the appointment of staff is a duty of the Municipal Manager, the following policy is adopted.

2.
RECRUITMENT

2.1 PERMANENT STAFF
2.1.1 When permanent staff is recruited, the vacancy shall be advertised and shall allow at least 
14 days for applications to be submitted;

2.1.2 For positions of Municipal Manager, Directors, and lower positions to and including post level 3 and 
other specialist positions as determined by the Municipal Manager, these advertisements shall appear 
in the national press or KZN press as determined by the Municipal Manager ;

2.1.3   
Vacancies for staff in post levels 2 to and including post level 8 shall firstly be internally advertised on the official notice board for a period of 5 working days and thereafter, if need be, be advertised in the press and shall allow at least 14 days for applications to be submitted.  Such advertisements shall be subject to ruling in terms of 2.1.2 above and local press is defined as the Newcastle Advertiser and the Inkanyezi;

2.1.4      Vacancies for staff in post level 9 to the lowest post level shall be advertised on the official notice board   

and copies of such adverts shall be forwarded to Executive Councillors, Party Whips and the      

Shopsteward, for information dissemination only.
2.2. CASUAL/TEMPORARY/CONTRACT STAFF

Staff members in this category will, depending on directive from the Municipal Manager, be recruited as follows:

2.2.1 To be employed for 3 months or less – by the Municipal Manager;

2.2.2 To be employed for more than 3 months – in accordance with the relevant part of 2.1 above;

2.2.3 The Municipal Manager may, after consultation with the Mayor, the relevant Executive Councillor and the Trade Union Shopsteward, and upon good cause shown, authorise non-compliance with recruiting procedure of this Section 2.2 or any part thereof, provided that notice thereof is displayed on the official notice board for at least 7 days.
3.
SHORTLISTING
3.1 All applications received in terms of this policy except in respect of 2.2.1 and ruling in terms of 2.2.4 above, shall be tabulated and such summary shall be circulated to the Trade Union and relevant appointment authority;

3.2 The relevant appointment authority shall, compile a shortlist with due regard to the views of the Municipal Manager and relevant Director and a Representative from each Trade Union may observe this process;
3.3 The appointment authority, for the purpose of interviews, shall receive a copy of the CV’s submitted by each shortlisted candidate; however any relevant role-player may inspect, at any stage during this period at the 
HR office, any/all CV’s received.

	4.
APPOINTMENTS

4.1
APPOINTMENT AUTHORITY
The appointment authority in respect of staff appointments is as follows:

             4.1.1
Municipal Manager:  Council or as delegated by Council.

             4.1.2
Managers accountable to the Municipal Manager:-  Executive Committee after consultation with 
                             the Municipal Manager.


             4.1.3
Other levels:-  Municipal Manager after considering a report of the interviewing panel and the   

                             recommendation(s) therein.  

4.2
INTERVIEWING PANEL
              4.2.1    Municipal Manager:-  Council or as delegated by Council.  Council may invite experts and the
               Union Representative(s)

4.2.2
Managers accountable to the Municipal Manager: - Exco and the Municipal Manager.  Exco may 
               invite experts and the Union Representative(s).

4.2.3       Other levels:-  Executive Councillor, the relevant Director and the Director, Corporate Services
               or his authorised representative.

4.3
OTHER APPOINTMENTS

4.3.1
Appointments in terms of 2.2.1  - Municipal Manager or his authorised representative and relevant
               Director.

4.3.2 Appointments in terms of 2.2.2 – same as per equivalent post-salary in salary grading scheme.


	4.4
TRADE UNIONS

                         4.4.1      A Representative from each Trade Union may observe all interviews, except in respect of 4.1.1 and
                                          4.1.2 above.  This will be observed only at the discretion of Council and Exco.



5.
EMPLOYMENT EQUITY

5.1
Filling of vacancies shall be in accordance with the employment equity plan.
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