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Recruitment Policy
1.
Statement of Intent

1.1
The company is committed to: 
1.1.1
the development and advancement of all employees, recognising the constraints of company size and opportunities, and limitations of natural turnover of staff;
1.1.2
the redress of past discrimination, and the Training and Development Policy, and the Employment Equity Policy, and Employment Equity Plan, should be read in conjunction with this policy;
1.1.3
compliance with: 

· the Constitution Act 108 of 1996, 

· the Labour Relations Act 66 of 1995,

· the Employment Equity Act 55 of 1998, and

· the Skills Development Act 97 of 1998;     and
1.1.4
consultation with employees and established committees to achieve these aims.

1.2
In terms of this policy, “Recruitment” is defined to include: - 
· attracting external applicants, 
· internal appointments, and 
· internal promotions.
2.
Advertisement of Vacancies 
2.1
The company undertakes to take reasonable steps to ensure that all employees are made aware of all vacancies, and will advertise all vacancies internally, using appropriate media, such as company notice boards, email, the company intranet, and internal newsletters.

2.2 All Vacancy Notices will provide the following information:

· The Job Title, and Department,
· The Purpose of the Job,

· The Key Outputs Required from the Successful Incumbent,

· Recruitment Criteria under the headings: Knowledge, Skills and Attitude,
· Formal qualifications, or other inherent requirements of the position,
· The level of the Position within the Organisation, such as the Grade, (where appropriate this will be indicated by an Organisation Chart), and

· The closing date for applications.

2.3 Where relevant, Vacancy Notices will include information regarding hazardous or extreme conditions, such as: work in cold or refrigerated areas, extreme height, or dusty environments.

2.4 Depending on the type of job and the degree of difficulty anticipated in finding a suitable applicant, the company may advertise internally only, or internally and externally, or in addition, use a recruitment agency or agencies.

2.5 Depending on the urgency of finding a suitable applicant for the position, these processes may take place simultaneously.
2.6
No advertisements will make mention of criteria regarded as constituting discrimination in terms of the Constitution 108 of 1996, or the Employment Equity Act of 55 of 1998; these include amongst others: - age, sex, gender, race, ethnic origin, sexual orientation, or pregnancy.

2.5
Although internal applicants will be given first consideration for appointments, circumstances may arise when the advertisement and selection processes will be waived, such as: 

· where operational requirements dismissals are possible in another department and the Position Title and responsibility is the same as that of the potentially redundant employee who will then be placed in the position, or 

· where a development candidate has previously been selected to take over from an employee, who is going on retirement, or for some other form of planned termination. 

2.6
It is not necessary for employees to inform their immediate supervisor or line manager, unless they wish to do so as a courtesy.

2.8
The personnel charged with conducting the recruitment process undertake to ensure the confidentiality of all the applicants.

3.
Advertisement of Vacancies - External

3.1
Where no suitable candidates have been identified internally, the company will either advertise externally, or brief a recruitment agency. See Clause 2.4 above.
3.2 In addition to the information listed in Clause 2.2, external advertisements:- 

· will be placed in the media previously identified as appropriate to reach a broad target audience,

· not contain anything which discriminates against members of any group, 

· welcome applications from all persons who meet the advertised criteria, and where relevant, 

· may include information on specific areas of the Employment Equity Plan which the company is endeavouring to meet. 

4.
Selection Procedure
4.1
The recruiter with the relevant manager will consider all the applications (including internal, external, agency, and any previously received unsolicited CVs) and develop a short list of applicants to be considered further.

4.2
Once a short-list for interview has been compiled, all unsuccessful applicants will be regretted in writing, which may be by email correspondence, and copies of the correspondence, will be attached to the original applications.

4.3 All applications will be retained for a period of 12 months.

4.4 At the short-list stage, where the recruitment exercise has not produced candidates who meet the required criteria, including any requirements specific to the company Employment Equity Plan, the company will decide upon further recruitment steps to be taken.
4.5 Once a viable shortlist of applicants has been obtained, the interviewers, or panel of interviewers, will receive a copy of the Vacancy Notice and each applicant’s application.

4.6 All interviewers will receive copies of the applicant CVs and completed application forms.

4.7  In addition to the personal CVs, all applicants will be required to complete and sign the company application form. 

4.8 The interview panel will ensure that only questions relevant to the advertised criteria are asked, and that the interview is conducted in a structured manner, with no discriminatory questions, such as: of age, or marital status, or religion, or intention to have children. 

4.9 Where relevant, tests may be conducted, but these will only be administered by qualified personnel, and only tests shown to be valid and reliable, and not biased against any group will be used.
4.10 Once interviews have been conducted, the interviewers may either decide upon the most suitable applicant, or compile a further short-list for second interviews.

4.11 Once a selection has been made, or a second short-list compiled, the applicant or applicant will be reference-checked.

4.12 Questions asked and the answers will be documented, the questions will relate to: 

· the advertised knowledge, skills and attitude,

·  the dates of employment,

· the information provided by the applicant on the application form related to that employer, 

· the reason for leaving, and

· whether the employer would consider re-employment of the applicant. 
4.13 For internal applicants, the immediate senior will be contacted for a reference. 

4.14 For external applicants: 

4.14.1 Written consent must be obtained on the application form for contact with the present employer, if this is not obtained, then a reference check must be conducted with that employer on the first day of employment,

4.14.2 At least two references should be obtained, and these can be via telephone, which is cost-effective, or may be in writing or email,

4.14.3 Reasonable steps will be taken to ensure that the referee is the person they purport to be, for example by telephoning back to the company to verify the Job Title of the referee.

4.15 Additional verification of documents, such as Drivers Licence and educational qualifications may also be conducted.

4.16 Where relevant to the position, additional credit references and criminal record checks may be conducted, with the prior written consent of the applicant. 

4.14
All unsuccessful applicants will be regretted in writing, which may be by email correspondence, and copies of the correspondence, will be attached to the original applications.

4.15
All applications will be retained for a period of 12 months.
5.
Offers of Employment and Internal Appointments and Promotions
5.1
Offers of employment, internal appointments and promotions will only be made by designated personnel authorized to do so.

5.2
All offers of employment, internal appointments and promotions will be made verbally and confirmed in writing with appropriate employment contracts or amendments to contracts.
5.3
External applicants will also receive a covering letter welcoming them to the company and providing all information relevant to their first day of employment, such as the: start time, where to report, who to ask for, documents, personal information and certificates required for the sign on to the payroll and benefit schemes.  
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