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PROTOCOL REGARDING THE 
PROBATION & RENEWAL OF APPOINTMENT OF 

ASSISTANT HOUSE WARDENS
1. Term of office
The Assistant House Warden is appointed for one year in the first instance with a possible annual renewal of the contract, subject to a positive performance review. 
2. Probation and Confirmation of Appointment

In the first year of appointment, the probation period is 6 months and confirmation of the contract for the rest of the year is subject to a positive performance review.
3. Renewal of appointment
Renewal of appointment for each successive contract, is subject to a positive performance review.

4. Performance Review
For the first contract, the performance review is conducted after 5 ½ months and then 5 months later.  

For successive contracts, the review is conducted in the 10th month of each annual contract. Where the current job 

incumbent has indicated that s/he is not interested in the contract being renewed, no performance review will take 

place.
A negative performance review means that there will be no renewal of a contract.
5. Process for the Performance Review
5.1 Requesting of reports

The House Warden initiates this process as follows:

5.1.1 The Assistant House Warden shall be asked to conduct a self-appraisal relative to the job profile. Appendix 1 provides an example of this;

5.1.2 The House Warden has discussions with the residence’s student leadership as regards the performance of the Assistant House Warden;
5.1.3 The House Warden asks for input from the Hall Warden; and

5.1.4 Hall Administrator (if relevant).
In addition to the above data, the House Warden has his/her own opinions based on interaction with and observation of the Assistant House Warden. All of this data should be integrated and triangulated to arrive at an assessment of the individual’s performance. 
5.2 Feedback and discussion with the Assistant House Warden
The House Warden should at a bare minimum:

5.2.1 Have a discussion with the Assistant House Warden and provide balanced feedback as regards the person’s performance relative to the requirements of the job profile; 

5.2.2 Where there is negative feedback, the Assistant House Warden should be allowed to provide a response before the House Warden arrives at a final conclusion;

5.2.3 Prepare a performance review report and on the basis of this, make a  recommendation for confirmation of appointment (in year 1) or renewal of the contract provided that the current incumbent is interested in a renewal; and

5.2.4 Provide a copy of the report to the Hall Warden and to the Assistant House Warden. 
5.3 Role of Hall Warden
The report goes to the Hall Warden and if there are any disputes to the House Warden’s recommendation for confirmation or renewal of appointment, the Hall Warden shall deal with these. Where the Hall Warden is satisfied with the report, this should be forwarded to the HR Division for action to be taken.
5.4 Role of the Human Resources Division
It is the HR Division’s responsibility to:
5.4.1 Ensure that performance discussions meet the requirements of the relevant labour legislation and that the performance assessments conducted are transparent, honest and affirming;

5.4.2 Ensure that the wardening staff are treated fairly and equitably during this process; and

5.4.3 Support the Hall Wardens in dealing with concerns raised.
Draft presented to Director, Student Affairs and Hall Warden, Jan Smuts and accepted in September 2014. 
Last updated by HR Division: 1 October 2014
Appendix 1

INTERIM/FINAL PROBATION REPORT 

FOR ASSISTANT HOUSE-WARDENS

	GENERAL INFORMATION:

	SURNAME:
	

	FIRST NAME:
	

	HOUSE:
	

	STUDENT/EMPLOYEE NUMBER:
	

	DATE APPOINTED TO POST:
	

	DUE DATE OF PROBATION:
	

	PEOPLE CONSULTED IN PREPARING THIS REPORT

	Student Leadership
	Yes, no of people: 
	No

	Other House Wardens
	Yes, no of people:
	No

	Hall Warden
	Yes 
	No

	Hall Administrator
	Yes 
	No

	REPORT AGAINST JOB PROFILE: 

	KEY RESPONSIBILITY AREAS (Per job profile)
	STUDENT CARE including: 

The Assistant House Warden assists the House Warden to ensure the provision of an environment within the residence which is conducive to the development and success of its students at the University.  This involves:

· Interacting with students, as a collective as well as individually

· Taking an interest in student activities in the residence 

· Assisting students with problems

· Attending of training programmes and discussion groups for Wardens

· Attending residence functions and being present in the House during all functions


	

	
	STUDENT DISCIPLINE including:

The Assistant House Warden is required to assist the House Warden to ensure that the Student Disciplinary Code and other Hall/House regulations are adhered to.


Where disciplinary action is required, the matter should be referred to the House Warden.  


	

	
	COMMUNICATION including:

The Assistant House Warden assists  the House Warden to ensure good communication within the residence including that once the House Warden has determined various strategies, assist him/her in the implementation thereof e.g.:

· Strategies to ensure that students in the residence are informed of urgent or important developments at the University

· Strategies to ensure that student input can be fed into different Hall and Dean of Student processes;
· Informing the Hall Warden of any critical incidents in the residence.   
· The Assistant House Warden must be contactable in an emergency  


	

	
	RESOURCE MANAGEMENT

including:

The Assistant House Warden, in assisting the House Warden, must ensure that the fabric of the house and its immediate precincts  is maintained in good order and that losses of and damage to movable assets (furniture, blankets, curtains, carpets, etc.) are kept to a minimum.


	

	
	SERVICE MONITORING:

The Assistant House Warden must assist the  House Warden in  doing minor checks related to the provision of services (e.g. housekeeping and utility) to the residence and reporting any problems to the House warden.

The House Warden remains responsible for raising any ongoing problems with the service providers and/or raising these with the Hall Warden.
	

	
	ADMINISTRATION including:

The Assistant House Warden must assist the House Warden in the administration required to ensure the smooth running of the residence, including the maintenance of student records, containing academic and personal information on all students in the residence;


	

	
	HEALTH AND SAFETY AND WELL-BEING including:

The Assistant House Warden in assisting the House Warden must: 

· Conduct regular fire, emergency and safety checks and drills in the residences in consultation with the Campus Protection Unit; 

· Ensure that suitable arrangements are made for emergencies; and
· Refer students needing support to       relevant support structures.

	

	
	BUDGETARY RESPONSIBILITIES: 

The Assistant House Warden should assist the House Warden to ensure the sound fiscal management of house funds by the house committee and should assist the house warden in ensuring that house accounts are submitted to the house warden for his/her approval and signature at the end of each academic term.


	

	
	DEPUTISE

The Assistant House warden may be required to deputise for the House warden from time to time in his/her absence.
	

	
	
	

	Rate the person’s competencies to perform the Key responsibility areas

	COMPETENCIES (Per job profile)
	An understanding of the dynamics of residence life and the realities facing students today;


	

	
	An ability to work independently (self-motivated with a keen sense of responsibility)
	

	
	Ability to cope with multiple demands (stress management)


	

	
	Sound conflict management skills with a high level of assertiveness


	

	
	Interpersonal skills (the ability to build rapport with others and to instil confidence in others)
	

	
	Sound communication skills


	

	
	Sound administrative skills, including the ability to conduct a meeting
	

	
	Genuine interest in students, with the ability to deal with diversity
	

	GENERAL REPORT: Overall comments.

	

	RECOMMENDATION TO RENEW CONTRACT

	Is there a recommendation to renew the contract of the current job incumbent?
	Yes
	No, person has indicated that s/he will not be continuing in the post
	No, due to performance problems that have been raised and not addressed, the contract will not be renewed.

	INTERVENTION: Where performance is less than satisfactory, please indicate what intervention/s have taken place to bring your dissatisfaction to the attention of the individual e.g. discussions with the job incumbent. Please advise if you require assistance from HR in this regard

	

	HOUSE WARDEN’S DETAILS:

	NAME
	

	EXT NO. FOR CONTACT
	

	SIGNATURES:

	COMMENT BY ASSISTANT-HOUSE WARDEN (optional):

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signature of Assistant-House Warden:   ___________________             Date:   _______________

Signature of House Warden:     _____________________             Date:  __________________
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