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ACADEMIC POST

SELECTION COMMITTEE

Minute for appointments 

In terms of the University’s Employment Equity Policy and Recruitment and Selection Policy, the following documentation and statistics must be recorded.

Occupational category (as per Employment Equity Act): Professional

Occupational level (as per Employment Equity Act): Professionally qualified
Post to be filled: ____________________________________

In department:______________________________________

Selection Committee: see attached composition

1. PRELIMINARY STRATEGY MEETING OF THE SELECTION COMMITTEE ON _____________

The following documentation was available:

	Post level
	Requirements of the post
	Further particulars of department, University and Grahamstown
	Demographic profile of department
	Other


Job requirements identified:

	Was the committee satisfied that the jobs requirements were appropriate for the post?




Recruitment strategy determined (Note: more than one block can be ticked):

	Screening of a particular candidate 
	Advertising internally for eligible staff
	Advertising externally. 


	Search committee


	Other


	If screening, what was the motivation for this and how was employment equity considered? 




Methods of recruitment:

	Internal circular


	On R&S notice-board


	On R&S website


	Regional advertising

(usually not appropriate for academic posts)
	National advertising

Media used: 
	Other websites or journals specific to discipline
	Other (indicate)




	Is the committee satisfied that this media will reach designated groups? 




Selection strategy determined (Note: more than one block can be ticked):

	Initial screening to remove from the listing those applicants who do not meet the minimum criteria for the post


	Short-

Listing


	Portfolio:

Teaching

Research

Art work

Writing
	Presentation/

Lecture/

seminar
	Referee

Report


	Reference

Check


	Interview
	Other (indicate)




	Has the committee considered the demographic profile of this department and discussed the need for someone from a designated group? Who was the targeted designated group?




2. FIRST MEETING OF SELECTION COMMITTEE TO VIEW APPLICANTS ON 

	What was done to ensure a pool of suitably qualified applicants from designated groups? What was the outcome of this? Is the committee satisfied that enough was done in this regard?




Demographic profile of applicants

	Male
	Female
	Total

disabled
	TOTAL

	African
	Coloured
	Indian
	White
	African
	Coloured
	Indian
	White
	
	


	SOUTH AFRICANS

	Male
	Female
	Total

disabled
	TOTAL

	African
	Coloured
	Indian
	White
	African
	Coloured
	Indian
	White
	
	

	FOREIGN NATIONALS

	Male
	Female
	Total

disabled
	TOTAL

	African
	Coloured
	Indian
	White
	African
	Coloured
	Indian
	White
	
	


If relevant, demographic profile of applicants eliminated in preliminary screening (who did not meet minimum education and experience requirements)
	SOUTH AFRICANS

	Male
	Female
	Total

disabled
	TOTAL

	African
	Coloured
	Indian
	White
	African
	Coloured
	Indian
	White
	
	

	FOREIGN NATIONALS

	Male
	Female
	Total

disabled
	TOTAL

	African
	Coloured
	Indian
	White
	African
	Coloured
	Indian
	White
	
	


Demographic profile of applicants short-listed for interview.

	SOUTH AFRICANS

	Male
	Female
	Total

disabled
	TOTAL

	African
	Coloured
	Indian
	White
	African
	Coloured
	Indian
	White
	
	

	FOREIGN NATIONALS

	Male
	Female
	Total

disabled
	TOTAL

	African
	Coloured
	Indian
	White
	African
	Coloured
	Indian
	White
	
	


Reasons for those from designated groups not being short-listed 

	Post
	Candidate
	Demographic profile
	Reasons

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Code: 

1 = Does not meet educational requirement and will not be able to acquire this in a reasonable period

2= Does not have the requisite abilities for the post
3= Other more suitable members of designated groups

3. PRESENTATION/INTERVIEW HELD ON ____

The Committee’s recommendation is as follows:

	Post
	Candidate
	Demographic profile
	Reasons
	Starting date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Any conditions linked to appointment?




	Has the committee applied itself to the selection of suitably qualified applicant from a designated group?




If candidates declines the offer, then:

	Committee will reconvene to consider what should happen next. 

	Post
	Next person/s to be approached:
	Other (indicate)

	
	
	
	

	
	
	
	

	
	
	
	


Reasons for short-listed candidates not being successful 
	Post
	Candidate
	Demographic profile
	Reasons

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Code: 

1 = Does not meet the requisite quality standards associated with the abilities needed for this post

2=  Lack of evidence of potential that person can be developed within reasonable period of time

3=  Other more suitable members of designated groups

4 = Concerns that employing this individual will impact negatively on the ability of the department to deliver the necessary service

4. FAIRNESS OF PROCESS:
	All members of the Selection Committee believed that the recruitment and selection process was fair and met the requirements of the University’s Equity and R&S Policy for Academic Staff.


	There was no consensus amongst the members of the Selection Committee as to the fairness of the recruitment and selection process and as to whether the requirements of the University’s Equity & R&S Policy for Academic Staff had been met.

The matter has been forwarded to the Director: Human Resources on:

________________________  (date).
	There was consensus amongst the members of the Selection Committee as to the fairness of the recruitment and selection process but no consensus as to whether the requirements of the University’s Equity and R&S Policy for Academic Staff had been met.   Given that the process was fair, all members of the Committee unanimously agreed to support the recommendation for appointment.


	ANY OTHER COMMENTS



SIGNED:

__________________________________________________

_______________________________

(Chairperson of Selection Committee)



Date

__________________________________________________

_______________________________

(Head of Department of department)



Date

__________________________________________________

_______________________________
Representing Faculty





Date

__________________________________________________

_______________________________

Representing Senate





Date

__________________________________________________

_______________________________

Representing the Department




Date

__________________________________________________

_______________________________

Representing the Department




Date
___________________________________________________
_______________________________

Representing the Department




Date

___________________________________________________
_________________________________

Representing the Department




Date
__________________________________________________

_______________________________

(NTE U representative)





Date

__________________________________________________

_______________________________

(HR representative)





Date

	Approval required by
	Vice-Chancellor (for SL, L and JL posts)
	Senate and Council for (Professor and Associate Professor posts)

	
	Approved/not approved


	Approved/not approved

	Signed
	
	

	Date of approval/minute
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