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MINUTE FOR APPOINTMENTS

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

Post to be filled:  
In department/division/section:  
Occupational level (as per Employment Equity Act):
	Top management
	Senior management
	Professionally qualified and mid management
	Skilled technical, junior management and supervisors
	Semi-skilled and discretionary decision-making
	Unskilled and defined decision-making


Selection Committee: see attached composition
1.  PRELIMINARY MEETING OF THE SELECTION COMMITTEE ON  
The following documentation was available:

	Employment equity considerations
	Job Profile (see attached)
	Grade of the job
	Salary particulars
	Other further particulars


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

	Identification of internal candidates who are invited to apply
	Advertising internally
	Advertising externally
	Search committee
	Development Post(if necessary)
	Other (indicate)




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




Methods of recruitment:

	Internal circular
	On noticeboard
	On Jobs website
	Local advertising
	Regional advertising
	National advertising:

	Other websites: 

	Other (indicate)


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

Yes.  Taking into consideration the nature of the job and the grade, the committee felt that media used will reach the 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 
	Short-

listing
	Practical test


	Presentation
	Referee

report
	Interiew
	Employment check 
	Other 


	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? 




	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?




2.  FIRST MEETING OF SELECTION COMMITTEE TO VIEW APPLICANTS ON:
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 based on experience

3= Other more suitable members of designated groups

3. INTERVIEWS AND TESTING  HELD ON :  
Demographic profile of successful applicants:

	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
	
	


The Committee’s recommendation is as follows:

Post of: Be offered to:  





  Starting date:                      
	Has the committee applied itself to the selection of suitably qualified applicant from a designated group



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 trained 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

If this individual declines the offer, then:

	Committee will reconvene to consider what should happen next.
	The post should then be offered to the following candidate(s); 


	The post should be re-advertised
	Other (indicate


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 Support 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 Support Staff had been met.

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

  
	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 Support 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
	

	Committee member


	
	Date
	

	Committee member
	
	Date
	

	Committee member
	
	Date
	

	Committee member
	
	Date
	

	HR representative on Selection Committee
	
	Date
	

	Nehawu representative on Selection Committee
	
	Date 
	

	NTEU representative on Selection Committee
	
	Date 
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