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POLICY FOR HALL AND HOUSE WARDENS
…

3.1.2
Recruitment and Selection of Hall Wardens
Given that in most instances the Hall Warden is also the House Warden, the filling of these posts will not be subject to point 3.1.3 below. 

3.1.2.1 Composition of the Hall Wardens Appointments Committee

Those individuals who serve on the Hall Wardens Appointments Committee must have some level of insight into the posts of Hall and House Warden and there should be a legitimate representation of a diverse range of people. For the recruitment and selection of Hall Wardens, the Appointments Committee shall consist of:

· The Chair shall be one of the two Hall Fellows of this Committee;
· the Director: Student Affairs;

· two Hall Fellows from amongst all Hall Fellows ;
· two Hall Warden representatives for the year, one male and one female. (Where a Hall Warden representative is the Warden of the Hall in which the vacancy needs to be filled or is the departing job incumbent, an additional Hall Warden may be invited to serve on the Committee, chosen at the Chairperson’s discretion);

· the Senior Student of the house where the vacancy is being filled; 

· one Sub-Warden of the house where the vacancy is being filled;

· the Hall Senior Student from the relevant Hall;

· one House Warden from the relevant Hall, nominated by the House Wardens in that Hall; 

· the Hall SRC representative;

· one representative of the HR Division (who shall be a full member of this committee).

…
3.1.2.2 
Recruitment
A vacancy for a post of Hall Warden will normally be advertised as soon as the vacancy is brought to the attention of the HR Division.     

3.1.2.2.1 Consideration of current wardening staff

Usually, a current House Warden is considered for the post of Hall Warden as ideally the Hall Warden should have a working knowledge of the residence system.
In the filling of the post, the Director: Student Affairs may motivate to use one of a number of strategies. The Selection Committee will need to be consulted and the majority of the Committee will need to support this decision.
The range of strategies are:

(i) Advertise internally only
This is a suitable where there are likely to be a number of suitable staff who may be suitable for the post.  Only current staff (permanent and contract) will be eligible to apply for the post.
Where there is a lack of diversity amongst suitable staff, advertise externally should also be pursued. There must be compelling reasons to not advertise externally. 

(ii) Screen a current staff member
There are two scenarios for screening a staff member:

· That person is from a designated group that is under-represented amongst the current group of Hall Wardens and this advances employment equity in the institution; 
· Operational reasons such as the current staffing situation in the Hall or where there have been particular challenges within a Hall. 

In approving the screening of a current staff member, the Selection Committee needs to balance the needs of the Hall and University with that of fairness to staff in general.   If there is more than one suitable internal candidate, internal advertising may be a more suitable recruitment strategy. 
In the case of screening, a complete selection process must take place. Screening does not provide any guarantees of employment as the individual needs to demonstrate competence against the job requirements.  

(iii) Access previous recruitment and selection candidates

The Director: Student Affairs may recommend for appointment a successful
 candidate from a previous selection process where the preferred candidate has been offered the appointment, takes up the job and resigns within a period of up to 6 months from the date of decision-making of the previous selection process. 

3.1.2.2.2 Consideration of candidates other than current wardening staff.
There are two strategies that can be used:

(i)       Screening of spouse or partner
Due to the geographic location of the University and the difficulty of employment for spouses and partners in Grahamstown, the University will consider the employment of a partner or spouse of a prospective or current employee. The spouse or partner would be screened against the full requirements of the vacant post and if deemed not suitable for appointment, would not be offered the post; 

In making a decision to support this decision, the Selection Committee would need to consider:

1. This opportunity for the individuals concerned against the need to achieve equity imperatives and provide opportunities for current staff;

2. Particular circumstances of the individuals concerned;

3. What other employment opportunities may exist in the future;

4. The particular diversity profile of the particular Hall and of the Hall Wardening collective. 

(ii)       External advertising
External advertising in the local press will take place. The usual recruitment and selection practices, consistent with other policies, will take place.
3.1.2.3 Selection
The selection of the Hall Warden shall be against the job profile for this post. Those individuals who are not eligible for consideration for such posts are outlined in Appendix 5.

The selection process shall consist of a short-listing process, where after referees’ reports (see Appendix 6 for this process) will be solicited and the interview run … All data shall be considered in making a selection decision….
3.1.2.4
The Selection Decision

The selection decision usually takes place immediately after all the interviews have been conducted. Alternatively, another meeting can be called for this purpose.

The decision on whom to appoint involves:

· looking at and discussing all the evidence collected (from all selection techniques) for each candidate;

· recording in writing the reasons why any persons interviewed were not recommended for appointment; 
· choosing the individual who will contribute to the diversity of the Hall and of the Hall Wardens collective. Where such diversity considerations cannot be satisfied, then preference will be given to the appointment of individuals from identified designated groups; and
· making the final decision on whom to recommend for appointment.

A recommendation for appointment shall be supported by a simple majority of the members of the Selection Committee present. 
Should the Committee still not be able to reach a decision, the Director of Human Resources or his/her designate will be asked to consider the evidence and make a recommendation to the Committee, usually at a subsequent meeting. 

Should the Committee still remain dead-locked the Chair shall have the final say in the appointment. 
…
3.1.2.6
Approval

The Selection Committee's recommendations are approved by the Director of Human Resources. 
…

3.1.8
Feedback

All candidates are to be advised of the outcome of their applications by the HR Division as soon as possible after the interviews.  The Chairperson, in consultation with the HR Division, will be required to give feedback, in writing, to candidates who contest the process and decision taken.  …
Appendix 1: The Employment Equity implications for recruitment and selection purposes.

Within the selection process, to ensure fairness and accountability, and to promote employment equity and diversity, the following take place:

· The competencies/criteria for the post are identified at the outset of the process and are continued in the job profile. All of this should take place prior to advertising of the process. In this way, objective criteria for selection are identified independent of who the applicants might be. Such competencies ensure that whoever is appointed is suitably qualified as required by the Employment Equity Act;

· The competencies/criteria for the post must not be over-stated relative to the requirements for the post. The possibility of individuals acquiring the necessary competencies within a reasonable period of time should also be explored;

· The competencies/criteria for the post are used consistently throughout the recruitment and selection process i.e., the competencies are not altered during the selection process. Where they are altered, the recruitment process needs to be repeated with the new competencies indicated;

· In considering the recruitment strategies for a vacant post, the media used must bring the job opportunity to the attention of all demographic groups. 

· At each stage of the selection process, all applicants must be assessed using the same techniques. 

· Care must be taken to ensure that the techniques  used are not culturally or gender biased; 

· As far as possible, care should be taken to ensure diversity of Selection Committees;
· The committee must be able to substantiate/provide reasons why a candidate was unsuccessful relative to the identified requirements for the post. The Chairperson is responsible for ensuring that this is done;

· Selection Committees must select a person consistent with the requirements of the Employment Equity Act which includes:

· That a suitably qualified applicant (i.e. who meets the requirements for the post) from an under-represented (within the Wardening collective paying particular attention to the diversity of the Wardens within the particular Hall) designated group is appointed;

· That such a suitably qualified applicant is given preference above those from other  groups who may have more experience;

· Where applicants from designated groups are not suitably qualified, reasons for this must be clearly stated. In this instance, a white male may be considered for appointment.

In the case of the selection of Wardens, the diversity of wardens relative to that of the student body must be considered, as such diversity (in terms of social groups) is an inherent job requirement. Where diversity considerations cannot be met, then preference must be given to a member of the appropriate designated group.

· Where a member of designated group is not yet suitably qualified, consideration is given to the potential of the applicant to meet the job requirements in a reasonable period of time i.e. where this does not create unjustified hardship for the department or institution. However, the Director: Student Affairs Division must have the capacity and ability to support such an individual who is going to need mentoring and coaching. In order to recognise the potential of applicants from designated groups, the trajectory of an applicant’s merit should be considered.  

· Where it is difficult to differentiate between candidates from under-represented designated groups and both are South Africans, the demographic profile of that Hall  will be considered in making a decision. Where a person with a disability has applied, consideration must be given to how the environment and/or job can be adapted without the institution experiencing undue hardship (refer to the Staff Disability Policy for further details);

· Feedback, if sought, is willingly provided to applicants in the spirit of trying to help them develop and better prepare themselves for other advertised posts in the future. In the case of staff and where feasible, such individuals will be encouraged to discuss their development needs HR  Division;
· Chairpersons of Selection Committees should undergo training on this policy and be able to identify what constitutes fair and unfair labour practices. Other staff who regularly serve on Selection Committees are also encouraged to attend. To support Chairs, documentary resources have been developed. See Appendix 4;

· Members of a Selection Committee must ensure that they have read the Recruitment and Selection Policy for Hall and House Warden Posts and are familiar with the requirements thereof;  

· Statistics are kept of each the recruitment and selection process for each post. For each demographic group, these statistics are: how many people applied, how many were short-listed for the interview, who was selected and whether the offer was accepted. These statistics are analysed to identify any potential adverse impact and to see whether equity targets are being achieved.  In addition, statistics related to whether posts were advertised internally or externally and whether current staff or outside applicants were successful are also kept.

 Appendix 2: Ethical and legal practices

Rhodes University is committed to executing the recruitment and selection process is an ethical and legal manner.

Therefore:

1. It is the responsibility of a person on the relevant selection committee to indicate, to the Chairperson, any form of relationship that may exist with any applicant or prospective applicant which may benefit or prejudice such an applicant. Siblings, parents, children, partners or in-laws of applicants are discouraged from sitting on selection committees and should certainly never chair such a selection committee;

2. The Chairperson of each selection committee will at the outset of the short-listing process remind members of the selection committee of the above and clarify that no such relationship exists; 

3. In the event of a relationship, the selection committee will discuss how to manage any potential benefit or prejudice to applicants. If feasible, this may involve the exclusion of the individual from the recruitment and selection process;

4. No prior knowledge about applicants will be introduced into the process before the short-listing of applicants as this process is based purely on the documentation presented by the applicants. Once short-listing has taken place, the Chairperson will ask if any members of the committee have any prior knowledge about any of the candidates. Should this be the case, the committee will then discuss how to manage this knowledge in order to be fair to the particular applicant, to other applicants and to the institution. A minimum requirement is that an applicant should be informed about prejudicial information in the interview and be given an opportunity to contest that information.
…
Appendix 5: Individuals who are not considered eligible to apply for wardening posts in the University
Certain individuals and/or applicants for employment will not be considered for these posts by Rhodes University, as follows:

1. Any member of staff whose most recent probation report identified performance problems

(including work behaviours) which need to be addressed. Such staff members need to demonstrate competence and appropriate work behaviours in their current job before being considered for similar posts in the institution. This ensures that performance problems are dealt with timeously and appropriately by the relevant managers/HoDs. Where performance problems are due to incapacity, such members of staff may apply for posts which do not have similar job requirements to their current post;

2. Any member of staff who is facing an incapacity hearing will not be considered for 
employment for similar posts. Similarly, those who have been dismissed for incapacity will not be considered for similar posts unless evidence of having addressed the reasons for incapacity can be provided. Such members of staff may, however, apply for posts which do not have similar job requirements to their current post. Where such a staff member applies for a post similar to that from which they were dismissed for reasons of incapacity, the applicant will be asked to provide information concerning how such incapacity has been addressed;
3. Any past employee dismissed for misconduct; 
4. Any member of staff who has resigned in order to avoid disciplinary action which could have resulted in dismissal; and
5. Any person whose main job at the University involves considerable after hours work and/or that the person travels out of town, involving overnight stays on a fairly regular basis. 
6. Any member of senior administrative management i.e. support staff at grade 18 and higher whose posts are considered part of senior management;

7. A Dean of the University;

8. Any person in a post where there is a substantive conflict of interest between their Wardening role and that the execution of their full-time job, where this conflict of interest cannot be reasonably managed. This would usually include staff in posts where they are responsible for the management and allocation of resources and services to the residence system and/or for critical decisions related to the residence system.

9. Any person in a post where the perception of a conflict of interest exists between the Wardening job and the execution of their full-time job such that this perceived conflict of interest constitutes a reputational risk for the institution. 
While any person employed in one Hall may apply for a post of Hall or House Warden in another Hall, it is recognized that potential scheduling and loyalty conflicts may arise.   It is believed that this can be appropriately managed.

Appendix 6: Referee’s reports for Hall Warden and House Warden posts
Referees are those individuals listed by applicants whom the employer has permission to contact for a report. At this stage of the process, the employer is not entitled to contact other referees.
Referees should be chosen for their ability to comment meaningfully on the contribution that the applicant would make to the job. 

The following information will be accessed from referees for these posts:
1.
In what capacity is the applicant known to the referee;

2.
How long has the referee known the applicant in this capacity;
3.
Comment meaningfully on the applicant’s competence in the relevant areas relative to the requirements of the post (the job profile should be provided).

4. 
Any concerns that the referee has with the appointment of this person to this particular post.
Referee reports will be accessed for short-listed candidates and will be made available to the Appointments Committees before the interview process. This will allow for any concerns raised by referees to be addressed in the interview process.
 

� In the context of this process, this refers to candidates who are seen to be suitable for appointment in that they have demonstrated their ability within a selection process to meet the minimum criteria for the post.
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