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Human Resources Division: 

PROTOCOL REGARDING THE REAPPOINTMENT OF 

HALL AND HOUSE WARDENS
1.
Terms of office
These are:

1.1
Hall and House Wardens are appointed for one year in the first instance; 

1.2
Hall and House Wardens, who have served one year only, may be reappointed for up to four years; and
1.3
Hall and House Wardens, who have served one plus four years, may be reappointed for up to five years. Further contract are for five years in each instance except where the person is due to retire.
2. 
Performance Reports
Performance reports are used to either support reappointment OR confirm no reappointment at the end of the 
current contract.
3.
Process for Re-appointment of House Wardens who are not Hall Wardens
3.1 Requesting of reports

The Human Resources Division requests a report from the Hall Warden who is asked to access reports from the Senior Student of the residence,  a designated Sub-Warden from the residence and the House Warden concerned 
In so doing, the following is important;

3.1.1 The House Warden shall be asked to conduct a self-appraisal;

3.1.2 The format of reports shall comment on the key responsibility areas, standards of performance and job requirements as per the job profile; 

3.1.3 Reports from students are not forwarded to the House Warden unless express permission has been given by the students. Where such permission is not granted, the information in the reports can be used (ensuring confidentiality) to come to an overall assessment of the House Warden’s contributions and performance;
3.1.4 Data from the quality of life surveys will be used but where only one year’s data is available, caution should be exercised in using indicators with negative feedback unless this is supported by other evidence;  and
3.1.5 Reports from students are expected to ensure that broad-base student opinion from within the residence is accessed and that such reports do not simply reflect the opinions of the writers. Where the Hall Warden is of the opinion that a biased and one-sided perspective has been provided, further student input can be sought.
3.2
Feedback and discussion with the House Warden
The Hall Warden should at a bare minimum:

3.2.1 Provide feedback from constituencies (ensuring confidentiality but without compromising transparency) to the House Warden who should have an opportunity to respond to the comments made. If required, the Hall Warden should play a mediatory role in order to resolve contentious issues; 

3.2.2 Prepare the performance report on the basis of the student’s input, the Hall Warden’s own evidence,  the House Warden’s input/self-appraisal and quality of life results. On the basis of this data, make a  recommendation for reappointment or non-continuance of the employment contract; and

3.2.3 Provide a copy of the report to the House Warden who will have the opportunity to respond to the report and provide comments. 
3.3 Role of Dean of Students
The report goes to the Dean of Students who will make a final recommendation to the HR Division as regards re-appointment or no re-appointment.   If there are any problems, the Dean should discuss the matter with the House Warden and Hall Warden concerned before making  such a final recommendation.
4.
Process for reappointment of Hall Wardens
4.1
Requesting reports

The HR Division requests a report from the Dean of Students who is asked to access reports from the following: 

4.1.1
The House Wardens in the Hall;

4.1.2
Managers of both Food Services and Housekeeping; and

4.1.3
Because the Hall Warden is also a House Warden, the Dean of Students must obtain reports from the Senior Student of the res concerned and from a designated Sub-Warden in that res, exactly as in the process for reappointment of House Wardens;

4.1.4
A self-appraisal from the person in the post relative to their two roles of Hall Warden and House Warden; and

4.1.5
Data from quality of life surveys.
In so doing, the following is important;

4.1.4 The format of the House Wardens and student’s reports shall comment on the key responsibility areas, standards of performance and job requirements as per the job profile; 

4.1.5 The format of the Food Services and Housekeeping Managers’ reports shall merely focus on the relationship between the Hall Warden and themselves as regards service provision;

4.1.6 Reports from these various individuals are not forwarded to the Hall Warden unless express permission has been given. Where such permission is not granted, the information in the reports can be used (ensuring confidentiality) to come to an overall assessment of the Hall Warden’s contributions and performance; 

4.1.7 Reports from students are expected to ensure that broad-base student opinion from within the residence is accessed and that such reports do not simply reflect the opinions of the writers. Where the Dean of Students is of the opinion that a biased and one-sided perspective has been provided, further student input can be sought; 

4.1.8 Where only one year’s data is available, caution should be exercised in using indicators with negative feedback unless this is supported by other evidence;
4.1.9 Where problems are identified, the Dean of Students shall explore whether the problems relate to the person executing Hall Warden or House Warden responsibilities.
4.2
Feedback and discussion with the Hall Warden
The Dean of Students should at a bare minimum:

4.2.1 Provide feedback from constituencies (ensuring confidentiality but without compromising transparency) to the Hall Warden who should have an opportunity to respond to the comments made. If required, the Dean of Students should play a mediatory role in order to resolve contentious issues; 

4.2.2 Prepare the performance report on the basis of all input received as well as that of the Hall Warden, providing own comment and on the basis of this assessment make a recommendation for reappointment or non-continuance of the employment contract; and

4.2.3 Provide a copy of the report to the Hall Warden who will have the opportunity to respond to the report and provide comments. Where there are problems, it should be clear if these relate to the role of House Warden or Hall Warden or both. This recognises that:
4.2.3.1 Where there are problems with the person executing the Hall Warden role, the possibility of the Hall Warden role moving to another Warden within the Hall may be explored. But where this is not tenable e.g. no other Warden in the Hall wishes to assume this responsibility, the person’s employment as both Hall and House Warden will cease;

4.2.3.2  Where there are problems with the person executing the House Warden role, their fulfilment of the Hall Warden role becomes untenable. Should the person’s contract has a House Warden not continue, so too will their Hall Warden role not continue.
5. Role of the Human Resources Division
It is the HR Division’s responsibility to:
5.1 Ensure that performance discussions meet the requirements of the relevant labour legislation and that the performance assessments conducted are transparent, honest and affirming;

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

5.3
Support the Hall Wardens and Dean of Students in dealing with concerns raised.
Draft presented to Hall Warden’s/Dean of Students Meeting on 25th of January 2007. Confirmation subject to certain changes (see minute item 2007.1.5)
Last updated by HR Division: May 2008, slight amendment to point 1 to clarify that subsequent contracts are feasible in October 2011; updated June 2013
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