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RECRUITMENT AND SELECTION

POLICY AND PROCEDURES: SUB-WARDEN POSTS 
	1.   POLICY PARTICULARS

DATE OF APPROVAL BY RELEVANT COMMITTEE STRUCTURE:

Board of Residences: 27th of July 2010, 13 March 2014
DATE OF APPROVAL BY:

ADMINISTRATIVE SUB-COMMITTEE OF COUNCIL: 20th of August 2010
COUNCIL: 24 April 2014 
COMMENCEMENT DATE:  August 2010
REVISION HISTORY: Last revision in February 2014
PROCESS FOLLOWED IN 2013 REVIEW:

· Dean of Students indicated that she would put a general request for input. 

· The only specific input provided related to the inclusion of plagiarism offences as a de-selector for applicants and the number of supplementary exams. This is reflected in the supportive documentation to this policy e.g. the job profile for sub-wardens.
· The Dean of Students indicated that in general the policy was working effectively for the wardening system.
· Met with Hall Wardens Committee in March 2013 and input was received.

ELEMENTS OF POLICY CHANGED:

· Updates of the policy depending on current practice.
· Where relevant, updating of the policy to be consistent with the practices in other recruitment and selection processes.
· Integration of relevant information from protocols. Substantive changes are underlined.
REVIEW DATE:          Every five years, next revision by December 2019
POLICY LEVEL:         Student and Wardens 
RESPONSIBILITY      [Person/Division/Committee accountable for]:

· IMPLEMENTATION & MONITORING: Wardens and the HR Division
· REVIEW AND REVISION: HR Division through calling for feedback from Wardens. 
REPORTING STRUCTURE: 

As regards the implementation of the policy: House Wardens ( Hall Wardens  ( Dean of Students
 ( Deputy Vice-Chancellor: Academic and Student Affairs ( Vice-Chancellor ( Council 


2.  
POLICY STATEMENT
2.1 POLICY DECLARATION:

The vision statement of Rhodes University indicates that the institution will strive to produce outstanding internationally-accredited graduates who are innovative, analytical, balanced and adaptable, with a life-long love of learning. The institutional maxim of “where leaders learn” suggests a commitment to providing students with opportunities to develop their leadership skills. The sub-wardening posts provide this opportunity.  

In its mission statement, the University makes a commitment to provide an attractive, safe and well-equipped environment which is conducive to good scholarship and collegiality. Given the number of students in residence, the appointment of persons who are able to contribute to ensuring such an environment is very important.  In addition, it is recognised that Oppidan sub-wardens can contribute to the well-being of students who are not in residence. 
As such, Rhodes University pays significant attention to the recruitment and selection of staff in order to ensure the fair treatment and to secure the appointment of persons who will be able to contribute towards the success of the University.

2.2 POLICY OBJECTIVES:

The objectives of this policy are to ensure:

· fair labour practices consistent with the requirements of the Employment Equity Act;

· values and practices consistent with the Constitution of South Africa and those of Rhodes University;

· clarity as regards the implementation of employment equity/affirmative action measures; 

· the efficient and effective recruitment and selection of staff to meet the staffing needs of the University, using sound human resource practices; and
· consistency between this policy and any other relevant institutional policies in particular the University’s Equity Policy. 

2.3
POLICY APPLICABILITY:

This policy is applicable to all individuals applying for vacant posts of:

· Sub-wardens in residences, undergraduate and postgraduate including the Gavin Reilly Post graduate village;

· Oppidan sub-wardens;

· Health care centre sub-wardens.
2.4
DEFINITIONS:

Competencies
These are the requirements for the job in terms of the knowledge, skills and attributes needed to do the job.

Fair labour practice
According to the Employment Equity Act, a fair labour practice is one which does not directly or indirectly unfairly discriminate against an applicant or a particular group of applicants. An example of direct unfair discrimination would be to eliminate an applicant on an arbitrary basis such as marital status, sexual orientation, religious affiliation, etc. An example of indirect unfair discrimination would be a selection practice (e.g. interview questions, selection criteria, use of selection technique) which creates adverse impact for an applicant or group of applicants. 

Job requirements 
This refers to the competencies required for the post. See competencies above.

Prior knowledge
This refers to information about an applicant which is not gained through the formal selection process, e.g. rumour about a person, information gained through informal networks, etc.
Recruitment
The process concerned with ensuring a pool of applicants from which the preferred candidate can be identified. Recruitment strategies include the use of media, search committees, word of mouth.

Selection
This is the process of choosing the right candidate from amongst the pool of applicants.

3.
POLICY IMPLEMENTATION
3.1 The actions AND processES by which the OBJECTIVES OF THE POLICY WILL BE ACHIEVED:

3.1.1 Principles which govern the recruitment and selection of Sub-Wardens
The following principles govern this process:

3.1.1.1 Strategic importance: The employment of Sub-Wardens who are role-models of the values inherent in the vision and mission of Rhodes University is important. Employing such individuals should be approached with the commitment, time and energy needed to make an effective decision but bearing in mind the limited period for the appointment of a Sub-Warden.
3.1.1.2 Dual focus of quality and equity: The University’s Vision is to be “an outstanding internationally-recognised academic institution which proudly affirms its African identity”.   In its Equity Policy, Rhodes University argues that:

· Equity must be recognised as an integral component of the future of the University. Diversity will make Rhodes University a more dynamic, stronger and more effective institution; and

· The goals of quality and equity are not mutually exclusive and that diversity will strengthen the quality of Rhodes. 

The benefits of a diverse group of Sub-wardens include: 

· Different perspectives to inform the running of the residences and for decisions related to the Oppidan environment;
· Diversity of language with a greater facility to talk to students in their home language; The ability to create a supportive environment for all students, irrespective of their background with sub-wardens who understand their particular cultural, socio-economic and political backgrounds;
· Providing role-models for the diversity of students at Rhodes University; and
· An active demonstration of the institution’s commitment to transformation and to better reflect the demographics of the country.

The selection of staff will be consistent with the requirements of the Employment Equity Act.

3.1.1.3 Ethical and legal approach: The University is an employer committed to ethical and legal practices and will not knowingly engage in practices which undermine an individual’s dignity and respect and unfairly limit their access to employment opportunities. 
According to the Employment Equity Act, 55 of 1998, (Summary) 

Affirmative action measures are “measures intended to ensure that suitably qualified employees from designated groups … are equitably represented in all occupational categories and levels of the workforce”. 

Such measures must include: “identification and elimination of barriers with an adverse impact on designated groups; 

· measures which promote diversity; 
· making reasonable accommodation for people from designated groups; 

· retention, development and training of designated groups (including skills development); and 
· preferential treatment and numerical goals to ensure equitable representation. This excludes quotas.” 

According to the Act, suitably qualified could be a combination of formal qualifications, prior learning, relevant experience or the potential within a reasonable time to acquire the ability to do the job. Any combination of the above factors could be considered. Experience on its own should not be used to not appoint a member of designated group.

The concept of “suitably qualified” means that there must be clear competencies/criteria for the selection of staff from designated groups. Fair discrimination requires that these standards are linked to the post and are not over-stated.  In selecting sub-wardens, diversity is a basis for fair discrimination.  The selection of sub-wardens would reflect the diversity in the residence in terms of social groups. Where such diversity cannot be achieved (i.e. candidates are not suitably qualified), then employment equity considerations would prevail. 
The identification of elimination of barriers with an adverse impact on designated groups could include barriers such as the post not being advertised in a manner that is accessible to those from designated groups, having Selection Committees that are not diverse so as to create an alienating environment for those from designated groups, not creating multiple opportunities for individuals to demonstrate their merit, not being flexible in considering alternative evidence in the demonstration of a competency.  These barriers must be eliminated.

The Employment Equity Act also requires that preferential treatment be given to those from designated groups. This means that where those from designated groups are suitably qualified, they should be given preference in appointments. For example in the short-listing process, the criteria for short-listing should be explicit and all candidates measured against those criteria. Those from designated groups which meet these criteria must be given preference for being short-listed. In the case of the selection decision, the full criteria for selection must be clear and all short-listed candidates measured against those. Those from designated groups which meet these criteria must be given preference for appointment. 

Appendix 1 outlines current practices which are consistent with an ethical and legal approach.
3.1.1.4 Policy adherence with flexibility: This policy represents the University’s commitment to how the majority of recruitment and selection practices for Sub-Warden posts will function. However, the University reserves the right to deviate from this policy in certain circumstances, provided that no unfair labour practice is committed, that this is the decision of the relevant Appointment Committee and that the HR Director endorses this decision.
3.1.1.5 Shared responsibility: 

3.1.1.5.1
Hall Wardens and House Wardens and the Staff of the Health Care Centre need to pay careful attention to the kind of Sub-Wardens required and communicate these needs effectively to the Human Resources Division such that selection processes are aligned with these requirements;
3.1.1.5.2
Staff and Students on the various selection committees must behave with integrity, seeking to balance the interests of the University,  and the area requiring sub-wardens with those of applicants. Appendix 2 outlines their responsibilities in the recruitment and selection process;

3.1.1.5.3       The Human Resources Division is responsible for providing advice and guidance
                         as to the most efficient and effective way of recruiting and selecting Sub- Wardens; and
3.1.1.5.4
The Chairpersons of the relevant Selection Committees are responsible for ensuring that a fair, ethical and legal process takes place. The responsibilities of the Chairperson for each stage of the process are outlined in Appendix 3.

3.11.6 Cost effective: Significant time is devoted to the selection of Sub-Wardens. The investment of time and money in this process needs to be balanced with the importance of hiring the right staff who can best make a contribution to the institution,  and area where they will be employed.
3.1.2
Process to be followed

For the recruitment and selection of all sub-wardens, the processes do differ slightly. Please refer to:

· Appendix 4 for the process of recruiting and selecting sub-wardens in undergraduate residences;

· Appendix 5 for the process of recruiting and selecting sub-wardens in post-graduate residences;

· Appendix 6 for the process of recruiting and selecting Health Care Centre sub-warden/s;

· Appendix 7 for the process of recruiting and selecting Oppidan sub-wardens. 

Irrespective of the process followed, the following standard elements will apply:

· The provision of a job profile against which candidates applying for a sub-warden post will be measured;

· Standard use of selection processes at the various stages of the process e.g. all short-listed candidates will be interviewed;

· Management of prior knowledge (refer to Appendix 8 in this regard);

3.1.3 Concerns regarding the fairness of the process

Approval of recommendations will be subject to all members of the relevant selection committees agreeing that the selection process followed was fair and that legislative and University policy requirements were met.  This discussion should be facilitated by the Chairperson of the Selection Committee.
Should there be any concerns regarding the fairness of the process specifically that a practice has unfairly prejudiced one or more candidates, such a concern should be shared by at least two members of the Selection Committee.    In such case, the matter will immediately be referred to the Director of Human Resources.   Where there is evidence of any problems, the Director of Human Resources or his/her nominated representative will conduct an investigation.    The recommended appointment will be kept on hold until the matter has been resolved.

3.1.4 Notification to all candidates and feedback to unsuccessful candidates
The Human Resources Division is responsible for notifying all candidates, in writing, of the outcome of the interview process.   Such letters are forwarded to the relevant authority for onward transmission to the candidates.

The Chairperson or appropriate committee member/s will be required to give specific feedback, in writing, to candidates who contest the process and decision taken.  Appendix 9 provides guidance on the process of giving feedback.

3.1.5
    Appointments under special circumstances

Where the need arises to appoint a new or substitute Sub-Warden urgently e.g. where there is no reserve list to draw upon; where a new annexe comes into operation;  where the gender of a residence is changed or where a residence is commissioned, one of the following may take place:

· an entire recruitment and selection process may be conducted  where the Dean
 of Students considers that the need to appoint is not of utmost urgency and where current Sub-Wardens are able to assume greater responsibilities (with the appropriate remuneration) but for a period of no more than one term;

· in the case of a Sub-Warden for a residence, an individual may be identified from the reserve list of any residence within the Hall and may be appointed, especially when it is deemed necessary to have the incumbent in place for training and the commencement of the first term;

· in the instance of an annexe being created unexpectedly or a residence within a Hall is converted, a suitable appointment may be recommended from within the ranks of the residence or Hall, in order to have the incumbent in place at the commencement of the first term. 
· where no suitable candidate exists in terms of the above strategies, the Dean of Students may, after consultation with the Chairperson of the Selection Committee, make a recommendation e.g. that a previous sub-warden who has already served two terms of office may be considered (ordinarily such a person is not eligible), that a Senior Student be considered etc;

· in the case where a new residence is about to be commissioned, there will be some deviation from the normal processes;
· in the instance where the current Sub-Warden vacates the position with less than three months to the end of the academic year, the Hall Warden may make an appointment from amongst the successful candidates for the following year;

· in the case where an Oppidan Sub-warden is needed, the following may be used in the order listed: Oppidan Sub-warden reserve list, any sub-warden from any other reserve list, identification of someone suitable;

· in the case where a Health care centre sub-warden is needed, the following may be used in the order listed: HCC sub-warden reserve list, any sub-warden from any other residential reserve list, identification of someone suitable. 
3.1.6  Record keeping
Consistent with its commitment to transparency and the right of the applicant to written feedback, the University will document the criteria used within the each selection process and the decisions taken about each candidate relative to these criteria.   Furthermore, the University will be open about how equity considerations impact on decisions in the recruitment and selection process.

In the minute, the following data will be reflected:

· the number of applications received for each race and gender group as well as from applicants who were disabled;

· the applicants short-listed and their demographic profile;

· the recruitment process;

· the selection procedure:   criteria, process including interview questions used, the evaluations of individual candidates and the decisions taken, including why applicants were not successful;

· the view of the relevant Selection Committee as to the fairness of the process.

3.1.7 Training to ensure implementation of Policy
The need for training to ensure the effective implementation of this Policy is recognised.  All Chairpersons of relevant selection committees will be encouraged to undergo training on the recruitment and selection requirements of the labour legislation.   Other individuals participating in the Selection Committees but who have not been formally trained, should ensure that they fully understand their responsibilities as regards this Policy.  Here the Chair of the selection committee must spend time with the relevant individuals explaining the procedures.

3.2
Review procedure:

Formal review of this policy will take place every five years, , unless particular circumstances require an earlier review.

Appendix 1: The implications of employment equity 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 with input from the department and discussion with the Selection Committee, all of this 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 (e.g. if applicants are to give a presentation/seminar, all applicants must do so).

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

· 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 (i.e. meets the requirements for the post) applicant from a designated group is appointed.  In the case of these posts, diversity is regarded as an inherent job requirement and must be considered in the first instance;

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

· Where applicants from designated groups are not suitably qualified, reasons for this must be clearly stated.

· 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 are required to 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;

· Members of a Selection Committee must ensure that they have read this Policy 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.

 Ethical and legal practices

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

Therefore:

1. It is the responsibility of a person on an Appointment Committee to indicate, to the Chairperson, any form of relationship which may exist with any applicant or prospective applicant which may benefit or prejudice such an applicant.
2. The Chairperson of each Appointment Committee will at the outset of the short-listing process remind members of the Appointment Committee of the above and clarify that no such relationship exists. 

3. In the event of a relationship, the Appointment 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 2:  Responsibilities of members of the relevant Selection Committee

The recruitment and selection of staff is one of the most important human resource activities of the University.   Anyone participating in this process is expected to execute their responsibilities in this regard with due care.

Anyone participating in the recruitment and selection of staff is required to adhere to the requirements of the policy on recruitment and selection for Sub-Wardens.    Such individuals must, inter alia:

· have some level of expertise or insight into the post of Sub-Warden;

· be aware of their selection responsibilities, including that they need to be present at every stage of the recruitment and selection process and that they are adequately prepared, having read the necessary documentation;

· be responsible for ensuring that a fair, legal and sound selection process takes place;

· respect and ensure the confidentiality of applicants.

In addition, anyone serving on a Selection Committee must remember that they are representing the University and that their conduct will reflect negatively or positively on the good reputation of this institution.   Accordingly, each member of the relevant Selection Committee must:

· be appropriately attired for the interviews;

· be prepared for the interviews, having read each candidate’s papers;

· understand the questions which he/she will need to ask the candidates;

· not engage in behaviours which bring the University into disrepute, including failing to greet the candidates appropriately, yawning, sighing, not paying attention to the candidates’ responses during the interviews, talking to other members of the panel whilst the candidate is responding, passing notes, shuffling papers, etc.
Appendix 3:  Responsibilities of Chairperson

Before the first meeting of the relevant Selection committee
1. Responsibilities of members of  the selection committee
Inform members of their responsibilities namely that:

a. the individual applications are to be kept confidential, i.e. no member of the Committee may discuss with someone outside of this Committee the names of those who have applied or the details of such applications.

b. members of the Selection Committee are expected to participate meaningfully in this process by ensuring that they have read the necessary documentation, that they are aware of the requirements of the job, that they are familiar with the requirements of the Recruitment and Selection Policy for Sub-Wardens and adhere to these requirements, that they attend relevant meetings as determined by the Selection Committee.

There is a separate document titled “Roles and Responsibilities of the Members of the Sub-Warden Selection Committee” which you may wish to distribute to each Committee member.

2. If so decided, the Chairperson shall eliminate from the applications those candidates who do not meet the academic, conduct and disciplinary record requirements and who are therefore not eligible for appointment.     The Chairperson may elect to use the blue short-listing form for this purpose.
At the short-listing meeting of the relevant Selection Committee
3.
Policy checks:

Check that members of the Selection Committee have short-listed (or if short-listing is to take place at the first meeting of the Committee, then remind the members) as follows:

a. the competencies identified for short-listing have been used;

b. diversity considerations have been taken into account;

c. the reasons for ratings given are documented.

4.   Restrict prior knowledge
Remind the members that any RELEVANT prior knowledge of the candidates may not be introduced until after the short-listing process for interviews has taken place.

5. Making the short-listing decision

If relevant, the Chairperson to present the full list of applicants and those who have already been screened out because of failing to meet minimum academic, conduct and disciplinary record requirements.   

Together with the Selection Committee, decide on who will go through to the next round of the selection process.   Remember that the Committee must include members of designated groups if they are suitably qualified.   
Please remember that short-listing should be done against the competencies identified for this process.   

The Chairperson is responsible for providing Human Resources with a list of candidates who were not short-listed and the reasons for their not being short-listed.  To assist in this task, the Chairperson may elect to use the blue form.
6. Introduction of prior knowledge

Once short-listing for the interview has taken place, ask the Committee members whether anyone has any information about any of the candidates which needs to be brought to the attention of the rest of the Committee.   This would have to be done only for those candidates who have been short-listed.   Remind the Committee that only RELEVANT information should be introduced.   Should any information be introduced, guide discussion on how to deal with this information to ensure (i) fairness to other applicants and (ii) fairness to the individual concerned, i.e. will similar information be accessed from other applicants and, if so, how, and how the issue will be raised with the candidate concerned.

7. Confirmation of interview questions

Confirm which questions will be asked (you may wish to consider the sample list prepared by the HR Division) and who on the Selection Committee will ask which questions.   
Please bear in mind:

a. that questions must be linked to the relevant competencies

b. that not all members of the Committee need to ask a question but rather that the number of questions asked reflect the competencies to be explored

c. that all members of the Committee must understand the questions and what constitutes an appropriate response.  
d. that any follow-up questions to information provided on the application form may also be asked.   
The Chairperson is required to keep a list of the interview questions as part of the minute of this process.    
At the interview
8. Policy checks

Check that members of the Selecton Committee have:

a. familiarised themselves with the candidates’ application information.

b. prepared their interview questions and fully understand what needs to be asked.

9. Reminders

Remind the members of the Selection Committee that:

a. questions asked must be related to the relevant job competencies.

b. the same KEY questions must be asked of each candidate.   Even where a member of the Appointment Committee feels that his/her question has been addressed, the question must still be asked, e.g. I think you have answered this question but you may wish to add something so I am going to ask it anyway ....@     Probing is possible and necessary if an incomplete answer is provided.   Remember that the Committee needs to be able to assess the candidates on the competencies identified and thus needs sufficient information to do so.

c. as Chair, you have the right to veto any questions which are unfair (i.e. blatantly discriminatory, irrelevant, or which represent an invasion of privacy which is not permissible in terms of the job requirements).

d. check whether any information arising from student input (accessed through asking students to raise any concerns they have about any of the short-listed applicants) or prior knowledge needs to be pursued with a candidate and discuss how to deal with this information to ensure (i) fairness to other applicants and (ii) fairness to the individual concerned.

e. the interview is also an opportunity for the candidates to select the University as an employer.   It is, therefore, important that each member of the Selection Committee conducts him/herself in a manner to enhance the image of the University.

10. Confirm the process

Before the Committee starts interviewing, confirm the process to be followed.

a. the Chair will introduce the members of the Committee to each candidate and ask the opening question.

b. members of the Committee will have an opportunity to ask their questions.

c. be observant about the duration of the interview (i.e. keep to time).

d. notes should be kept of each candidate so that discussion can take place.   You may wish to use the pink interview form for this purpose.

e. after all the candidates have been interviewed, discuss each candidate against each dimension.     
11. During the interview, ensure that sufficient information is available

It is your responsibility as Chair to ensure that sufficient information is available in order for the Selection Committee to make an informed decision.   Therefore, if a question is asked and not sufficiently explored by one of the members of the Selection Committee, it is your responsibility to probe further.   Also, before making the final selection decision, confirm with the Committee that it has sufficient information about each candidate in order to make an informed decision.

12. Making the selection decision

Remember to look at all the evidence collected for each candidate - guard against making a decision based only on interview data, i.e. remember the reasons why the candidate was short-listed in the first instance.   The Chairperson is responsible for ensuring that Human Resources receives written notes on each candidate against each dimension.    

Diversity considerations must be taken into account.
13. Fairness audit and minute of the appointment committee

Once the final selection decision has been taken, complete the fairness audit which is part of the Minute of the Selection Committee.   This minute should also be completed, signed by the relevant parties and then where relevant, sent to the relevant individual in the HR Division. Any alterations to the Minute MUST be initialled by the original signatories.
14. Provide Human Resources with relevant documentation
This includes

a. listing of individuals eliminated prior to short-listing with reasons for elimination;
b. listing of short-listed candidates with reasons for those not short-listed;
c. interview questions;
d. listing of unsuccessful candidates and reasons for lack of success..
Appendix 4: 
Recruitment and Selection Process for Sub-wardens 



in under-graduate residences 

1. Recruitment Process

The process for the recruitment of Sub-Wardens usually commences two weeks before the end of first semester lectures.

1.1 Eligibility for applying

Only registered Rhodes University students are eligible for appointment to posts of Sub-Warden.  

Applications can be made only for the Hall in which the applicant is currently residing, provided that the applicant has been a resident therefor at least two terms, although preference will be given to applicants from the house in which they are currently residing or have previously resided.   This is important given the short duration of these appointments and the need for new incumbents to be able to assume their responsibilities with a thorough knowledge of the residence.   

In the case of new Halls/residences, however, the Sub-Warden Appointment Committee (SWAC) or appropriate committee has the authority to advertise and select a student from outside the Hall, with no preference given to candidates within the Hall and provided that such external candidates have resided in a Rhodes University residence for at least two terms. 

In the case of post-graduate residences, students from other Halls may be invited to apply for such posts.

These appointments are made for no more than one calendar year and therefore all such posts become vacant at the beginning of every calendar year.   Re-appointment to these posts is not automatic and, as a result, Sub-Wardens wishing to reapply for appointment will be treated in the same manner as all other applicants.      Sub-Wardens may not serve more than two terms of appointment, i.e. two years.   

Approval is not required to commence the recruitment process.

1.2 Criteria for the Sub-Warden establishment and associated remuneration:
1.2.1 The following guidelines were developed in consultation with the Hall Wardens:

a. Within the Rhodes University residential system, the sub-wardens are appointed to assist the House Warden with the running of the residence;
b. Each residence is required to have a certain number of sub-wardens (called a quota in this document). This is based on the following principles:
· Each undergraduate and post-graduate residence is allocated at least two sub-wardens on the premise that the duties even in a very small residence are too onerous for just one sub-warden and/or the House Warden has to bear a larger responsibility for sharing such duties;
· Each geographically separate residential building is allocated at least one sub-warden e.g. each of the 3 buildings that make up Adelaide Thambo has a sub-warden;
· Annexes with more than 8 students (or where annexes are combined) will be allocated a sub-warden;
· Annexes with fewer than 8 students will not be allocated a full-sub-warden but remuneration 

(a responsibility allowance) will be set aside to recognise the responsibility assumed;

c. In an undergraduate residence, the ratio of students to sub-wardens should not be more than 35:1 on the premise of what is a manageable workload for students who also carry a full-study load. For example, in a residence with 137 students, the minimum number of sub-wardens is 4 (137/35 the maximum ratio of students to sub-wardens);

d. In a post-graduate residence, the ratio of students to sub-wardens should not be more than 45:1;

e. In an undergraduate residence, the maximum number of sub-wardens is determined by the ratio of 25:1. For example, in a residence with 137 students, the maximum number of sub-wardens is 5 (137/25 the minimum ratio of students to sub-wardens). The rationale of setting a minimum ratio (over and above the allocation of at least two sub-wardens) is to ensure that the remuneration offered remains attractive for sub-wardens in particular the minimum level of remuneration;

f. In a postgraduate residence, the maximum number of sub-wardens is determined by the ratio of 31:1;
g. Within the allocation and parameters outlined in point 2 above, the Hall Warden has the discretion as regards how many sub-wardens are appointed as follows:

· A Hall can choose to appoint more sub-wardens than the minima within a particular residence but this will impact the level of remuneration for these sub-warden/s; 

· Sub-wardens in annexes may carry the same share of sub-warden responsibilities as the other sub-wardens in the associated residence. Alternatively, the sub-warden may only have the duties associated with the annexe. This decision can be taken by each Hall and will obviously impact the level of remuneration for the sub-warden in the annexe; and

· At the time of recruiting sub-wardens, the Hall Warden must determine how many places will be filled in each residence.
1.2.2 The remuneration pool allocated to each Hall is based on the following:

a. Each Hall is allocated a remuneration pool. The remuneration pool should not be confused with what may be paid to individual sub-wardens as this is dictated by how many sub-wardens there are in a residence and how the Hall Warden wishes to allocate sub-warden duties (as above); 

b. The remuneration pool is made up of the fixed house portion and a variable house portion based on the sub-warden quotas;

c. The fixed house portion is calculated on the basis that each allocated sub-warden post and each annexe (even if there is no official sub-warden in the annexe) is allocated a sum of at least 25% of the basic/minimum residence fee for students. For example, a residence with two sub-wardens, has a fixed house portion of 2X the 25% of the basic residence fee while another residence with three sub-wardens has a fixed house portion of 3x the 25% of the basic residence fee; 

d. Thereafter, a variable portion for the Hall remuneration pool applies based on the number of students. The variable portion is calculated at 1.2% of the minimum residence fee multiplied by the number of students in that residence. For example, if the variable rate per student is R350, then a residence with 70 students, will get 70 X R350 as the variable portion of the remuneration pool. This system ensures that the remuneration is allocated fairly on the premise that while a certain core amount of work needs to be done (the fixed portion), the volume of work does vary contingent on student numbers; 

e. The variable rate per student is the same for postgraduate residences, even though it is acknowledged that the sub-wardening in these residences is less onerous than that in undergraduate residences. The same rate is paid because the post-graduate sub-warden works for 12 months of the year while the undergraduate sub-warden works for 10 months; 

f. Within this pool, cross subsidisation of remuneration cannot take place from house to house such that all sub-wardens in the Hall are paid the same. This is seen as an inequitable practice given that sub-wardens in different houses may not be performing the same amount of work;

g. A further percentage of 5.7% of the basic residence fee is added onto those residences where the Hall Warden is also the House Warden on the understanding that the Hall Warden will not participate in duties in the House and therefore, these sub-wardens carry greater responsibilities than other sub-wardens.

1.2.3 Individual sub-wardens remuneration is determined as follows:

a. Within each residence, the remuneration pool available for that residence will be divided by the number of sub-wardens appointed for that residence;

b. The number of sub-wardens appointed will depend on the Hall’s decision, in this regard. For example, if the remuneration pool available for a residence  is R45 000 and the residence decides to appoint 3 sub-wardens (maximum allowed), then each sub-warden will receive R15 000 per year. Should the residence decide to appoint 2 sub-wardens (minimum required), then each will receive R22 500 per year. If the decision is taken that those with responsibilities in Jan Smuts Annexe IV will share sub-warden responsibilities for the entire residence, then the remuneration pool will be that of Jan Smuts (e.g. R70 000) and the annexes (e.g. R18 000) divided by the number of sub-wardens in these areas (e.g. R88 000/6 sub-wardens one of which will be in the annexe = R14667 per student per annum); 

c. The above determinations are subject to the requirement that those sub-wardens that are in residences where the House Warden is also the Hall Warden will receive a further 5.7% increase on the understanding that they will have increased responsibilities; and

d. Where a Hall decides to combine annexes, the sub-warden’s remuneration will be calculated by using the fixed portion plus the variable portion, where the variable portion will be the total of all students in the various annexes multiplied by 1.2% of the basic residence fee. For example, if there are 3 annexes each with 4 students and the variable portion is R350 per students, the variable portion of remuneration for the sub-warden would be 12 (3x4) x R350.

e. Sub-wardens in undergraduate residences or annexes are appointed from the 1st of February to the end of November of each year. Sub-wardens in post-graduate residences are appointed from the 1st of January to the end of December of year. During the months of appointment, sub-wardens receive a monthly salary. As a member of the residences, these students still pay full residence fees; 

f. Sub-warden salaries are reviewed on an annual basis and increases are determined by the Director: HR.; 

g. Information regarding the salaries paid to Sub-Wardens will be easily available and published on the HR Division website at the time of recruitment of posts; and

h. Should the needs of a residence change subsequent to the time of offer of appointment, the process will be managed as follows:

· Once a student has been offered a contract as a sub-warden, this contract will be upheld, even if the residence to which s/he was appointed has changed subject to this student still being required to provide Rhodes University with the same amount of labour albeit in a different capacity as follows:

· Within the Hall, this student will become the first back-up in the event of a sub-warden vacancy in another residence;

· Should there be no vacancies within the Hall AND the Hall Warden is new, the individual may be assigned to assist the Hall Warden. This would usually require the student moving to the residence of the Hall Warden;

· Should there be no new Hall Warden, the student may be required to work in the Dean of Students Division with every attempt made to find suitable work. The student rate per hour will be used to determined the number of hours required. For example, if the sub-warden’s monthly contract is for R1000 per month and the student rate is R23 per hour, then 43 hours per month need to be worked in the Dean of Students Division. However, this time should not exceed 20 hours per week. Time can be made up during vacation periods.
· Should the student not find this arrangement viable, s/he will be able to terminate the contract with two week’s notice.

1.3
Calling for applications
The HR Division will forward the advertisement to Hall Wardens two weeks prior to the end of first semester lectures, and, in addition, will post the advertisement, further particulars and application form on the HR job site webpage.   The paper advertisement will refer students to the web page which will also contain the full job profile and this policy.    Hall Wardens are responsible for ensuring that students are made aware that the process of recruiting new Sub-Wardens has commenced by posting the advertisement on the Hall and residence notice boards.

Should a student elect to apply for a post in more than one residence within the Hall, a separate application form should be used for each residence.   Prospective candidates should return the completed applications to the Hall Administrators no later than the first Friday of the third term unless advised to send the applications elsewhere.

2. Selection Process
2.1  The selection criteria

Linked to the job requirements, suitable candidates must be able to demonstrate their suitability for the post. 

In the event of the appointment of a reserve candidate, this appointment will also be subject to these provisos.   Where there is doubt as to the interpretation of an academic record, the relevant Dean of Faculty will be asked to adjudicate.   

2.2  Composition of a Sub-Warden Appointment Committee (SWAC)

Each Hall and its residences may determine how best to constitute the Selection Committee provided that the following principles are adhered to:
· that there is 50% student representation to ensure adequate support from students in the Hall and residence to the appointment of the particular individuals;

· that in the case of residence committees,  to ensure an objective outsider’s perspective, at least two members of a committee are from outside the residence (e.g. Hall Warden, Hall Fellow, Hall senior/senior student or where this individual is in the residence selecting its House Warden, a senior student from another residence in the Hall), and in that in the case of Hall committees, at least one House Warden other than the Hall Warden is present;  

· that normally no committee shall exceed eight members to avoid the intimidation of candidates; 

· that, to provide insight regarding the challenges of the job, one committee member should be a current-serving Sub-Warden from within the Hall but not necessarily the appropriate residence (and not standing for reappointment);

· that Hall Fellows are encouraged to participate although it is acknowledged that such participation is onerous and time-consuming and not always feasible;

· that Hall Wardens are discouraged from chairing the selection process for Sub-Wardens in the residence of which they are House Wardens.

The Hall Warden is responsible for determining the composition of the various SWACs in consultation with the House Wardens, and preferably the Hall Committee.

A quorum should comprise at least 80% of the SWAC, ensuring a 50% student representation at all times.    The Chair has the authority to proceed with the selection process in the absence of committee members 
provided that the final decision regarding appointments shall not be undermined.
Below are the possible permutations of these committees.

	A:   at single residence level:
	B.   at multiple residence or at Hall level

(in order to keep committee to a maximum of eight members no more than three residences may be considered at once):

	Option A1:

Hall Warden (chair);

House Warden;

Hall Senior Student or SRC rep (both provided not in residence under consideration);

House Senior Student; and

one Sub-Warden or two. 

Option A2:

Hall Warden (chair);

House Warden;

House Committee member;

House Senior Student;

one Sub-Warden or two; and

Hall Fellow.

Option A3:

House Warden (chair);

Hall Senior Student or SRC rep (both provided not in residence under consideration);

House Senior Student or House Committee member;

one Sub-Warden or two; and

Hall Fellow or House Warden from another residence.
	Option B1 (where a residence under consideration  is not the Hall Warden’s residence):

Hall Warden (chair);

relevant House Wardens (but no more than three);

House Senior Students (but no more than three); and

one Sub-Warden.

Option B2 (where a residence under consideration is not the Hall Warden’s residence):

Hall Warden or Hall Fellow (chair);

relevant House Wardens (but no more than three);

Hall Senior Student or House Students (i.e. three persons); and

one Sub-Warden. 

Option B3 (where a residence under consideration IS the Hall Warden’s residence)

Hall Fellow or House Warden in the Hall (chair);

Assistant House Warden;

Hall Warden

One other relevant House Wardens;

House Senior Students (no more than three); and

one Sub-Warden.
	Option B4 (where a residence under consideration IS the Hall Warden’s residence)

Hall Fellow (chair);

Assistant House Warden;

relevant House Wardens (no more than two);

House Senior Students (no more than three); and

one Sub-Warden.

Option B5 (whether Hall Warden is House Warden or not)

One of the relevant House Wardens (chair);

the other relevant House Wardens (but no more than two);

House Senior Students (but no more than three); and

one Sub-Warden.




The SWACs must ensure fairness and accountability regarding the composition and activities of Selection Committees as per the University’s Equity Policy and Supporting Protocol for Appointments, inter alia:

· those individuals who serve on SWACs must have some level of insight into the post of Sub-Warden;

· those individuals who serve on SWACs must be aware of their selection responsibilities, including that they need to be present at every stage of the selection process, from the initial short-listing to the final selection decision;

· Chairpersons of SWACs must have the necessary expertise to conduct fair and equitable selection processes, and they must be aware of their responsibilities as far as this Policy is concerned;

· there is legitimate representation of a diverse range of people;

· all members of SWACs are responsible for ensuring a fair, legal and sound selection process, and that the confidentiality of applicants is respected and ensured. 

2.3  Screening and short-listing of applicants
The selection process should be set in motion as soon as possible after the closing date for applications (i.e. the first Friday of the third term) and should be completed within five weeks of the start of the third term.  The SWAC must conduct the short-listing process within eight working days of the closing date for applications.   This will allow the HR Division to make offers of appointment by the last day of the third term which, in turn, will allow students to make timeous decisions regarding remaining in residence as opposed to seeking accommodation elsewhere.  

The SWAC may elect to conduct an abbreviated short-listing process by interviewing those applicants who meet at least the following criteria:

· an acceptable disciplinary and conduct record
This means:

· Students with serious plagiarism offenses (level B +C) shall not be eligible for consideration as sub-wardens.
· Students may not have been previously found guilty and convicted in the preceding 12 months of a University disciplinary offence by any disciplinary authority in the University and sentenced 



a)
to a fine or equivalent amount of community service which is in excess of 20% of the Hall Warden’s maximum fine jurisdiction (whoever imposes it); or


b)
to any form of exclusion; or


c)
on more than four occasions for any disciplinary offence committed 

      
during the 12 months immediately preceding the application.   In all


cases, whether suspended or not, this disqualification will end 12


months after the sentence has been completed;

· Candidates who have shown a tendency towards aggressive and violent behaviour are not deemed suitable role-models.   Those candidates who are on record as having been reprimanded for or found guilty of such behaviour are not eligible for consideration.
· an acceptable academic record 

This means

· The candidate shall NOT have failed on average MORE than one full course credit (or two semester credits) in an academic year, and should not fail more than one full credit (or two semester credits) in the year of application;
· No offer of employment as sub-warden shall be confirmed where the student has supplementary examinations for no more than one subject to be written in the February of the year of appointment. This does not apply to aegrotats.
· have lived in a residence in the Hall for which the application is being made for at least two terms.  

The Selection Committee is responsible for documenting decisions, including reasons for the non-
recommendation of candidates for short-listing.
The Selection Committee shall
decide which candidates should go through to the next stage of the 
selection process.
The Selection Committee is responsible for proposing/confirming what key interview questions will be 
asked to address the competencies identified.
Consistent with the requirements of the Employment Equity Act, the Appointment Committees must short-list of suitably qualified candidates from relevant
 designated groups. 

The SWAC may elect not to present the entire committee with applications which do not meet the minimum academic, conduct and disciplinary record requirements.   Instead, the Chairperson may be asked to conduct this screening so that the applications of eligible candidates only are under consideration and that a list of ineligible candidate is made available to the committee.

2.4  Notification of candidates not short-listed for interview
Applicants who have not been short-listed for an interview should be notified within two working days of the short-listing process in writing by the Hall Warden.   Unsuccessful applicants will receive feedback from the Chairperson, if requests for such feedback are made.

2.5  Conducting the interviews
The SWAC is responsible for conducting fair and equitable interviews, through the running of structured interviews, ensuring that:

· the questions to be asked are related to the job competencies (note that the questions will have been determined at the short-listing meetings);

· careful consideration is given to the use of any questions that may be perceived to be unfair or discriminatory by candidates;

· the same/similar core questions are asked of each candidate (probing is feasible provided it is around the same core competency);

· each candidate is presented with similar demands within the interview situation;

· where possible, the introduction of prior knowledge about the candidate is well managed;   

· any concerns due to prior knowledge are raised with the candidate, giving him/her the opportunity to respond;

· each candidate is assessed relative to the competencies identified;

· there is consistency in rating of candidates; and

· these assessments are documented for later discussion.

2.6  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:

· discussing all the evidence collected for each criteria for each candidate;

· recording in writing the reasons why any persons were not recommended for appointment;

making the final decision on whom to recommend for appointment taking into consideration diversity considerations, and

· making a final decision regarding the first and second reserve candidates. 

In addition, consistent with the University’s equity strategy, the considerations outlined in Appendix 2 must be adhered to.

A recommendation for appointment shall be supported by a simple majority of the members of the SWAC.   If the SWAC is deadlocked by an equal number of votes, the committee will reconvene within 48 hours to reconsider the decision taken and to vote again.   Should the Committee remain deadlocked, the Chairperson will exercise his/her casting vote.

2.7 Approval and confirmation of appointments
2.7.1  The Chairperson, after confirmation by the SWAC that a fair, objective decision was reached, should submit the prescribed forms and the applicable applications via the Hall Warden (if the Hall Warden is not the Chairperson) to  the HR Division within two working days
2.7.2 By no later than the last day of the third term, the HR Division will:

·  send letters of offer to the successful candidates indicating that, after the final examinations, newly-appointed Sub-Wardens should continue to meet the academic, conduct and disciplinary criteria applicable at the time of appointment between the time the offer of appointment is made and the candidate assumes duty, 

· notify each unsuccessful reserve candidate of the outcome of the selection process and the procedure to be followed in the event of a vacancy occurring in the relevant residence, 

· notify candidates who have been interviewed but who have not been recommended for appointment or as reserve candidates that their applications have not been successful.

2.7.3 As soon as the final academic results become available, the Dean of Students will check the academic records of prospective Sub-Wardens.   Where a student has an unsatisfactory academic record that year, the offer of appointment will be withdrawn after consultation with the Hall Warden. The Dean of Students shall also indicate if there have been any disciplinary or conduct issues that have rendered a current offer of appointment null and void.
2.7.4 In the event of a successful candidate not assuming duty for any reason, the first reserve candidate will be appointed automatically subject to his/her having a satisfactory academic, disciplinary and conduct record in the year in which the recruitment and selection process was conducted.   Before such an appointment is made, however, the relevant Hall Warden will be consulted.

Appendix 5: 

Recruitment and Selection Process for Appointment of 
Sub-wardens in Post-graduate residences 

1. Recruitment Process

The process for the recruitment of these Sub-Wardens usually commences about two weeks before the end of first semester lectures.

1.1 
Eligibility for applying

Only registered Rhodes University students are eligible for appointment to posts of Sub-Warden.  

Students from other Halls may be invited to apply for such posts.

These appointments are made for no more than one calendar year and therefore all such posts become vacant at the beginning of every calendar year.   Reappointment to these posts is not automatic and, as a result, Sub-Wardens wishing to reapply for appointment will be treated in the same manner as all other applicants.      Sub-Wardens may not serve more than two terms of appointment, i.e. two years.   

1.2
Criteria for the Sub-Warden Establishment and associated remuneration:
This is the same as for sub-wardens in under-graduate residences.
1.3
Calling for applications
In the case of post-grad residences, the HR Division will forward the advertisement to Hall Wardens and, in addition, will post the advertisement, further particulars and application form on the HR job site webpage.   The paper advertisement will refer students to the web page which will also contain the full job profile and this policy.    Hall Wardens are responsible for ensuring that students are made aware that the process of recruiting new Sub-Wardens has commenced by posting the advertisement on the Hall and residence notice boards. An advert for these residences also goes out to all other Halls as students from other undergraduate residences may apply for these posts.
Should a student elect to apply for a post in more than one residence within the Hall, a separate application form should be used for each residence.   Prospective candidates should return the completed applications to the Hall Administrators no later than the first Friday of the third term unless advised to send the applications elsewhere.

2. Selection Process
2.1 
The selection criteria
Linked to the job requirements, suitable candidates must be able to demonstrate their suitability for the post. 

In the event of the appointment of a reserve candidate, this appointment will also be subject to these provisos.   Where there is doubt as to the interpretation of an academic record, the relevant Dean of Faculty will be asked to adjudicate.   

2.2
Composition of the Selection Committee
For the selection of sub-wardens in post-graduate residences in Halls with undergraduate residences, the same committee as for other sub-wardens will apply (see Appendix 4, point 2.2)
In the case of the Selection Committee for sub-warden posts in the Gavin Reilly Post-graduate village, this shall include: 
· Dean of Students or Deputy Dean of Students (Chair)
· One of the Hall Warden representatives

· two representatives from the Village

A quorum should comprise at least 80% of the Selection Committee, ensuring some student representation at all times.    The Chair has the authority to proceed with the selection process in the absence of committee members provided that the final decision regarding appointments shall not be undermined.
The selection Committee must ensure fairness and accountability regarding the composition and activities of Selection Committees as per the University’s Equity Policy inter alia:

· those individuals who serve on Selection Committee must have some level of insight into the post of Sub-Warden;

· those individuals who serve on Selection Committee must be aware of their selection responsibilities, including that they need to be present at every stage of the selection process, from the initial short-listing to the final selection decision;

· Chairpersons of Selection Committee must have the necessary expertise to conduct fair and equitable selection processes, and they must be aware of their responsibilities as far as this Policy is concerned;

· there is legitimate representation of a diverse range of people;

· all members of Selection Committee are responsible for ensuring a fair, legal and sound selection process, and that the confidentiality of applicants is respected and ensured. 

2.3
Screening and short-listing of applicants
The selection process should be set in motion as soon as possible after the closing date for applications (i.e. the first Friday of the third term) and should be completed within five weeks of the start of the third term.  The Selection Committee must conduct the short-listing process within eight working days of the closing date for applications.   This will allow the HR Division to make offers of appointment by the last day of the third term which, in turn, will allow students to make timeous decisions regarding remaining in residence as opposed to seeking accommodation elsewhere.  

The Selection committee may elect to conduct an abbreviated short-listing process by interviewing those applicants who meet at least the following criteria:

· an acceptable disciplinary and conduct record

This means:

· Students with serious plagiarism offenses (level B +C) shall not be eligible for consideration as sub-wardens.
· Students may not have been previously found guilty and convicted in the preceding 12 months of a University disciplinary offence by any disciplinary authority in the University and sentenced 



a)
to a fine or equivalent amount of community service which is in excess of 20% of the Hall Warden’s maximum fine jurisdiction (whoever imposes it); or


b)
to any form of exclusion; or


c)
on more than four occasions for any disciplinary offence committed 

      
during the 12 months immediately preceding the application.   In all


cases, whether suspended or not, this disqualification will end 12


months after the sentence has been completed;

· Candidates who have shown a tendency towards aggressive and violent behaviour are not deemed suitable role-models.   Those candidates who are on record as having been reprimanded for or found guilty of such behaviour are not eligible for consideration.

· an acceptable academic record 

This means

· The candidate shall NOT have failed on average MORE than one full course credit (or two semester credits) in an academic year, and should not fail more than one full credit (or two semester credits) in the year of application;

· No offer of employment as sub-warden shall be confirmed where the student has supplementary examinations for no more than one subject in the February of the year of the appointment. This does not apply to aegrotats.
The Selection Committee shall document these decisions, including reasons for the non-recommendation 
of candidates for short-listing.
The Selection Committee is responsible for deciding which candidates should go through to the next stage 
of the selection process.
The Selection Committee shall propose/confirm what key interview questions will be asked to address the 
competencies identified.
The Selection Committee may elect not to present the entire committee with applications which do not meet the minimum academic, conduct and disciplinary record requirements.   Instead, the Chairperson may be asked to conduct this screening so that the applications of eligible candidates only are under consideration and that a list of ineligible candidate is made available to the committee.

2.4  Notification of candidates not short-listed for interview
Applicants who have not been short-listed for an interview should be notified within two working days of the short-listing process in writing by the Hall Warden.   Unsuccessful applicants will receive feedback from the Chairperson, if requests for such feedback are made.

2.5  Conducting the interviews
The Selection Committee is responsible for conducting fair and equitable interviews, through the running of structured interviews, ensuring that:

· the questions to be asked are related to the job competencies (note that the questions will have been determined at the short-listing meetings);

· careful consideration is given to the use of any questions that may be perceived to be unfair or discriminatory by candidates;

· the same/similar core questions are asked of each candidate (probing is feasible provided it is around the same core competency);

· each candidate is presented with similar demands within the interview situation;

· where possible, the introduction of prior knowledge about the candidate is well managed;   

· any concerns due to prior knowledge are raised with the candidate, giving him/her the opportunity to respond;

· each candidate is assessed relative to the competencies identified;

· there is consistency in rating of candidates; and

· these assessments are documented for later discussion.

2.6 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:

· discussing all the evidence collected for each criteria for each candidate;

· recording in writing the reasons why any persons were not recommended for appointment;

· making the final decision on whom to recommend for appointment taking into consideration diversity issues, and

· making a final decision regarding the first and second reserve candidates. 

In addition, consistent with the University’s equity strategy, the considerations outlined in Appendix 2 must be adhered to.

A recommendation for appointment shall be supported by a simple majority of the members of the Selection Committee.   If the Selection Committee is deadlocked by an equal number of votes, the committee will reconvene within 48 hours to reconsider the decision taken and to vote again.   Should the Committee remain deadlocked, the Chairperson will exercise his/her casting vote.

1.7 Approval and confirmation of appointments
17.1  The Chairperson, after confirmation by the Selection Committee that a fair, objective decision was reached, should submit the prescribed forms and the applicable applications via the Hall Warden (if the Hall Warden is not the Chairperson) to the HR Division within two working days
17.2 By no later than the last day of the third term, the HR Division will:

·  send letters of offer to the successful candidates indicating that the appointment is conditional on the individual,  after the final examinations, continuing to meet the academic criteria applicable at the time of appointment and that the disciplinary requirements,  are not contravened between the time the offer of appointment is made and the candidate assumes duty, 

· notify each unsuccessful reserve candidate of the outcome of the selection process and the procedure to be followed in the event of a vacancy occurring in the relevant residence, 

· notify candidates who have been interviewed but who have not been recommended for appointment or as reserve candidates that their applications have not been successful.

17.3 As soon as the final academic results become available, the Dean of Students will check the academic records of prospective Sub-Wardens.   Where a student has an unsatisfactory academic record that year, the offer of appointment will be withdrawn after consultation with the Hall Warden. . The Dean of Students shall also indicate if there have been any disciplinary or conduct issues that have rendered a current offer of appointment null and void.

17.4 In the event of a successful candidate not assuming duty for any reason, the first reserve candidate will be appointed automatically subject to his/her having a satisfactory academic, disciplinary and conduct record in the year in which the recruitment and selection process was conducted.   Before such an appointment is made, however, the relevant Hall Warden will be consulted.

Appendix 6: Recruitment and Selection Process for Appointment of  Oppidan Sub-wardens
1. Recruitment Process

The process for the recruitment of these Sub-Wardens usually commences about two weeks before the end of first semester lectures.

1.1  Eligibility for applying

Only registered Rhodes University students are eligible for appointment to posts of Sub-Warden.  

All students may be invited to apply for such posts.

Students must be resident within the town of Grahamstown (and not in residence) during the time of their appointment.

These appointments are made for no more than one calendar year and therefore all such posts become vacant at the beginning of every calendar year.   Reappointment to these posts is not automatic and, as a result, Sub-Wardens wishing to reapply for appointment will be treated in the same manner as all other applicants.      Sub-Wardens may not serve more than two terms of appointment, i.e. two years.   

1.2  Associated remuneration:
The cost of Oppidan sub-wardensis covered from the Oppidan levy charged to these students.  The number of Oppidan sub-wardens is worked out on a basis of 1 Oppidan sub-warden per 500-600 students in the Oppidan collective i.e. students not in residence but still resident in Grahamstown.
The remuneration for Oppidan sub-wardens is based on:

· The average hourly rate paid to students in the undergraduate residences; 
· The number of hours per annum required for this work;

In addition, each sub-warden shall have 72 free meals in the Oppidan Dining-room per annum. This is not regarded as remuneration as being attendance for these meals is a requirement of the post. 
1.3 Calling for applications
The posts are advertised on the Rhodes jobsite. Any relevant media in the Oppidan Office is also used.
2. Selection Process
2.1 The selection criteria
Linked to the job requirements, suitable candidates must be able to demonstrate their suitability for the post. 

In the event of the appointment of a reserve candidate, this appointment will also be subject to these provisos.   Where there is doubt as to the interpretation of an academic record, the relevant Dean of Faculty will be asked to adjudicate.   

2.2
Composition of the Selection Committee

The Selection committee consists of the following:
· Hall Fellow (Chair) or Hall Warden Representative (Chair)
· Oppidan Hall Warden 
· Hall Fellow

· Hall Warden representative

· Two members of Oppidan Community, one male, one female (preferably a current Sub-Warden, member of Oppie Committee)

· SRC representative, preferably the Oppidan Councillor

A quorum should comprise at least 80% of the Selection Committee, ensuring some student representation at all times.    The Chair has the authority to proceed with the selection process in the absence of committee members provided that the final decision regarding appointments shall not be undermined.
The selection Committee must ensure fairness and accountability regarding the composition and activities of Selection Committees as per the University’s Equity Policy inter alia:

· those individuals who serve on Selection Committee must have some level of insight into the post of Sub-Warden;

· those individuals who serve on Selection Committee must be aware of their selection responsibilities, including that they need to be present at every stage of the selection process, from the initial short-listing to the final selection decision;

· Chairpersons of Selection Committee must have the necessary expertise to conduct fair and equitable selection processes, and they must be aware of their responsibilities as far as this Policy is concerned;

· there is legitimate representation of a diverse range of people;

· all members of Selection Committee are responsible for ensuring a fair, legal and sound selection process, and that the confidentiality of applicants is respected and ensured. 

2.3
Screening and short-listing of applicants
The selection process should be set in motion as soon as possible after the closing date for applications (i.e. the first Friday of the third term) and should be completed within five weeks of the start of the third term.  The Selection Committee must conduct the short-listing process within eight working days of the closing date for applications.   This will allow the HR Division to make offers of appointment by the last day of the third term which, in turn, will allow students to make timeous decisions regarding remaining in residence as opposed to seeking accommodation elsewhere.  

The Selection committee may elect to conduct an abbreviated short-listing process by interviewing those applicants who meet at least the following criteria:

· an acceptable disciplinary and conduct record

This means:

· Students with serious plagiarism offenses (level B +C) shall not be eligible for consideration as sub-wardens.
· Students may not have been previously found guilty and convicted in the preceding 12 months of a University disciplinary offence by any disciplinary authority in the University and sentenced 



a)
to a fine or equivalent amount of community service which is in excess of 20% of the Hall Warden’s maximum fine jurisdiction (whoever imposes it); or


b)
to any form of exclusion; or


c)
on more than four occasions for any disciplinary offence committed 

      
during the 12 months immediately preceding the application.   In all


cases, whether suspended or not, this disqualification will end 12


months after the sentence has been completed;

· Candidates who have shown a tendency towards aggressive and violent behaviour are not deemed suitable role-models.   Those candidates who are on record as having been reprimanded for or found guilty of such behaviour are not eligible for consideration.

· an acceptable academic record 

This means

· The candidate shall NOT have failed on average MORE than one full course credit (or two semester credits) in an academic year, and should not fail more than one full credit (or two semester credits) in the year of application;

· No offer of employment as sub-warden shall be confirmed where the student has supplementary examinations or no more than one subject in the February of the year of appointment. This does not apply to aegrotats.
The Selection Committee is responsible for documenting of these decisions, including reasons for the non-
recommendation of candidates for short-listing.
The Selection Committee shall decide which candidates should go through to the next stage of the 
selection process.
The Selection Committee is responsible for proposing/confirming what key interview questions will be 
asked to address the competencies identified.
The Selection Committee may elect not to present the entire committee with applications which do not meet the minimum academic, conduct and disciplinary record requirements.   Instead, the Chairperson may be asked to conduct this screening so that the applications of eligible candidates only are under consideration and that a list of ineligible candidate is made available to the committee.

2.4   Notification of candidates not short-listed for interview
Applicants who have not been short-listed for an interview should be notified within two working days of the short-listing process in writing by the Hall Warden.   Unsuccessful applicants will receive feedback from the Chairperson, if requests for such feedback are made.

2.5  Conducting the interviews
The Selection Committee is responsible for conducting fair and equitable interviews, through the running of structured interviews, ensuring that:

· the questions to be asked are related to the job competencies (note that the questions will have been determined at the short-listing meetings);
· careful consideration is given to the use of any questions that may be perceived to be unfair or discriminatory by candidates;

· the same/similar core questions are asked of each candidate (probing is feasible provided it is around the same core competency);

· each candidate is presented with similar demands within the interview situation;

· where possible, the introduction of prior knowledge about the candidate is well managed;   

· any concerns due to prior knowledge are raised with the candidate, giving him/her the opportunity to respond;

· each candidate is assessed relative to the competencies identified;

· there is consistency in rating of candidates; and

· these assessments are documented for later discussion.

2.6 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:

· discussing all the evidence collected for each criteria for each candidate;

· recording in writing the reasons why any persons were not recommended for appointment;

· making the final decision on whom to recommend for appointment taking into consideration diversity issues, and

· making a final decision regarding the first and second reserve candidates. 

In addition, consistent with the University’s equity strategy, the considerations outlined in Appendix 2 must be adhered to.

A recommendation for appointment shall be supported by a simple majority of the members of the Selection Committee.   If the Selection Committee is deadlocked by an equal number of votes, the committee will reconvene within 48 hours to reconsider the decision taken and to vote again.   Should the Committee remain deadlocked, the Chairperson will exercise his/her casting vote.

2.7   Approval and confirmation of appointments
2.7.1 The Chairperson, after confirmation by the Selection Committee that a fair, objective decision was reached, should submit the prescribed forms and the applicable applications to  the HR Division within two working days;
2.7.2 By no later than the last day of the third term, the HR Division will:

·  send letters of offer to the successful candidates indicating that, after the final examinations, newly-appointed Sub-Wardens should continue to meet the academic criteria applicable at the time of appointment and that the disciplinary requirements,  are not contravened between the time the offer of appointment is made and the candidate assumes duty, 

· notify each unsuccessful reserve candidate of the outcome of the selection process and the procedure to be followed in the event of a vacancy occurring in the relevant residence, 

· notify candidates who have been interviewed but who have not been recommended for appointment or as reserve candidates that their applications have not been successful.

As soon as the final academic results become available, the Dean of Students will check the academic records of prospective Sub-Wardens.   Where a student has an unsatisfactory academic record that year, the offer of appointment will be withdrawn after consultation with the Hall Warden. . The Dean of Students shall also indicate if there have been any disciplinary or conduct issues that have rendered a current offer of appointment null and void.

In the event of a successful candidate not assuming duty for any reason, the first reserve candidate will be appointed automatically subject to his/her having a satisfactory academic, disciplinary and conduct record in the year in which the recruitment and selection process was conducted.   Before such an appointment is made, however, the relevant Hall Warden will be consulted.

Appendix 7:  Recruitment and Selection Process for the Appointment of  
                        Health Care Centre Sub-wardens

1. Recruitment Process

The process for the recruitment of these Sub-Wardens usually commences about two weeks before the end of first semester lectures.

1.1
Eligibility for applying

Only registered Rhodes University students are eligible for appointment to posts of Sub-Warden.  All students may be invited to apply for such posts.

These appointments are made for no more than one calendar year and therefore all such posts become vacant at the beginning of every calendar year.   Reappointment to these posts is not automatic and, as a result, Sub-Wardens wishing to reapply for appointment will be treated in the same manner as all other applicants.      Sub-Wardens may not serve more than two terms of appointment, i.e. two years.   

1.2
Associated remuneration:
Two sub-wardens are appointed to the Health Care Centre (HCC) as there are evening duties. These two sub-wardens are expected to share duties equally as they do in residences.

The remuneration for these sub-wardens is determined as follows:

· The fixed portion of the remuneration is calculated on the same basis as for residence sub-wardens (see Appendix 4, 1.2.2.c);
· The variable portion as per the sub-warden remuneration calculation (see Appendix 4, 1.2.2) is set a 20 students, the amount for a small residence. This acknowledges that the JCC does not have a fixed number of students assigned to it. The HCC sub-wardens are also expected to provide some administrative assistance in the HCC at 5 hours per week;
· An additional responsibility allowance (15% of the fixed and variable portion) has been allocated as the HCC sub-warden are expected to deal with emergencies (a minimum of one every evening during term time) as well as oversee in-patients. This recognises the serious nature of this responsibility and that HCC sub-wardens need to have a First Aid qualification on appointment or acquire one shortly after appointment.
1.3
Calling for applications
The posts are advertised on the Rhodes jobsite, in all Halls and in student-based electronic media.
2. Selection Process
2.1 The selection criteria
Linked to the job requirements, suitable candidates must be able to demonstrate their suitability for the post. 

In the event of the appointment of a reserve candidate, this appointment will also be subject to these provisos.   Where there is doubt as to the interpretation of an academic record, the relevant Dean of Faculty will be asked to adjudicate.   

2.2
Composition of the Selection Committee

The Selection committee consists of the following:

· Head of Counselling / Wellness (Chair)

· Head of HCC                

· Hall Warden of Courtenay Latimer hall or nominee

· Current sub-warden if this person is not applying for post

· SRC representative         

The selection Committee must ensure fairness and accountability regarding the composition and activities of Selection Committees as per the University’s Equity Policy inter alia:

· those individuals who serve on Selection Committee must have some level of insight into the post of Sub-Warden;

· those individuals who serve on Selection Committee must be aware of their selection responsibilities, including that they need to be present at every stage of the selection process, from the initial short-listing to the final selection decision;

· Chairpersons of Selection Committee must have the necessary expertise to conduct fair and equitable selection processes, and they must be aware of their responsibilities as far as this Policy is concerned;

· there is legitimate representation of a diverse range of people;

· all members of Selection Committee are responsible for ensuring a fair, legal and sound selection process, and that the confidentiality of applicants is respected and ensured. 

2.3
Screening and short-listing of applicants
The selection process should be set in motion as soon as possible after the closing date for applications (i.e. the first Friday of the third term) and should be completed within five weeks of the start of the third term.  The Selection Committee must conduct the short-listing process within eight working days of the closing date for applications.   This will allow the HR Division to make offers of appointment by the last day of the third term which, in turn, will allow students to make timeous decisions regarding remaining in residence as opposed to seeking accommodation elsewhere.  

The Selection committee may elect to conduct an abbreviated short-listing process by interviewing those applicants who meet at least the following criteria:

· an acceptable disciplinary and conduct record

This means:

· Students with serious plagiarism offenses (level B +C) shall not be eligible for consideration as sub-wardens.
· Students may not have been previously found guilty and convicted in the preceding 12 months of a University disciplinary offence by any disciplinary authority in the University and sentenced 



a)
to a fine or equivalent amount of community service which is in excess of 20% of the Hall Warden’s maximum fine jurisdiction (whoever imposes it); or


b)
to any form of exclusion; or


c)
on more than four occasions for any disciplinary offence committed 

      
during the 12 months immediately preceding the application.   In all


cases, whether suspended or not, this disqualification will end 12


months after the sentence has been completed;

· Candidates who have shown a tendency towards aggressive and violent behaviour are not deemed suitable role-models.   Those candidates who are on record as having been reprimanded for or found guilty of such behaviour are not eligible for consideration.

· an acceptable academic record 

This means

· The candidate shall NOT have failed on average MORE than one full course credit (or two semester credits) in an academic year, and should not fail more than one full credit (or two semester credits) in the year of application;

· No offer of employment as sub-warden shall be confirmed where the student has supplementary examinations for no more than one subject in the February of the year of appointment. This does not apply to aegrotats.
The Selection Committee is required to document these decisions, including reasons for the non-
recommendation of candidates for short-listing;

The Selection Committee shall decide which candidates should go through to the next stage of the 
selection process.
The Selection Committee shall propose/confirm what key interview questions will be asked to address the 
competencies identified.
The Selection Committee may elect not to present the entire committee with applications which do not meet the minimum academic, conduct and disciplinary record requirements.   Instead, the Chairperson may be asked to conduct this screening so that the applications of eligible candidates only are under consideration and that a list of ineligible candidate is made available to the committee.

2.4  Notification of candidates not short-listed for interview
Applicants who have not been short-listed for an interview should be notified within two working days of the short-listing process in writing by the Hall Warden.   Unsuccessful applicants will receive feedback from the Chairperson, if requests for such feedback are made.

2.5  Conducting the interviews
The Selection Committee is responsible for conducting fair and equitable interviews, through the running of structured interviews, ensuring that:

· the questions to be asked are related to the job competencies (note that the questions will have been determined at the short-listing meetings);

· careful consideration is given to the use of any questions that may be perceived to be unfair or discriminatory by candidates;

· the same/similar core questions are asked of each candidate (probing is feasible provided it is around the same core competency);

· each candidate is presented with similar demands within the interview situation;

· where possible, the introduction of prior knowledge about the candidate is well managed;   

· any concerns due to prior knowledge are raised with the candidate, giving him/her the opportunity to respond;

· each candidate is assessed relative to the competencies identified;

· there is consistency in rating of candidates; and

· these assessments are documented for later discussion.

2.6 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:

· discussing all the evidence collected for each criteria for each candidate;

· recording in writing the reasons why any persons were not recommended for appointment;

· making the final decision on whom to recommend for appointment taking into consideration diversity issues, and

· making a final decision regarding the first and second reserve candidates. 

In addition, consistent with the University’s equity strategy, the considerations outlined in Appendix 2 must be adhered to.

A recommendation for appointment shall be supported by a simple majority of the members of the Selection Committee.   If the Selection Committee is deadlocked by an equal number of votes, the committee will reconvene within 48 hours to reconsider the decision taken and to vote again.   Should the Committee remain deadlocked, the Chairperson will exercise his/her casting vote.

1.7 Approval and confirmation of appointments
2.7.1. The Chairperson, after confirmation by the Selection Committee that a fair, objective decision was reached, should submit the prescribed forms and the applicable applications to the HR Division within two working days;

2.7.2 By no later than the last day of the third term, the HR Division will:

·  send letters of offer to the successful candidates indicating that, after the final examinations, newly-appointed Sub-Wardens should continue to meet the academic criteria applicable at the time of appointment and that the disciplinary requirements,  are not contravened between the time the offer of appointment is made and the candidate assumes duty, 

· notify each unsuccessful reserve candidate of the outcome of the selection process and the procedure to be followed in the event of a vacancy occurring in the relevant residence, 

· notify candidates who have been interviewed but who have not been recommended for appointment or as reserve candidates that their applications have not been successful.

2.7.5 As soon as the final academic results become available, the Dean of Students will check the academic records of prospective Sub-Wardens.   Where a student has an unsatisfactory academic record that year, the offer of appointment will be withdrawn after consultation with the Hall Warden. . The Dean of Students shall also indicate if there have been any disciplinary or conduct issues that have rendered a current offer of appointment null and void.

In the event of a successful candidate not assuming duty for any reason, the first reserve candidate will be appointed automatically subject to his/her having a satisfactory academic record in the year in which the recruitment and selection process was conducted.   Before such an appointment is made, however, the relevant Hall Warden will be consulted.

Appendix 8: Management of prior knowledge

Prior knowledge about an applicant must be handled very sensitively with due concern for:
1. the applicant concerned:   if the information is negative, the student must have an opportunity to contest such rumour or allegations;

2. other applicants:  that they are not treated unfairly as a result of this, for example, if the prior knowledge about another candidate is positive and no attempt is to find out if the same applies to other candidates; and

3. the University and its staff:  an unsuitable individual should not be selected and prior knowledge must be used appropriately. 
Prior knowledge should be managed within the selection process as follows:

(i). 
the members of the SWAC may not introduce any prior knowledge regarding any of the candidates until after the short-listing process for interviews has taken place. This includes any informal reference to knowing something negative about a candidate;

(ii).
after short-listing has taken place, the Chairperson will ask if there is any relevant prior knowledge regarding any of the short-listed candidates. Only relevant knowledge (e.g. about the potential work habits and behaviours of the student, comments about the applicant’s competence to do the job, any information which would make the employment of an individual a high risk for the institution) may be introduced;

(iii)
should there be prior knowledge, the Chair should lead a discussion on how best to manage this prior knowledge with due concern for the points 1 to 3 above.
Appendix 9:  Considerations in giving feedback after a Recruitment and Selection process to those who ask for feedback
Rhodes University supports the principle of giving feedback to applicants for employment who ask for such feedback on the following bases:

1. that it is important to a student’s personal and career development to know how one fares in the selection process in order to address any development areas identified by the Committee; 

2. that where a student was not selected purely because there were other stronger candidates, that the student receives the positive message, i.e. that of being deemed worthy of appointment but against stiff competition; and

3. that where there are allegations of unfair discrimination, the University seeks to provide evidence of how the selection process was conducted in order to negate such allegations.  

The Chairperson of the relevant Appointment Committee provides such feedback, in writing, to applicants when requested or where allegations of unfair discrimination are made. 

In giving feedback to candidates, the following guidance is offered:

· Those of us who have not been through a selection interview recently, may forget the amount of emotional energy which is often invested in the process. The applicant may often feel personally rejected rather than being found unsuitable for this particular position. The job market is such that candidates often repeatedly get a “no” response before getting a “yes” response.   It is advisable that students are warned of this reality.

· Be honest in a tactful manner. Honesty may be difficult for you and the candidate but it is in the student’s best interests to know the truth;

· Provide positive feedback about the strengths of the candidate. Do not only focus on Committee’s concerns. Remember that often a concern may have a very positive implication;

· Use positive language such as areas of development rather than weaknesses; 

· You need to provide the assessment of the Committee, not your opinion. Also, one would not provide the opinions of the various Committee members but rather the consensus reached by the Committee, taking into account the diversity of perspectives expressed;

· Try and be as specific as possible. If you say that the Committee had a certain view, provide evidence of this, e.g. “The Committee was concerned about your lack of assertiveness because your response to the question ……….. indicated a certain tentativeness”; and

· If the student was a strong candidate but there were other stronger candidates, you can indicate this. 

� The Dean of Students Division is currently under review. A proposal has been tabled for the change of name of the Dean of Students. Should this be approved, the policy will be updated in line with the decision taken.


� At the time of reviewing this policy, the current Dean of Students is retiring as at end June 2014. With the new appointment, a different designation will be used. The policy will then be updated to reflect this.
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