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1. INTRODUCTION

1.1 The recruitment and placement of the right people in the right positions is fundamental to the existence of a knowledge company such as GISCOE.
1.2 The Recruitment and Selection Policy has been implemented to enable the Company to identify appropriately qualified, high calibre individuals to fulfil its resource needs. This is beneficial to both the Company and the employee concerned in that it promotes employee productivity and job satisfaction, as well as cultivates a pleasant working environment.
1.3 This process takes place within the context of the Company’s Transformation objectives, supported by the Company’s Employment Equity Plan (see Policy Nr. LR-1: Employment Equity).
1.4 For the purpose of this policy,
1.4.1 Internal Job Applicants refers to persons currently employed within the Company.
1.4.2 External Job Applicants refers to persons not currently employed by the Company.
2. AIM OF THIS POLICY

The purpose of this Policy is: 
2.1 To provide guidelines to be followed during Recruitment and Selection.

2.2 To explain the Recruitment and Selection Procedure.

2.3 To clarify conditions pertaining to Recruitment and Selection.
2.4 To clarify the date on which permanent employment within the Company will commence.
2.5 To clarify the Company’s position towards travel expenses to attend interviews.

2.6 To clarify the Company’s position towards the Recruitment of candidates through Recruitment Agents.

2.7 To clarify the Company’s policy regarding the employment of candidates related to employees already employed by the Company.

2.8 To clarify the Company’s position to Psychological Evaluations of job applicants.

.

2.9 To clarify the Company’s position to Medical Examinations of job applicants.

3. SCOPE OF THIS POLICY

This policy applies to all internal and external job applicants.

4. GUIDELINES

4.1 Vacancies will be filled by the most suitable job applicants, without unfair discrimination, directly or indirectly, against anyone, on one or more grounds, including but not limited to race, gender, pregnancy, marital status, family responsibility, ethnic or social origin, colour, sexual orientation, age, religion, HIV status, disability, conscience, belief, political opinion, culture, language or birthright.

4.2 In order to meet its operational and strategic needs, the Company will recruit in a manner that is aimed at ensuring that its work force is representative of the best talent in the marketplace and the overall demographics of the country.

4.3 The Company endeavours to fill existing positions from internal job applicants, by advertising internally prior to external candidates being sought, unless otherwise approved by the Managing Director, 
4.4 The Company subscribes to the principles of the Employment Equity Act (EEA) by adopting a non-discriminatory position in the selection of suitably qualified people. The Company will not reserve any jobs for certain categories of people, irrespective of any circumstances. 
4.5 The following will be taken into consideration:
4.5.1 The skills and experience demanded by the position.
4.5.2 Applicant’s personality.
4.5.3 Suitability of the candidate to fit in with the Company culture. 
4.5.4 Potential for future development and advancement.
4.5.5 The Company’s Employment Equity Status. 
4.5.6 The Employment Equity Status of the applicant.
4.6 Where appropriate skills are not available, the Company will employ suitably qualified people from places outside its area of operation, including international job applicants.
4.7 Whilst preference will be given to South African Citizens, the Company will consider employment of Foreign Nationals on condition that they are in possession of a legal and appropriate work permit that entitles them to work in the country. The Company reserves the right to verify these documents with the relevant authorities. 

4.8 Depending on the circumstances, the Company may consider the Transfer (see Policy Nr. O-11: Relocation and Transfers) of existing employees prior to recruiting externally. 

4.9 The Company may use accredited Recruitment Agents that subscribe to the Employment Equity and Ethical Business Principles, for purposes of recruiting available skills (see Point 8).
4.10 The Company will ensure that the persons responsible for Recruitment and Selection are suitably qualified and experienced. Such persons are required to a good understanding of the functions and services of the Company. 

4.11 The Human Resources Department, Departmental Manager and Managing Director will be responsible for the Recruitment process.

4.12 The Company prefers to employ people on a Permanent basis, wherever possible. However due to circumstances that best suit the interests of the Company and its clients, as well as the nature of work to be done, the Company will hire employees on either a Permanent or Fixed-Term basis. The Company will also exercise its discretion to outsource some of its functions to Independent Contractors where necessary. (See Policy Nr. R-2: Classification of Employees).
4.13 The Company will employ candidates who are eighteen (18) years or older. In the event of the Company utilizing scholars or casuals during the vacation periods, the minimum age of fifteen (15) years old will apply.

4.14 Final Selection rests with the Departmental Manager after consultation with Human Resources Department and the Managing Director.
5. RECRUITMENT AND SELECTION PROCEDURE

5.1 Once a business case for a new employee is made by a Manager, a signed New Employee Recruitment Form (Appendix R-1-1) is completed and submitted to the Managing Director who will authorize the process to begin Recruitment and Selection.
5.2 The skills and experience required of the ideal candidate must be determined.
5.3 An updated Job Description for the particular position must be attached to the New Employee Recruitment Form.
5.4 All available positions within the Company are advertised on the Company’s Internal Website (http ://) with deadlines stipulated for applications. These include new and replacement positions. 
5.5 Where suitable candidates are not found via the Company Website, vacancies will be advertised externally. All media advertising will be prepared professionally as per the Company’s Recruitment advertising standards so as to promote the Company’s image as an employer of choice.
5.6 If direct advertising does not produce suitable candidates, the use of Recruitment Agencies may be considered (see Point 8).
5.7 Short listing, Interviewing and Selection will be undertaken by the Human Resources Manager, the relevant Departmental Manager and if needed the Managing Director.
5.8 Evaluation of potential job applicants will be based on an assessment of their qualifications, skills, competencies, experience and suitability against a detailed job specification, the criteria stipulated on the Requisition for Recruitment and the advertised vacancy. The evaluation will also include an assessment of the candidate’s compatibility with the values and culture of the Company.
5.9 Competency and Selection assessments (Psychometric Assessments), where appropriate, will be conducted for certain vacancies. These assessments are selected on the basis that they are culturally fair and will be facilitated by professional assessors.

5.10 Final Selection of candidates will be based on contributing factors listed above as well as the result of the behavioural interviews and assessment reports.

5.11 All necessary steps will be taken to ensure confidentiality with regard to the applicant’s details.

5.12 Proper Reference Checking (including but not limited to credit, criminal, integrity, relevant experience and prior learning, verification of qualifications and the capacity of the applicant to acquire, within reasonable time, the ability to do the job) will be conducted on successful appointments and results will be documented. 

5.13 Reference checks, where required with current employers will only take place with the permission of the candidate, except when a referent is named in a letter or CV from the applicant, prior to any offer of employment being made. 

5.14 In cases where there is a substantial discrepancy between the applicant’s information and the reference check, or where a previous employer returns unfavourable information, the applicant shall be given an opportunity to present his/her case.

5.15 Reference checks will only be aimed at eliciting factual information on objective job issues, such as duration of employment, salary on termination, position held, reason for leaving, attendance record.

5.16 All unsuccessful candidates will be notified in writing, within thirty (30) days of applying for a position. This will happen irrespective of whether or not the applicant was granted an interview. 

5.17 If an application by an internal applicant is unsuccessful, the internal applicant shall be given an opportunity to meet with his/her immediate Manager to review the reasons why his/her application was not successful. The immediate Manager of the unsuccessful internal applicant shall also discuss possible actions or steps that could be taken in order to develop the potential of the applicant and must counsel the unsuccessful internal applicant.

5.18 All offers of appointment will be signed by the Managing Director. The letter of appointment should ensure that new appointments acknowledge receipt of the letter of appointment and conditions of service.

5.19 All documentation relevant to the Recruitment and Selection process will be retained for a period of one (1) year. 

5.20 The relevant documents of the successful candidate will be filed in the employee’s personal file.
5.21 The position will be offered to the most suitable candidate.
6. COMMENCEMENT DATE

6.1 The “Commencement date” is the date on which the employee actually started to work for this Company on a permanent basis.
6.2 All service benefits due to the employee will be based on this date.
6.3 A break in service for whatever reason will result in a new commencement date.
7. TRAVEL EXPENSES TO ATTEND INTERVIEWS

7.1 The Company is aware that on some occasions, the Job Applicants may need to travel long distances to attend interviews at Company offices. 
7.2 The Company does not undertake to reimburse job applicants for costs incurred while travelling to an interview with the Company.
8. RECRUITMENT AGENTS

8.1 In its quest to employ people with the best skills, the Company will utilise all the recruitment sources at its disposal, including Recruitment Agents.
8.2 In order to restrict Recruitment costs, the appointment of Recruitment Agents should be regarded as a last resort, and prior authorization should be obtained from the Managing Director regarding the payment of Placement Fees.
8.3 The Company will not unfairly discriminate in favour of any Recruitment Agent for Staff Recruitment.
8.4 In selecting the Recruitment Agency the Company will consider the following:
8.4.1 Service delivery and efficiency;
8.4.2 Professional business ethics;
8.4.3 Accreditation by the Association of Personnel Service Organisations (APSO) to ensure that Recruitment Agency is legally compliant and operate according to Best Practice Standards.
8.4.4 Recruitment Agent’s commitment to promoting Employment Equity;
8.4.5 Recruitment Agent’s Fees.
8.5 In the event of the termination of services of an employee, either as a result of voluntary resignation or dismissal by this Company, or for poor performance or misconduct, within a period of twelve months after the completion of probation, such an employee will be liable for the refund to the Company of the proportional amount of the Placement Fees relative to the length of service as at the date of termination (See Appendix R-1-2: Acknowledgement of Recruitment Agent Fees).

9. EMPLOYMENT OF RELATIVES OR SPOUSES

9.1 In a skills competitive market, it is difficult to exclude all people who are in a relationship with someone who is already employed by the Company. This Policy is intended to provide a guideline around what is acceptable, and to clarify how such relationships are managed within the Company. The Company believes this approach will help prevent problems associated with management, risk, morale and limit the potential for conflict of interests.

9.2 General business practice dictates that it is undesirable and unwise to employ people who are related through marriage or blood, or who are in a close personal relationship. Such relationships often lead to accusations of favouritism and/or nepotism and create sensitivity amongst colleagues in that criticism of one party may incur the wrath or displeasure of the other party.

9.3 The Company will consider and accept employment applications from relatives and close family members on the proviso that one relative does not have management responsibility to the other, or any influence over the other’s employment through decisions, recommendations or judgments pertaining to matters including and not limited to appointment, assessment of performance, career progression, discipline, work allocation and remuneration.

9.4 The Company will avoid the placement of individuals in positions where:

9.4.1 There is a potential for conflict in the managing of poor performance or discipline.

9.4.2 A possibility of higher expectations or harsher treatment of individuals in an effort to demonstrate a lack of favouritism.

9.4.3 Where they have access to sensitive information relating to the relative.

This policy applies to all current and prospective employees, whether on Permanent, Fixed-Term, Casual or Contract basis.
9.5 Relationships of concern to the Company are those which are within the employee’s immediate family (first degree relatives), i.e.

9.5.1 Husband/Wife (including Common Law, or other recognized unions).

9.5.2 Mother/Father.

9.5.3 Son/Daughter.

9.6 Other personal relationships that may also be influenced by this Policy are:

9.6.1 Siblings

9.6.2 Relationship by marriage (in-laws).

9.6.3 Cousins

9.6.4 Nephews/Nieces

9.6.5 Grandparents

9.6.6 Grandchildren

9.6.7 Aunts/Uncles

9.6.8 Employees who are in a romantic relationship.

9.7 For the purpose of this Policy the aforementioned are referred to as “Relatives”.

9.8 It is the responsibility of the employee or prospective employee to disclose any of the above relationships during the interview stage, and certainly upon commencement of employment, in order for the Company to ascertain whether or not the appointment contravenes its Policy statement.

9.9 As the intent of this Policy is to protect both the Company and the employee:

9.9.1 Each employee has a responsibility to keep his/her Manager informed of changes relevant to this Policy, e.g. becoming a relative of another employee through marriage.

9.9.2 Each Manager and HR manager has a responsibility to monitor and implement this Policy in a fair and consistent manner.

9.10 Prohibited employment relationships (Managers)

9.10.1 As Managers have extensive influence within the wider business, the employment of their relatives is permissible on condition that the relative is employed in another office or a department unconnected with that of the Manager. A relative of a Manager may not be employed within the Manager’s own business competency area even where there is no direct reporting line between the two parties as there will always be an indirect line of influence. 
9.10.2 Where the Manager is invited to sit on a panel where the said relative is to be discussed or evaluated, the responsibility lies with the Manager to declare the relationship and withdraw himself/herself from the process.
9.11 Prohibited employment relationships (Other Employees)

9.11.1 Relatives of other employees may not be employed where there is a direct reporting line between the two parties. Whilst discouraged, the employment of relatives within the same business competency area may be considered under special circumstances, such as where there are special skills involved, providing there is no reporting line (either direct or indirect) between the parties.

9.11.2 Relationships that occur between employees subsequent to their employment should be brought to the attention of the relevant Manager or Human Resources Manager as soon as these relationships are likely to become permanent.

9.11.3 In situations where two employees become close relatives by marriage and one has management responsibility over the other or makes employment decisions pertaining to the other, one of the individuals will be required to affect a transfer or termination within ninety (90) days of the relationship being formalized. The Manager must advise both employees of the available alternatives and allow the employees the opportunity to select among the alternatives. If the employees are unable to agree and/or decide upon such alternatives within thirty (30) days, the Manager, in consultation with HR will take appropriate action to remedy the situation. Such action may include an involuntary transfer or termination of employment.

9.12 Prohibited employment relationships (Personal relationships)
9.12.1 From time to time a close personal relationship between two current employees subsequent to their employment may occur. If the relationship has a possibility of creating a situation in terms of the preceding paragraph, it must be disclosed to their Manager. The Company relies on the employees’ good judgment to determine when a personal relationship could create a conflict of interest in terms of this Policy, and further relies on employees to disclose their relationship at this point. 

9.12.2 Once a personal relationship has been disclosed, the Manager in consultation with the HR Manager, will consider the wider repercussions of the relationship on the business, and may require one of the parties to transfer to another area in the Company in order to avoid any potential conflict. If this is not possible and the employment of both employees in their current roles creates an untenable conflict of interest, the company will consult with both employees with a view to releasing one of the parties from its employment contract. 

10. PRE-EMPLOYMENT PSYCHOLOGICAL EVALUATIONS
10.1 Psychometric tests are designed to determine whether a person has the mental capacity and/or personality traits required for a particular job.

10.2 Psychometric tests will only be used to measure inherent job requirements, which are difficult to evaluate otherwise. 

10.3 The choice of psychometric tests for selection purposes shall be based on inherent job requirements and differs in purpose of use. 

10.4 Psychometric testing will only be considered for selection purposes if the test is valid, reliable and culturally fair. 

10.5 Norms from validation studies outside the company for similar purposes shall only be used as an interim measure.

10.6 Test scores will be kept confidential and locked in a safe place. Test results are valid for a period of 12 months, but will be kept for a period of 3 years.

10.7 All psychometric tests will be interpreted by or under the supervision of a person that is qualified, registered and professionally recognised to administer such a test. 

10.8 Psychometric assessment and testing will be seen as one of the steps in the selection process. 

10.9 Feedback on his/her performance in the psychometric test(s) must be given if required by an applicant.
11. PRE-EMPLOYMENT MEDICAL EXAMINATIONS

11.1 In terms of this Policy and the Employment Equity Act, the term “employee” includes current employees and potential employees i.e. job applicants.
11.2 The Company subscribes to the Legislation, which prohibits the Medical Examination of current and prospective employees.
11.3 The Company will conduct Medical Examinations only under the following circumstances:
11.3.1 When this is permitted by legislation or authorised by the Labour Court.
11.3.2 Where there is enough justification due to the employment conditions, inherent nature of the job, or prevailing medical facts, including any epidemic or spread of unknown diseases.
11.4 The company places the onus on each employee to disclose to Management any medical infirmity or diseases from which the employee suffers so that: 
11.4.1 The employee may be placed in the job that best meets his/her health condition;
11.4.2 The employee may be assisted with the appropriate medical treatment.
11.5 The Company absolves itself from any possible charges of unfair employee treatment or considerations that may be a consequence of placing an employee in a position or area that conflicts with his or her health status, if the employee did not disclose such a health condition to the Company.
11.6 Should the Company discover that an employee, during his or her term of employment, has a serious medical condition which he or she failed to disclose to Management when he/she joined the Company, the Company reserves its rights to take disciplinary action against such an employee.  
11.7 In case a medical examination might be required the following procedure will be followed:
11.7.1 The employee or prospective employee will be requested to attend a Medical Examination, to be done by his/her own Medical Practitioner.
11.7.2 The Company will exercise its discretion, where necessary, to refer such a person to the Medical Doctor or Specialist to be selected by the Company.
11.7.3 The Company will carry the full costs for such a Medical Examination, excluding costs of treatment or medication, should the doctor so prescribe.
11.7.4 The Company will utilise the results of Medical Examination to decide on the most suitable position and area where to place an employee, where his or her health status will not be further aggravated or would not result in the reduction of performance standards. 
12. AMENDMENTS
The Company reserves the right to amend this policy at its discretion. In such a case employees will be informed accordingly.
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