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POLICY ON APPOINTMENTS
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1.
POLICY STATEMENT
It is the policy of  the Tshwane University of Technology to recruit, select and appoint qualified and skilled staff to meet the requirements of its strategic objectives. 
2.
DEFINITIONS

“Lecturer” refers to any member of the lecturing and research staff and sometimes to the level between junior lecturer and senior lecturer.  The distinction should be clear from the context in which the word is used.

“Lecturing staff” refers to all teaching and research staff, commonly known as the academic staff.

“Needs analysis” maintains a strategic approach to recruitment, which implies that the person and post specifications be in line with the general strategic direction of the institution.

“Behavioural simulations” allows the interviewer to observe actual behaviour or the result of actual behaviour.  Simulations are structured exercises that recreate relevant job situations and challenges.  They permit reliable, high-quality measurement of individual performance.  Simulations are designed to replicate a day in the life of the job incumbent, thereby providing a high degree of realism.  Simulations can be administrative (in-basket, analyses, scheduling) or interactive (presentations).

“Assessments” refers to properly validated tests, which allow for accurate selection and placement of qualified candidates are used.  Assessments will only be used if such assessments have been validated as providing reliable results which are appropriate for the intended purpose and can be applied in a fair manner irrespective of culture.

“Research” refers to subsidised articles, other scientific publications, popular scientific publications, published subject-scientific presentations, other presentations made at conferences and symposia, successful supervision of masters and doctoral students and research awards and funding.

“Community service” refers to contributions of community service that was rendered with a view to the creation of opportunities for teaching and research, service to the students, scientists, professional societies, other universities and accredited institutions and the community/public.

“Continuous professional development (CPD)”.  CPD refers to the formally organised conferences, courses or educational events as well as work-based learning. 

“Institutional involvement” refers to all levels of involvement, showing the candidate’s contribution to the institution.

“Criteria and production of artefacts” will include works of art (both visual and performing), architectural works, engineering works, patents and software.
3.
RULES

3.1 A needs analysis is done whenever a vacancy arises, by the Human Resources professional.

3.2 All advertisements regarding vacant posts should comply with the policy on employment equity and should strive to promote it.  This means that an advertising strategy should be followed that would ensure that people from all communities are reached.  Internal recruitment should be considered first before advertising externally. Records should be kept.  From the information gathered from the needs analysis, the human resources practitioner compiles the advertisement.  All vacancies are advertised and administered on / via the E-recruitment system.   
3.3 The HR practitioner compiles a preliminary shortlist of candidates meeting the requirements and the short-listing committee agrees on the preliminary shortlist.  An Employment Equity official shall participate in the shortlisting process.
3.4 Criteria should be based on the job requirement standards that are appropriate for the job.  Selection criteria for all vacancies should facilitate employment equity.
3.4.1 Criteria for academic appointments in respect of Junior Lecturer, Lecturer, Senior Lecturer, Principal lecturer, Associate Professor and Professor (refer to Addendum 1)

Junior Lecturer

· Be in position of suitable academic qualification as well as relevant practical and/or academic experience where appropriate.

· Be a role model for learners.

· Be able to choose the most appropriate method for learning to take place.

· Do proper presentations.

· Design relevant courseware.

· Compile learning guides according to set criteria.

· Facilitate learning effectively.

· Render community service.

· Assist in research projects.

· Assess learners according to SAQA guidelines.

· Participate in continuous professional development.

Lecturer

Adhere to the above-mentioned criteria as well as the following:

· Participate in Research projects and publish results.

· Liaise with industry regarding co-operative learning.

· Do workplace assessment.

· Design curricula.

· Participate in national and inter-national conferences.

· Be a mentor where needed.

· Be involved in the transfer of technology.

Senior and Principal Lecturer

Adhere to the above-mentioned criteria of both categories, as well as the following:

· Liaise with industry to stimulate scientific and technological development.

· Supervise post-graduate learners.

· Engage in academic management tasks.

· Initiate research activities.

· Select staff and take responsibility for the management of staff development.

Professor

Adhere to all the above-mentioned criteria, as well as the following:

· Be acknowledged by industry as a leader.

· Lead research and encourage staff to participate.

· Be an excellent lecturer.

The capabilities and qualifications of any lecturer should be viewed holistically.  These guidelines should apply to the appointment of all permanent full-time, temporary full-time and temporary part-time lecturing staff at TUT.  In order to accommodate the uniqueness of each discipline, each faculty should also be allowed their own emphasis in applying the guidelines.

It is important that the employment of academic staff be aligned with the strategic priorities of the University.

Although no reference is made under the heading “Teaching” in the aforementioned profile of formal teaching qualifications, it is expected from staff to be in the possession of a teaching qualification.  A one-year teaching qualification “Post Graduate Certificate in Higher Education and Training” will be a strong motivation for appointment and or promotion.

All newly appointed lecturers have to attend an orientation program and prove competence against defined outcomes before permanent appointments can be confirmed.

The University recognises the Recognition of Prior Learning (RPL) process and candidates with the necessary evidence from SAQA will be considered if they meet the minimum requirements.
3.4.2 Criteria for support staff appointments:

	JOB LEVEL
	MINIMUM QUALIFICATIONS
	COMPETENCIES

	18 – 13
	Peromnes requirements

NQF requirements (levels 2-4)
	Job related competencies as per job description

	12 – 8
	Peromnes requirements

NQF requirements (levels 4-5)
	Job related competencies as per job description

	7 – 6
	M+3 (where applicable)/

Peromnes and NQF (levels 5-6)
	Job related competencies as per job description

	5 and higher
	M+3 (where applicable)/

Peromnes and NQF (levels 6-8)
	Job related competencies as per job description


3.5 Assessment forms part of the pre-selection process and is done on short-listed candidates, prior to the interview.  Qualified staff, trained in conducting psychometric tests may use them.

3.6 All internal members of the selection committee must have completed the in-house recruitment and selection training programme.  All selection committees will be arranged by the Division of Human Resources and are constituted in accordance with policy. 

Composition of Selection Committee:
	JOB LEVEL
	COMMITTEE

	18 – 13
	· Head of department/divisional head (chairperson)
· Immediate supervisor
· HR practitioner

· Union representatives*

	12 – 7
	· Head of department/divisional head (chairperson)
· Immediate supervisor
· HR practitioner
· Union representatives*

	6 – 5
	· Deputy Vice-Chancellor (chairperson)

· Director / Head of division

· Immediate supervisor

· HR practitioner

· Union representatives*

	Academic staff (junior lecturer B senior lecturer)
	· Dean of faculty (chairperson)

· Head of department

· HR practitioner

· Union representatives*

	Academic staff (principal lecturer)
	· Deputy Vice-Chancellor (chairperson)

· Dean of faculty

· Head of Department

· Senior HR practitioner

· Union representatives*

	Professors
	· Vice-Chancellor (chairperson)

· Deputy Vice-Chancellor (Academic)

· Deputy Vice-Chancellor (Research)

· Two Deans

· One member from another tertiary institution

· One member from industry

· HR practitioner

· Union representatives*

	Associate Professors
	· Deputy Vice-Chancellor (chairperson)

· Dean of faculty

· Head of department

· HR practitioner

· Union representatives*

	Head of departments
	· Deputy Vice-Chancellor (chairperson)

· Dean of faculty

· HR practitioner

· Union representatives*

	Management (including campus directors and directors)
	· Vice-Chancellor (chairperson)

· Deputy Vice-Chancellor

· Dean/Registrar

· 1 representative from community (if applicable)

· 1 representative from industry

· 1 representative from Academic Committee

· HR practitioner

· Union representatives*

	Deans of faculties 

Registrars

Deputy Vice-Chancellor
	As above, plus council members

	ALL SELECTION COMMITTEES SHOULD BE REPRESENTATIVES - W.R.T RACE AND GENDER 



*
Proportional representivity

3.6.1 Responsibilities of the selection committee:


The chairperson 

Shall ensure that the correct procedure is followed.


Ensure that all members of the selection committee are aware of the University/s policies on recruitment and selection and employment equity.


Ensure that all reasonable measures are taken to achieve progress towards the faculty/directorates targets regarding diversity.


The members


Systematically measure the candidates against the set of explicit job-related criteria.


All candidates must be measured against the same criteria.


Committee members will have an opportunity to ask other questions that might include questions specific to the candidatures of particular applicants.


Members of the selection committee shall respect the confidentiality of the process.


All recruitment and selection exercises must be recorded and must include the selection criteria, the rating being given to each candidate, the staff profile of the department/division concerned, copies of the interview guide, the selection committee’s evaluation grid and final conclusion.


The selection committee should weigh the applicant’s skills, abilities, qualifications and experience against a set of explicit job-related criteria.


A set of standard questions, based on targeted selection principles should be developed in advance of an interview, and each candidate should be asked those questions.  The intention is to develop a standard comparative mechanism based on the same criteria for all applicants.


Interviewers must be familiar with employment legislation/and the targeted selection interviewing process.

3.7 Reference checking and qualification validation are done before a final offer can be made to the successful candidate.  The institution reserves the right to contact references, unless the applicant can convince the selection committee otherwise.  References can only be contacted with the permission of the applicant and can only be done by the relevant Human Resource Practitioner.  The candidate’s right to confidentiality may not be infringed.

3.8 The medical testing of a staff member is prohibited, provided that legislation permits or requires such testing on, or it is justifiable in the light of medical facts, conditions of service, social policy, the fair distribution of employment benefits, or the inherent requirements of a job.
4.
PROCEDURES

See Addendum 2.

5. DOCUMENTS 

List all the relevant documentation.
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