14 March 2007
PLACEMENT OF STAFF (POST LEVELS 5 – 18)

TERMS OF REFERENCE OF COMMITTEES

1. ACADEMIC AND ADMINISTRATION SUPPORT PLACEMENT COMMITTEES
1.1 COMPOSITION

1.1.1
Academic Placement Committee
Chairperson:


Prof Lourens van Staden (DVC:  TLT)
Deans x2:


Prof Pieter Marais (Dean)




Dr Stanley Mukhola (Dean)
Additional member:

Mrs Joyce Mashabela (DVC:  FBD)

Labour:


NUTESA 1/NEHAWU 1 (as observers)

Executive Dean or

Relevant executive dean or -director when that

-Director:


structure is presented

Human Resources:

HR Officer dedicated to that environment


Secretariat:


Recording
1.1.2
Administration Support Placement Committee

Chairperson:


Prof Johnny Molefe (DVC: IPO)


Registrar:


Mr Nico Stofberg


CFO



Dr Doeke Tromp 


Executive Director:

Mr Phillip Nel 


Additional member:

Prof Otieno (Dean)

Labour:


NUTESA 1/NEHAWU 1 (as observers)

Executive Dean or 

Relevant executive dean or -director when that

-Director:


structure is presented


Human Resources:

HR Officer dedicated to that environment


Secretariat:


Recording

1.2
FUNCTIONS


The Academic and Administration Support Placement Committees’ main functions will be to:

· Ensure that the profiles, ranking and placement exercise is done horizontally throughout the institution per post levels, i.e. P5 to P9 (Academic) and P5 to P8, P9 to P13 and P14 to P18 (Administration Support).
· Approve post profiles for all posts, in collaboration with HR.  The HR officer will ensure that standard procedure be followed and that generic profiles not be duplicated.

· Rank posts in the new structure in terms of existing, approved post levels and refer those posts,  that are undecided, for evaluation.
· Submit proposals on the placement of existing staff, to the Core Placement Committee in terms of the match and place and/or internal advertisement principles.

2. CORE PLACEMENT COMMITTEE
2.1 COMPOSITION

The Core Placement Committee is appointed by the EMC.

Chairperson:



Dr Prins Nevhutalu (DVC RIP)

EMC:




Mrs Joyce Mashabela (DVC FBD)

Academic Committee:

Dr Sonia Swanepoel (Dean)

Admin Support Committee:
Dr Engela van Staden
Labour:



NUTESA 1/NEHAWU 1

Senate:



Dr Rose Laka-Mathebula 
Institutional Forum:


Mr Gardner Tefu
Broad Management Forum:
Dr Jannie Zaaiman
CSRC:



Mr Arthur Mngomezulu
Executive Director HR:

Mrs Vicky Tlhabanelo

Invited:
Relevant executive dean or -director when that structure is presented.

2.2 FUNCTIONS

The Core Placement Committee has the responsibility to:

· Ratify or reject recommendations from the Academic and Administration Support Placement Committees.

· Should the Committee not be able to ratify the recommendations of the Academic and Administration Support Placement, in terms of the principle’s document, it be referred back to the said committees.
· Approve internal advertisements for vacant posts.

· Refer staff who were not placed during the match and place exercise to HR for redeployment.

3.
PLACEMENT APPEAL COMMITTEE
3.1 COMPOSITION
The Placement Appeal Committee is appointed by the EMC.

Chairperson:



Prof Errol Tyobeka (VC)
Dean:




Dean:  Economics and Finance
Additional members:

Mr Vusi Ngwenya

Human Resources:


Mrs Vicky Tlhabanelo





Dr Gerrie Brink


3.2 FUNCTIONS
The Placement Appeal Committee has the responsibility to:

· Receive written appeals from individual staff members that may feel aggrieved by the outcome of the Core Placement Committee process.

· Consider such an appeal in an objective manner and make a ruling based on the merits on each individual case.
· Draft a ruling setting out the findings and reasons for the decision taken by the Placement Appeal Committee.

· Respond to the aggrieved staff member in writing by making available the ruling of the Placement Appeal Committee to the respective staff member.
3.3
GENERAL RULES

· Appeals can be submitted on the grounds of procedural irregularities or the merits of a particular case.

· A staff member may be assisted by a fellow staff member or union in the preparation of the submission to the Placement Appeal Committee.

· Any ruling of the Placement Appeal Committee can only be made within the context and principles of the Placement of Staff (post levels 5-18) process. 

· It is not the role of the Placement Appeal Committee to investigate a matter, but purely to apply their minds to the content of a submission made by the referring staff member.

· It is the responsibility of the aggrieved staff member to submit the necessary motivation for the appeal to the Placement Appeal Committee.  

· The decision of the Placement Appeal Committee concludes the internal process.
3.4
PROCEDURES

· All appeals must be submitted to the office of the Chairperson within three (3) working days from the notice of the outcome of the Core Placement Committee.

· All appeals must be in writing and all supporting documentation must be included in the submission.

· The grounds for the appeal and motivation for such grounds must be clearly stated. 
· The Placement Appeal Committee must convene within five (5) working days of receipt of an appeal.

· The Placement Appeal Committee may deal with more that one appeal during a session.

· The Placement Appeal Committee must make its ruling available within five (5) working days of the session during which the particular appeal was considered.   
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