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1. PURPOSE 

 

1.1 The purpose of this policy is to: 

 

1.1.1 Outline Dr J.S Moroka Local Municipality’s (referred to as the 

Municipality) approach to recruit and select  competent and suitably 

skilled people who will contribute to the achievement of the 

Municipality’s strategic and operational requirements; 

1.1.2 Ensure a common understanding of terminology and definitions 

relating to recruitment and selection; 

1.1.3 Ensure that the Municipality ’s recruitment and selection 

procedures comply with South African labour law best practice and 

employment equity legislation;  

1.1.4 Ensure that the Municipality recruitment and selection is equitable, 

fair and transparent and 

1.1.5 To establish norms, measures and guidelines for effective 

recruitment and selection. 

2. LEGAL FRAMEWORK 

2.1 The responsibility for the appointment of personnel rest with the Municipal 

Manager or his/her delegated assignee in terms of section 55 (e) of Local 

Government Municipal Systems Act 2000,(Act 32 of 2000) 

2.2 Employment Equity Act(Act 55 of 1998) 

2.3 Basic Conditions of Employment Act 1997 (Act no. 75 of 1997) 

2.4 Labour Relations Act(Act 66 of 1995) 

2.5 Municipal Systems Act (Act 32 of 2000) 

2.6 Constitution of Republic of South Africa (Act 108 of 1996) 
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3. SCOPE OF APPLICATION 

 

3.1 This policy applies to all employees of the Municipality who are appointed in 

accordance with the Municipal Systems Act, no. 32 of 2000 and the provisions of 

the Employment Equity Act, no. 55 of 1998, and who fall within the scope of the 

South African Local Government Bargaining Council (SALGBC).  This includes 

fixed term, part-time/temporary employees and prospective employees or job 

applicants, and all individuals who are on the Municipality’s Internship and 

Learnership programmes. All other employees including the Municipal Manager 

and managers reporting directly to the Municipal Manager are covered by the 

provisions of the Municipal Systems Act, Chapter 7, sub-section 54A-56. 

 

4. DEFINITIONS 

 

4.1 “Council” means the Dr J.S Moroka Local Municipality Council and includes 

the Mayoral committee or any officer employed by the Council, acting by virtue 

or any power vested in the Council as prescribed in the Municipal Systems Act, 

no. 32 of 2000 or the Municipal Structures Act, no. 117 of 1998 and as defined 

in section 157 of the Constitution of South Africa. 

 
4.2 “Employee” For the purposes of recruitment, both internal and external 

applicants, all individuals who are employed on short term contracts, and those 

on Internships and Learnerships are referred to as an employee. External job 

applicants are referred to as prospective employees in law.  

4.3 “Employer or Municipality” means the Dr J.S Moroka Local   Municipality. 

4.4 “Designated groups refers to” Black people, all women and people with 

disabilities. Black people are Africans, Coloureds, Chinese and Indians 

disadvantaged under the previous apartheid system. 

4.5 “Affirmative action” refers to: 

4.5.1 Developing and implementing strategies to remove barriers to the 

advancement of people from the designated groups; 
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4.5.2 Enabling reasonable accommodation of designated groups; 

4.5.3 Implementing steps to ensure a culture of respect for diversity; 

4.5.4 Setting numerical targets to achieve race, culture and gender 

diversity; 

4.5.5 Developing preferential measures to achieve demographic 

diversity; 

4.5.6 Investing in skills development of employees from designated 

groups; 

4.5.7 Implementing measures to ensure retention of employees from 

designated groups. 

4.6 “Competencies means” the set of knowledge, skills and behavioural 

attributes required by a job incumbent in order to perform a job effectively. 

4.7 “Suitably qualified refers to” someone who either has all the necessary 

competencies -determined by the Municipality as the minimum 

requirements for a position – or a person able to acquire these necessary 

competencies within a reasonable period of time.1 

4.8 “Competency based assessments” Assessment of an 

employee/prospective employee’s proficiency for a role against the job 

requirements. 

4.9 “Job Requirements” These refer to both the inherent and essential 

requirements of the job. An essential job requirement is a skill, knowledge, 

experience or behaviour requirement that is necessary to perform the job. 

An inherent requirement refers to a requirement that constitutes an 

essential component of the job, is integral to the job and there is no way of 

getting the job done without it.   

4.10 “Unfair discrimination means” the exclusion of an applicant for 

employment or promotion on grounds of race, gender, sex, sexual 

orientation, pregnancy, ethnic or social origin, age, disability, religion, HIV 

status, conscience, belief, political opinion, culture, language, birth, marital 
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status, and family responsibility, colour, none of which are required to do 

the job. 

4.11 “Selection” is the evaluation of identified candidates against the agreed 

job requirements/criteria, in order to identify the candidate that best suits 

the position’s requirements.  

4.12 “Probation” means a conditional appointment of a candidate in a position 

with the aim of testing, under actual working conditions, technical 

competency and attitudinal fit with the organisational culture.  

4.13 “Internal employees” refers to employees employed by the Dr J.S Moroka 

Local Municipality only.  

4.14 “Target” for this purpose refers to a numerical target which represents the 

demographics of South Africa, set in terms of the Employment Equity Act2 

and to achieve the objectives set out in the Act. 

4.15 SALGBC” means the South African Local Government Bargaining Council. 

4.16 Transfer as “a lateral shift causing movement of individuals from one 

position to another usually without involving marked change in duties, 

responsibilities, skills needed or compensation”. Transfer may be initiated 

either by the company or the employee. It also can be temporary or 

permanent 

5. PRINCIPLES    

    

5.1 The Municipality commits to the principle of fair labour practices3, natural justice 

and seeks to create an organisation that reflects best practice.  

5.2 All employees will be entitled to respond to any issues/allegations arising from the 

application of this policy. 

5.3 The Municipality is committed to achieving a workforce that will be broadly 

representative of the South African People through the application of objective, fair 

and compliant labour practices. 
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6. POLICY PROVISIONS 

 

6.1 The Municipality shall adhere to the following provisions in the implementation of 

this policy:  

i. Ensure that the filling of posts are in line with and support/promote 

the Municipality's strategic objectives; 

ii. Ensure the fair treatment of all potential applicants during the 

recruitment process; 

iii. Ensure that advertisements for vacancies are accessible to all 

employees, and are displayed on notice boards at all of the 

Municipality’ premises;   

iv. Support the achievement of the short to medium term employment 

equity objectives of the Municipality at all levels; 

v. Apply the provisions of the Employment Equity Act, 1998 that 

requires that a person may be suitably qualified for a job as a result 

of any one of, or any combination of that person’s: 

a) Formal qualifications; 

b) Prior learning;or 

c) Relevant experience 

vi. Maintain a professional standard that inspires confidence, integrity 

and confidentiality in the recruitment process and enhances the 

Municipality's image as a preferred employer. 

vii. Strives to recruit and promote the best possible candidate, with due 

consideration for internal succession planning and development 

objectives.  

viii. Uphold the values of the Municipality in the recruitment and 

selection process. 

ix. Provide a recruitment process which is holistic and integrated with 

other human resources management processes, such as training 

and development, performance management etc. 

x. Ensure that in the event of competency based assessments being 

used as part of selection that they are valid, reliable, and free from 
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cultural bias and applied in accordance with the requirements of the 

job. 

xi. The recruitment and selection process shall be based on core 

competency requirements of the job. 

7. POLICY REVIEW 

 
7.1 This policy will be reviewed as per request by stakeholders, management and 
council. 
 
 
 
8. PROCEDURES OF R & S 

8.1. Roles and Responsibility for Recruitment 

 

8.1.1 The roles and responsibility of the Heads of Departments. 

a) Determine the need to fill the vacancy; 

b) Ensure that the vacancy is funded; 

c) Ensure that sufficient budget is available to advertise the vacancy in 

the chosen media; 

d) Recommend whether the vacancy will be filled by a permanent, fixed 

term or temporary contract4; 

e) Ensure that a job description and specification is written up for the 

vacancy in the required format i.e. a job information summary, job 

purpose, main objectives/outputs e.t.c 

f) Ensure that a motivation/submission is completed for the filling of the 

vacancy and submitted to the Manager Administration and 

Corporate Services or the Deputy Manager Admin and Corporate 

Services. 

g) Prepare for the first day of the newly appointed employee including to 

ensure that all relevant tools and preparation is conducted to 

facilitate the orientation of the employee into the business unit. 
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8.1.2 The role of the Human Resources Department: 

a) Obtain written approval from the Municipal Manager  to advertise the 

vacancy; 

b)  Determine whether the post will be advertised internally or externally. 

c) If required, arrange for jobs to be graded before the recruitment 

process starts;  

d) Determine the appropriate salary range for the vacancy based on the  

salary scales of the Municipality. 

e) Liaise with the relevant stakeholders (Media, Recruitment Agencies,  

etc.) if one is being used; 

f) Receive and administer all applications in line with the municipal 

recruitment procedure and relevant document management 

requirements; 

g) Sit with the relevant Department and conduct the shortlisting /l 

screening of all the applications received. 

h) Advise the Heads of Departments to determine if any assessments will 

be required; 

i) Make all the necessary arrangements for any assessments to be 

conducted if necessary. 

h) Set up the shortlisting  and the interview or selection panel; 

i) Lead the selection panel interviews; 

j) Take responsibility for conducting all reference checks; 

k) Prepare letter/s of appointment. 

l) Send out regret letters to unsuccessful applicants who attended the 

interview. 

m) Keep recruitment documentation for 7 months after the position has 

been filled.  

a)  Ensures that the relevant targets and employment equity 

considerations applicable to the post is considered, before the post 

is advertised.  
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b) Ensures that employment equity imperatives and targets were 

considered during the recruitment and selection process. 

8.2 Establishing the Selection Criteria 

 

8.2.1 A post should have the job description before recruitment can commence.   

8.2.2 Selection criteria are the minimum requirements for the job, which are derived 

from the job description and should specify the competencies required for satisfactory 

performance in a position and the inherent requirements of the job aligned to the 

strategic requirements of the Municipality and the Municipal organisational values. 

 

8.3 Advertisement of the post/s  

 

8.3.1  Posts will be advertised either internally or externally for a period of 15 

days. 

8.3.2 Applications received after the closing date and time of the advertisement 

will not be considered.  

8.3.3 There will be a 7 days grace period for applications which were sent by 

post before the closing date, considering the initial date of the post office 

stamp. 

8.3.4 An internal recruitment strategy is characterized by promoting employees 

from within an organization to fill upcoming position/s. 

8.3.5 Internal recruitment may be primarily horizontal or it may be for promotions 

in which the promoted employee's former position may not be filled. 

8.3.6 Only posts below Task grade 11 will be advertised internally, unless the 

municipality cannot find a suitable candidate.  

8.3.7 Preference will be given to suitable or closely suitable/close match for the 

post advertised. 
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8.3.8 Advertisements shall be in as wide a range of media as possible, and so 

placed as to reach, as efficiently and effectively as possible, the entire pool 

of potential applicants, especially persons from designated groups, in 

terms of section 21(1) of the Municipal Systems Act, as follows: 

Nature of Post  

 

Advertising Medium 

Temporary elementary positions  

 

Local newspapers and internal 

Permanent elementary occupations - below task 

grade 11 

Internal 

Supervisory and middle level occupations  Internally and newspapers 

Senior management and professional 

Occupations 

provincial and national 

newspapers 

 

8.3.9 Should the municipality failed to get a pool of applicants internally for a 

particular post below task grade 11, the municipality will left with no option but 

to advertise it externally.   

8.3.10 Individuals who are on Internships and Learnerships shall be eligible to apply 

for internal posts if they meet the requirements. 

8.3.11 The following information must be contained in all advertisements, irrespective 

of the media in which the advertisements are placed: 

8.3.11.1 The title of the job; 

8.3.11.2 A brief description of the duties associated with the job; 

8.3.11.3 The requirements (formal qualifications, skills and/or 

experience) for the job; 

8.3.11.4 The Municipality Contact person; 

8.3.11.5 The Municipality contact details;  

8.3.11.6 Closing date and time for applications; 

8.3.11.7 Physical address of the Municipality; 

8.3.11.8 Indication of EE Act compliance 
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8.4 Keeping Track of Applicants 

8.4.1  Human Resources will develop information tracking system to be used to 
follow the progress of applicants through the organisation.  This system 
may be manual or electronic and should record the number of applications 
received,  

8.4.2 Once an applicant is employed by the organisation, she/he will no longer 

be recorded on the system, but rather, their CV’s, interview notes and 

other documentation will go into an individual personnel file.   

8.4.3 CVs of all candidates must be stored safely for a period of 7 months after 

the position has been filled or the recruitment process has been 

stopped/suspended. 

The Human Resources Department must keep copies of all application forms and 

documents relating to each stage of the recruitment process, including short-

listing and interview notes, for a minimum period of 7 months after the position 

has been filled.  These records may be required if a job applicant challenges a 

recruitment decision.  Such a challenge must be brought within six months of the 

decision to appoint. 

8.5 Short-Listing  

 

8.5.1 Short-listing refers to the process of reducing the number of applicants to 

be considered for interviews. In the process of short-listing applicants, it is 

critical to proceed in a fair and non-discriminatory manner. The Head of 

Department Administration and Corporate Services will set the shortlisting 

panel (depending and with due cognisance to the level of the  post) which 

is constituted by :  

• Head of the Department/ Deputy manager/Assistant Manager/ 

Supervisor of the user Department, and 

• Head of Department Administration/ Deputy Manager 

Administration. 

8.5.2 A shortlisting panel shall include a representative trade union recognised by the 

Municipality on observer’s status. The shortlisting criteria remain confidential. 

8.5.3 Applicants should be short-listed according their competencies and 

requirements of the post.  
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8.5.4 The number of people on the short list should be restricted to those who, 

in their applications, show that they clearly meet the essential and inherent 

criteria; i.e. they meet the specified requirements for the job. In cases 

where a large number of applicants meet the selection criteria a further 

short -listing process may be required based on more refined and specific 

job related criteria. Shortlists should as far as possible not exceed 7 

candidates nor contain less than 3 candidates. 

8.6 Competency Assessments 

 

8.6.1 Competency Assessments  is compulsory for senior appointments   within 

the Municipality 

8.6.2 Assessments can be conducted for the filling of posts at other 

organisational levels if the requirements to be tested for are deemed to be 

an inherent requirement of the job in terms of legislation and if the 

requirement cannot be assessed through another assessment measure.  

The Head of Department of the user department shall submit a written 

motivation to the Head of Department Administration and Corporate 

Services in instances where there is a need for a candidate to undergo a 

competency assessment.  

8.6.3 Should assessment results be used in informing the recruitment and 

selection decision then the following guidelines must be adhered to: 

8.6.3.1 The Municipality should ensure that assessments used are valid, reliable 

and fair, so that no group or individual is disadvantaged as a result of the 

assessment. Furthermore, bias in the application of the assessment should be 

eradicated. The test should ideally match the job in question and measure as 

closely as possible the level of the skills and the competencies required for the 

job which are included in the job specification.  Tests should avoid arbitrary or 

irrelevant questions.  

8.6.3.2 No single attribute, such as ‘leadership’ or ‘fit’, should dominate the 

assessment procedure. 

8.6.3.3 Assessments must be relevant to the job. 

8.6.3.4 Selection should not be based on assessment scores only but should 

consider the scores together with the outcome of the panel interviews. 
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8.6.3.5  All employees or job applicants assessed against the same criteria, 

without exception, should undertake the same set of tests.  

8.6.3.6 Admin and Corporate Services department should keep assessment 

notes, records and forms for at least three years, which is the general period of 

validity for these assessments. 

8.6.3.7 The results of tests may be used to consider possible skills development 

and training programmes for people from designated groups who are under-

represented in certain occupational categories and levels in the enterprise and 

who consistently fail to meet the minimum requirements for jobs.    

8.7 Interviews 

 

8.7.1 Subsequent to the short-listing process, an interview with each of the short 

listed candidates takes place. The purpose of such an interview is to add 

value to the selection decision. It is crucial that interviewers are well 

prepared. Interviewers should understand the position and its 

requirements and be familiar with the Municipality’s recruitment objectives.  

8.7.2 The Head of Department Administration and Corporate Services will set 

the interview  panel (depending and with due cognisance to the level of 

the  post) which is constituted by :  

• Head of the Department/ Deputy manager/Assistant Manager/ 

Supervisor of the user Department, and 

• Representative/ specialist from any  other department 

• Head of Department: Administration &Corporate services 

8.7.3. A selection panel shall include a representative trade union 

recognised by the Municipality on observer’s status, if applicable. An 

observer’s role is to ensure a fair and objective recruitment process 

that is aligned to the policy provisions. 

8.7.4. Conditions for participation as observer: 

8.7.4.1. Only one representative from organised labour/trade union in the 

Municipality shall attend the interview selection process as an 

observer. 
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8.7.4.2. The observer may not participate during discussions, as he/she 

does not form part of the panel but is required to observe and 

ensure substantive and procedural fairness. 

8.7.4.3. The observer may not influence the decision of the panel. 

8.7.4.4. Concerns by the observer must be directed to the chairperson of 

the panel immediately after the interview has been finalised and 

if necessary should be reduced to writing and addressed to the 

chairperson of the panel.  

8.7.4.5. Administration and Corporate Services Department should 

ensure that the interview panel is properly briefed and that 

relevant preparation and administration for the interviews has 

been completed. This includes but is not limited to: Setting an 

agenda, creating an interview pack/file for the panel, ensuring 

effective logistical arrangements in terms of inviting and briefing 

panel members, preparing the venue, and preparing the 

candidate by providing information about location name. 

8.7.4.6. Invitations to candidates and panel members should be extended 

by fax, telephonically or in writing 3 working days or more before 

the date of the interview. The Human Resources must keep clear 

record of such communications. 

8.7.4.7. Any travel claims for the selection panel members and applicants 

must be administered by Human Resource and be signed-off by 

the Head of Department Administration and Corporate Services.  

Every possible measure must be taken to limit costs to Council in 

this regard.   

8.7.5. The interview panel should: 

8.7.5.1. Sign the attendance register, declaration of secrecy and the 

declaration of interest forms   

8.7.5.2. Ensure a quiet environment and privacy with no interruptions during 

the interview and the interview proceedings must be recorded 

electronically. 
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8.7.6. The Interview Format;  

8.7.6.1. The interview consists of the following segments:  

• Welcome and introduction and overview of the structure of the 

interview. 

• Overview of the position and organisation. 

• Questions directed at the applicant’s work experience and 

qualifications for the position.  

• Opportunity for the applicant to ask questions.  

• Summary of interview including the way forward.  

8.7.7. Functions and duties of the selection panel 

8.7.7.1. Determine interview criteria in accordance with requirements as set out 

in the advertisement. 

8.7.7.2. Ensure that short listed candidates are given an equal and fair 

opportunity to present their candidature. 

8.7.7.3. Ensure that short listed candidates are assessed against the set 

criteria on the basis of information from curricula vitae and other 

documents that accompany the application. 

8.7.7.4. The selection panel shall make a recommendation on the suitability of 

a candidate after considering only – 

(I)  Information based on valid methods, criteria or instruments for 

selection that are free from any bias or discrimination; 

(II) The training, skills, competence and knowledge necessary to 

meet the essential and inherent requirements of the post; 

8.7.7.5. Ensure that discussions and decisions are treated as highly 

confidential and not disclosed prior to a decision being made and 

each person interviewed by the panel being informed of the 

decision.   

8.7.7.6. Should any selection panel member make him/herself guilty of 

breaching confidentiality, the Municipality has the right to apply 

disciplinary measures. 
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8.7.7.7. The minutes/report and score sheets of all interviews for all positions 

should be signed by all the members of the interviewing panel and 

must be retained by the Human Resources Department in confidential 

files for a period of 7 months after the position has been filled.  The 

Municipality may require these records if a candidate challenges a 

recruitment decision.  Such a challenge must be brought within six 

months of the decision to appoint5.   

8.8. Reference checking 

 

8.8.3. No offer of employment may be made without relevant references checks 

being completed.  

8.8.4. At least two work-related telephonic references should be conducted and 

appropriate validation of qualifications on all selected candidates should 

be conducted before a hiring decision is made. Information derived from a 

reference check is to remain confidential.  It is the responsibility of Admin 

and Corporate Services Department to ensure that reference checks are 

thoroughly conducted. 

8.8.5. Integrity reference checks i.e. credit checks, criminal record checks etc. 

are required for all posts where high integrity and honesty is required as a 

competency.  These would include professional and management 

positions and any other position where employees are required to work 

with money or required to authorise actions/transactions (e.g. employees 

in the Finance Department or Audit Department)  

8.8.6. Candidates’ consent must be obtained before reference checks may be 

conducted.  

8.8.7. The person performing the reference check will obtain the following 

information during the course of the reference check: 

8.8.7.1. A confirmation of the applicant’s employment history, including date of 

starting service and ending of service with the previous employer; 

8.8.7.2. Confirmation of the applicant’s position and remuneration details; 
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8.8.7.3. Confirmation of the requirements and key performance areas of the 

applicant’s position; 

8.8.7.4. The applicant’s reason for leaving his/her previous employment; and 

8.8.7.5.  Validation of the applicants’ qualifications and/or academic record/s. 

8.8.8. The person performing the reference check will not seek to obtain the 

following information during the course of the reference check: 

8.8.8.1. Information relating to the personality of the applicant; 

8.8.8.2. Information relating to the performance of the employee that has not 

been observed and/or obtained from a written performance record; 

8.8.8.3. Information that is hostile or malicious. 

 

8.9. Appointment process  

8.9.3. Once a successful candidate has been selected and all required 

procedures have been completed including the reference check, an offer 

must be prepared by the Human Resources department and sent to the 

Municipal Manager. The letter of appointment must be sent to the 

successful applicant as soon as possible.  The applicant will be required 

to accept or reject the offer as set out in the letter of appointment within a 

period of seven days. 

8.9.4. Letters of appointment must be communicated to a successful applicant 

by e-mail or post. 

8.9.5. The letter of appointment shall contain information relating to the terms 

and conditions of employment and basic salary and benefits and must 

stipulate the following information based on section 29 of the Basic 

Conditions of Employment Act:  

8.9.5.1. The Municipality’s details (the Municipality Full Name and address); 

8.9.5.2. The post being offered; 

8.9.5.3. A description of the job or main tasks of the incumbent of the job, 

together with an indication of the key performance areas of the job; 

8.9.5.4. Working hours and days of work; 
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8.9.5.5. The remuneration, benefits, overtime provisions, allowances and other 

monetary and non-monetary benefits attached to the post (frequency 

of payment and where required deductions); 

8.9.5.6.    Details of leave entitlement; 

8.9.5.7.  A date by which the offer of employment must be accepted in writing 

by the applicant and the date on which the proposed employment is to 

commence; 

8.9.5.8. The person to whom the applicant would report if the applicant accepts 

the offer of employment; 

8.9.5.9. Starting date; 

8.9.5.10.    Probationary period of six months and notice period requirements; 

and 

8.9.5.11. Any specific requirements that might be required in the course of the 

job, for example, travelling. 

8.9.6. Before applicants who are not South African citizens, can be appointed to 

any position in the Municipality, such applicants should be in possession 

of either: 

8.9.6.1. A permanent residence permit; or 

8.9.6.2. A temporary work permit covering the contemplated period of 

employment. 

8.9.6.3. Should the preferred successful candidate decline an offer of 

appointment, the Municipal Manager may appoint the second or the 

third candidate only if they scored moderate or average percentage 

during the interview.  
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8.10. Probation  

(Covered under Schedule 8-Code of Good Practice: Dismissal, Labour 

Relations Act, Act 66, 1995) 

8.10.1. The probation period is for six (6) months, and is applicable for all job 

levels. The purpose of the probationary clause in the employment 

contract is to enable the Municipality to assess and evaluate and 

Employee’s ability to perform and fit into the organisational culture of 

Dr J.S Moroka Local Municipality. 

8.10.2. The probation period may be extended for a further three (3) months 

for reasons of performance, as per the recommendations of the Head 

of Department concerned and to be approved by the Municipal 

Manager ,thereafter, failure to perform will allow the Municipality to 

terminate the services of such employee. 

8.10.3. Employees shall be given an opportunity to make representations 

regarding this matter, before extension or termination of service, 

through the assistance of a union representative or a fellow employee 

of his/her choice. 

8.11 Induction 

8.11.1. All newly appointed employees shall be taken through an induction process 

within a period of two weeks. 

 

8.12 Headhunting 

Headhunting, as defined in this policy shall not be permitted except in 

exceptional circumstances. In this regard headhunting may only be permitted if: 

8.12.1. The post has been advertised in terms of this policy and no appointable 

candidate    has been identified and the matter with detailed report be  

exposed to the council  

8.12.2. The proposed appointee must meet the minimum requirements for the 

post and   he/she must be interviewed by a duly constituted selection 

panel prior to a formal offer of appointment. 

8.12.3. The post is a senior post or a post in a scarce skills area. 
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8.12.4. Nepotism and tendencies of disregarding pieces of legislations governing 

labour should be avoided and transparency and accountability should be 

at the core of the process. 

 

8.13. Reappointment of former employees of the Municipality 

8.13.1. Candidates previously employed by Dr J.S Moroka Local Municipality may 

not be re-appointed where: 

8.13.1.1. The grounds for termination of service were of such that the former 

employee was dismissed based on misconduct grounds in terms of 

the provisions of the Labour Relations Act, Act 66 of 1995. 

8.14. Waiving of the policy and implementation provisions   

8.14.1. This policy shall be superseded by a Bargaining Council resolution, 

legislation and enforceable legal order. 

8.14.2. This policy takes precedence over all other recruitment provisions. 

8.14.3. The policy shall not be implemented retrospectively. 

9. TRANSFER 

The purpose of this framework is to provide the parameters within which personnel 

mobility within the municipality will be dealt with. 

An employee must be in his or her current position at least twelve (12) months and 

be in good standing before he or she is eligible to apply for a transfer. The twelve 

months waiting requirement may be waived if the position is being adversely affected 

due to a reduction in the work force or job elimination, or if there is significant change 

in the terms and conditions of employment (e.g. work schedule, hours, salary, status, 

etc.). 

In all cases, the employee's work record, including but not limited to performance, 

attendance, efforts to develop skills and related behavior will be used as valid criteria 

for determining suitability for a position. 

In consideration of the above factors, prior to a final offer employees must provide 

relevant documentation that supports recent performance history and also academic 

records. For all positions, consideration will be given to the employee's demonstrated 

interpersonal skills, among other job-related factors, before making a final decision. 

Deficiencies in such skills or job-related factors may eliminate an individual from 

further consideration.  
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9.1. SCOPE OF APPLICABILITY, STATUTORY AUTHORISATION 

AND DEVIATIONS 

The municipality should have a fair and impartial transfer policy which should be 
known to each employee. The responsibility for effecting transfers is usually 
entrusted to a Municipal Manager with power to prescribe the conditions under which 
requests for transfers are approved. Care should be taken to ensure that frequent or 
large-scale transfers are avoided by laying down adequate selection and placement 
procedures for the purpose. A good transfer policy should:  

1. Can be initiated by the employer of prospective transferee; 
2. Specifically clarify the types of transfers and the conditions under which these 

will be made;  
3. Locate the authority in some officer who may initiate and implement transfers;  
4. Indicate whether transfers can be made only within a sub-unit or also between 

departments, divisions/plants;  
5. Indicate the basis for transfer, i.e., whether it will be based on seniority or on 

skill and competence or any other factor;  
6. Decide the rate of pay to be given to the transferee, if any applicable;  
7. Intimate the fact of transfer to the person concerned well in advance;  
8. Be in writing and duly communicated to all concerned; 
9. Not be made frequently and not for the sake of transfer only. 

9.2. REASONS FOR EMPLOYEE TRANSFERS:  

1. To avoid favoritism and nepotism.  
2. To avoid gaining capacity of influencing and egocentrism.  
3. To avoid monotony in the work of an employee.  
4. Makes an employee accountable to his seat, so as not to find mistake by his 

successor.  
5. So as to avoid excess dependency on particular employee, otherwise may affect 

the purpose of hierarchy and lose control over subordinates.  
6. To create transparency among the employees and their work.  
7. It limits taking advantage and sole control over the seat or section.  
8. To avoid unnecessary influence on others for their own advantage.  
9. To make conversant of different seats work.  
10. To maintain healthy relationship in between all the staff members to retain 

harmonious environment to avoid unnecessary disputes. 

9.3. INTER-MUNICIPAL TRANSFER  

Employee Responsibilities: Prior to initiating a transfer, it is recommended that the 
interested employee advise his/her immediate supervisor that he/she is interested in 
other opportunities outside of the department/unit.  

Employer’s responsibilities: the Municipal Manager, as the representative of the 
employer will after careful consideration approve or disapprove the request. 
Feedback should be provided to the applicants in any instance (either approved or 
not approved). 
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9.4. IMPORTANCE OF EMPLOYEE TRANSFERS 

Transfer of employees must and essential within the municipality for the purpose of 

minimising conflict and maximizing productivity or services between employees, to 

ensure cordial relationship between employees, to increase transparency in work, to 

obviate syndicate of employees for unethical purpose and to obviate nepotism. 

9.5. TYPES OF TRANSFERS  

a) Production transfers: Such transfers are made to meet the company 

requirements. The surplus employees in one department/section who are 

efficient might be absorbed in other place where there is a requirement. Such 

transfers help to stabilise employment.  

b) Replacement transfers: This takes place to replace a new employee who 

has been in the organization for a long time and thereby giving some relief to 

an old employee from the heavy pressure of work.  

c) Versatility transfers: It is also known as rotation. It is made to develop all 

round employees by moving them from one job to another. It also helps to 

reduce boredom and monotony.  

d) Personnel or remedial transfers: Such a transfer is made to rectify 

mistakes in selection and placement. As a follow up, the wrongly placed 

employee is transferred to a more suitable job.  

e) Shift transfers: This is pretty common where there is more than one shift 

and when there is regularised rotation. 

f) Voluntary transfers – This happen wherein the employee make a request 

to the employer to horizontally transfer him/her 
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10 RECRUITMENT, SELECTION AND APPOINTMENT FOR SENIOR 

MANAGERS 

 

10.1. The Senior Managers (as per Section 54 and 56) are regulated by 

Government Gazette 37245: Regulations on appointments and conditions of 

employment for senior managers (municipal managers and managers directly 

accountable to municipal managers) issued on the 17 January 2014.  

10.2. See the attached annexure (refer to Chapter 3). 

 

11. AUTHORITY 

11.1. The authority is vested with the Council. 

 


