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	Policy summary 
1. PASS selection committees are committees of the University Council.

2. Confidentiality is essential to all selection committee recruitment and appointment processes.
3. The selection committee is constituted by the Head of Department/Line Manager and is approved by the Dean/Executive Director.
4. Terms of reference of the selection committee include specific voting rules.

5. The quorum for all meetings of the selection committee is half of its full composition, which must include the Chair and the employment equity representative. 

6. Recruitment and selection procedure:

· A selection committee meets to decide on the search methods.

· Applications are received and candidates are shortlisted.

· Shortlisted candidates undergo assessments and interviews with the selection committee.
· The selection committee makes a final recommendation.
7. Delegated authorities approve the final recommendation.

8. All new appointments are subject to background checks.


Introduction

PASS selection committees are committees of the University Council.
Purpose 

To select the most appointable candidate, taking cognisance of UCT’s Employment Equity Policy.
Confidentiality

Confidentiality is essential in all selection committee recruitment and appointment processes, and all members of selection committees must observe the confidentiality of the process. This relates not only to documents received and their contents but also to all disclosures and communications in and related to the selection process.  See guideline for Staff Recruitment documents
At the outset of the recruitment process, the Chair of the selection committee is responsible for informing the selection committee of the confidentiality requirement and that any breach of confidentiality could lead to disciplinary action.

Applicable to 
All advertised, permanent or contract PASS positions, including technical and scientific staff:

· for a duration of more than two years
· in pay classes 9 to 13

Not applicable to
· Appointments without advertisement. 

· PASS posts in payclasses 1 to 8.
· Short term Contract appointments
· Appointment of Academic staff
· Appointment of Honorary staff. 
· Adjunct appointments.
· Appointment of Wardens and Assistant Wardens.
· Appointments of the Vice-Chancellor, Deputy Vice-Chancellors, Deans, Director of the GSB, Executive Directors and the Registrar. 
· Appointment of Visiting staff. 
· Appointment of Tutors, demonstrators and student assistants.
Policy details 

1. Composition of Selection Committee
 

1.1 The selection committee is compiled by the Head of Department/Line Manager, after consultation with the Chair of the faculty/department’s Transformation Committee, to ensure expertise and diversity. 
1.2 Final approval of the composition of the committee for posts in payclasses 9 to 13 rests with the relevant Dean or Executive Director. In the case of PASS departments not headed by an Executive Director, the Head of that PASS department is responsible for the above.   
1.3 The Chair of each selection committee shall be the Dean/Executive Director, or his/her nominee.  In the case of PASS departments not headed by Executive Directors, the Head of that PASS department, or his/her nominee, shall Chair.
1.4 The faculty or department’s  Transformation Committee must nominate an employment equity representative (plus one alternate) from the permanent staff of the faculty or department to serve on the committee.  Contract staff may be included at the discretion of the Head of Department/Line Manager.   The EE representative must have undergone the formal “EE training”, provided by the Transformation Services Office.
1.5 An HR Practitioner may be appointed as a member of the committee with full voting rights, or as an assessor member without voting rights, at the discretion of the Chair of the committee.
1.6 Other members must be members of the permanent staff of the university. Contract staff may be included at the discretion of the Head of Department/Line Manager. The committee should be of manageable size and should ideally not exceed four other members.
1.7 Alternates are to be appointed at the outset and the Chair has the authority to call on an alternate at any stage during the recruitment process if difficulties arise, e.g. quorum requirement, if one of the members is unable to participate.  

1.8 Student representation (with voting rights) is at the discretion of the Dean/Executive Director/ Head of PASS department.
1.9 The Dean/Executive Director/Head of Department/Line Manager may invite up to two persons with expert knowledge of the relevant discipline, from within our without the university to be guest members, without voting rights. 
1.10  The outgoing incumbent of a post may not be a member of the selection committee.  However, the selection committee may invite the incumbent to advise on the requirements of the post, and may invite him or her to the search meeting.
1.11  In the event of the outgoing incumbent having moved to another position which would entail line management function for the new incumbent, the above ruling would not apply.

1.12
No member of the selection committee may be or become a candidate for the position. 
2. Special quorum rules
2.1
The quorum for all meetings of the selection committee must be half of all members of the selection committee who are eligible to vote.
2.2
The following members of the committee must be present in order for the meeting to be quorate:
· The Chair 

· Head of Department/Line Manager, or nominee

· Employment equity representative, or alternate
3. Terms of office
The committee holds office until the post is filled or a decision is made not to fill the vacancy.
4. Purpose of the committee
The committee’s terms of reference are to meet as a selection committee to define the objectives of the search, identify and recommend a suitable candidate/s for appointment.

5. Recruitment and selection process

Search methods
5.1 The selection committee meets initially as a search committee, to ensure that it has a common understanding of the criteria for appointment and to determine the search methods and the timeframe for the recruitment and selection process, and to finalise the advertisement ensuring consistency with the position description. 

5.2 The search methods may include advertising publicly, a direct search for an internal or external candidate, or any other appropriate course of action. 
5.3 The selection committee nominates a grading sub-committee, which must include the EE rep.
5.4 The University’s Employment Equity Policy applies at all levels within the University and recruitment decisions must show commitment to the policy.

Shortlist

5.5 The selection committee receives applications and creates a shortlist of candidates for further assessment and selection.
5.6  Selection committee members must disclose any special relationship/s to any applicant/s and the Chair may decide that the member/s should be replaced, depending on the nature of the relationship. Any member may recuse him or herself if a conflict of interest exists.

5.7  The grading sub-committee completes an initial grading of the applicants.
5.8 The selection is based on the application requirements of an application form (HR201), a letter of motivation, a curriculum vitae, referees’ reports and any other information which the selection committee determines, but must maintain the privacy of individuals and the confidentiality of its proceedings until a decision has been made on the final shortlist for interviews.  
Referees

5.9 A member of the selection committee (including assessor members and guest members) may not act as a formal referee for applicants.  If a member of the selection committee consents to act as a referee, he/she must withdraw from membership of the selection committee concerned.

5.9.1 All referees must disclose any special relationship to the applicant.
5.9.2 Referees must be informed that the University undertakes to treat any information that they submit as confidential to the selection committee only.
5.9.3 Any UCT/ex-UCT candidate must be asked whether the Chair/HOD/Line Manager could contact the current/previous line manager for a reference.  If the candidate does not consent to this request, good reasons must be given.
Unverified/Adverse Information
5.10 Ways of diminishing the effects of unverified information must be sought by the Chair.  Unverified information is not inadmissible, but must be identified as such and valued accordingly.
5.11 Information adverse to an individual’s candidature, whether verified or not, may not be relied upon unless it, or the gist of it, is given to the candidate and the candidate has been given an opportunity to respond to it. 


Interviews
5.12 The selection committee interviews the candidates on the final shortlist. The structure of the interview is determined by the selection committee and HR may advise the selection committee on appropriate selection methodologies to use.
Voting and final recommendation

5.13 Once interviews are complete, the selection committee makes a recommendation.  It must make every effort to reach its decision by consensus.  Failing this, a recommendation requires at least two-thirds of the members present to be in favour of the decision. This majority excludes those who abstained.
5.14 All members of the selection committee are eligible to vote, other than non-voting assessor members and guest members.
5.15 The Chair at each meeting of the selection committee has a deliberative, but not a casting vote.
5.16 No member of the Selection Committee may vote if he or she was not present at all of the selection committee interviews of all of the candidates who are considered in that vote. However, the member may provide input to the discussion regarding the final candidate.
5.17 The final recommendation of the selection committee may be one of the following:

· to make an appointment, or

· to make no appointment, and/or

· to make recommendations complementary to the above.


Chair’s Circular

5.18 Unless a member of the selection committee raises objection, any issues raised by the Chair or selection committee members between meetings requiring comment/agreement by the full committee, may be done electronically via a Chair’s circular.
6. Delegated Authorities
6.1
The relevant Dean or Executive Director (or their nominees) has the final approval for all recommendations made by PASS selection committees. In the case of PASS departments not headed by Executive Directors, the Head of that PASS department has final approval.   

6.2
The delegated authority for setting of salaries for posts in payclass 13 (other than Executive Director level), is the Vice-Chancellor.
7. Background checks and verifications

7.1 All new appointments are subject to formal background checks undertaken by the Appointments Office in HR.  The table below contains the appointment categories and applicable checks.

7.2 An appointment is only formalised once the background checks have been completed and the results have been provided by HR to the Head of Department and Chair of the selection committee. 

7.3 Should the results indicate a problem, the Head of Department and Chair of the selection committee deals with this at his or her discretion.  An offer may be revoked if necessary.
Applicable checks for new appointees external to UCT:
	Category of appointments
	Checks applicable

	· All new appointees to permanent positions.

· All new appointees to contract positions of more than two years.
	Verification of qualifications and criminal checks.

	· All new appointees to permanent positions in the Department of Finance (or positions in other departments, which have direct responsibility for handling finances).  
· All new appointees to contract positions of more than two years in the Department of Finance (or positions in other departments, which have direct responsibility for handling finances).  
	Verification of qualifications, criminal and credit checks.



	· All new appointees to short term contract positions of two years or less.
	Any of the above, at the request of the line manager.

	Note: Current UCT staff who receive a contract extension or move to another position within UCT are subject to formal background checks if these were not done within the last twelve months.  However, the new Head of Department has the right to request background checks even if these were done within the last twelve months.



Related links 
Recruitment Overview
Policy on appointment of PASS staff in payclasses 1 to 8
Policy on Appointment of Academic staff


Employment equity policy
Policy on Fixed Term Contracts
Policy on Appointment without advertisement
Roles and responsibilities 

This is a guideline to the internal UCT roles and responsibilities involved in the appointment of PASS staff.

Read in conjunction with HR Delegated Authorities.

	Role
	Responsibilities

	Human Resources (HR)
See Recruitment Overview for breakdown of HR support for different levels of appointments
	HR Practitioner
· Liaises with the Dean/Head of Department/Line Manager and forwards relevant documentation to the Recruitment Advisor, i.e. signed form to commence recruitment process (HR202),  signed selection committee form HR164,  draft advertisement, position description and any other pertinent information.

Recruitment Advisor

· Provides full support for recruitment, selection and approval processes for permanent and contract posts of more than two years in payclasses 9 to 13.  
· Writes up all reports and recommendations.

· Forwards relevant appointment documentation, (including appointment form HR100c), to Appointments Office for preparation of letter of offer.
Recruitment Administrator
· Provides administrative support for full recruitment and selection process, which entails:
· Processing of applications.

· Approaching referees.

· Setting up meetings of the selection committee.

· Setting up interviews with candidates.

· Sending regret letters to unsuccessful candidates who attended interviews.

Appointments Office

· Prepares offer to successful candidate.

· Conducts background checks on candidates.
· Copies offer letter to Recruitment Advisor and relevant HR Practitioner.

· Sends relevant HR forms to HR Administrator once candidate has accepted.
· Arranges relocation of successful candidate, if applicable.
HR Administrator

· Captures appointment/s on SAP.



	Head of Department/Line Manager
	· Compiles selection committee, and submits to Dean or Executive Director for approval.

· Chairs selection committee or nominates a Chair.



	Dean/Executive Director
	· Approves composition of selection committee.

· Chairs selection committee if so wishes.
· Approves recommendation of selection committee.
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