NOMINATION PROCESS : ADVERTISED TEACHING POSTS

REFERRAL DOCUMENTS

1.
Article 20 (1) of the SA Schools Act No. 84 of 1996
2.
Educators Employment Act 1994

3.
Labour Relations Act 1995

4.
Employment Equity Act

5.
Collective Agreement No. 1 of 2002

6.
WCED Circular 0043/2002 : Procedures on the filling of advertised Educator Posts – Resolution 5 of 1998 of the National Education Labour Relations Council 

7.
WCED Circular 0080/1996: Guidelines for advertising, sifting and filling of teaching posts

8.
Resolution 5 of 1998

8.1
Sub-clause 3.2.1 (a) and (b) The SGB must send an invitation for a representative or observer to all the unions and the relevant Education Management and Development Centre (EMDC) to attend the short-listing meeting and interviews.

8.2
The employer shall fulfil its obligation and ensure that a trained representative (e.g. Circuit Manager) is present at all processes.

8.3
The principal (and the SGB) would not be put in a position to decide if he or she should be the departmental representative or not.

8.4
In the event of a post level 1 post, the SGB must exercise its discretion to either continue in the absence of the said official or adjourn the meeting to allow the departmental official to be present.

8.5
The SGB may co-opt individuals (e.g. a Head of Department or Grade Head) in a specific capacity, to advise the SGB regarding the most suitable candidate for the post.
FACTS TO BEAR IN MIND

1.
See PREFACE of Vacancy List 3/2010: The WCED is an equal opportunity, affirmative action employer and is committed to rendering an effective and efficient service.

2.
All vacancies advertised in Vacancy List 3/2010 are OPEN.

3.
A teacher who is in excess and applies for a post must be short-listed for that post if his or her current rank is the same as the rank of the post for he or she is applying, i.e. he or she will accept a horizontal transfer.

4.
The date of appointment with regard to posts advertised in Vacancy List 3/2010 is 1 January 2011, or a later date as determined by the WCED. 

5.
Applications without a completed Application Form DPE1 will not be considered. (par. 3.1 of Preface).


The application form must be properly completed and signed.  Applicants must ensure that their Persal Number is indicated on the form.

6.
The following documents should be in the application:

· Short letter of application (should be signed)

· Curriculum Vitae

· At least two recent testimonials

· Certified copies of diploma or degree certificates

· Application form on top

7.
Registration with the South African Council of Educators (SACE) is compulsory.  A certified copy of an applicant’s SACE registration certificate MUST be submitted to the WCED before or upon appointment. This means that the SGB may not eliminate an application based on non-submission of the SACE certificate only.  That is the prerogative of the Employer.  

Where the applicant is not in possession of a certified copy of a SACE certificate, one of the following will be accepted:

· Acknowledgement of receipt from SACE to indicate that the applicant applied for his or her SACE certificate prior to the closing date for applications.

· Any other proof obtained from SACE that the applicant is registered.

· The inclusion of a certified copy of the applicant’s latest salary slip on which is indicated a salary deduction for SACE registration and the applicant’s SACE registration number.

	KenakoPrimary School

	SCHOOL GOVERNING BODY MEETING / SKOOLBEHEERLIGGAAMVERGADERING

	2009-10-09
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1.
Opening and welcome

2.
Apologies and Attendance Register

3.
Determining whether SGB is properly constituted

4.
Determining whether a quorum is present

5.
Determining which members are co-opted or to be co-opted

6.
Determining whether co-opted members have voting rights

7.
Determining whether there needs to be recusal of members on the SGB

8.
Composition of the Interviewing Committee

8.1
Full SGB or
8.2
Certain members only
8.3
Election of chairperson &minuting secretary 
8.4
Determining functions of Interviewing Committee
· IC will shortlist and rank the candidates
· IC will interview the candidates 
· Format of interviews: point scoring + concensus
· IC will submit its recommendations to the SGB for endorsement
· IC will follow “Business Plan” of SGB
· If 1st  candidate on priority list is not available, 2nd candidate moves up
9.
Discussion of advertisements &primary (core) criteria & additional criteria for short-listing

10.
Short-listing matrix

11.
Compilation of a “Business Plan”
12.
Notification of Unions & Metro North Education District
13.
Short-listing Matrix

14.
Matrix for interviews

15.
Adjournment

KENAKO PRIMARY SCHOOL
BUSINESS PLAN : POSTS 1047,1048 ,1049 & 0464
VACANCY LIST 3/2010
	DATE
	TIME
	VENUE
	TOPIC
	RESPONSIBILITY

	2010-08-11
	19:00
	Kenako PS
	Special meeting of SGB to discuss nomination process
	SGB

	
	
	
	Notices to Teachers Unions (5 working days). Indicate whether representative needs to be mandated in writing to attend process.  File transmission slips as proof.
	

	
	
	
	Special SGB Meeting to discuss nomination process
	SGB

	
	
	
	Short-listing meeting – Post Level 2 Vacancy No. 1565
Metro ?? / WCED representative present 
	SGB-IC

	
	
	
	Propose draft of interview questions for Post No. 1565
	SGB-IC

	
	
	
	Phone candidates for interviews scheduled for 16 Oct.
	

	
	
	
	Short-listing meeting – Post Level 3 Vacancy No. 1538
Metro ?? / WCED representative present
	SGB-IC

	
	
	
	Propose draft of interview questions for Post No. 1538
	

	
	
	
	Phone candidates for interviews scheduled for 16 Oct.
	

	
	
	
	Confirm interviews by fax / e-mail: Posts No. 1565 & 1538
	

	
	
	
	Short-listing meeting – Post Level 4 Vacancy No. 1529
WCED/EMDC representative present
	SGB-IC

	
	
	
	Propose draft of interview questions for Post No. 1529
	SGB-IC

	
	
	
	Phone candidates for interviews scheduled for 17 Oct.
	

	
	
	
	Confirm interviews by fax / e-mail: Post No. 1529
	

	
	
	
	Contact referees re. candidates: Post No. 1529
	SGB representatives

	
	
	
	Interviews for Post No. 1565 Head of Department
Each candidate to sign Schedule B
	IC-SGB 

	
	
	
	Nominations submitted to SGB for approval
	SGB

	
	
	
	Interviews for Post No. 1538 Deputy Prinicipal
Each candidate to sign Schedule B
	IC-SGB

	
	
	
	Nominations submitted to SGB for approval
	SGB

	
	
	
	Inform candidates nominated 1 – 3 (Posts 1565 & 1538)
	

	
	
	
	Interviews for Post No. 1529 Prinicipal

Each candidate to sign Schedule B
	IC-SGB

	
	
	
	Nominations submitted to SGB for approval
	SGB

	
	
	
	Inform candidates nominated 1 – 3 (Post 1529)
	

	
	
	
	Short-listing meeting – Post Level 1 Vacancy No. 2409
	Interview Committee

	
	
	
	Phone candidates for interviews scheduled for 20 Oct.
	

	
	
	
	Confirm interviews by fax / e-mail: Post No. 2409
	

	
	
	
	Interviews for Post No. 2409 Teacher

Each candidate to sign Schedule B
	Interview Committee

	
	
	
	Nominations submitted to SGB for approval
	SGB

	
	
	
	Letter to candidates confirming nominations 1 – 3
	

	
	
	
	Complete documents i.r.o. nominations for Posts
	

	
	
	
	1529, 1538, 1565 & 2409 to be signed
	SGB Secretary

	
	
	
	
	SGB Chairperson

	
	
	
	
	Principal

	
	
	
	Nominations with all documentation to be submitted
	

	
	
	
	To the WCED in Cape Town
	


	KenakoPrimary School

	SHORT-LISTING MEETING : POST 1538 OF VACANCY LIST 2/2009

	2009-10-15
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[All decisions to be minuted]

1.
OPENING & WELCOME
2.
APOLOGIES & ATTENDANCE REGISTER
3.
MATTERS FOR DISCUSSION

3.1
Verification of mandates from the Teachers’ Unions (transmissions slips to be available)

3.2
Tabling of amended Business Plan

3.3
Discussion of the role of the Unions and WCED representative

3.4
Tabling the primary (core) and if necessary additional criteria(permission from Unions required for latter)

3.5
Matrix to be used for short-listing
3.6
Composition of the Interviewing Committee
3.7
Opening of the envelope containing the applications for the post
· Verify whether all the applications as listed by the WCED have been received.

· Note all the applications that have not been shortlisted/forwarded by the WCED

3.8
Sifting and Short-listing of candidates

· Use the core/primary and if necessary the additional criteria to short-list the candidates

· Applications to be perused by designated groups of the SGB to determine suitable applications

· Completion of Matrix for Short-listing of each candidate
· Discussion &agreement of the number of suitable candidates to be short-listed for interviews (max. 5).

The Interviewing Committee MUST place the applicants who are in excess and who are able to satisfy the needs of the school on the short-list for interviews.

Interview Committee to bear in mind the principle of equity.

Educators from other provinces must submit a service record, certified copies of their qualifications and their latest salary advice slip.

3.9
Interviews

· Confirmation of date and times of interviews

· Contacting of referees
· Arrangement of person(s) to meet candidates and seeing them off afterwards
3.10
Interview questions

· Mandate for drawing up interview questions
· Allocation of questions to various members of the Interview Committee
· Discussion and agreement re. evaluation matrix for interviews

3.11
Closing of meeting

PRIMARY / CORE CRITERIA: Applications should contain the following:
1.
Form DPE1 Application for an advertised teaching postmust be properly completed and signed.  The advertisement number must be correct.
2.
Letter of application\: Should be signed
3.
Curriculum Vitae containing, inter alia, a complete chronological record of teacher training, teaching experience and extra-mural activities, as well as the names and telephone numbers of at least two persons willing to act as referees.

4.
At least two recent testimonials regarding the applicant’s character and teaching ability, one of which should have been written not more than a year before.

5.
Certified copies of diploma or degree certificates.
6.
SACE Registration Certificate:
6.1
Registration with the SA Council of Educators is compulsory.

6.2
A certified copy of the applicant’s SACE registration certificate MUST be submitted to the WCED before or upon appointment.  This means that the SGB may not eliminate an applicant based on the non-submission of the SACE certificate.  That is the prerogative of the Employer.

6.3
Where the applicant is not in possession of a certified copy of a SACE certificate, one of the following will be accepted:

· Acknowledgement of receipt from SACE to indicate that the applicant applied for a SACE certificate prior to the closing date for applications.

· Any other proof obtained from SACE that the applicant is registered.

· A certified copy of the applicant’s latest salary slip on which is indicated a salary deduction for SACE registration and the applicant’s SACE registration number.

Other criteria to consider during short-listing

· Qualifications: In order to be eligible for appointment, applicants must have at least a recognised three-year qualification (REQV 13), which must include appropriate training as a teacher.

· Medical fitness
· Language proficiency: To be determined by the Interviewing Committee / SGB

· Occupational proficiency: During the interview specific questions must be put to determine whether the applicant will be able to deal with the academic, professional and administrative facets of the post.

A.
Post Level 2 Vacancy No. 1565 : Head of Department (Intermed./Senior Phase)

CRITERIA AS PER ADVERTISEMENT:

· Head of Department: Intermediate & Senior Phase

· Xhosa / English

· Qualifications/training and experience of teaching in the Intermediate and/or Senior Phase a recommendation

· Sound knowledge of assessment and curriculum planning

· Excellent and proven administrative and organisational skills

· Experience in Natural Science and Technology a recommendation

· Ability to manage and solve conflict 

· Experience and a keen interest in the co-ordination of extra-curricular activities, e.g. rugby, cricket and soccer

· Requirements: (a) minimum 4 years teaching qualification (b) at least 5 years teaching experience and (c) Xhosa speaking an advantage

FACTS TO BEAR IN MIND WHEN SHORT-LISTING CANDIDATES FOR INTERVIEWING

[Condensed from WCED Circular 0080/1996& Preface of Vacancy List]
1.
QUALIFICATIONS

1.1
Of what importance is it to the school community for the candidate to have qualifications which are higher than the minimum requirements? (e.g. deputy principal post)

1.2
Does the school require someone with specialist training with regard to e.g. learning areas, phases, management, etc.?

1.3
Are specific language requirements important in this post?

2.
WHAT SKILLS MUST THE CANDIDATE POSSESS?

2.1
Specific academic skills?

2.2
Specific extra-curricular skills?

2.3
Managerial skills?

2.4
Administrative skills?

2.5
Specific leadership skills?

2.6
Computer skills?

2.7
Financial skills?

3.
HUMAN RELATIONS

3.1
Human relations with learners are always important.

3.2
Human relations with staff members are just as important.

3.3
What further demands will the post make with regard to human relations i.r.o. parents/community?


[The higher the post level, the higher the demands regarding 3.2 and 3.3]

4.
DECISION-MAKING

Once again, the higher the post level, the higher the demands in this respect.

5.
INITIATIVE

5.1
How important is initiative for the post?

5.2
Which clear signs of initiative are there from the applicant’s previous experience?

5.3
Will the candidate be able to sell his/her ideas to stakeholders?

6.
PERSONAL FACTORS


Are there personal characteristics of the candidate which may lead to dissatisfaction/strife/tension in the school community? (e.g. excessive drinking; marital status; religious attitude; psychological disorders)

7.
CONTRIBUTIONS


To what extent may this appointment remedy shortcomings/deficits/defects in the staffing of the school? (e.g. areas of concern; special knowledge/experience; equity and group representation)


FINALLY, the crucial question remains:

Which candidate will mean the most to the school and its learners?

MATRIX FOR SHORT-LISTING (Example)
VACANCY LIST:

2 / 2009
POST NUMBER:  

1538


DESCRIPTION:

Deputy Principal

NAME OF CANDIDATE:
_______________________________________________________

KEY:  1 = weak/below average  
2 = average

3 = good
  4 = excellent

	CRITERIA
	Yes
	No
	1
	2
	3
	4
	COMMENTS

	GENERAL 
	
	
	
	
	
	
	

	· Application Form DPE1 (completed & signed)
	
	
	
	
	
	
	

	· Certificate of SACE membership
	
	
	
	
	
	
	

	· REQV 13 (min. 3 yrs teaching qualification)
	
	
	
	
	
	
	

	· Letter of application (signed)
	
	
	
	
	
	
	

	· Curriculum Vitae
	
	
	
	
	
	
	

	· At least 2 testimonials (1 recent)
	
	
	
	
	
	
	

	· Certified copies of qualifications
	
	
	
	
	
	
	

	· Neatness of application
	
	
	
	
	
	
	

	ADVERTISEMENT / CORE CRITERIA
	
	
	
	
	
	
	

	* Proven & successful managerial skills
	
	
	
	
	
	
	

	* Comprehensive administrative & organisational skills
	
	
	
	
	
	
	

	* Sound knowledge of IQMS & Whole School Development
	
	
	
	
	
	
	

	* Knowledge & experience of CEMIS administration,
	
	
	
	
	
	
	

	  registers and timetabling
	
	
	
	
	
	
	

	* Ability to maintain good discipline
	
	
	
	
	
	
	

	* Proven record of taking initiative
	
	
	
	
	
	
	

	* Teaching experience in the primary school
	
	
	
	
	
	
	

	* Experience & keen interest in the co-ordination of
	
	
	
	
	
	
	

	  extra-curricular activities
	
	
	
	
	
	
	

	* Minimum 4 year training qualification
	
	
	
	
	
	
	

	* At least 5 years teaching experience
	
	
	
	
	
	
	

	* Managerial experience in NCS
	
	
	
	
	
	
	

	* Xhosa speaking an advantage
	
	
	
	
	
	
	

	ADDITIONAL CRITERIA (Only if necessary)
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	
	Short-listed for interview
	
	
	Not short-listed for interview


Comments:  
___________________________________________________________________



___________________________________________________________________

NAME OF INTERVIEW COMMITTEE MEMBER (LEADER):  _____________________________________

SIGNATURE:  ________________________________________
DATE:  2009 / 10 / 16
MATRIX FOR SHORT-LISTING: (Example)
VACANCY LIST:

1 / 2010

POST NUMBER:  

0042

DESCRIPTION:

Principal

NAME OF CANDIDATE:
_______________________________________________________

KEY:  1 = weak/below average  
2 = average

3 = good
  4 = excellent
	CRITERIA
	Yes
	No
	1
	2
	3
	4
	COMMENTS

	MANDATORY CORE CRITERIA
	
	
	
	
	
	
	

	· Application Form DPE1/ Z 83 / A2 (signed)
	
	
	
	
	
	
	

	· Proof of SACE registration (salary slip / cert. / appli.)
	
	
	
	
	
	
	

	· REQV 14 (min. 4yrs teaching qualification)
	
	
	
	
	
	
	

	· SA Citizenship
	
	
	
	
	
	
	

	· Experience: minimum teaching 15 years
	
	
	
	
	
	
	

	· Minimum 8 years on School Management Team
	
	
	
	
	
	
	

	· Language Proficiency: Eng. Higher & Afr. / Xhosa
	
	
	
	
	
	
	

	ADVERTISEMENT / CORE POST CRITERIA
	
	
	
	
	
	
	

	Dynamic, visionary, innovative leadership qualities
	
	
	
	
	
	
	

	Proven success in administration and organisation
	
	
	
	
	
	
	

	Knowledge of IQMS& SPMDS
	
	
	
	
	
	
	

	Sound knowledge of managing GET & FET curriculum
	
	
	
	
	
	
	

	Proven record of involvement  in community/ with parents
	
	
	
	
	
	
	

	Ability to manage and resolve conflict
	
	
	
	
	
	
	

	Ability to manage staff and learner conduct (discipline)
	
	
	
	
	
	
	

	Sound knowledge of education laws, acts, policy
	
	
	
	
	
	
	

	Keen interest in extra-mural activities
	
	
	
	
	
	
	

	Ability to manage human resources (work force)
	
	
	
	
	
	
	

	Ability to manage infrastructure (buildings& equipment)
	
	
	
	
	
	
	

	Computer proficiency
	
	
	
	
	
	
	

	Financial management skills
	
	
	
	
	
	
	

	RECOMMENDED CRITERIA
	
	
	
	
	
	
	

	· Curriculum Vitae
	
	
	
	
	
	
	

	· At least 2 testimonials (1 recent)
	
	
	
	
	
	
	

	· Certified copies of qualifications
	
	
	
	
	
	
	

	ADDITIONAL CRITERIA (Only if necessary)
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Equity score: CF = 8; BF = 7; BM = 6; WF = 5; CM = 4; WM = 3; IF = 2; IM = 1
	
	

	TOTAL 
	
	


	
	Short-listed for interview
	
	
	Not short-listed for interview


NAMES OF SHORT-LISTING MEMBERS:  _____________________________________________________________
________________________________________________________________________________________________
SIGNATURE OF GROUP LEADER:  ________________________________________
DATE:  2010 / 03 / 18
MATRIX FOR SHORT-LISTING (Example)
VACANCY LIST:

2 / 2009
POST NUMBER:  

2409
DESCRIPTION:

Teacher: Intermediate / Senior Phase
NAME OF CANDIDATE:
_______________________________________________________

KEY:  1 = weak/below average  
2 = average

3 = good
  4 = excellent
	CRITERIA
	Yes
	No
	1
	2
	3
	4
	COMMENTS

	GENERAL 
	
	
	
	
	
	
	

	· Application Form DPE1 (completed & signed)
	
	
	
	
	
	
	

	· Certificate of SACE membership
	
	
	
	
	
	
	

	· REQV 13 (min. 3 yrs teaching qualification)
	
	
	
	
	
	
	

	· Medical fitness 
	
	
	
	
	
	
	

	· Letter of application (signed)
	
	
	
	
	
	
	

	· Curriculum Vitae
	
	
	
	
	
	
	

	· At least 2 testimonials (1 recent)
	
	
	
	
	
	
	

	· Certified copies of qualifications
	
	
	
	
	
	
	

	· Language proficiency
	
	
	
	
	
	
	

	· Neatness of application
	
	
	
	
	
	
	

	ADVERTISEMENT / CORE CRITERIA
	
	
	
	
	
	
	

	Qualifications/training & experience of teaching
	
	
	
	
	
	
	

	   in the Intermediate/Senior Phase a recommendation
	
	
	
	
	
	
	

	Experience in all learning areas.
	
	
	
	
	
	
	

	Social Sciences, IsiXhosa, Arts & Culture a recommend…
	
	
	
	
	
	
	

	Sound knowledge of assessment & curriculum planning
	
	
	
	
	
	
	

	Keen interest in extra-curricular & indigenous games
	
	
	
	
	
	
	

	  A recommendation
	
	
	
	
	
	
	

	Minimum 4 year training qualification
	
	
	
	
	
	
	

	At least 3 years teaching experience
	
	
	
	
	
	
	

	Xhosa speaking an advantage
	
	
	
	
	
	
	

	ADDITIONAL CRITERIA (Only if necessary)
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	
	Short-listed for interview
	
	
	Not short-listed for interview


Comments:  
___________________________________________________________________



___________________________________________________________________

NAME OF INTERVIEW COMMITTEE MEMBER (LEADER):  _____________________________________

SIGNATURE:  ________________________________________
DATE:  2009 / 10 / 17
MATRIX FOR SHORT-LISTING (Exercise)

VACANCY LIST:_______________________________

POST NUMBER:  ______________________________




DESCRIPTION:

HEAD  OF  DEPARTMENT 

NAME OF CANDIDATE:
_______________________________________________________

KEY:  1 = weak/below average  
2 = average

3 = good
  4 = excellent
	CRITERIA
	Yes
	No
	1
	2
	3
	4
	COMMENTS

	GENERAL 
	
	
	
	
	
	
	

	· Application Form DPE1 (completed & signed)
	
	
	
	
	
	
	

	· Certificate of SACE membership
	
	
	
	
	
	
	

	· REQV 13 (min. 3 yrs teaching qualification)
	
	
	
	
	
	
	

	· Medical fitness 
	
	
	
	
	
	
	

	· Letter of application (signed)
	
	
	
	
	
	
	

	· Curriculum Vitae
	
	
	
	
	
	
	

	· At least 2 testimonials (1 recent)
	
	
	
	
	
	
	

	· Certified copies of qualifications
	
	
	
	
	
	
	

	· Language proficiency
	
	
	
	
	
	
	

	· Neatness of application
	
	
	
	
	
	
	

	ADVERTISEMENT / CORE CRITERIA
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	ADDITIONAL CRITERIA (Only if necessary)
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	
	Short-listed for interview
	
	
	Not short-listed for interview


Comments:  
___________________________________________________________________



___________________________________________________________________

NAME OF INTERVIEW COMMITTEE MEMBER (LEADER):  _____________________________________

SIGNATURE:  ________________________________________
DATE:______________________

INTERVIEWING PROCESS

Annexure B – Guidelines for interviews [In terms of clause 3.7 in schedule 1 of Resolution 5 of 1998] attached to WCED Circular 0043/2002 “Procedures on the filling of advertised Educator Posts – Resolution 5 of 1998 of the National ELRC

A.
PROCEDURE BEFORE INTERVIEWS
1.
Be discreet about pre-interview arrangements.

2.
Do homework thoroughly.  Contact all referees and relevant persons in the profession other than referees who may be able to provide valuable information.

3.
Make clear arrangements about the date, time, nature and venue of the interviews, preferably also in writing.  The applicants/candidates could even be asked to confirm their attendance of interviews.
4.
Nominate someone to receive and make the candidate feel at home and to see them off the premises afterwards.
5.
Activate the process of formulating/setting/drafting the questions to be asked during the interviews.  The questions should be in accordance with the criteria/requirements for the post as advertised.

6.
Decide who will put which questions to the candidates.
7.
Give the members of the Interviewing Committee specific tasks as per the Business Plan:

· Receiving the candidates as they arrive, accommodating them in the staffroom (with a pleasant atmosphere) and to see them off the premises afterwards.

· Providing annotated copies/summaries of copies of the candidates’ applications to the Members of the Interviewing Committee.

· Introducing the members of the Interviewing Committee or Panel to the applicants.

· Explaining the format/procedure of the interview and what the candidate could expect.

· Putting the questions to the candidate.

8.
Explain the matrix that will be used to evaluate the candidates during the interviews.

9.
Members of the Interviewing Committee must be instructed to keep to the following:

· Do not discuss the applicants with anyone outside the IC or SGB meetings.

· Do not pre-judge, but keep an open mind.

· Do not talk to one applicant about another.

· Do not break confidentiality.

10.
Prepare copies of “Schedule B – Interviews” to be available for each interview.

11.
Read & digest documentation and annotated (summarised) copies of candidates’ applications before the interview.

B.
PROCEDURE DURING INTERVIEWS
1.
Allow enough time for each interview and allow the same amount of time per candidate.
2.
Put the candidate at ease by welcoming him/her to the interview.

3.
Introduce the members of the Interviewing Committee as well as observers to the candidate.

3.
Explain the format/procedure of the interview and what the candidate could expect.

4.
The chairperson should allow the members of the Interviewing Committee to put questions according to a pre-arranged plan.

5.
The interviewees should be treated in a similar manner, both in terms of questions asked and the manner in which interviews are conducted.

6.
Before the conclusion of the interview ascertain whether the candidate has any questions.

7.
Indicate when and how the candidate will be informed of the final decision of the SGB.

8.
Interviewing Committee to keep strictly to the following:
· Do not keep the candidates waiting unnecessarily.

· Do not let candidates meet one another or cross paths.

· Do not rush the interview.

· Do not allow any person who is an applicant, to be part of any of the processes.

· Do not contravene the Bill of Rights by asking questions about sexual orientation, religion or by asking embarrassing or personal questions.

· Do not cross-examine a candidate.

· Do not interrupt answers.  A candidate may, however, be asked to clarify something.

· Do not give hints or half-promises about the success of the candidate.

· Do not refer to another candidate in any way.

9.
NB.  Chairperson must request each candidate to complete and sign “Schedule B – Interviews”.

C.
PROCEDURE AFTER INTERVIEWS
1.
Discuss the interviewees to reach a decision by consensus as soon as possible.

2.
The Interviewing Committee must rank the candidates in order of their preference (No. 1 – 3) and motivate their nomination to the School Governing Body.  (The latter must submit its recommendation in order of preference to the WCED.  The prescriptions in the Vacancy List – see copies – must be adhered to.)

3.
The Chairperson expresses his appreciation to everyone for their participation in the process and informs the Interviewing Committee that the SGB will resume its normal functions.


GENERAL SGB MEETING


[The SGB Chairperson and secretary take over their duties.]

3.1
Opening and welcome

3.2
Word of appreciation to the Interviewing Committee

3.3
Apologies and Attendance Register

3.4
Determining whether there is a quorum

3.5
The SGB ratify the recommendation of the Interviewing Committee

3.6
The chairperson then closes the meeting and adjourns it.

4.
The SGB must notify the nominated candidates of their nomination (without stating their order of preference) for appointment in writing.  Explain that the WCED and no the SGB will decide on the appointment.


5.
The SGB must also inform the other candidates who are not nominated for appointment.  It is good and ethical practice to inform unsuccessful candidates.

6.
No public announcement of the nomination (not appointment) may be made.

7.
A candidate has the right to request and obtain information about his or her unsuccessful interview.

8.
Forward the 3 nominations to the WCED by no later than 23 October 2009
For Attention: Mr H.A. Wyngaard with the following documents:
· Completed Nomination form DPE2
· The complete, original application of the 3 nominees, including the DPE1 Forms (Application Form) of the other candidates.
· Annexure A (Verification Document)

· Annexure B (Departmental Checklist) completed and signed by the Circuit Manager or departmental representative & representatives of the Teachers’ Unions
· Copy of the letter from the SGB informing the 3 nominees of their nomination

· Detailed minutes of all meetings (SGB and Interview Committee)

· Short-listing criteria used.
· Score Sheets of all the interviewed applicants
· Copies of invitations to Unions and Metro North Educ. District representatives to the short-listing meeting.
Failure to submit all the documentation will delay the confirmation of the appointment.  Appointments are subject to the approval of the WCED.  

Appointments are subject to the approval of the WCED.  Nominated applicants must, therefore, refrain from taking any steps to assume duty until they have been notified, in writing, that the appointment has been approved.
ONDERHOUD ASSESSERINGSVORM
POS NR ______ in VAKATURELYS _______
PRINSIPAALPOS
NAAM VAN KANDIDAAT  ___________________________________________________________________________
SLEUTEL:Bepunt elk van die onderstaandeeienskappevanaf 1 (onaanvaarbaar) tot 5(uitstekend) 
	1
	ONAANVAARBAAR
	VOLDOEN GLAD NIE AAN DIE VEREISTES VIR DIE POS NIE

	2
	SWAK
	VOLDOEN NIE AAN AL DIE VEREISTES VIR DIE POS NIE

	3
	BEVREDIGEND
	VOLDOEN AAN DIE VEREISTES VIR DIE POS

	4
	GOED
	VOLDOEN AAN DIE MEESTE VEREISTES VIR DIE POS

	5
	UITSTEKEND
	VOLDOEN AAN AL DIE VEREISTES VIR DIE POS  EN BIED SELFS MEER AS VERWAG


	VAARDIGHEDE / EIENSKAPPE
	1
	2
	3
	4
	5

	ALGEHELE INDRUK VAN KANDIDAAT
	
	
	
	
	

	
	
	
	
	
	

	AKADEMIESE KENNIS, ONDERWYSERVARING,PROFESSIONALITEIT  
	
	
	
	
	

	
	
	
	
	
	

	KOMMUNIKASIEVAARDIGHE
	
	
	
	
	

	
	
	
	
	
	

	ADMINISTRATIEWE EN ORGANISATORIESE VAARDIGHEDE
	
	
	
	
	

	
	
	
	
	
	

	DISSIPLINE
	
	
	
	
	

	
	
	
	
	
	

	DECISIVENESS AND MANAGEMENT STYLE
	
	
	
	
	

	
	
	
	
	
	

	INITIATIVE,EDUCATIONAL VISION AND LEADERSHIP
	
	
	
	
	

	
	
	
	
	
	

	CONFLICT HANDLING
	
	
	
	
	

	
	
	
	
	
	

	HUMAN RELATIONSHIP
	
	
	
	
	

	
	
	
	
	
	

	FINANCIAL AND BUDGET MANAGEMENT
	
	
	
	
	

	
	
	
	
	
	

	TOTAL :50

	


Member of SGB/Interview Committee:
______________________________________________________

Signature of chairman of SGB/IC :___________________________________________________________
Date of interview:  

________________________________
INTERVIEW ASSESSMENT FORM

POST NR _____ in VACANCY LIST ____
DEPUTY PRINCIPAL

NAME OF CANDIDATE:  ___________________________________________________________________________

APPEARS TO BE MOST SUITED TO TEACH GRADE  ________________

KEY:  Rate each of the qualities below from 1 (very poor) to 10 (outstanding/excellent).

	1
	Very weak/Very poor
	Does not meet any requirements for the post

	2
	Weak/Poor
	Does not really meet any requirements for the post

	3
	Far below average
	Far below the minimum requirements for the post

	4
	Below average
	Below the minimum requirements for the post

	5
	Average
	Meets some requirements for the post

	6
	Satisfactory
	Meets most requirements for the post

	7
	Satisfactory to fair
	Meets most requirements adequately for the post

	8
	Good
	Meets most of the requirements, more than adequately for the post

	9
	Very good
	Meets all the requirements, considerably more than adequately for the post

	10
	Outstanding/Excellent
	Very little room for improvement


	QUALITIES
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	Overall impression of candidate and application: 

application; neatness; appearance; dress; deportment; personality; vitality; strengths
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Academic & professional qualifications & teaching experience: 

quality; extent; relevancy; knowledge& experience of OBE / NCS; 
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Language proficiency:

diction; tone; pronunciation; vocabulary; confidence; bilingualism
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Administrative skills:

people/task orientation; class administration; record-keeping; computer skills 
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Decisiveness & discipline:

responses to questions; tact; sincerity; frankness; handling discipline; fairness
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Initiative & educational vision:

including strengths and how to compensate for weaknesses
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Human relationships:

influence on people; sense of humour; acceptability; ability to form relationships
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Extra-curricular activities

Ability to make a contribution to school’s extra-curricular activities
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	TOTAL /  PERCENTAGE:

	
	%


Member of SGB/Interview Committee:
______________________________________________________

Signature of member of SGB;

______________________________________________________

Date of interview:


__________________________
INTERVIEW ASSESSMENT FORM

POST NO______ in VACANCY LIST ______
PRINCIPAL

NAME OF CANDIDATE:  ___________________________________________________________________________

KEY:  Rate each of the qualities below from 1 (very poor) to 10 (outstanding/excellent).

	1
	Very weak/Very poor
	Does not meet any requirements for the post

	2
	Weak/Poor
	Does not really meet any requirements for the post

	3
	Far below average
	Far below the minimum requirements for the post

	4
	Below average
	Below the minimum requirements for the post

	5
	Average
	Meets some requirements for the post

	6
	Satisfactory
	Meets most requirements for the post

	7
	Satisfactory to fair
	Meets most requirements adequately for the post

	8
	Good
	Meets most of the requirements, more than adequately for the post

	9
	Very good
	Meets all the requirements, considerably more than adequately for the post

	10
	Outstanding/Excellent
	Very little room for improvement


	QUALITIES
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	Overall impression & image of candidate: 

appearance; deportment; personality; vitality; skill in handling interview; team player
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Academic knowledge, experience& professional proficiency: 
Ability to apply theoretical knowledge and current experience of the curriculum and implement it successfully to the needs of the environment proficiently
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Language Proficiency& Communication:

diction; tone; pronunciation; vocabulary; ability to express ideas verbally & in writing
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Administrative and Organisational skills & Project Management:

people/task orientation; class administration; record-keeping; computer skills 
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Discipline:

Ability to maintain an effective level of discipline, maintaining a healthy balance between good order for effective functioning and allowing freedom of expression
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Decisiveness, decision making and management style:

The ability to assess a situation, option of handling  it and electing the most suitable or appropriate solution, weighing up the various courses of action
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Initiative, innovation, educational vision, role model and leadership
including strengths and how to compensate for weaknesses
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Handling conflict:
Ability to handle conflict in a manner to the benefit to the school & befitting the position of principal without compromising on human dignity and moral values
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Human relationships:

Ability to form sound relationships with others at all levels (staff, learners, parents, authorities); influence on people; sense of humour; acceptability; 
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Financial & budget management
Ability to make a contribution to school’s extra-curricular activities
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	TOTAL /  PERCENTAGE:

	
	%


Member of SGB/Interview Committee:
______________________________________________________

Signature of member of SGB;

______________________________________________________

Date of interview:


____________________
INTERVIEW ASSESSMENT FORM

POST NO________ in VACANCY LIST ________
TEACHER: INTERMEDIATE / SENIOR PHASE

NAME OF CANDIDATE:  ___________________________________________________________________________

APPEARS TO BE MOST SUITED TO TEACH GRADE  ________________

KEY:  Rate each of the qualities below from 1 (very poor) to 10 (outstanding/excellent).

	1
	Very weak/Very poor
	Does not meet any requirements for the post

	2
	Weak/Poor
	Does not really meet any requirements for the post

	3
	Far below average
	Far below the minimum requirements for the post

	4
	Below average
	Below the minimum requirements for the post

	5
	Average
	Meets some requirements for the post

	6
	Satisfactory
	Meets most requirements for the post

	7
	Satisfactory to fair
	Meets most requirements adequately for the post

	8
	Good
	Meets most of the requirements, more than adequately for the post

	9
	Very good
	Meets all the requirements, considerably more than adequately for the post

	10
	Outstanding/Excellent
	Very little room for improvement


	QUALITIES
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	Overall impression of candidate and application: 

application; neatness; appearance; dress; deportment; personality; vitality; strengths
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Academic & professional qualifications & teaching experience: 

quality; extent; relevancy; knowledge& experience of OBE / NCS; 
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Language proficiency:

diction; tone; pronunciation; vocabulary; confidence; bilingualism
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Administrative skills:

people/task orientation; class administration; record-keeping; computer skills 
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Image:

inspirational; energetic; enthusiastic; skill in handling interview; team player
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Decisiveness & discipline:

responses to questions; tact; sincerity; frankness; handling discipline; fairness
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Initiative & educational vision:

including strengths and how to compensate for weaknesses
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Interest range:

extra-mural; outlook on life; outside interests; ambition; willingness to learn
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Human relationships:

influence on people; sense of humour; acceptability; 
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Extra-curricular activities

Ability to make a contribution to school’s extra-curricular activities
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	TOTAL /  PERCENTAGE:

	
	%


Member of SGB/Interview Committee:
______________________________________________________

Signature of member of SGB;

______________________________________________________

Date of interview:


________________________
1

