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SCHEDULE

ARRANGEMENT OF REGULATIONS

PART 1
INTRODUCTORY PROVISIONS

1.	 Definitions 
2.	 Application of regulations
3.	 Purpose of regulations
4.	 Objectives of recruitment and selection 
5.	 Confidentiality and data protection

PART 2
RECRUITMENT PROCESS

6.	 Organisation establishment, job description, job specification and grading
7.	 Creation of new positions
8.	 Filling of vacancies
9.	 Advertisement of positions
10.	 Internal advertisement procedure
11.	 Responsibility of internal candidates
12.	 Eligible internal candidates
13.	 External advertisement procedure
14.	 Applications for advertised positions

PART 3
SELECTION PROCESS

15.	 Shortlisting committee
16.	 Shortlisting of candidates
17.	 Notifying shortlisted candidates
18.	 Responsibilities of human resources department

PART 4
INTERVIEWS AND APPOINTMENT

19.	 Assessment tools
20.	 Prohibition on membership to interview panel
21.	 Responsibilities of members of interview panel
22.	 Interview panel for position of chief executive officer
23.	 Interview panel for position of head of department and other management cadres
24.	 Interview panel for positions at a to c band
25.	 Preparation of interview questions
26.	 Conducting interviews
27.	 Ranking and recommendation of candidates
28.	 Appointment of chief executive officer
29.	 Reference checking
30.	 Notifying successful candidates
31.	 Appointing authority for staff members other than chief executive officer
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PART 5
GENERAL PROVISIONS

33.	 Induction, advice and assistance
34.	 No allowance payable for attending interviews
35.	 Provisions for people living with disabilities
36.	 Recruitment of persons on a temporary basis or on contract
37.	 Non-interference with recruitment and selection process by local authority council members

PART 1
INTRODUCTORY PROVISIONS

Definitions

	 1.	 In these regulations, a word or an expression to which a meaning has been assigned 
in the Local Authorities Act, 1992 (Act No. 23 of 1992) has that meaning, and unless the context 
indicates otherwise -

 “chief executive officer” means the chief executive officer of a municipal council, a town clerk of a 
town council or a village secretary of a village council;

“demotion” means the placement of a staff member in another position in the local authority council 
in respect of which the grade applicable to such other position is lower than that applicable to the 
position the staff member occupied before the placement;

“external candidate” means a candidate who is not -

(a)	 a staff member of the local authority council; or

(b)	 employed by the local authority council on a fixed term contract of three months or more 
than three months; 

“grading” means the method of placing jobs into a hierarchy of authority and levels of responsibility;

“human resources department” means the human resources department of the local authority council;

“internal candidate” means a candidate who is -

(a)	 a staff member of the local authority council; or 

(b)	 employed by the local authority council on a fixed term contract of three months or more 
than three months;

“interview panel” means a group of persons appointed in terms of regulation 22, 23 or 24 to interview 
shortlisted candidates;

“job description” means the document describing the required tasks, knowledge, skills, abilities, and 
reporting structure required for a position; 

“job specification” means a written statement of educational qualifications, specific qualities, level 
of experience, physical, emotional, technical and communication skills required to perform a job;

“job evaluation and grading committee” means a committee of the local authority council responsible 
for conducting job evaluation and grading;
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“job evaluation” means the process of analysing and assessing various jobs systematically to ascertain 
their relative worth in the local authority council;

“Labour Act” means the Labour Act, 2007 (Act No. 11 of 2007);

“management cadre” means staff members appointed in management positions and falling under the 
category d band;

“recruitment and selection process” means the process of attracting, screening, selecting and 
appointing suitable candidates;

“shortlisting committee” means the committee referred to in regulation 15;

“the Act” means the Local Authorities Act, 1992 (Act No. 23 of 1992);

“transfer” means the transfer of a staff member from one department to another department or a 
transfer from one position to another in the same department;

“vacancy” means a position on the local authority council’s establishment which has not been filled.

Application of regulations

	 2.	 Unless the Act and the context of these regulations indicates otherwise, these 
regulations apply to all the local authority councils, their staff members, persons employed by local 
authority councils on contract or on a temporary basis and persons who intend to apply or who are 
applying for employment to local authority councils.

Purpose of regulations

	 3.	 The purpose of these regulations is to -

(a)	 establish a uniform framework for a transparent and effective recruitment and 
selection process for local authority councils; 

(b)	 ensure that the recruitment and selection processes of local authority councils are 
carried out in the most efficient, professional and cost-effective manner; 

(c)	 ensure that the recruitment and selection processes of local authority councils 
comply with the applicable laws, collective agreements and codes of good practice; 
and

(d)	 promote the integration of equal employment opportunities, in accordance with 
the Affirmative Action Act, 1998 (Act No. 29 of 1998), into the human resources 
policies and practices of local authority councils in line with the local authority 
councils’ commitment to achieve a workforce that is broadly representative of the 
Namibian people.

Objectives of recruitment and selection 

	 4.	 The objectives of recruitment and selection are -

(a)	 to provide minimum standards which will enable a consistent, fair and merit-based 
approach to the recruitment and selection process in accordance with the local 
authority council banding methods, job specifications, affirmative action policies, 
guidelines and applicable laws;
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(b)	 to attract suitably qualified candidates with the necessary competencies, traits and 
attributes to fill a position;

(c)	 to promote accountability and transparency in the recruitment and selection process;

(d)	 to specify the selection requirements to enable local authority councils to employ the 
best candidates on the basis of merit, abilities and potential;

(e)	 to provide the requirements relevant to the screening of candidates in order to gather 
key information to assess the suitability of a candidate for a position; 

(f)	 to attract suitably qualified candidates and retain experienced or suitably qualified 
staff members to ensure that services are available to meet local authority councils 
with immediate and future human resource needs; and

(g)	 to establish a positive image and the positioning of local authority councils as 
employers of choice.

Confidentiality and data protection

	 5.	 (1)	 Confidentiality is an important part of the recruitment and selection process 
and in order to maintain confidentiality during the recruitment and selection process all staff members 
of the local authority council involved in the recruitment and selection process and the members of 
an interview panel must ensure that -

(a)	 the identity of candidates and all information about candidates, including documents 
submitted by candidates are treated as strictly confidential; and

(b)	 no information about the performance of candidates at an interview or the reasons 
for the selection or non-selection of candidates is discussed outside the interview.

(2)	 Before the commencement of an interview all members of the interview panel must 
sign a confidentiality agreement, in the form substantially corresponding to Form 1, and must submit 
the agreement to the human resource officer of the local authority council who is facilitating the 
interview.

PART 2
 RECRUITMENT PROCESS

Organisational establishment, job description, job specification and grading

	 6.	 To ensure -

(a)	 a fair and transparent recruitment and selection process the Minister must, for each 
municipal council, town council and village council, establish -

(i)	 an organisational structure;

(ii)	 a remuneration, salary and benefits structure; and

(iii)	 conditions of service;

(b)	 conformity and uniformity in the recruitment and selection process the Minister 
must, each third year from the date of commencement of these regulations or at a 
time determined by the Minister, establish a committee which is representative of 
municipal councils, town councils and village councils, to 
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(i)	 review and develop the job descriptions for all staff members of the councils 
to ensure that it accurately reflects the current and future duties of positions;

(ii)	 update the job descriptions as advised by the respective councils so that 
the descriptions accurately reflect the current and future qualifications and 
experience required of a successful candidate or any other requirement that 
may be necessary for a position;

(iii)	 update the job specifications, if necessary;

(iv) 	 conduct job evaluation and grading of staff members of local authority 
councils; 

(v)	 develop the essential and desirable selection criteria based on the job 
descriptions and job specifications; and

(vi)	 conduct a salary survey and the committee may make recommendations 
to the Minister for the adjustment of the salaries and benefits of the staff 
members of the local authority councils.

Creation of new positions

	 7.	 (1)	 The head of department in which a need for a new position arises must, 
on identifying such need, complete the job identification form and submit the form to the human 
resources department.

(2)	 The job identification form must specify -

(a)	 the justification for the creation of the new position on the establishment of the 
department;

(b)	 the financial implications in respect of the new position to be created;

(c)	 the job description of the position; and 

(d)	 the organogram indicating the position and the reporting lines in terms of the 
organisational structure.

(3)	 On receiving the job identification form in terms of subregulation (1), the human 
resources department - 

(a)	 must conduct an investigation including a detailed job analysis; 

(b)	 must compile a report of its investigation and findings; 

(c)	 may request for more clarity on the position from the head of department,  if 
necessary;

(d)	 must submit its report and the job identification form to the head of department 
before submitting it to the job evaluation and grading committee; and

(e)	 must, on reaching agreement with the head of department, submit its report and the 
job identification form to the job evaluation and grading committee for evaluation 
and grading.
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(4)	 On receipt of the job identification form and the human resources department’s 
report under subregulation (3)(e), the job evaluation and grading committee must consider the 
report, the accompanying documents and the necessity of the position on the local authority council’s 
establishment and -

(a)	 may conduct further investigations, if necessary, to gather more information in 
respect of the position; and

(b)	 must conduct the job evaluation and grading of the position and must submit its 
recommendations to the human resources department.

(5)	 On receipt of the job evaluation and grading committee’s recommendations in terms 
of subregulation 4(b), the human resources department must -

(a)	 inform the head of department accordingly; and

(b)	 in the case the position has been recommended by the job evaluation and grading 
committee, make a submission for the creation of the position to the local authority 
council.

(6)	 The submission referred to in subregulation (5)(b), must include the job identification 
form, the report of the human resources department and the recommendations of the evaluation and 
grading committee.

(7)	 On receipt of the submission from the human resource department in terms of 
subregulation (6) the local authority council must consider the information contained in the documents 
referred to in that subregulation and may request further information or documents before making a 
decision and may -

(a)	 approve the creation of the new position; or

(b)	 decide not to approve the creation of the new position,

and must inform the human resources department accordingly.

(8)	 On the approval of the creation of a new position as contemplated in subregulation 
(7), the human resources department of the local authority council must make a submission to the 
Minister for the inclusion of the position in the local authority council’s structure.

	 (9)	 The submission referred to in subregulation (8) must include the job identification 
form, the report of the human resources department, the recommendations of the job evaluation and 
grading committee and the local authority council’s resolution.

	 (10)	 The job grading and evaluation exercise in terms of this regulation must be conducted 
in accordance with the local authority council’s job evaluation and grading policy guidelines.

Filling of vacancies

	 8.	 (1) 	 If a vacancy arises within a department in a local authority council, the head 
of the department in which the vacancy arises must re-examine the structure of the department to 
recommend whether it will be efficient to fill or to freeze the vacancy and must in writing inform the 
human resources department accordingly.

	 (2) 	 On receipt of information in terms of subregulation (1), the human resources 
department must investigate and evaluate whether it will be efficient to fill or to freeze the vacancy 
and must submit its findings to the job evaluation and grading committee.
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(3)	 On receipt of the human resources department’s findings in terms of subregulation 
(2), the job evaluation and grading committee must review the job status, band and grade in respect 
of the vacancy and must recommend whether the position must be filled or be frozen.

(4)	 After making a decision in terms of subregulation (3), the job evaluation and grading 
committee must submit its recommendations to the human resources department and -

(a)	 the human resources department must prepare a submission on the job evaluation 
and grading committee’s recommendation for a decision by the chief executive 
officer; and

(b)	 the chief executive officer must make the final decision whether the vacancy must be 
filled or be frozen.

(5)	 The chief executive officer may only exercise the powers referred to in subregulation 
(4) where such powers or functions have been delegated to the chief executive officer in terms of the 
Act.

(6)	 If a position changes as a result of a job re-design, the human resources department 
must in writing inform the staff member who may be affected by the proposed changes and must also 
notify the trade union of which the staff member is a member.

(7)	 If a local authority council does not have an experienced job evaluation and grading 
committee in place, the chief executive officer of the local authority council may in writing request 
the assistance of the Ministry in that regard and a staff member or staff members of the Ministry 
designated by the Minister or a person designated by the Minister must carry out the functions of the 
job evaluation and grading committee for the purpose of this regulation. 

Advertisement of positions

	 9.	 (1)	 All vacancies for positions on a to c bands must first be advertised internally 
and may only be advertised externally if no suitably qualified candidates are available internally.

(2)	 For transparency purposes an advertisement for a position whether internally or 
externally must include -

(a)	 the position designation and grade;  

(b)	 the job specification; 

(c)	 the basic salary, allowances and other benefits applicable to the position as determined 
in local authority council’s remuneration structure;

(d)	 any special requirements applicable to the position; and

(e)	 details of the contact person to obtain further information about the position.

Internal advertisement procedure

	 10.	 (1)	 The human resources department must place or cause to be placed all 
internal advertisements on the notice board at the head office of the local authority council.

(2)	 Internal advertisements must remain published on the notice board referred to in 
subregulation (1) for a period of five days. 
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(3)	 If only one internal candidate has applied for an internally advertised position and 
the candidate complies with all the requirements the local authority council may approve that the 
candidate be interviewed.

 Responsibility of internal candidates

	 11.	 An internal candidate who wishes to be considered for a position at a local authority 
council must submit an application to the local authority council’s human resources department.

Eligible internal candidates

	 12.	 An internal candidate may only apply for an internally advertised position if he or 
she -

(a)	 is not on probation; and

(b)	 meets the minimum requirements of the position.

External advertisement procedure

	 13.	 (1)	 If a vacancy arises at a local authority council the human resources department 
must obtain permission from the chief executive officer to advertise the vacancy externally. 

	 (2) 	 External advertisements must -

(a)	 be published twice in one national newspaper widely circulating in Namibia; and

(b)	 be displayed on the notice board at the head office of the local authority council and 
the website of the local authority council, if a local authority council has a website.

(3)	 The closing date for applications must be 21 working days from the date of first 
advertisement or publication of a notice referred to in subregulation (2).

Applications for advertised positions

	 14.	 (1)	  Applications for positions advertised internally or externally must be made 
on a form determined by the Minister unless the Minister approves otherwise.

(2)	 Candidates must -

(a)	 complete the application form in full and attach their curriculum vitae; and

(b)	 submit the application form and supporting documents to the human resources 
department.

PART 3
 SELECTION PROCESS

Shortlisting committee

	 15.	 (1)	 A member of a local authority council may not be a member of a shortlisting 
committee.

(2)	 The shortlisting committee must consist of the following individuals -
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(a)	 a staff member of the human resources department;

(b)	 an expert from the department in which the vacancy exists; and

(c)	 a labour union representative, as an observer. 

Shortlisting of candidates

	 16.	 (1) 	 For the purpose of this regulation, “relative” means, the -

(a)	 child, including a step child, a child adopted in terms of any law, custom or tradition;

(b)	 spouse;

(c)	 parent, grandparent, brother or sister;

(d)	 father-in-law or mother-in-law; or

(e)	 brother-in-law or sister-in-law.

(2)	 The human resources department must compile a list of all candidates who have 
applied for a position.

(3)	 If a candidate who applied for an advertised position is a relative, a friend or a 
business associate of a member of a shortlisting committee, that member must recuse himself or 
herself from sitting on the committee and the human resources department, with the agreement of the 
head of the department, must appoint another person as a member of the committee.

(4)	 The shortlisting committee must at a meeting shortlist the candidates using the 
requirements specified in the advertisement.

(5)	 Taking into account that -

(a)	 not all candidates meeting the advertised requirements will automatically be 
shortlisted and guaranteed an interview; and 

(b)	 there will be occasions where numerous candidates meet the advertised requirements 
but that it will not practical to interview all of them, 

the shortlisting committee must shortlist not more than five candidates for each position unless that is 
impractible, and in such case the candidates which the shortlisting committee consider to best meet 
the advertisement requirements must be shortlisted for an interview.

(6)	 Candidates, whether internal or external, who do not meet the advertisement 
requirements may not be shortlisted or be interviewed.

(7)	 The human resources department must keep minutes of the meetings and decisions 
of the shortlisting committee.

Notifying shortlisted candidates

	 17.	 (1)	  The human resources department must arrange the date, time and venue for 
the interview and must notify the members of the interview panel and the shortlisted candidates.

(2)	 The process of inviting candidates for interviews may be done by phone, fax or 
e-mail and the human resources department must -
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(a)	 confirm interviews by way of an invitation letter in the form substantially 
corresponding to Form 2; and

(b)	 ensure that the candidate to be interviewed has received the invitation.

(3)	 The human resources department must give candidates not less than five working 
days’ notice of interviews.

Responsibilities of human resources department

	 18.	 The human resources department must -

(a)	 administer the recruitment and selection process and must apply the applicable laws, 
policies and practises of the local authority council in a consistent manner;

(b)	 timeously and in writing inform candidates not selected for advertised positions; and 

(c)	 provide the members of the interview panel with the necessary materials and training 
to enable them to conduct effective interviews.

PART 4
 INTERVIEWS AND APPOINTMENT

Assessment tools

	 19.	 (1)	 The suitability of candidates for positions must be judged in terms of 
qualification, relevant experience, prior learning and the potential to acquire the relevant skills and 
competencies required in respect of a specific position.

(2)	 For the purpose of recruitment and selection the local authority council may use the 
following assessment tools, together with the verbal interviews -

(a)	 psychometric tests; and

(b)	 practical tests.

Prohibition on membership to interview panel

	 20.	 A member of the local authority council may not be a member of an interview panel.

Responsibilities of members of interview panel

	 21.	 Each member of the interview panel must -

(a)	 be fully conversant with the selection and appointment procedures and the affirmative 
action policy of the local authority council concerned;

(b)	 ensure that he or she is provided with the advertisement, job description and job 
specification and must be satisfied that the selection criteria is based on these 
documents;

(c)	 ensure that all matters relating to the functions and work of the interview panel are 
kept strictly confidential;

(d)	 without bias and the use of irrelevant criteria examine advertisements and other 
relevant requirements and qualifications carefully; and 
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(e)	 recommend candidates with the most merit as it relates to the requirements of the 
position.

Interview panel for position of chief executive officer

	 22.	 (1)	 The interview panel for the position of the chief executive officer must 
consist of not less than five and not more than seven members.

(2)	 The following persons must be part of the interview panel for the position of a chief 
executive officer -

(a)	 a senior staff member from the human resources department; 

(b)	 expert or experts on the position concerned, if required, from any other local authority 
council; 

(c)	 a staff member from the Ministry designated by the Minister; and

(d)	 two or three persons from any other relevant institution identified by the local 
authority council, with expertise in policy, strategic, financial and human resources 
decisions.

(3)	 The human resources department must recommend the members contemplated in 
subregulation (2)(d) to the village council or to the management committee of the municipal council 
or town council for approval.

(4)	 A member of a trade union, an affirmative action representative or a member or staff 
member of the local authority council may attend interviews for the position of a chief executive 
officer as observers and with prior notice to the human resources department.

Interview panel for position of head of department and other management cadres

	 23.	 (1)	 The interview panel for a position of a head of department and other 
management cadres must consist of not less than five and not more than seven members.

(2)	 The following persons must be part of the interview panel for a position of a head of 
department -

(a)	 the chief executive officer;

(b)	 a senior staff member or staff members from the human resources department; and 

(c)	 an expert or experts on the position concerned, if required, from any other local 
authority council or a head of department, 

(d)	 a staff member from the Ministry designated by the Minister, when necessary;

(e)	 a staff member senior to the position being interviewed, from a regional council, 
when necessary; and

(f)	 a person or persons senior to the position to be interviewed, from any other relevant 
institution identified by the local authority council, when necessary.

(3)	  The human resources department, through the relevant head of department, must 
recommend the members contemplated in subregulation (2)(f) to -
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(a)	 the village council or to the management committee of the municipal council or 
town council; or

(b)	 the chief executive officer, where such power has been delegated in terms of the Act 
to the chief executive officer.

(4)	 A member of a trade union, an affirmative action representative or a member or 
staff member of the local authority council may attend an interview for the position of a head of 
department as observers and with prior notice to the human resources department.

Interview panel for positions at a to c band 

	 24.	 (1)	  The interview panel for positions at a to c band must consist of not less than 
five and more than seven members.

(2)	 The following persons must be part of the interview panel for positions at a to c  
band -

(a)	 the chief executive officer or his or her delegate;

(b)	 the head of department or any staff member on management cadre;

(c)	 a senior staff member or staff members from the human resources department; 

(d)	 an expert or experts on the position concerned, if required, from any other local 
authority council, 

(e)	 a person or persons senior to the position being interviewed, from any other relevant 
institution identified by the local authority council, when necessary.

(3)	 The human resources department, through the relevant head of department, must 
recommend the members contemplated in subregulation (2)(e) to -

(a)	 the village council or to the management committee of the municipal council or 
town council for approval;

(b)	 the chief executive officer, where such power has been delegated in terms of the Act 
to the chief executive officer.

(4)	 A member of a trade union, an affirmative action representative or a member or 
members of the local authority council may attend an interview for positions at a to c band as 
observers and with prior notice to the human resources department.

Preparation of interview questions

	 25.	 (1)	  The interview panel must jointly and before the commencement of an 
interview prepare the interview questions -

(a)	 on the day scheduled for interviews;

(b)	 addressing the essential and desirable criteria contained in the job specification and 
job advertisement; and 

(c)	 which are relevant to the position.
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(2)	 The interview panel must before the commencement of an interview decide which 
panel member will ask which questions.

(3)	 Equal time must be scheduled for each candidate to be interviewed.

Conducting interviews

	 26.	 (1) 	 The interview panel must ensure that each candidate is made to feel 
comfortable at the interview and treated equally during the interview in accordance with the Namibian 
Constitution, the Affirmative Action Act and the applicable laws of Namibia.

(2)	 During an interview each candidate must be asked the same questions and the 
eliciting of further information from applicants is permissible only in relation to the question being 
asked.

(3)	 A member of an interview panel may not ask a candidate a question which is not 
relevant to the position for which the interview is held.

(4)	 If a particular skill, attitude or knowledge is essential or a desirable requirement of 
the position and the skill or knowledge can be tested, such as for typing speed, a test may be arranged 
and conducted before the interview, but the candidate must be informed at the time of arranging the 
interview that a competency test will form a component of the interview process. 

Ranking and recommendation of candidates

	 27.	 (1)	 The members of the interview panel must at the conclusion of interviews 
independently, rank each of the candidates on the interview score sheet in the form substantially 
corresponding to Form 3, based on the individual rating of each candidate on every established 
essential and desirable criterion and must submit the interview score sheet to the staff member from 
the human resources department facilitating the interview, for calculation.

(2)	 The chairperson of the interview panel must complete the summary of evaluation in 
the form substantially corresponding to Form 4 and must give the signed evaluation form to the staff 
member from the human resources department facilitating the interview.

	 (3) 	 Candidates must be ranked according to the order of preference from the highest to 
the lowest.

(4)	 The appointment of a successful candidate must be done in order of preference from 
the highest to the lowest.

(5)	 The minimum score at the interview is sixty percent (60%) and if a candidate does 
not meet the minimum score of sixty percent (60%) or above he or she may not be considered for 
appointment.

(6)	 At the conclusion of an interview, the interview panel must -

(a)	 in the case an appointment is to be made by the local authority council, make a 
recommendation for appointment of a candidate to the local authority council; 

(b)	 in the case an appointment is to be made by the management committee, make a 
recommendation for appointment of a candidate to the management committee; and

(c)	 in the case an appointment is to be made by the chief executive officer on the basis 
of powers delegated to the chief executive officer in terms of the Act, recommend 
the appointment of a candidate to the chief executive officer.
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(7)	 If the local authority council, management committee or the chief executive officer 
is satisfied that the interview panel has taken all issues or matters into consideration and is in 
agreement with such recommendations, the local authority council, management committee or the 
chief executive officer must accept the recommendations of the interview panel. 

(8)	 If the local authority council, management committee or the chief executive 
officer has reason to believe that the interview panel has not been transparent or that there have 
been irregularities in the recruitment and selection process or that the recommendation made by the 
interview panel is not in the best interest of the local authority council, the local authority council, 
management committee or the chief executive officer may -

(a)	 with written reasons, request the human resources department to start the recruitment 
and selection process afresh; or

(b)	 with written reasons, refer the recommendation back to the interview panel to re-
interview the candidates or to reconsider its recommendation.

Appointment of chief executive officer

	 28.	 (1)	 In terms of section 27(1) of the Act, the chief executive officer of a municipal 
council or a town council is appointed on the recommendation of the management committee of the 
municipal council or town council and with the prior approval of the Minister.

(2)	 In terms of section 27(1) of the Act, the chief executive officer of a village council is 
appointed by the village council with the prior approval of the Minister.

(3)	 Before appointing a chief executive officer in terms of section 27(1), the local 
authority council must make a written submission to the Minister and the submission must be 
accompanied by -

(a)	 the relevant resolutions of the local authority council; 

(b)	 the relevant recommendation of the management committee, in the case of municipal 
councils and town councils;

(c)	 proof of advertisement of the position;

(d)	 the list of candidates who applied for the position and the list of candidates 
interviewed candidates;

(e)	 the application, curriculum vitae and qualifications of the candidates who were 
interviewed and any other relevant documents; 

(f)	 the names and designation of members of shortlisting committee and interview 
panel;

(e)	 the minutes of the meeting of the shortlisting committee;

(f)	 the minutes of the meeting of the interview panel;

(g)	 a summary of any issues of dispute between the local authority council and the 
interview panel, if any, and whether the issues of dispute have been resolved or not; 

(h)	 a copy of the draft employment contract of the chief executive officer.
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Reference checking

	 29.	 (1)	  Subject to subregulation (2), the human resources department must conduct 
the relevant reference checks in respect of the candidate who have applied for a position at the local 
authority council.

(2)	  The reference checks referred to in subregulation (1) -

(a)	 must be based on the ability of a candidate to carry out the duties of an advertised 
position in accordance with the essential and desirable criteria;

(b)	 may generally only be done in respect of the candidate ranked number one after 
the interview process but if two or more applicants are ranked closely, reference 
checking in respect of more than one candidate may be done after the interview; and

(c)	 may be done with persons other than those indicated by the candidate for reference 
purposes including the current employer, if any.

(3)	 The human resources department may disqualify a candidate, if the candidate 
does not permit or refuses to allow the human resources department to conduct reference checks as 
required by these regulations.

Notifying successful candidates 

	 30.	 (1)	 The human resources department must -

(a)	 in writing notify the successful candidate that he or she has been selected for 
appointment; and

(b)	 communicate a written offer containing the employment conditions of service to 
the successful candidate who must accept or decline the offer in writing within the 
stated period.

(2)	  If the successful candidate has accepted the offer referred to in subregulation (1)(b), 
the human resources department must -

(a)	 confirm with the successful candidate on the date of assumption of duty and must 
also notify the head of department concerned; and 

(b)	 the successful candidate must sign the employment agreement.

(3)	 The human resources department must inform the unsuccessful applicants of the 
outcome of the interview in the form substantially corresponding to Form 5.

(4)	 The human resource department as advised by the local authority council must retain 
the documents of the second highest scoring candidate for further consideration on condition that the 
required percentage has been obtained and based on the recommendation of the interview panel.

Appointing authority for staff members other than chief executive officer

	 31.	 Staff members of a local authority council, other than the chief executive officer  
must -

(a)	 in the case of a municipal council or town council, be appointed by the management 
committee of the municipal council or town council; 
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(b)	 in the case of a village council, be appointed by the village council; and

(c)	 be appointed by the chief executive officer, in the case that the village council or the 
management committee of the municipal council or town council has in terms of the 
Act delegated the power of appointment in respect of positions below management 
cadres to the chief executive officer.

Demotion and transfer

	 32.	 For the purpose of good governance, proper administration and for discipline, the 
local authority council may in accordance with the demotion and transfer guidelines provided by the 
Minister -

(a)	 demote a staff member in line with the relevant disciplinary rules, for a good cause 
as an alternative to dismissal or for the purpose of correcting a staff member’s 
behaviour; or

(b)	 transfer a staff member from one department, division or section to another 
department, division or section in the local authority council, if it considers it 
appropriate in order to improve service delivery.

PART 6
GENERAL PROVISIONS

Induction, advice and assistance

	 33.	 (1)	 On the commencement of employment of a new staff member the direct 
supervisor of the new staff member must ensure that the staff member successfully completes an 
induction programme.

(2)	 The human resources department must ensure that the induction programme referred 
to in subregulation (1) is successfully implemented.

(3)	 Any enquiries relating to the induction programme referred to in subregulation (1) 
must be directed to the human resources department.

No allowance payable for attending interviews

	 34.	 A candidate who is invited for an interview in respect of an advertised position 
must attend the interview at his or her own cost, unless the recruitment policy applicable provides 
otherwise.

Provisions in respect of people living with disabilities

	 35.	 The human resources department must ensure that the recruitment and selection 
process is fair and non-discriminatory and that all candidates, especially people with living with 
disabilities are treated with respect and dignity.

Recruitment of persons on temporary basis or on contract

	 36.	 (1) 	 The head of department must identify the need for recruitment of persons on 
a temporary basis or on contract and such request including the number, duration, level and description 
must be forwarded to the human resources department for submission to the chief executive officer 
for consideration and decision.
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	 (2) 	 Recruitment of persons on a temporary basis must be done through the human 
resources department and advertisements for temporary work must be placed on notice board at the 
head office of local authority council for period of five days.

(3)	 Every local authority council must keep a job seeker data base.

(4)	 Emergency projects where the need for work on a contract arises must be filled from 
a job seeker data base referred to in subregulation (3).

(5)	 A local authority council may only employ persons on contract for the duration of 
the period of the project and may not extend the employment beyond the life span of the project.

(6)	 If the project contemplated in subregulation (5) is extended, the persons who were 
employed on contract under that project must be given the first chance to refuse the offer before the 
offer is given to any other person.

(7)	 The basic conditions of employment as stipulated in the Labour Act are applicable 
to persons employed by a local authority council on a temporary basis or on contract.

Non-interference with recruitment and selection process by local authority council members

	 37.	 A member of a local authority council may not in any manner -

(a)	 interfere or be allowed to interfere; or

	 (b) 	 solicit for any person or candidate,

either individually or collectively in the recruitment and selection process until such time that a 
submission is made to local authority council for its decision. 
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FORM 1

CONFIDENTIALITY AGREEMENT

(Regulation 5(2))

Enquiries:				    Our Ref			  Date:

Tel:					     Your Ref:

Fax:

The Chief Executive Officer

Local Authority Council of ……………………………………

Dear Sir /Madam, 

I, …………………………………………………………………………………………, in my 
capacity as member of the interview panel for the position of ……………………………………
……………………………………………………….. hereby undertake not to divulge to anybody 
outside the panel any information about the identity of the applicants concerned, details of their 
applications and their performance during the interview process.

Yours Faithfully,

…………………………………..

Signature of member
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FORM 2

INVITATION FOR INTERVIEW

(Regulation 17(2))

Enquiries:			   Our Ref:			   Date: 

Tel:				    Your Ref:

Fax:

………………………………………

………………………………………

………………………………………

………………………………………

Dear sir /madam,

You are cordially invited to attend an interview for the position of:……………………..

……………………………………………………………………………………………..

to be held on ……………………………………………..(date) at …………….... (time)

at …………………………………..……………………………………………... (venue)

please report to: ………………………………………………………… at your arrival. 

……………………………………….
Human Resources Department
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FORM 3

INTERVIEW SCORE SHEET

(Regulation 27(1))

Name of candidate .................................................................................................................................

Date of interview ...................................................................................................................................

Position applied for ...............................................................................................................................

Present job .............................................................................................................................................

Current employer ..................................................................................................................................

 Rating Scale 1 2 3 4 5 Total

Personality and career orientation:
Technical knowledge:
Financial management:
Operational management:
Interpersonal relations and teamwork:
Total

(Descriptions are subject to change)

Remarks: ...............................................................................................................................................

...............................................................................................................................................................

...............................................................................................................................................................

...............................................................................................................................................................

...............................................................................................................................................................

Rating scale keys:

1= does not meet the requirements		

2= partly meets the requirements

3= meets the requirements			 

4= exceeds the requirements

5= significantly above the requirements

Name of member of interview panel: ....................................................................................................

Signature: ..............................................................................................................................................

Date: ......................................................................................................................................................



22	 Government Gazette 23 May 2019	 6913

FO
R

M
 4

SU
M

M
A

RY
 O

F 
EV

A
LU

AT
IO

N

(R
eg

ul
at

io
n 

27
(2

))

Su
m

m
ar

y 
of

 e
va

lu
at

io
n 

by
 th

e 
in

te
rv

ie
w

in
g 

co
m

m
itt

ee
 fo

r 
th

e 
po

si
tio

n 
of

 …
…

…
…

…
…

…
…

…
…

…
…

…
…

N
um

be
r 

of
 p

oi
nt

s a
llo

ca
te

d 
by

:

N
am

es
 o

f t
he

 c
an

di
da

te
s

C
ha

ir
pe

rs
on

 
1

M
em

be
r 

2
M

em
be

r 
3

M
em

be
r 

4
M

em
be

r 
5

M
em

be
r 

6
To

ta
l

Av
er

ag
e

In
 o

rd
er

 o
f 

Pr
ef

er
en

ce

1. 2. 3. 4. 5. 6. C
om

m
en

ts
 b

y 
th

e 
C

ha
irp

er
so

n 
w

ith
 re

ga
rd

 to
 th

e 
su

ita
bi

lit
y 

of
 th

e 
no

m
in

at
ed

 c
an

di
da

te
: 

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__



6913	 Government Gazette 23 May 2019	 23

N
am

e 
in

 b
lo

ck
 le

tte
rs

:							









Si

gn
at

ur
e:

 					






D

at
e:

C
ha

irp
er

so
n 

1:
	_

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
_		


__

__
__

__
__

__
__

__
__

__
__

			



__

__
__

__
__

__
_

M
em

be
r 2

:	
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
		


__

__
__

__
__

__
__

__
__

__
__

			



__

__
__

__
__

__
_

M
em

be
r 3

:	
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
		


__

__
__

__
__

__
__

__
__

__
__

			



__

__
__

__
__

__
_

M
em

be
r 4

:	
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
		


__

__
__

__
__

__
__

__
__

__
__

			



__

__
__

__
__

__
_

M
em

be
r 5

:	
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
		


__

__
__

__
__

__
__

__
__

__
__

			



__

__
__

__
__

__
_

M
em

be
r 6

:	
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
		


__

__
__

__
__

__
__

__
__

__
__

			



__

__
__

__
__

__
_

Se
cr

et
ar

y:
	

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

		


__
__

__
__

__
__

__
__

__
__

__
			




__
__

__
__

__
__

_



24	 Government Gazette 23 May 2019	 6913

FORM 5

 (Regulation 30(3))

Enquiries: …….				    Our Ref:			   Date: 

Tel: ……………………..				    Your Ref:

Fax: ………………………….

Mr/Mrs/Ms .…………………………

……………………………………….

……………………………………….

……………………………………….

Dear Sir/Madam, 

We regret to inform you that your application for the position of …………………………… 
………………………………………………………………….... has been unsuccessful.

Thank you very much for the interest shown in the Local Authority Council.

Yours Faithfully,

…………………………………………
Human Resources Department

________________


