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REVISION HISTORY

REVISION | DATE PAGE(S)/SECTION(S) REVISED | DESCRIPTION OF CHANGE

SOP DETAIL

The objective of this Standard Operating Procedure (SOP) is to:

INTRODUCTION a) provide deeper insight into the Department's approach to the implementation,
monitoring and evaluation of the recruitment process in Department of Education when it
comes to appointments of Public Service Act and Office-Based Educators b) To provide
details steps for the filling of Public Service Act and Office-based Educators posts which
exist on the ARP for a financial year.

c) Ensure compliance to HR legislation within the province.
d) Ensure consistency in the utilization of documents as per approved Departmental
Recruitment & Selection Policy.
PURPOSE The purpose of this document is to: set out detailed duties and responsibilities to all
*Objectives of the Guideline stakeholders involved in the recruitment and selection process for the Eastern Cape

Department of Education (ECDOE) to assist the department in identifying gaps within the
recruitment cycle of Public Service Act employees and Office-based Educators.

SCOPE This standard operating procedure is applicable to the Eastern Cape Department of
Education and includes the processing of policy development and review from receipt of
policy request until the approval of the policy including review of such and the
administrative processes done by the directorate.

Performance Indicator | 100 % filling of post advertised as per ARP

STAKEHOLDERS
EXTERNAL INTERNAL
Applicants Public Service Act Employees and Office-Based

Educators within Department

SAQA

SAPS

Home Affairs
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PROCESS INTEGRATION

PROCESS NAME DEPENDECY

* This SOP defines the steps / procedures to be followed by the designated Persons/Unit responsible for the activity.
* This process must NOT be read in isolation, but in recognition and cognizance of:
* the overall End-to-End process;

*  it's inter-dependencies (integration points) with other processes; and 0 the impact
each process has on the other.

HRL Grievances/Disputes
SCM Disposal of CV
IDENTIFIED RISKS
PROBABILITY IMPACT
PROCESS NAME RISK DESCRIPTION (H/M/L) (H/M/L) CONTROL DESCRIPTION

* Describe any procedure(s) of higher risk than usual. This will alert the staff so that sufficient attention be paid.

Shortlisting/Interviews Union Declaration H H Annexure 16 must be signed
Annexure 16 by unions declaration their
position on the process of
shortlisting and interviewing.
If not signed can lead to
grievance/dispute after a
process. Written confirmation
by union must be obtained
immediately after the process

Pre-screening Verification of SAQA, ID M H Before submission is placed on
numbers, fingerprints route for approval, all
necessary pre-screening
verification must be done. If
pre-screening is not done this
constitutes a violation of DPSA
regulations Prescreening must
be finalised within 1 month
after interviews.
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ABBREVIATIONS & DEFINITIONS

ABBREVIATION DEFINITION

OoTP Office of Premier
SAPS South African Police Service

SAQA South African Qualifications Authority

HRA Human Resource Administration

ECDOE Eastern Cape Department of Education

SCM Supply Chain Management

TYPE OF REFERENCE REFERENCE
*TYPE OF REFERENCE (e.g.

relevant legislation, policies,
documents, manuals and
handbook systems)

Policy Departmental Recruitment & Selection policy Section 11




