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I. RECRUITMENT, SELECTION AND INDUCTION 

Affirmative action 

1. Gender Links (GL) shall comply with the Employment Equity (EEA), Basic Conditions of 
Employment (BCEA) and Labour Relations Acts (LRA) in the country of operation in relation 
to all aspects Human Resources whenever and wherever they may be applicable. 

2. GL is an equal opportunity employer. The employment practices of GL shall ensure 
employment equity, fairness, efficiency and the achievement of a representative public 
service. 

3. Affirmative Action shall be used to speed up the creation of a representative and equitable 
public service and to give practical support to those who have been previously 
disadvantaged by unfair discrimination to enable them to fulfil their maximum potential. 
Employment practices shall maximise flexibility, minimise administrative burdens on both 
employer and employee and generally prevent waste and inefficiency. 

4. The management of human resources shall be underpinned by the values of fairness; 
Equity; Accessibility; Transparency; Accountability; Participation and Professionalism. These 
values are highly regarded by all who are responsible for managing people. Above all, it is to 
ensure that the working environment is characterised by employment justice, cultural 
diversity and transparency. 

 
5. Gender Links uses an automated online Human Resources Management system called Orange 

HRM for effective management of it major HR functions as follows: 
 Recruitment and selection process 
 Staff Personal Information Management 
 Capturing Performance management records  
 Leave Management 
 Time Management 
 Resignations 

 

Staff planning 

6. The ED and Director of Operations (DOO) with the authorisation of the Executive Committee 
(EC), shall be responsible for assessing the human resources required to perform each 

within available budgeted funds for the recruitment, retention, training and deployment of 
staff. 
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Recruitment

7. All posts are advertised on GL website and through other media. All applications submitted 
via the GL website will be linked to the Orange HRM Platform. GL shall recruit the most 
suitable candidates available irrespective of race, gender, sex, pregnancy, marital status, 
family responsibility, ethnic or social origin, colour, sexual orientation, age, disability, HIV 
positive, religion, conscience, belief, political opinion, culture, language and birth, in 
accordance with Employment Equity and Labour Relations Acts in the various countries of 
operations. 

8. No discriminatory questions shall be contained in any documentation relating to the 
recruitment, selection and appointment of new staff. 

9. GL supports the principle of internal promotion/recruitment. Within the spirit of internal 
recruitment, all employees are free to apply for any vacancy or new positions to provide them 
with advancement opportunities. 

Vacancy advertisements 

10. All vacancy advertisements shall be drawn by the relevant line Manager and approved by the 
Departmental Head and ED. The approved advertisement must then be handed over to the 
Human Resources personnel who will create the vacancy on the Orange HRM platform before 
insertion in the media and posted on the GL website. 

11. The DOO shall ensure that the advertisement of vacant posts in the department reaches and 
attracts the entire pool of potential applicants from all sections of the population. GL shall 
explore the use of different forms of communication so as to maximise recruitment among 
people from historically disadvantaged groups. Any vacant post in Senior Management 
Services shall be advertised nationwide and in the region. An advertisement for a post shall 
specify the inherent requirements of the job, the job title and core functions, salary package 
and other benefits. The advert shall also specify the closing date which shall be restricted to 
14 days (2 weeks) from the day of advertising. 

12. Form HR01: Job advert and online application form provides standard clauses that all job 
advertisement shall carry. Job specifications for various positions and HR Forms are found on 
SharePoint.  

13. The advert shall contain a clause to say that only shortlisted candidates shall be 
contacted. 

14. The standard GL logo must appear on all display advertisements as well as a 
statement of the GL commitment to employment equity. 

15. No form of unfair discrimination shall be evident in the wording of advertisements. 
 Family responsibility e.g. no small children who could interfere with an 

 work. 
 Marital status e.g. must or must not be married, single, divorced, etc. 



10 

Reference to age e.g. must be between 25 and 45.
Free of chronic disease or disability e.g. diabetes, HIV positive.

Application and selection process 

16. GL considers the selection of the right quality of staff to be of the utmost 
importance and therefore insists on adherence to sound selection principles and 
procedures. Several alternative selection systems are utilised in order to arrive at 
the final choice of candidate. The selection process shall constitute of the following 
components: 

 Shortlist (Preliminary & Final) 
 Written and oral interview 
 Selection test 
 Reference check 
 Qualification check 

17. -screened against compliance with the requirements 
outlined in the job specification. A summary table of short-listed applicants shall be 
drawn from the Orange HRM system. 

18. Out of town candidates shall undergo a preliminary phone/Skype interview and 
written exercise where applicable to confirm their suitability and willingness to 
relocate before being invited to attend the interview. GL shall pay for the travel 
costs for candidates who live outside the place of work who are selected for a final 
interview. 

19. The ED or any other delegated person shall appoint Selection Panel. The Selection 
Panel shall consist minimum three gender balanced members who are employees of 
a grading equal to or higher than the grading of the post to be filled from internal 
or any other suitable persons outside GL. The Chairperson of the Selection Panel 
shall be of a grading higher than the post to be filled. The Selection shall make 
recommendations for the short listing, interviewing and appointment to the post for 
the approval of the ED or a person with delegated authority. Any other 
representation in the Selection Panel lower than the grading of the post to be filled 
may provide secretarial or advisory services. 

20. Selection shall be based on the inherent requirements of the position to be filled as 
specified on the advertised job specifications and the outcome of other processes 
that legitimises the appointment. 

21. Members of the Selection Panel shall disclose and recuse themselves where they 
have a vested interest in the appointment of the candidate. 

22. viewed are distributed 
in advance to the panellists. 
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23. The DOO shall draw up a scoring sheet based on the job description for each 
panellist. 

24. The interviewees shall be required to undergo a written test and or provide samples 
of their work where appropriate, to be included in the final score. 
 

25. All unsuccessful applications will be regretted on the Orange HRM system and an 
automated email sent to the candidates. 

Interview process 

26. The DOO shall be responsible for the reception, recording of applications, acknowledging, 
storing and communication with applicants. Only short listed candidates shall be contacted. 
Candidates shall be notified at least three days before the interview and be given sufficient 
time to do written tests required at the interview. Candidates must be informed both 
telephonically and in writing. The invitation letters shall be filed. 

27. The DOO shall ensure that the qualification screening, reference checks, competency test and 
security clearance are conducted before the interview process where necessary. 

28. The DOO shall check current salary levels and salary expectations, as well as when 
the candidate would be available to start, prior to the interview. 

29. Should the checks in 26 reveal major gaps or inconsistencies, the candidate shall not be 
invited to the interview. 

30. The interview shall be conducted using an interview form  HR 02, based on the Key 
Performance Indicators in the job advert. Each panellist shall score the candidate. The Chair 
of the selection panel shall average the scores and announce the top three candidates. The 
panel shall deliberate on the three candidates, and recommend the candidate whom in their 
view is best suited for the job, based on performance in the interview, organisational fit, and 
the requirements of the job. This shall generally be the top scoring candidate, unless other 
reasons are put forward by the panel. 

31. If necessary a second round of interviews may be conducted between the best 
candidates. 

32. If the ED has not been involved in the interview, the file and recommendation shall be 
forwarded to the ED for a final decision.  

33. If the candidate selected is not available to take the post, GL shall go to the second 
and third finalists. 
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34. All interview results shall be communicated to candidates after approval by the ED. The 
interview results shall be communicated within 14 days after the interview by the DOO. 

 

35. The Human Resources department shall send out personalised regret letters to the 
second and third finalists. 

Head hunting 

36. If suitable candidates are not found after one round of advertising and interviewing, the ED 
and/or the Board may approach suitably qualified candidates who are known to them and 
who have the same profile as in the advertisement. 

Employment of relatives of staff and board members 

37. In accordance with the current employment legislation, family of staff and board members 
cannot be prevented from applying for positions within GL. However, standard recruitment 
and selection processes as outlined in this document shall, without exception, be applied to 
such candidates and in the event of their appointment, their relationship with related parties 
shall be disclosed in writing. 

38. Family members shall not be employed in any position in which such an appointment could 
result in a conflict of interest. Relatives shall be employed under the following conditions: 

 No direct line of report ability/responsibility shall exist between two parties 
 Employment of relatives in the same department/business unit is prohibited. 
 Where the likelihood exists that confidentiality may be breached or authority abused because 

of the employment of relatives, such employment shall not be allowed 
 Where a relative is employed in a different unit, the heads of both units involved must 

signify that they have no objection to such employment. 
 The employment of relatives in the same unit shall be subject to the Department head 

prerogative and in the case where department heads are involved the ED shall have the final 
decision 

Managing grievances 

39. All candidates are entitled to raise a grievance and to have it dealt with by means of 
prompt, fair and objective procedures. Standing disciplinary procedures shall be followed 
when dealing with grievances pertaining to interviews and appointments 

Appointment 

40. All appointment letters are signed by the ED on behalf of the company. 

41. All successful candidates shall receive a short letter of offer stating the following: 
 Title of position, department, section 
 Location/country 
 Date of appointment 
 Cost to Company (e.g. all taxes and pensions must be borne by the employee) 
 Performance Bonus Potential Earning 
 Leave Entitlement 
 Benefit Scheme (Retirement Plan, Medical Aid etc) 

 Terms and conditions of service is sent to the potential 
employees (See Form HR03: Letter of offer). 
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42. Staff shall be required to submit a letter of acceptance before a full contract is prepared. 

with properly authenticated copies of certificates. 

43. Unsuccessful candidates shall be notified within a week of the receipt of the acceptance 
letter from the successful candidate. (Form HR04: Regret letter). 

Appointment of non-residents/citizens 

44. All appointment of non-residents/citizens is subject to the approval of visa, work and 
residence permits by the Government. The obtaining and renewal of the aforesaid remains 
the responsibility of the employee. The organisation however shall provide the support 
documentation and information 

45. Prospective staff is required to obtain work permits before they take up employment. 
46. Staff members that obtain work permits on a GL job offer are expected (except in 

exceptional circumstances) to serve the full term of their contract for which a visa has been 
granted. GL shall only support work permit applications where it is satisfied that the staff 
member is likely to honour this commitment. 

47. A staff member employed on a GL work permit is not entitled to work anywhere else within 
that country while on a GL visa, if the staff member leaves GL employ. 

Work visas 

48. It is the responsibility of all staff from outside the country in which GL has an office to which 
they have been assigned to obtain work visas. GL shall however assist by providing the 
necessary documentation and information. 

49. Prospective staff is required to obtain work permits before they take up employment. 

50. Staff who obtain work permits on a GL job offer are expected (except in exceptional 
circumstances) to serve the full term of their contract for which a visa has been granted. GL 
shall only support work permit applications where it is satisfied that the staff member is 
likely to honour this commitment. 

51. A staff member employed on a GL work permit is not entitled to work anywhere else within 
that country while on a GL visa, if the staff member leaves GL employ. 

Relocation allowance 

52. GL shall provide a round trip economy ticket for staff members recruited from a country 
outside their duty station. 

53.  

54. If a staff member resigns before completion of their term of service the relocation cost shall 
be paid back on a pro rata basis, except in exceptional circumstances as determined by the 
ED. For example, if the contract is for a year and the staff member serves for six months, 
fifty percent of the relocation cost shall be paid back. This clause does not apply in a case 
where a staff member has relocated but fails to pass probation. 

Staff contracts (fixed term, temporary and casual) 
55. Fixed Term Contract 
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This applies to an employee contracted for a specific period of time or to do a specific 
job. Employment with GL is subject to availability of donor funding. The duration of 
service shall be in accordance with available funding. 

Short term contracts 
56. GL employs casual workers in the following circumstances: 

 Relief work for a short period is necessary 
 Where a specific short increase in work load necessitates additional assistance e.g. during 

leave or illness of a substantive employee 
 Where the workload of a position does not involve a full day  work 
 Where there is a specific skill shortage and personnel possessing such skills are not eligible 

for permanent employment 

Casual employees 
57. These are day workers engaged for a maximum period of 3 days in a week. They qualify for 

overtime the same as other employees. 
 
Documentation to be provided by staff on appointment 

58. New staff shall be required to provide the DOO with: PAYE Personal Particulars (IRP2). 
Copy of ID/ valid passport. 
Copy of work permit in the case of foreign employees Copy of 
valid  
Certified copies of diploma and degree certificates. 
Any other particulars that may be required for tax purposes. Next of 
kin details. 

Other forms of human resource support 
59. There are five potential additional forms of human resource support that may be accessed 

by GL: 
 Volunteers: Individuals from within or outside South Africa generally supported by a source 

outside GL. The cost to GL is management and office related costs. Family members of staff 
or Board Members who volunteer at GL shall not be paid a salary but may be paid an 
allowance consistent with the work undertaken. 

 Interns: GL provides opportunities to people or students preparing to enter the job market 
and/or older workers contemplating a career change a hands on opportunity to learn new 
skills and methodologies in an actual company as opposed to a classroom. Students who 
work part time for GL under its internship programme. 

These are generally paid a small honorarium, consistent with university rates for interns in the 
relevant country. 

 Consultants: Persons to whom GL out sources work because GL lacks the particular 
expertise or capacity to perform the task. GL pays for these services at the agreed 
consultancy rates and manages the contract as per an official letter with guidelines, e.g. 
payment on submission of the work. The consultant may work from GL offices or from their 
own offices depending on circumstances and the agreement reached. 

 Partnerships: Arrangements between GL and NGOs, academic institutions and/or other 
partners to jointly undertake a particular project in which the parties concerned have a 
mutual interest. Generally each partner shall make a contribution, either financially or in kind 
to the project. These contributions shall be specified from the outset in a signed document. 

60. Criteria for selection of volunteer 
 GL human resource needs. 
 The infrastructural burden being placed on GL, its sustainability and budgetary 
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constraints. 
 The supervision/ management required and the capacity of GL in this regard. Background 

(gender, race; preference given to Previously Disadvantaged Groups) 
 Qualifications 
 Interest in gender/ability to contribute to GL. 
 Part time/ full time kind of commitments. 

 Criteria for selection of Consultants 
 Qualifications and references/ reputation. 
 Background (Preference for local consultants and those from developing countries, 

especially from the region). 
 Local availability of expertise and remuneration by funding agency for local expertise. 
 If from outside, knowledge of Southern Africa. 
 Knowledge of /sensitivity to gender issues. 
 Skills transfer. 
 Ensuring continuity. 

61. Guidelines for MOU with GL partners 
 Preamble: Agreement between parties 
 Background 
 Objectives 
 Background of the organizations entering into the agreement and their interests in the 

project 
 Funding agency: annex funding agreement 
 Obligations of each party 
 The governance structure 
 The management structure 
 The location of financial responsibility 
 The final output and its handling by the parties 
 Evaluation/ follow up 
 Mechanism for dealing with disagreements that may arise in the course of the 

Partnership. 

Criteria for the selection of interns 
  Coming from a partner of Gender Links Regional diversity. 

  Demonstrated skill and interest in the GL programme areas. 
       Studying towards or in possession of a relevant qualification. 

Available for an extended period of time on a full time basis. 
  Diversity- race, sex and country of origin. 
  Ability to work in a results driven environment 

Induction 
The orientation of a new employee to the organisation is of utmost importance in order 
to: 

 Smooth preliminary stages when everything is likely to be strange and unfamiliar 
 Establish a favourable attitude to the GL so that the employee is more likely to stay 
 Obtain effective output from the employee in the shortest possible time 
 Provide the employee with up-to-date and realistic information about the organisation and 

remove any unrealistic expectations and misconceptions about the position. 

62. Subject to circumstances and feasibility, the induction shall be conducted by the Line 
manager, Human Resources and Assets Manager and any other designated person. 
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63. The induction process includes: 
 Pre-employment: a letter of appointment welcoming the employee to GL. 
 First day: The employee is welcomed by the supervisor or DOO at Head office and completes 

all outstanding documentation, which is processed and placed in the employees file. 
 A tour of the premises is conducted with the new employee by DOO or the 

supervisor 
 A presentation is made on GL. 
 The new staff member meets all staff and has brief meetings with them. 

Probation 
64. Staff members shall be placed on a three month probation (six months in the case of the ED 

and Senior Positions) during which period the staff membe

training to render satisfactory performance. 

65. Probation may be extended, if the staff member shows promise but has not met the 
required standards in the first three months. The maximum time by which probation can be 
extended is three months in the case of managers and one month in the case of staff. 

66. Upon the completion of the probation period, staff members shall be supplied with written 
confirmation of permanency or otherwise. 


