
(f)	 The selection interview process shall be undertaken in a structured manner thereby 
preventing any follow-up or probing questions or the provision of additional clarity which 
can be misconstrued as assisting the candidate. All interviews are to be conducted in 
English. If the interview cannot be undertaken in English then arrangements must be 
made for an interpreter, to afford the candidate an equal opportunity. This provision shall 
only apply to the official languages of the Country. Questions shall not be amended 
during the interview process, especially if some candidates have already undergone the 
interview process. 

(g)	 The interview process should be specific and to the point and the duration will be 
determined by the number of questions posed. The interview process should ideally, not 
exceed one hour, unless the process includes a practical aspect as well should 
accommodate both able and disabled candidates equally. 

(h)	 All roleplayers should maintain confidentiality and discretion during the selection 
interview process and avoid any contact or communication with any of the candidates. 

(i)	 The Chairperson must ask the candidate at the commencement of the interview 
whether they have an objection to any panel member and should the candidate 
indicate an objection to a member of the panel and should such objection be 
deemed to be valid or if any panel member declares an interest in any candidate, 
then the Chairperson should recuse such member from the interview of that 
particular candidate and the scores of the remaining candidates should be 
averaged to determine a final score for that particular candidate. If a member 
declares a personal interest at the commencement of the interview process, then 
such member should be recused from the entire interview process and before the 
structuring of questions can commence. The interview process should continue if 
a quorum exists or be aborted if a quorum does not exist. 

U)	 Where the objection lies with the Chairperson, and if the objection is deemed to be valid 
by the members of the panel, then the proceeding should be abandoned with a 
recommendation for a new panel to be constituted. 

(k)	 The Chairperson, with the concurrence of the members, may terminate an interview in the 
event that the applicant is not cooperative and is exhibiting disruptive behaviour that 
stifles the objective of the process. Before this action can be taken, the candidate must be 
given a prior warning and the nature of the transgression and reasons for the decision 
taken must be clearly recorded. 

(1)	 The responses of candidates to questions posed shall be rated using the following rating; 
o=No response 
1 = Poor 
2 =Weak 
3 =Satisfactory 
4 = Good 
5 =Very Good 
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ANNEXURE C ~
 
KZN DEPARTMENT OF PUBLICWORKS : REFERENCE CHECK
 

POST: _ CENTRE:
 

To becompleted byreferee/HR Practitioner To becomplete byHRM : Public Works 
Candidate's name Position applied for 

Name of person contacted Basic outline ofduties 

, Organ ization Date of reference check 

, Relationship tocand idate Reference done by 
(Name & Signature) 

AREA COMMENTS 
Duties performed 

Job performance e.gquality ofwork, 
meeting deadlines 
Personality ofcandidate 

Interpersonal relations ofcandidate 

Strengths / Weaknesses of 
candidates 
Any misconduct / disciplinary matters 
(Yes/No and brief summary if yes) 
Reasons for leaving 

Is re-employment recommended (if 
not why) 
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