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This manual provides comprehensive guidelines to managers at all levels of the Ministry on
personnel procedures. The manuals are considered vital, particularly during the decentralization
process. All managers must therefore acquaint themselves fully with the content of this document,
in particular the procedures to be followed whenever personnel matters are dealt with.

The manual has been produced as a user-friendly personnel management tool for the MoHSS
within all the legal statutory provisions for personnel management in the Public Service of Namibia.

Itis my sincere hope that the use of this manual will bring about great improvements in the delivery
of health and social services through timeous appointments, promotions, disciplinary action, and
the promotion of high morale amongst staff members.

DR L. AMATHILA
MINISTER



PREFACE

The Ministry of Health and Social Services employs a staff complement of approximately 3000
people comprising of professionals, technical and non-professional staff. The Ministry aims to
provide an efficient service delivery system through its staff.

The Ministry realizes that some uncertainty exists which is caused by numerous independent and
sometimes conflicting acts, rules and circulars on personnel management. This has not made
things easy for operational managers in the Ministry of Health and Social Services to act on
matters promptly. Thereby frustrations, low morale, low productivity and inefficiency in the delivery
of services has been caused.

This manual is aimed at providing Ministry of Health and Social Services managers with user-
friendly and easy to follow guidelines on particular personnel issues based upon existing statutory
regulations.

It is my sincere wish that this manual will facilitate the smooth and prompt execution of the
manager’s tasks within the Ministry. As such, all managers must thoroughly acquaint themselves
with the contents of this document.

May | take this opportunity to express my sincere gratitude to all staff members in the Personnel
Office (Head Office) and partners in health for the dedicated work that made this document a
reality. In addition, | wish to thank the European Union and the Namibian Integrated Health
Programme (NIHP) for financial and technical assistance in the production of this document.

DR K. SHANGULA
PERMANENT SECRETARY
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| CHAPTER 1 |
INTRODUCTION

1. BACKGROUND

There have been major developments, reorganization and re-direction within the Ministry of
Health and Social Services since Independence in the delivery of services particularly in
Primary Health Care, Tertiary Health Care, Social Welfare Services and Policy and
Planning Development. However the MoHSS realized that the equally important enabling
functions of Support Services had been left out in the changes and the new developments.
It was therefore decided to address this problem in order to facilitate the efficient and
effective delivery of services.

Operational shortcomings were recognized which were attributed to the functions of
Finance, Personnel, Logistics etc., which need addressing. To this extend, the production
of this Personnel Procedures Operating Reference Manual was found to be of utmost
necessity.

The post independence management of personnel in the public sector particularly for
health has been found to be diverse, dynamic and complex due fo the diversity of the kinds
of services to be rendered. As a result, various acts, staff rules, circulars and directives are
sent out to stations from national level from time to time dealing with certain personnel
management issues. The need to produce a comprehensive document which seeks to give
guidelines to managers/supervisors when dealing with specific personnel issues was
requested for by managers, resulting in a situation analysis being undertaken in June 1995
by visiting various operational levels (i.e. national, directorate, regional and districts) to
gather information. It is also hoped that the manual will facilitate the decentralization
process by providing managers with a reference tool for personnel management.

The manual covers the areas of staff establishment; recruitment; selection; appointments;
induction; conditions of employment; performances; training; disciplinary action; grievances
and terminations of services,

2, PROCEDURE
The manual was produced in the following manner:

(i) At the beginning the Office of the Prime Minister (OPM), the Directorate of Policy,
Planning, and Human Resource Development (PP & HRD), the Director; Finance
and Resource Management and the Deputy Director: Personnel Administration
were consulted for their inputs on the contents of the Manual.

(i) Technical assistance was requested from and provided by the Namibia Integrated
Health Program whose technical advisor was given the task to guide the exercise.
Two Chief Personnel Officers and the Technical Advisor made up the core
production team.



(il

(v)

(v)

(vi)

Many other staff members from the personnel division at national level made a lot of
contributions by producing the first drafts on various topics in their special areas
and by participating in the discussions leading to the production of the main
chapters of the manual,

The statutory provisions and directives documents that form the basis for personnel
management in the Public Service and the Ministry of Health and Social Services in
particular, were consulted as each chapter was developed. Other relevant texts
were also consulted. Their details are given in the list of references, bibliography or
as acknowledgements.

The Divisions of Finance, Logistics and Admin Support Services were consulted
when related chapters were developed.

Besides the technical assistance, the NIHP provided the funds to print the manuals
and to conduct dissemination workshops to the directorates countrywide.

It must however be made clear to all managers that personnel management remains
dynamic and operational changes may happen often as a result of changes in the
conditions of service as negotiated between worker's unions and the Public Service.
Whenever such situations arise, changes must be adopted and the Division Personnel
Administration at the national level will advise operational units accordingly.

Itis hoped a manual such as this one will be reviewed and updated regularly but at ieast
every five years.



Chapter 2

STAFF ESTABLISHMENT AND CONTROL
The purpose of this chapter is to explain:-

(il

(i

(il

2.2
2.21

(i)

what the staff establishment is,

what staff information is available,

how to calculate staff requirements; and
how to request for additional posts.

INTRODUCTION

The staff establishment is a record of posts available, which are allocated to the
Ministry of Health and Social Services to provide services to the people of Namibia.

The establishment gives the following information:

1. Code 8. Section

1. Description 9. Subsection
1. Department 10.  No. of posts
1. Directorate 11.  Crade

1. Division 12.  Salary scale
1. Subdivision 13.  Level

1. Region 14.  Rank

15.  Duty station

It gives a guide on the number of people and their ranks who can be employed at
any duty station. If more staff members are required than those allocated on the
establishment, a special request can be made with full motivation to the Permanent
Secretary through normal channels. The procedure for requesting additional posts
is explained in the paragraphs below.

Itis the responsibility of the personnel office of a directorate or a region to keep and
maintain the staff establishment. See job description Annexure A.

ESTABLISHMENT CONTROL

STAFF CHANGES

The guiding regulations on this topic are Public Service Regulations, Government
Notice No.: 4429 of 1981, Chapters A14, K4.1 & K4.2, GIPF Administration Manual
of 8/10/1998 (page 59).

Each manager/supervisor should keep a record of the staff establishment of his/her
division/subdivision. Managers should develop simple tools and systems, which will
give them information on any staff changes e.g. resignations, retirements, transfers
etc on a day to day basis. Monthly returns on those changes should be recorded
and submitted by managers/supervisors to the personnel office who will forward
these to Head Office for the purpose of updating the Human Resource Information
Management System (HRIMS) and according to laid down channels.
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223

23,

24,
24.1.

(i)

()

Regular reporting of staff changes will ensure that any posts, which fall
vacant in the divisions for any reason, shall be filled as soon as possible.

This also ensures that Government will not lose money by paying people
who have either left the service or are not reporting for work regularly. It
avoids the payment of salaries from your budget to staff who may have
transferred to other paypoints.

HUMAN RESOURCE INFORMATION MANAGEMENT SYSTEM

(i)

(il

(iii)

(iv)

The recently established HRIMS facilitates the staff establishment control
exercise. Therefore managers should keep their local Personne! Officers
informed of any staff changes on a daily basis whenever possible.

Managers must use the Personnel Data Questionnaire form for this
purpose.

A separate manual to guide managers on operating the HRIMS will be
distributed later.

For any further clarification needed on the HRIMS, consult your local
Personnel Officer or the manual when available.

INDICATORS OF STAFFING NEEDS (ISN)

(i)

(i)

(i)

This is a method used for calculating staff requirements (based upon actual
workload), thereby providing the MoHSS with an objective tool to assess
staffing requirements and the equity of staff distribution amongst various
types of facilities.

The latest staff establishment, after the restructuring exercise, was
developed based on specific workload norms, which were determined for all
staff categories in the Ministry. In future, the exercise will be repeated from
time to time in order to provide managers with information on the need to
accordingly increase/decrease posts at all facilities/programs.

All Directorates and Regions are expected to have copies of the formulae
for the calculation of staff requirements which was used during the
restructuring exercise. Request for a copy if not available.

REQUESTING FOR ADDITIONAL POSTS
Introduction

The need for additional staff or creating new posts should be as a result of one of
the following situations:



24.1.

(i)

(1)

Expansicn of existing institutional facilities in response to substantiated
demand e.g. bed occupancy, workload, etc. which are beyond existing
capacities.

Expansion of programs to cover more areas, e.g. outreach and disease
control programs.

Establishing new facilities to provide services, which never existed before in
order to promote equity and accessibility, e.g. new clinics, outreach and
disease control programs.

Managers are expected to use the ISN formulae explained above, as much as
possible, when they calculate the exact staff member categories and the numbers
required.

Procedure

(i)

(i)

(i)

(i)

When the need arises for the creation of new post(s), the manager requests
the Personnel Officer (P.O.) to approach the OPM under the signature of
the PS of the MoHSS fo create such post(s).

The following should be provided for in the motivation:

{a)}  The need and justification for such post(s)

(a)  How the community will benefit from the services to be provided
(a)  Directorates, divisions, sections as well as grade and levels.

(a)  Jobspecification and jobdescription

(a)  Financial implications

(a)  Compensating reduction whenever possible

The P.O. will submit the request via the PS to the OPM within 15 working
days from the date of receipt of the request.

If approval is obtained from the OPM, the P.O. will consult with the Division:
Finance to approach Treasury for the provision of funds.

Managers are reminded that in all such circumstances, the requests should be part
of their annual budgeting exercise which is co-ordinated by the Division Finance
annually.



Chapter 3

RECRUITMENT

The purpose of this chapter is to give information on various methods and to provide
guidelines on how to recruit members of staff to the MoHSS.

3.1.

311

31.2

313

314

INTRODUCTION
Definition

Recruitment is the process of seeking eligible candidates to fill vacant posts.
The recruitment of staff into the Public Service is guided by the Public Service Act
(13 of 1995) as well as PSSR BIl.

When to recruit
Itis done when either newly created posts or vacant posts are to be filled.

When a post which was budgeted for becomes vacant during the same financial
year, the post is filled by the head of station by either advertising, in the case of a
promotional posts, or by interviewing candidates from local applications received in
the case of entry leve! posts,

For newly created posts and for posts not budgeted for in the same financial year,
filling can only be done when authorization in writing, that funds are available, is
received from Treasury through the Finance Division.

Preference to Namibian Citizens

Preference should be given to Namibian Citizens at all times when filling posts.
Expatriates should be recruited only when there are no Namibian Citizens qualified »
for the post to be filled but, only in designated critical shortage areas within the
professional and technical grades. Whenever this happens, expatriates are
appointed on a contract basis for periods not exceeding two years according to
PSSR BVIINV. As soon as there are Namibians qualified to fill a post held by an
expatriate, the expatriate's employment must be reconsidered.

Authority to appoint expatriates is given by the Prime Minister only after he receives
your request through the Permanent Secretary.

Affirmative Action
Government expects managers to apply this principle and participate in re-dressing

previous in-equalities amongst Namibians by considering primarily disadvantaged
persons when they recruit new staff members. (For definition see glossary).



3.1.5 Gender sensitivity

Government also expects the recruitment of staff in the Public Service to be gender
sensitive by considering female candidates first or as much as possible.

3.1.6 Nepotism

Managers may not practice nepotism when recruiting or promoting staff. This is a
punishable offence in the Republic of Namibia.

3.1.7 Staff members on study leave

Itis expected from managers to inform staff members who are on study leave about
an appropriate staff vacancy advertisement. If on study leave and shortlisted, the
Ministry will pay for the costs associated with the candidate’s interview.

3.2.  RECRUITING METHODS

The sources of staff for the MoHSS are mainly Namibians, expatriates and volunteers.
The methods applicable for recruiting staff are as follows:

3.21 Advertising
(For definition see glossary)

3.2.1.1 Within the MoHSS
3.2111. Purpose

The purpose is to fill promotional posts in the professional and the sub-
professional job categories. Volunteer candidates and those from outside
the MoHSS are not eligible.

3.21.1.2 Procedure
(i) Availability of funds

The station must always confirm the availability of funds whenever a
promotional post becomes vacant or a new post is created.

(i) Advertising information

The Manager should request the Personnel Officer in writing to
advertise the post providing the following information:

(a)  Jobdescription and other specifications e.g. Citizenship,
gender, age, language

(b)  Qualification and experience specifications

(c)  Person specifications (for definition see glossary)

(d)  Approximate closing date



(i)

(iv)

(v)

(vi)

(vii)

(e)  References required

(f) Name of previous incumbent

(g)  Division, Section and duty station
(h)  Reason for vacancy

Circulation of vacancy circular (within in the MoHSS)

The Personnel Officer verifies the information received and
circulates within 7 days a vacancy circular to all Directors and RMT
under cover of an acknowledgement of receipt memo to be signed
by all Directors/RMT and to be returned to the duty station’s
Personnel Officer.

Acknowledgement of applications

When the applications are received, the Personnel Officer
immediately acknowledges receipt and notifies those who do not
comply with the requirements, accordingly. He/she must keep a
record of those candidates who were informed that they did not
meet the requirements, in case of further inquiries.

Late applications

Late applications may be allowed up to 14 days after the closing
date.

Scheduling of eligible candidates

Soon after the final closing date, the Personnel Officer will prepare a
schedule of eligible candidates (Annexure A) after verifying the
authenticity of the personal documents submitted.

Shortiisting (criteria and ratio)

The Personnel Officer takes the schedule and applications to the
head of station, liaise with the manager of the post concemed and
do the shortlisting together with him/her (Annexure B). Suggested
considerations for shortlisting could be affirmative action, disability
and gender sensitivity as well as person specifications. However,
convincing motivation must be given for the criteria applied at all
times. The shortlisting ratio is recommended to be a minimum of 5
candidates per post in consideration of budget constraints since the
recruiting station pays for the interview costs.



3.2.1.2.Within the Public Service

3.21.21.

32122

3.2.1.3.Local Media

32131

32132

Purpose

The purpose is to fill promotional posts in the professional, technical, sub-
professional and non-professional grades only, excluding volunteers.
Candidates outside the Public Service are not eligible to apply.

Procedure

(i)

(i

(i)

(iv)

(v)

(vi)

When funds availability has been confirmed, the manager requests
the Personnel Officer in writing to advertise the post after giving
him/her the information required. The same rules and procedures
stated above for advertising within the Ministry apply in this case,

The Personnel Officer verifies the personal information and submits
a request to the OPSC within ten (10) working days to have the
post(s) advertised. Copies of such communications must always be
kept on file by the duty station.

In approximately fourteen {14) days, an acknowledgement of receipt
of the request is expected by the station from the OPSC.

After receiving the acknowledgement, the vacancy circular will be
published and circulated by the OPSC in approximately 14 days.

When Head Office receives the vacancy circular from OPSC, this
will be distributed in the same manner as advertising within the
MoHSS.

The procedures for late applications, scheduling of eligible
candidates, shortlisting and subsequent proceedings, are similar to
those applicable to advertising *3.2.1.1. Within the MoHSS" above.

Purpose

The purpose is to fill entry level or promotional posts for the management
cadre, professional, sub-professional and technical grades. All qualified
people are eligible to apply as indicated.

Procedure

The procedures are the same as above except for the following:

(i)

)

When the request to advertise is submitted to the OPSC and the
acknowledgement of receipt is received, the advertisement is
expected to appear in the local main newspapers in 4 weeks' time.

The adverts normaily appear only once in the Friday editions of the
newspapers.



3214

32141,

32142

International media

Purpose

The purpose is to fill promotional or entry level posts in the critical shortage
areas of the professional and technical grades only and is done only if local
adverts were unsuccessful.

Procedure

The procedures are the same as given above except for the following:

(i)

fi)

fi

The OPSC places the adverts in the relevant intemational technical
and professional journals including the SADC countries and the local
media.

Applications are normally directed by the OPSC to the Ministry's
head office who will acknowledge receipt and make arrangements
for further recruiting procedures.

The adverts are expected to appear in 4 weeks' time from the time
of acknowledgement of receipt by the OPSC.

3.2.2. Direct recruitment

3.2.2.1.

3222

Purpose

The purpose is to fill entry-level posts in the professional, sub-professional
and non-professional grades, excluding volunteers but including expatriates
in critical shortage areas.

Procedure

(i)

(1)

When direct applications are received from the public they must
always be re-directed to the Personnel Officer by managers in order
to facilitate prompt official acknowledgement.

The manager requests the Personnel Officer in writing to initiate the
recruitment by either-

{a)  inviting applications through local channels e.g. public notice
boards, local radio stations, newspapers, efc; and/or

(b)  reviewing available applications where a system of keeping
record of applications received is maintained for the purpose
of identifying future candidates. This should be the



procedure for all categories of staff including general
workers, clerks, drivers, etc.

(c}  The P.O. compiles a schedule of candidates (Annexure A).

(d)  The P.O. fakes the schedule to the head of station as stated
before for shortlisting together with the manager concemed.

(e}  The shortiisting should adhere to the same candidate ratio
per post as stated above for other posts as much as
possible.

3.23 Exemptions from advertising

3.2.3.1.Purpose
The purpose is to fill promotional posts in the professional and in the technical
grades only as well as other, designated from time to time, critical shortage areas,
which despite repeated efforts could not be filled through the normal advertising
processes. Please note that for all entry levels, it is not necessary to advertise
unless you have difficulties in recruiting directly.

3.2.3.2.Procedure

(i) For posts, which are normally advertised, the manager in liaison with the
head of station will direct the P.O. fo seek exemption to advertise.

(i) The P.O. will submit the request for exemption to advertise to the PSC
through normal channels.

(i) The exemption is expected to be received by the station in approximately 4
weeks' time from the time the request leaves the station.

(iv)  The station can then proceed to recruit or appoint the candidate (s) following
the normal procedures.

3.2 REFERENCES
3.3.1 Purpose

These are usually required when filling posts, but especially in the professional and
technical grades in critical shortage areas.

3.3.2 Procedure

When these are requested for in the advertisement, the applicant submits details of
reference persons and the following procedure has to be followed:



34

3.5

(i) The P.O. in cooperation with the Manager communicates with the referees,
requesting a performance report asking for the information required.
Normally the information covers:

{a)  How long they have known the person and in what capacity.
{b)  Their recommendations of the applicant for the job applied for.

(i)  When the replies from the referees are received, the P.QO. will attach these
to the applications to be processed for recruitment and selection purposes.

SWORN STATEMENTS

These are required when copies of documents and certificates, including foreign
language translations are required and always have fo be certified by a bona fide
Commissioner of Oaths or by a nationally designated officer.

ISSUING OF APPLICATION FORMS

It is recommended that application forms for employment to the Public Service be
issued only to candidates for entry levels in the professional, sub-professional and
technical grades in order to save on recruitment cost and staff time. Currently
anybody can walk into MoHSS Personnel Office and demand a form irrespective of
whether vacancies are available or not.



Chapter 4

SELECTION

The purpose of this chapter is to give guidelines on the selection process when
appointing/promoting staff to the MoHSS through the interviewing process.

41.

41.1.

4.2.
421

422

INTRODUCTION

The Public Service Act (13 of 1995), (sections 18, 21 and 22) guide the selection of
candidates to fill posts in the Public Service as well as PSSR BIl/IV, Blll and F.I. &
Il

The staff rules prescribe that the preferred method of selecting candidates should
be done mainly by way of interview. However the same rules, require that certain
candidates must be subjected to aptitude tests (conducted by the Ministry of
Labour) or departmental proficiency tests according to PSSR F/Il.

Definition

Selection is the identification of the candidate(s) considered suitable to fill the
post(s) as a result of the recruitment procedures explained in the chapter before.

APTITUDE/ATTAINMENT TESTS

Purpose

Aptitude tests are designed to predict the potential an individual has to perform
specific tasks within a job, e.g. aptitude to establish times spent to complete specific
tasks.

Attainment tests measure abilities or skills that have already been acquired by
training or experience e.g. a typing test to find out how many words per minute can
be accurately typed and then compared with the standard required for the job. [M.
Armstrong: A handbook of Personnel Management Practice Fourth edition].

Procedures
These have to be properly planned and all the resources required provided to the

candidate. The timing of task completion should be properly monitored and
recorded.



4.3. INTERVIEWS
4,31, Preparations
4.3.1.1 Invitations for interview

The shortlisting team sets the date for the interview and the Personnel Officer will
invite and inform the candidates accordingly using the best invitation methods
applicable for each candidate. Whichever method is used should be supported by
sending formal letters of which copies must be kept on file.

Candidates must be given at least 14 days notice before the date of the interview
for preparation and travelling to the recruiting station.

4.3.1.2.Budget

The station should ensure that there are sufficient funds to cover the candidates'
and outside panelists' expenses, that is accommodation, meals and transport. See
MoHSS Circular No.: 1 dated 6/4/98 for guidance in order fo minimize costs in this
regard. Candidates should be informed of the following issues in their letters of
invitation:

(i) Transport

Candidates must make use of the most economical means of transport and
may only be reimbursed for use of private vehicles if official or public
transport is not appropriate or available. In that case prior permission should
be obtained through the duty station from the PS of the MoHSS.

(i)  Meals and accommodation will be provided to candidates by the station
wherever possible in places such as nurses homes. Alternatively
economical hotel expenses will be reimbursed only when a prior written
confirmation is given by either the hospital management or the head of the
interviewing station that official facilities were not available.

4.3.1.3.Selection and Invitation of panelists
(i) Procedural guidelines

(a)  The shortlisting team selects the panel of interviewers and arranges
for the invitations.

(b)  The panel should be composed of a minimum of 3 and a maximum
of 5 members.

(c)  The head of station will be one of the members as well as being the
chairperson as far as possible.



(d)  The relevant Personnel Officers of the duty station concerned will
provide the secretariat to the panel but, he/she does not take formal
minutes during the interview, since individual notes will be taken by
the panelists.

(e)  Panelists must be given at least 14 days notice before the date of
the interview and prior to informing the candidates of the date of the
interview.

(f) The P.0. should contact them first by telephone, followed by written
invitations, when they confirm their availability.

(g)  Panelists should have a good knowledge of the post(s) in question
and should always try to meet at least 15 minutes before the official
starting time of the interview to finalize preparations. Preferably they
should meet in the interviewing room.

(ii) Nomination criteria

(@)  The panelists must be of equal grade or higher than the post to be
filled.

(b)  They must have appropriate and different backgrounds of expertise
or experience as far as possible.

(c)  None of the members should have any vested interest in any or
some of the candidates at the time of their nomination. Otherwise it
must be decided that the member concerned could ask questions
but should not be involved in the assessment of that/those
candidate(s).

4.3.1.4.Identification of key areas of the post to be covered during the interview
Areas to be covered during the interview must be determined beforehand by the
shortlisting panel and should be in line with the job requirements as per job
description.

4.3.1.5 Interview tools and materials

The P.O. should make sure that the following documents are ready and available
before the interview starts:

(i) Schedules of candidates to be interviewed as finally shortlisted and
amended according accepted invitations. Copies of the schedules v be
given to each panelist.
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i)

(iv)
(v)
(vi)

Candidates’ application forms/CV with copies of the required documents to
be circulated amongst the panelists.

Candidate’s assessment score sheet forms for each candidate per panelist
member (Annexure A).

The chairperson’s agenda for areas to be covered during the interview.
Candidate's final assessment form (Annexure B).

Paper for the chairperson to write the summary report.

4.3.1.5 Interviewing facilities

Managers should be responsibie for the provision of adequate and appropriate
interview facilities in liaison with the Personne! Officer including accommodation,
meals and transport for the candidates as detailed in MoHSS Circular No.: 1 of
1998 dated 6 April 1998.

(i)

(i

Venue

(@)  Should be easily accessible and clear directions to the venue should
be given to candidates in advance.

(b)  There must be adequate office accommodation (interviewing room)
including waiting, sitting and toilet facilities.

(c) It must be noise-free,

No disturbance
A “strictly no disturbance-interview in progress” notice should be displayed on
the outside of the interviewing room. The door should be kept closed at all
times when the interview is in progress. Under no circumstances should
interviews in progress be disturbed by:

(a) Panelists attending to other business during the interview, including
use of telephones/cellular phones.

(b) Allowing other non-panelists to come into the interview room either
to bring refreshments, documents or messages, efc.

(c) Interrupting the interview to go for tea or lunch breaks with the
intention to continue interviewing the same candidate later.



4.3.1. GENERAL GUIDELINES
4.3.2.1 Time-keeping
(i) Timing of interviews

All interviews should be conducted during normal public service working
days and hours. Permission for exemption to this arrangement must always
be obtained from the PS, giving reasons.

The candidates' scheduling and order of interview time should take into
consideration, as much as possible, the special circumstances of each
candidate e.g. public transport schedules, accommodation costs, his/her
special forward commitments, efc.

(i) Respecting of time

(a)  Candidates and panelists should respect the times stipulated and
agreed upon to avoid unnecessary inconveniences to both parties,

(b)  The chairperson must always be notified in advance of any possible
late comings to interviews. Late coming to interviews by either party
for any reason without prior notice given to the chairperson will not
be entertained.

(a)  Panelists must always come back in time after official breaks, e.g.
tea and lunches.

4.3.2.1 Changes to standing arrangements

Any changes by the management to previously stated arrangements e.g. time,
should be brought to the attention of both the candidate and the panelists, as the
case may be as soon as they arrive, preferably before the official interview starting
time.

4.3.2.3 Refreshments

The management may provide basic refreshments such as tea when budgets
permit. Otherwise candidates must be informed and given directions of where to go
and buy it. Candidates should be warned against delaying the interview processes.

If refreshments are provided, this should be collectively done in the waiting area
only and should as far as possible be at the same time when the panelists break for
their tea.



4.3.2.4 Prohibitions

Any prohibitions from smoking, noise-making etc. must be brought to the
candidates’ attention as soon as they arnive.

4.3.2.4 Interviewing duration

The normal time taken to interview each candidate should be approximately 20
minutes.

4.3.3 THE INTERVIEW PROCESS
4.3.3.1 Introduction

An interview is a purposeful discussion and not an interrogation. Its aim is to gain
and provide information to allow for a decision on the candidate’s suitability for
appointment/promotion to be taken. Preparation of a conducive environment before
the interview is therefore a very important part of the process as directed above.

(i) important hints for the Chairperson:

(a)  The chairperson should make the candidate comfortable, encourage
him/her and defend him/her against any irrelevant
remarks/questions.

(b)  After the welcome and introductions of other panelists, the
chairperson should move smoothly into the inquiry, e.g. °l see you
work for company X. Can you tell us what you do there or tell us
briefly about your family, school or professional career".

(c)  Like a judge in a court of law, the chairperson should guard against
any irregularities amongst the panelists, therefore his/her presence
of mind at all times is absolutely vital in order to intervene whenever
necessary. Body language, or the behaviour of panel members,
even if they are not asking questions, should be at all times proper.

(i) Important hints for the chairperson and panelists:

(a) Information about a candidate is obtained essentially by listening
and not by talking. Therefore do not ask a stream of questions or
read his/her application to him/her.

(b)  Good questions are short, simple to ask and simpie to understand,
They give the candidate more time to talk e.g. "Tell me about it or
why was that?”

(c)  Questions should be consistently applied to all candidates as much
as possible in order to facilitate uniformity in the assessment.



(d)

()

(9)

(h)

(i)

The following are types of questions that may be
applicable, with varying limitations and depending on the
circumstances:

e “Open" - the purpose is to get the conversation going e.g.
what, why etc.

e “Close" - used to direct discussions, stop or slow down the
interview e.g. “Do you like your current job?"

e “Leading" - used as fact-finders or to save time e.g. “You want
to work in Swakopmund so that you can go fishing often, am |
right?"

» ‘“Reflective” - used for picking up something the candidate has
said and reflecting it back to him/er e.g. * You said the job was
challenging, can you elaborate?"

e "Probe" - used to pursue a particular topic. Closed, reflective
and leading questions can often be used for this purpose.

e " Personal" - this should never be asked out of mere curiosity.
Should not be asked early in the interview and for fairness
purposes, it should be relevant to the job and should be asked to
all candidates.

e ‘Complex” - should be avoided and is often the result of the
interviewer changing topics in the middle of a question.

Questions are not an end in themselves. The interviewer must know
what hefshe is looking for when asking a question.

The correct tone and nature of the questions are very important and
candidates should not be made to feel that he/she is being criticized.
If it appears that the candidate is unable to answer any question, the
interviewer should move tactfully and smoothly to a different topic.

Notes should be taken immediately after the interview as much as
possibie, but where important points may be forgotten, it can be
done during the interview. Notes should not be used to record
impressions, which cannot be supported by facts e.g. “seems
intelligent”. Note taking should not interrupt the flow of the interview.

Candidates should not be prejudged on the basis of first impression.
Watch out for the “halo effect” e.g. allowing a known achievement of
a candidate to dominate his/her assessment,

Relate questions to the requirements of the job.



4.3.3.2 The Interviewing:

(i)

0

(i)

(iv)

(v)

(vi)

(vii)
(viii)
(viil)

(vii)

(viii)

(vil

The panelists should all be in the interviewing room, seated and ready.
Discussions must stop as soon as the candidate enters the room.

The P.O. escorts in the candidate, displays the no-disturbance notice on the
outside of the door and closes it before he/she directs the candidate to
his/her seat.

The P.O. introduces the candidate to the panelists.

The chairperson thanks the candidate for coming, welcomes him/her with a
brief greeting or a smile and introduces the panelists to him/her.

The Chairperson explains the purpose and format of the interview and asks
some easy “warming up" questions, such as relating to the condition of the
weather, the opinion and experience on accommodation and travelling
arrangements etc.

The chairperson explains the job in question without over- or under
simplifying it.

The chairperson hands over the questioning to one of the other panelists.
The questioning passes from one member to the next to return to the

chairperson last who will cover major topics, which have been missed or
inadequately dealt with,

The chairperson asks the candidate if he/she wants to modify or clarify
anything he/she said before, or if he/she has any questions for the panel.

In closing, the chairperson will ask the P.O. to brief the candidate what will
be done after the interview and when he/she can expect the result. The
chairperson tells the candidate that the results of the interview, as will be
decided upon, are final and no further communication from candidates or on
their behalf will be entertained later.

The chairperson thanks the candidate and close the interview.

The P.O. escorts the candidate out of the room.

433 THE ASSESSMENT OF INDIVIDUAL CANDIDATES

4.3.4 1. Introduction

(i)

The assessment is done by the panelists immediately after the chairperson
closes the interview of each candidate.



)

(i)

(iv)

v)

(vi)

The assessment of a candidate is based on the evidence available to the
interviewers, namely what is on the application form, interview performance
and any other references available.

For promotional posts, experience gained while acting in a vacancy under
consideration does not deserve to be rated higher than similar experience
elsewhere.

Each panelist should assess the candidate individually, using the
assessment score sheet form. Annexure A,

Where one of the panelists is inexperienced, it is advisable to have his/her
final comments/score announced first to avoid undue influence by others.

If one of the panelists has to leave the room for an emergency only during
interviews, the total number of the scores are divided by the number of the
remaining panelists to get the candidates average score e.g. before one
member out of 5 leaves, you divide the total scores by 5. Thereafter you
divide the scores by 4.

4.3.4.2 Procedure

(i

(ii)

Assessment score sheet (Annexure A).

This form shall be used by each panelist for each candidate. The notes on
the form explain how the form has to be filled in and your Personnel Officer
will assist if you experience any probiems.

Candidates final assessment form (Annexure B).

(a)  This form is for local use and summarizes the total scores for all
candidates, the average scores and the subsequent rankings.

(b)  After interviewing each candidate, each panelist will put the scores
on the candidate's scores sheet (Annexure A). The panelists will add
the scores up and announce the fotals, which the P.O. will enter on
this form (Annexure B), against the candidate’s name and under the
name of the panelist concemed,

(c)  The panelists will at the end of each candidate's interviewing
process surrender the score sheet of that candidate to the P.O, for
further verification and possible future reference.

(d)  The same process is repeated for each candidate.



(i)

(e)

(

(g)

(h)

(i)

)

After interviewing the last candidate, the P.O. will add up the total
scores recorded as announced by all the panelists for each
candidate, record this in the total column of form Annexure B and
divide the figure by the number of panelists to get the average
scores for each candidate.

The P.0O. goes on to do the ranking in order of highest average
score attained against each candidate.

The P.O. then announces to the panelists the total score, average
score and the ranking for each candidate.

The panelists then must deliberate and decide upon the candidates
to be nominated for appointment/promotion and the alternative(s) as
prescribed (PSC Circular No.: 4 of 1999).

The P.O. enters the nominee(s) and alternative(s) on this form with
the respective brief comments from the panelists.

The form is then circulated amongst all the panelists for signing with
the P.0O. signing last.

Interviewing summary report

The chairperson will produce the summary report of the interview
conclusions, to be submitted to the OPM, except for those posts where it is
not necessary to do so.

This report is to be compiled and submitted to the OPM with all the
prescribed forms but experience shows that a report compiled in narrative
form and in the following format is acceptable.

(a)
(b)

Give details of your station and the post in question,
Executive summary
To cover the areas of:

- How and when the post was advertised.

- Number of applications.

- Names of candidates who withdrew their applications.

- Criteria for shortlisting

- Number of candidates shortlisted (attach list).

- Names of candidates who were shortlisted but did not turn
up for interview,

- Date of interview and number of candidates interviewed
(attach list).



(c)

Panelists

OTHERS

SECRETARIAT (P.O..)

(d)

)

)

Methodology

To state the following issues:

(i) Interview done per individual candidate.

(ii) Individual assessment score sheets were used.

(i)  Candidates were evaluated against 8 pre-defined elements.

(ivy  Candidates were asked both open-ended and closed
questions, allocated 20 minutes each and given enough time

to talk while the panelists listened.

(v)  Candidates were given the opportunity to ask questions and
to make any additions and give any comments.

(vij  Candidates were given an indication of when the results
would be available for announcement and how.

Results
(i) Candidate of first choiCe ..........cccccvrvvrrviiiiviiienen,

(i) First altemative candidate ................ccocveiuncinnne

(i)  Second altemative candidate .............c.ccorviriinns

Concurrence and endorsement of report

To indicate the entire panel and the Personnel Officer as follows:
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(@)  Summary report on each candidate

To be attached to the candidates' confidential interview report to
cover the areas of:

(i) Name
(if) Meets/does not meet with the job requirements
(i) ~ Has no experience related to the post
(iv)  Knowledge about key result areas of the job
(v)  Level of managerial/leadership skills
(vij  Communication skills
(vi)  Has no potential for the post
(h)  Deadline for submission
Please note that the summary report must be finalized by the
chairperson and forwarded to the P.O. within 7 days for further
action. It normally takes approximately 4 weeks from the time the
documents leave the station until feedback is received by the duty
station.
4.3.4.3 Follow up after selection and appointment
It is important that the P.O. should do this by discussing with the supervisor as a

means of checking on the type of selection procedure used in order to improve
where necessary.

Misfits could be attributed to the following:
(i) Inadequate job description or specification.
(ii) Poor method of sourcing candidates.

(i)  Weak advertising.

(iv)  Poor interviewing techniques.
(v)  Inappropriate questions/tests.

(vij  Prejudice on the part of selectors.
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' Chapter 5 |
APPOINTMENTS

The purpose of this chapter is to explain the types of appointments applicable in the
MoHSS and the procedures on how to process and deal with them. (The contents of this
Chapter also apply to promotions and transfers in rank),

51. INTRODUCTION

The appointment of candidates to the Public Service are provided for by the Public
Service Act, (No. 13 of 1895), Sections 18, 20, 21, 22, 23 and 31, and the Public
Service Staff Rules BIl, Ill, IV, VII, DIII/VI and EV, Government Notice No. AG 28
(Act 2 of 1980)

5.1.1 Definition

It is the process of employing an individual into the Public Service either at entry or
promotional level.

512 Types

(i) Acting Appointments

(i) Secondments

(i) Transfer in rank

(iv)  Contract Appointments

(v}  Probation: Appointments/Transfers in rank/Promotions
(vi)  Part time appointments

(vi)  Occasional Workers

(viii)  Students employed during vacations

(ix)  Appointment of local health worker trainees
(x)  Support duties

(xi)  Volunteers

52  ACTING APPOINTMENTS

Acting appointments in the Public Service are guided by section 21 of the Public
Service Act, PSM Circular No. 2 of 1996 and MoHSS Staff Circular No.: 10 of 1996.

5.2.1 Conditions

(i)  Staff members can only act:

(@)  When the station has funds to pay for the acting allowance.
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(b)  After approval has been obtained from the Permanent
Secretary to appoint someone in an acting capacity in a promotion
post.

(c}  When the next higher post is in the same job category e.g. clerk for
chief clerk posts.

(d)  When the post is in his/her direct line of promotion.
(e)  When hefshe has been notified in writing of such appointment.
(f) For periods not exceeding 6 calendar months with possible

extensions of 3 months, not exceeding 12 months in total and
subject to approval by the PS in all cases.

{ii)  Managers should ensure that essential promotional posts are regularly filled
when they become vacant in order to avoid acting appointments.

(iv)  Acting allowance is paid with effect from the first day of official acting.

(v)  Acting allowance is not paid when the staff member has been absent from
duty continuously for more than 30 days during the approved acting period.

(vij  The staff member acting is not entitled to any benefits relating to
allowances, conditions of service or any remuneration attached to the higher
post.

(vii)  The Permanent Secretary will not grant any retrospective approval.

Procedures

(i)

(il

The manager requests the P.O.. in writing for the appointment giving the
following information after obtaining the concurrence of the Head of Station:

(a)  Job description and specifications of the post

(b)  Qualification and experience required

(c)  Person specification of the job

(d)  Details and the division of the previous incumbent

(e) Motivation on why the post cannot be filled permanently as soon as
possible

(f) Details of the recommended person to act and his or her suitability
to act in the post in relation to (a) (b) and (c) above.

The Personnel Officer will then do the following:
(a)  Verify the information

(b)  Approach the Accountant for the availability of funds
(c)  Seek approval by the Economizing Committee






