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1.

OBJECTIVES

The objective of this policy is to create a framework for the establishment of an in-
service training & intemship programme within the Municipality, in order to:

1.1
1.2
1.3
1.4

2.

2.1

2.2

2.3

3.1

3.2

Regulate the appointment of in-service training & intemnship programme within
the Municipality.

Provide an experiential training and skills opportunity to persons completing
and have completed their academic training

Fulfill soclal responsibllity obligations of the Municipality to its inhabitants by

providing learning opportunities;
Mitigate the risks of staff shortage and financlal constraints within the
Municipality through utilization of experiential tralnees and intems.

APPLICATION OF THIS POLICY and ELIGIBILITY

The policy is applicable to members of the Community of the Mandeni
Municipality = who are eligible In terms of section 2.2 for appointment as
experiential trainees & interns.

Persons who comply with the following criteria are eligible for appointment as
experlentlal trainees & interns, namely that:

2.2.1 They are ordinarily resident in the area of jurisdiction of the municipality
and are appearing on the Municipal voter's role;

2.22 They are within the age group designated as youth, as per the
Constitution of the Republic of South Africa;

2.2.3 For experiential learning, students that are studying towards tertiary
qualification(s) from a recognized institution and They have attained at
least a minimum requirement deemed by such institution as warranting
experiential training,

2.2.4 For intems, students that have completed their tertiary qualification(s)
from a recognized institution

Complisnce with the above criteria shall not in itself, however, give rise to any
expectation on the part of any person to any appointment as an experiential
trainee.

RECRUITMENT PROCEDURE AND CRITERIA FOR SELECTION OF
EXPERIENTIAL TRAINEES

The process of recruitment of experieritial trainees & interns shall be managed
by the Director of Corporate Services or a person designated for this purpose
by the Director of Corporate Services.

The Director of Corporate Services shall, after consuliation with the respective
Heads of Department of the Municipality, determine from time to time:

3.2.1 whether the Municipality requires the services of any experiential
tralnees & interns;
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3.5
3.6
3.7
3.8

3.9
3.10

3.11

3.12

3.2.2 whether the Municipality can provide meaningful tralning o such
trainees & intemns;

3.2.3 the positions to which such trainees & interns should be appointed;

3.2.4 the criteria for selection of trainees & interns for appointment {o any
position; provided that the maximum number of trainees & intems who
may be appointed in any semester shall not exceed budgst allocation per
Department, and or tralning capacity by the supervisor as identified as
per 5.2 below,

3.3 Such number of experientlal trainees & interns as the Director of

Corporate Services determines shall be recruited through placement of a

notice on the local newspaper. Such notice shall state the criteria for each

appointment.

3.4 All prospective experlential trainees & intems who wish {o apply for
appointment in response to a particular notice, shall submit to the Corporate
Services Department the following documents:

3.4.1 A detalled curriculum vitae;

3.4.2 Certified copies of academic certificates and Identification documents;

3.4.3 A letter of recommendation for undergolng an experiential training
programme, Issued by the academic institution attended by the applicant.

A shorflisting panel constituted as per Recruitment Policy shall conduct
shortiisting of candidates for the experiential training.

The shortlisted candidates shall be invited for Interview on a date to be
determined by the Shorilisting Committee.

The members of the Shortlisting Committee shall aiso constitute an
Interviewing Committee for selection of experiential trainees.

Appropriate questions to be asked in the interviews shall be jointly formulated
in advance by the Corporate Services Department and the line department
concerned when necessary.

The interviewing Commiittee shall assess the suitability of each candidate
against the criteria contained in the notice.

The Interviewing Committee shall, on the basis of the overall suitability of
sach candidate, make a recommendation for the placement of the preferred
candidate.

The Director of Corporate Services shall, upon receipt of the recommendation
of the Interviewing Committee, prepare a memorandum on recommendation
for appointment of a particular candidate as an experiential trainee, and the
duration of such appointment, to the Municipal Manager for consideration.
Upon approval of the recommendation by the Municipal Manager, a letter of
appointment of the candidate as an experiential trainee or interns, shall be

issued.
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5.1

5.2.

A candidate, to whom an experientlal training opportunity has been offered,
shall be required to accept the training opportunity within three days of the
date of the letter of appointment, failing which the offer shall lapse.

As a contingency measure, the interviewing commiitee shall make a second
and third choice candidate for consideration in the event of unavailability of
the preferred candidate.

Applicants or candidates for positions of experiential trainees & interns shall
not be reimbursed for travelling costs to and from places of interview.

DURATION OF EXPERIENTIAL TRAINING AND STATUS OF
EXPERIENTIAL TRAINEES

Experiential training & internship programme shall be limited to a maximum
period of 12 months per experiential traines.

Notwithstanding an appointment of an experiential trainee for a particular
period, the Municipality shall reserve the right to terminate the training
programme for a particular trainee on notice period of one week.

Experiential trainees shall be classified as contract employees and may not
under any circumstances be allowed {0 act in any permanent position.
Experiential trainees shall be paid a minimum of R3000 per month or
determined by the contract signed under if it's an external funding monthly
stipend aliowance determined from time to time by the Municipal Manager in
consultation with the Director of Corporate Services.

interns shall be paid 2 minimum of R5000 per month or determined by the
funder If it's an external funding monthly stipendlary allowance determined
from time to time by the Municipal Manager in consultation with the Director of
Corporate Services.

Trainess & Interns shali not be entitled to any remuneration or other benefits
other than the allowance referred to In 4.4 or such banefils as may be
mandatory under statute

Experiential trainees & interns shall be required to work the same working
hours applicable to employess of a unit in which they are attached.
Experiential trainees & Interms shall abide by the Code of Conduct of the
Municipallty.

TRAINING

The Director of each Department shall determine the standards and contents
for the Training programme applicable to experiential trainees, which
programme shall be carried out according 1o such standards and contents.

Experiential Trainees and Interns may be eligible for training by any extemnal
body or institution at no cost to Council.
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6.1
6.2

7.1
7.2

7.3

8.2

TRAINEES IN OTHER EMPLOYMENT

Experiential trainees & interns may be offered unadvertised casual jobs as
temporary employees in the Municipality.
Experiential trainees & intems shall be efigible to apply for intemnally advertised

posts.
BUDGET

Each department shall budget for the Intake of experiential trainees & intemns
The department concerned may use savings from its salaries and benéfits votes
to finance allowances of experiential trainees.

Experiential tralnees & intems shall be entified to annual general Increase only
applicable to all staff and not pay progression.

LEAVE
The In-service Tralnees and Intems are entitled o 2 (two) days a month annual
leave without any encashment and should the [eave be not utilized at the end of

the annual leave cycie It will be forfeited.

The In-service Trainees and Interns are entitled to 1{one) day sick leave for
every 17 (seventeen) days worked and shall be required to submit a medical
certificate from a registered medical practitioner or any other person who is
certified to dlagnose and treat patlents and who is registered with a professions
council established by an Act of Parliament, if more than two (2) consecutive
days are taken as sick leave, provided that the employer may request a sick
leave certificate for every day of slck leave where there is evidence of abuse of

sick leave.



9. SPECIAL CONDITION

9.1 All trainees will fall under leave policy complying to experiential trainee &
intemns.

9.2 The Department of Corporate Services may from time to time consider requests
for placements from students from Higher Education institutions and Provincial
sector departments requiring practical experience in order to get their
qualffications.
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