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INTERNAL MEMORANDUM

Compiler Tel. number File number
N Libalele 040-6084551 8/1/4/1
To: DEPUTY DIRECTOR GENERAL

CLUSTER CHIEF DIRECTORS
DIRECTORS AT HEAD OFFICE
DISTRICT DIRECTORS
DEPUTY DIRECTORS: HRA&P

From: DIRECTOR: HUMAN RESOURCE ADMINISTRATION

Subject: ADVERTISING OF POSTS IN THE PUBLIC SERVICE
VACANCY CIRCULAR

1. The purpose of the attached Circular is to inform all administrators of certain
contextual changes and procedural matters in ensuring that good quality
candidates are recruited and appointed.

2. It has come to the attention of the Minister for the Public Service and
Administration and the President of the Republic of South Africa, that
departments have adopted a practice of requiring certified copies of documents
not older than 3 months to accompany applications for employment. It should
be noted that the prescribed application for employment form (Z-83) and the
Public Service Regulations do not prescribe such timeframe for certification of
documents that accompany applications as a requirement.

3. In this regard, you are requested to draw your attention to the contents of the
attached communique from DPSA and inform all relevant parties within your
components.

4. Your co-operation in this regard will be appreciated.
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HRP & EMPLOYMENT PRACTICES: CIRCULAR NO 35 OF 2019

TO: ALL HEADS OF NATIONAL DEPARTMENTS, PROVINCIAL DEPARTMENTS AND
GOVERNMENT COMPONENTS

CERTIFIED DOCUMENTS THAT ACCOMPANY APPLICATIONS FOR EMPLOYMENT

Personnel Suitabilty Checks in the Public Service, flows from Pubiic Service Regulation 57(1) (c) of the
Public Service Regulations, 2016 which sets out that an Executive Authority must subject an employse or
candidate for employment to personnel suitability checks as directed by the Minister for the Public
Service and Administration.

Furthermore, Regulation 67(9) (a) and (b) stipulates that the Executive Authority shall safisfy
himself/herself that the candidate qualifies in all respects for the post and that hister claims in histher
application have been verified. This requirement is in line with good practice to ensure that good quality
candidates are recrufted and appointed and also serves as a deterrent to applicants from submitting false
or incorrect information when applying for posts.

It has come to the attention of the Minister for the Public Service and Administration and the President of
the Republic of South Africa, that departments have adopted a practice of requiring certified copies of
documents not older than 3 months to accompany applications for employment. It should be noted that
the prescribed application for employment form (Z-83) and the Public Service Regulations do not
prescribe such timeframe for certification of documents that accompany applications as a requirement.

This practice impacts negatively on the job seekers in the current economic climate in South Africa, and
there is a need to reduce the burden on job ‘seekers of submitting certified copies of supporting
documents which are not older than three (3) months,(such as academic qualifications) with each

application.

Against this background, the DPSA has considered the role of certification of documents and the impact
in terms of the processes that precede the appointment of successful candidates in line with the
personnel suitability checks as prescribed in Regulation 57(1) (c).

Stastsdiens en Administrasie » Dairelo tsa Puso le Tsamaiso * Ditshebeletso tsa Mmusio fe Tsamalso » uMnyango wemiSsbenz! kaHulumeni
nokuPhata Muhasho wa Tshumelo ya Muvhuso na Vhulangull » Kgoro ya Ditirele tsa Mmugo » Ndzawulo ya Vitirela-Mfumo na Valawwri
LiTlko le Tebasebenti baHulumende nekuPhatsa « ISebe leNkonza kaRhulumente nolawulo = UmMnyango wemiSebenz! kaRhumende nokuPhaia



It must be bome in mind that when a document is certified as a true copy of an original, the certifier only
confimns it being a true copy of the original presented. Therefore, the certification process does not
provide any validation to the authenticity of the original document. The validation occurs when the
document is verified for authenticity (as qualifications are verified by the South African Qualifications

Authority (SAQAY)).

The application for employment form (Z-83) provides under the section “additional information® that
candidates who are selected for interviews will be requested to furnish additional certified information that
may be required to make a final decision.

It is in this context that depariments are advised fo at least accept certified copies of documents
submitted with an application for employment that are up to six (6) months old, in those cases where the
document certified does not have an expiry date within the six-month period. This will not only reduce the
financial burden on job seekers, but will also reduce the workload that the certification of documents

creates for the South African Police Services.
Notwithstanding the above, departments and Executive Authorities must in line with Regulation 67(9) (2)

and (b) satisfy themselves that the candidate qualifies in all respects for appointment and that his or her
claims in his or her application for the post have been verified and record that verification in writing.

Kind regards
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