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NOTES 
· Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm.
· This form is used for the appointment of students to roles linked to their studentship (e.g. tutor, library assistant, sub-warden). 
· See page 2 for more details on process, and the form movie (hyperlink) for help in completing the detail of the form.
	Submission Date
	See page 2
	Additional Documents
	HR101, see also page 2
	Help Document
	See page 2


PERSONAL DETAILS

	Staff Number (if previously employed at UCT)
	

	Student Number 
	

	Surname
	
	First Name/s
	

	Title
	
	Date of Birth (ddmmyyyy)
	

	If the staff member is not South African, is he/she in possession of a valid ….   (tick below)

	Study Permit?
	Y
	N
	Permanent Residence?
	Y
	N


APPOINTMENT DETAILS

	Dates of Appointment
	From (ddmmyyyy)
	
	To (ddmmyyyy)
	

	Faculty
	

	Department
	

	Division/Unit/Section
	

	Position
	
	Position Number (office use)
	

	Line Manager
	
	Conditions of Service
	Students

	Payment Method (tick one only)
	COE
	
	Paid-on-Claim
	
	Ad Hoc
	

	Contract Type (tick one only)     
	Temporary ≤ 2 yrs (T1)
	
	Hourly Paid
	
	Fixed Amount
	

	Fund
	
	Cost Center
	
	Real Internal Order
	

	Level (if Academic)
	
	Payclass (if PASS)
	

	Full-time/

Part-time (tick)
	FT
	PT
	(If PT) 

Hours 

per Week
	
	(If PT)

Days 

per Week (tick)
	M
	T
	(If ad hoc or paid-on-claim)
 Rate per Hour 
	R
	(If ad hoc) 

Hours worked
	

	
	
	
	
	
	
	W
	Th
	
	
	
	

	
	
	
	
	
	
	F
	
	
	
	
	

	Note: For ad hoc and paid-on-claim appointments, the department is responsible for issuing appointment letters (see templates under HR100 on the UCT forms website). From 1 May 2014 this appointment form will not be processed without an attached copy of the ad hoc or paid-on-claim appointment letter.


PAYMENT DETAILS

	For appointments of one year or more
	Annual Cost of Employment
	R
	Levies 
	R

	For appointments of less than one year
	(If ad hoc) Total ad hoc amount
	R
	Levies 
	R

	
	(If T1) Monthly amount
	R
	Levies
	R

	Amount to be transferred to fee account (if applicable)
	R 
	Student Number
	


AUTHORITY FOR APPOINTMENT AND FUNDS

	
	PRINT NAME
	SIGNATURE
	CONTACT NUMBER
	DATE

	Administrator / Fundholder
	
	
	
	

	Head of Department
	
	
	
	

	Area Finance Manager
	
	
	
	

	Final Authority (if applicable)
	
	
	
	

	HR Administrator
	
	
	
	

	
	Filing
	
	


COMPLETING AN APPOINTMENT FORM

HR100b

When do I complete this form?

This form is used by faculties and departments when appointing a student to a role linked to his/her studentship (eg. tutor, library assistant, sub-warden).   It covers all appointments – whether new or repeat or additional - made in respect of

· T1 employees on cost of employment  

· employees paid varying amounts on claim

· employees paid ad hoc
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· Departments are reminded that staff on ad hoc appointments are entitled to annual leave (i.e. one hour for every 17 hours worked) if they work 24 hours or more in the course of a month.  This leave must be managed by line managers.  There is no pay-out for leave not taken.

· Staff on paid-on-claim appointments also accrue leave according to the formula ‘one hour for every 17 hours worked’ if they work 24 hours or more per month.  This leave must be managed by line managers.  If the appointment runs for more than 4 months, any leave not taken must be paid out on form HR106.

Where do I send this form?

Departments should send this form (in the order listed below):
1. To the Head of Department for approval

2. To the Area Finance Manager (or nominee) for verification of fund, cost center, appointment cost details and signatures

3. For T1 appointments or where required by a specific faculty/department, to the Dean or Executive Director (or his/her delegated authority) as final authority, and
4. Either to their HR Administrator in Bremner or, in the case of Health Sciences and Humanities, to the Faculty Office.
When do I submit this form?

In time to reach HR Administration by the 3rd day of the month in which payment is to be made

What other forms do I need to complete?

· The employee must complete a Personal Details form (HR101) except in the instances indicated below.
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It is not necessary to complete HR101 in the case of (i) reappointments where there is no break in service and no change in details, and (ii) ad hoc or paid-on-claim reappointments made in the same calendar year where there is no change in details.
· Academic employees (including students with an academic appointment) must complete a HEMIS Data Collection form (HR136) for every appointment if involved in the teaching of students including preparation, marking, setting examinations, curriculum development, lectures, seminars, tutorials, practicals and supervision of theses and dissertations.

· For ad hoc and paid-on-claim appointments, the department is responsible for issuing appointment letters (see templates under HR100 on the UCT forms website). From 1 May 2014 this appointment form will not be processed without an attached copy of the ad hoc or paid-on-claim appointment letter.
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