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	NOTES

· Forms must be downloaded from the UCT website: https://forms.uct.ac.za/forms.htm
· This form is normally used by the Staff Recruitment & Selection Office only.  
	Completed By
	Date

	
	
	



RECOMMENDATION BY SELECTION COMMITTEE
DETAILS OF RECOMMENDED CANDIDATE

	Surname
	
	Title
	

	First Name/s
	

	Race 
	African
	Coloured
	Indian
	White
	Foreign National
	

	Gender
	Male
	Female
	Nationality
	
	Wil staff member require a Work Permit?
	Yes
	No

	If not South African citizen and in possession of a permit, select person’s valid permit type
	
	Work Permit
	
	Permanent residence permit

	
	
	Study permit
	
	Refugee permit

	Will staff member handle UCT finances? (appropriate credit checks will be completed)
	Yes
	No
	Does this position require a pre-employment medical?
	Yes
	No

	Recommended for NAPP (if Academic)?
	Yes
	No
	

	Recommended for Emerging Researcher Programme (if Academic)?
	Yes
	No
	


DETAILS OF RECOMMENDED APPOINTMENT

	Position
	
	For office use Position No
	

	If applicable, last person employed in position
	
	Line Manager
	

	Level (if Academic)
	
	Payclass (if PASS)
	
	Peromnes (if applicable)
	

	Faculty (if applicable)
	
	Department
	

	Division/Unit/Section
	

	Full-time/Part-time (tick)
	FT
	PT
	(If PT) Hours per Week
	

	Date/s of Appointment
	From
	
	To (if applicable)
	

	Length of Probation (if applicable)                    
	

	Source of Funding (tick)
	GOB
	Other (specify)

	Fund Number
	
	Cost Center
	
	Real Internal Order
	

	Annual CoE
	
	If applicable, scarcity / strategic allowance percentage in addition to annual COE
	
	%

	Type of Contract 
	Permanent 
	T2
	T1

	Conditions of Service (tick one only)   
	Academic
	Academic Clinical
	Honorary
	Senior Academic

	
	SFARS
	PASS
	PASS Tech/Sci
	Senior PASS ≥ 13

	If T1 or T2 contract for more than 3 months, please select reason for fixed-term contract.  If a renewal / re-appointment (roll-over), the reason must be the same as the original reason for the fixed-term contract.
	
	Temporary replacement of person on leave or secondment

	
	
	Temporary stand-in for vacant permanent position, to be filled

	
	
	Temporary or seasonal increase in volume of work, less than 12 months e.g. peak periods, graduation, admissions

	
	
	Recent graduate on academic apprenticeship / internship / learnership

	
	
	Position funded by external (non UCT) funds for limited time

	
	
	Post-retirement appointment (person beyond retirement age)

	
	
	Specific project for limited time and clear deliverable

	If permanent academic, is staff member academic teacher only?
	Yes
	No

	Study & Research Leave Credit (if applicable)
	

	Any special requirements in letter of offer?
	

	Induction Facilitator
	

	Attachment checklist
	
	HR201 Application form
	
	Advertisement

	
	
	Curriculum Vitae (CV)
	
	HR191 Position Description

	
	
	HR202 Recruitment commencement OR HR203 Appt without advertisement

	
	
	If appointment without advertisement, approved appointment motivation


APPROVAL OF RECOMMENDATION BY DELEGATED AUTHORITIES
	
	PRINT NAME
	SIGNATURE
	CONTACT NUMBER
	DATE

	Chair of Selection Committee
	
	
	
	

	Dean/Exec Director/ 
HOD (if PASS dept without ED)
	
	
	
	

	VC/DVC or COO
(if appointment is at Professor, Associate Professor or PC13 peromnes 4/5 level)
	
	
	
	

	Exec Director HR
(if appointment without advertisement)
	
	
	
	


APPOINTMENT (for use by Appointments Office)
PERSONAL DETAILS

	Staff Number (if previously employed at UCT)
	
	Date of Birth (ddmmyyyy)
	

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

	Work Permit?

If Yes, please attach a certified copy.
	Y
	N
	Study Permit?
	Y
	N
	Permanent Residence?
	Y
	N


APPOINTMENT DETAILS

	If currently employed at UCT, state reason for change in appointment (tick one only)
	Lateral Transfer
	Transfer 

Higher Level Position
	Transfer 

Lower Level Position

	
	Change in Conditions
	Re-deployment 

Same Payclass
	Re-deployment 

Lower Payclass

	Full-time/Part-time (tick)
	FT
	PT
	

	(If PT) Days per Week (tick)
	M
	Tu
	W
	Th
	F
	(If PT) Hours per Week
	

	(If ad hoc or paid-on-claim) Rate per Hour 
	R
	(If ad hoc) Hours Worked
	


PAYMENT DETAILS

	Annual Cost of Employment (COE)
	

	If applicable, scarcity / strategic allowance percentage in addition to annual COE
	%
	


APPROVAL OF APPOINTMENT AND FUNDING BY DELEGATED AUTHORITIES
	
	PRINT NAME
	SIGNATURE
	CONTACT NUMBER
	DATE

	Chair of Selection Committee
	See Recommendation

	Dean/Exec Director/HOD
(if PASS dept without ED)
	See Recommendation

	VC/DVC
(if appointment is at Professor, Associate Professor or PC13 peromnes 4/5 level)
	See Recommendation

	DVC/Exec Director HR
(if appointment without advertisement)
	See Recommendation

	HR Administrator
	
	
	
	

	
	Filing
	
	


COMPLETING AN APPOINTMENT FORM

HR100c
When do I complete this form?

The ‘Recommendation’ section of this form is completed by the Staff Recruitment & Selection Office and the ‘Appointment’ section by the Appointments Office.
Where do I send this form?

After obtaining the relevant signatures, the Staff Recruitment & Selection Office should send the recommendation to the Appointments Office for completion of the ‘Appointment’ section and the drafting of a letter of appointment.

When do I submit this form?

To the Appointments Office immediately after the Recommendation has been approved.
What other documents do I need to submit?

· Candidate’s HR201 Staff vacancies application form
· Advertisement

· Candidate’s Curriculum Vitae (CV)

· HR191 Position Description form

· HR202 Request to commence recruitment process for posts to be advertised form
OR
HR203 Request for appointment without advertisement form
· If appointment without advertisement, approved appointment motivation
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