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NOTES

· Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm 
· This form is used in respect of all joint NHLS and WCG appointments and must be accompanied by a NHLS / WCG letter of appointment.
	Submission Date
	See page 2
	Additional Documents
	See page 2
	Help Document
	See page 2


DETAILS OF CANDIDATE

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

	Surname
	
	Title
	

	First Name/s
	

	Race  
	
	Gender
	M
	F
	Nationality
	

	Name of person who incumbent is replacing
	


DETAILS OF APPOINTMENT

	Position title (e.g. Medical Specialist Grade 1)
	

	Academic Rank 
(e.g. Lecturer, Senior Lecturer etc)
	
	For office use 

Position Number 
	

	Faculty
	Health Sciences

	Department
	

	Division/Unit/Section
	

	Primary Employer (tick)
	NHLS 
(National Health Laboratory Service)
	WCG 
(Western Cape Government)

	Dates of Appointment
	From (ddmmyyyy)
	
	To (ddmmyyyy) (if applicable)
	

	NHLS/WCG Personnel Number
	

	Hospital Name
	

	Full-time/Part-time (tick)
	FT
	PT
	If PT, no. of hours per week
	

	Please indicate the percentage time spent on the following UCT activities?

(See page 2 for activity definitions)
	Research
	
	Teaching and Learning
	

	
	Service delivery and social responsiveness
	
	Academic Management, administration and leadership
	


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

	Division/Unit/Section Head or Administrator
	
	
	
	

	Head of Department
	
	
	
	

	Dean
	
	
	
	

	HR Practitioner (if applicable)
	
	
	
	

	HR Administrator
	
	
	
	

	
	Filing
	
	


COMPLETING A JOINT STAFF APPOINTMENT FORM

HR100d
UCT activities and definitions (Related to Details of appointment section)

To ensure consistent application of the allocation of the UCT academic level to Joint Staff appointees, please see the recommended guideline below:
	Clinical Rank
	Academic Rank at the time of appointment

	Registrar
	Assistant Lecturer

	Senior Registrar
	Assistant Lecturer

	Medical Officer
	Lecturer/ Senior Lecturer based on ad hom criteria

	Health & Rehabilitation Clinicians
	Lecturer/ Senior Lecturer based on ad hom criteria

	Specialist/Sub Specialist
	Senior Lecturer

	Head Clinical Unit
	Senior Lecturer
Professorial rank ad hom promotions application required or if advertised as such and university approval process followed

	Head of Department
	Professorial level ad hom promotions application required or if advertised as such and university approval process followed


Heads of Departments (HoD’s) are reminded that:

1. To be in a joint post you must be able to deliver on all 4 areas of the ad hom criteria (teaching, research, leadership & management, social responsiveness) when assigning academic rank to Joint Staff. 
2. Registrars are not expected to deliver on leadership and management criteria.
3.  HoD’s are to ensure the correct assignment of academic rank at the time of the Joint Staff appointments in line with required academic outputs and additional criteria as appropriate at the time of recruitment. 

4. The HOD where possible should receive a recommendation in this regard from the selection panel at the time of recruitment, or this can be done post facto before submission of HR100d.
5. HoD’s must complete the percentage time spent on joint activities (adapted from the bilateral agreement definitions and ad hom criteria) in form HR100d. The total spent must account for 100% of the time of employment.
	Category
	Joint activities and definitions

	a. Teaching and Learning (T&L): 

	i. “Clinical Teaching” means Teaching on the Service Platform (where a Health Service/s is/are rendered) and where the Teaching is necessarily the responsibility of the HEI offering which is responsible for the academic programme(s), because it extends beyond skills acquisition. 
ii. “Supervision” means a structured intentional relationship between a Student (undergraduate or postgraduate, including registrars who may or may not be ‘supernumerary’/self-funded) and a Clinical Trainer who is a joint staff member in which such trainer oversees and guides such Student on the Academic Platform by Teaching the Student Clinical skills and then ensuring that such Student practices and applies such Clinical skills to enable them to qualify. 

	b. “Research”
	i. “Research” means a process of systematic investigation designed to establish facts and reach new conclusions or confirm existing principles.

ii. “Supervision” means a structured intentional relationship between a Student (undergraduate or postgraduate, including registrars who may or may not be ‘supernumerary’/self-funded)and an joint a staff member to  to support and guide research and/or academic theses.

	c. “Academic Management, administration and leadership”
	i. “Academic Management, administration and leadership” means the administration, management, quality assurance and leadership by a joint staff member of Research and teaching and learning as per ad hom criteria.

	d. Service delivery and social responsiveness (see ad hom criteria):
	i. “Health Service provision” refers to that activity on the Service Platform that directly influences patient management or public health outcomes. It aims to apply practical, scientifically sound and socially acceptable methods and technology to a patient or community in order to maintain, protect and promote health, relieve suffering, prevent disability, provide care, support and comfort.  These activities are evidence-based, according to Clinical and other appropriate guidelines, and include all health science disciplines.  It therefore includes but is not limited to disease prevention, health promotion, curative care, rehabilitation, diagnostic service, epidemiology, health information, health policy development, support services and public and community health in a framework which recognises the relative importance of each of these components.

ii. “In-service Training” means an act of instruction designed to develop the skills of an individual qualified for his/her post in a Health Service which does not and is not, intended to lead to a further qualification.

iii. “Clinical Training” means Training given on the service platform to a undergraduate or postgraduate student to enable him/her to acquire clinical skills necessary for him/her to qualify, where the clinical training could be given to the student in any placement situation, under a clinical trainer. This includes but is not limited to disease prevention, health promotion, curative care, rehabilitation, diagnostic service, epidemiology, health information, health policy development, support services and public and community health in a framework which recognises the relative importance of each of these components.
iv. Social responsive activities as per ad hom criteria

	e. “Service delivery management administration and leadership”
	i. “Service delivery management administration and leadership” means the administration, management, quality assurance and leadership in service delivery done by a joint staff member.


6. HoD’s must review and confirm agreement/ approval with their signature on the HR100d form.

7. As with all HR forms and applicable submission deadlines, the HR100d form must be submitted 1 month before the start date of the joint appointment. 

8. Once the academic ranking is issued at the time of appointment of the joint staff member, any progression from this rank can only be effected by ad hominem promotion.

9. Post ad hominem promotion, HoD’s should provide an updated HR100d.
When do I complete this form?

This form is used by departments when appointing joint UCT/NHLS and UCT/WCG employees on NHLS or WCG conditions of service.
Where do I send this form?

Departments should complete the form and send it:
· to the Head of Department , 
· then to their HR Administrator in the Health Sciences HR Office,
· finally, the HR Administrator will send the form to the Dean (or his/her delegated authority) for sign-off.
When do I submit this form?

In time to reach HR Administration five days before the employee’s start date.

What other forms do I need to complete?

The employee must complete a Personal Details form (HR101) and attach a copy of his/her identity document/passport and appointment letter from the WCG or NHLS.
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