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NOTES

· Forms must be downloaded from UCT web server: https://forms.uct.ac.za/forms.htm 
· This form is used when a minor change is made to an existing appointment.  
· If the change involves a change in COE, the form will not be processed until a signed COE form is received. 
· Submit the form in time to reach HR Administration by the 3rd of the month in which the change takes effect.

PERSONAL DETAILS
	Surname
	
	Staff Number
	

	First Names
	

	Date of Birth (ddmmyyyy)
	
	Title
	


EXISTING APPOINTMENT DETAILS

	Faculty (if applicable)
	

	Department
	                                                                                                                                            

	Division/Unit/Section
	

	Line Manager 
	

	Position Title
	
	Position Number (office use)
	

	Type of Contract (tick)
	Permanent
	T2 (> 2 ≤ 5 years)
	T1 (≤ 2 years)


CHANGE DETAILS
	Reasons for Change (tick below)
	Change Details

	Date/s of Change
	From (ddmmyyyy)
	
	To (ddmmyyyy) (if appl.)
	

	Change in COE
	For appointments of one year or more

	
	New Annual COE
	R
	Levies
	R

	Change in Fund/Cost Center/

Real Internal Order
	New Fund
	
	New Cost Center
	

	
	New Real Internal Order
	

	Change in Working Hours
	Full-time / Part-time (tick)
	FT
	PT

	
	If Part-time, Hours per Week
	

	
	If Part-time, Days per week (tick)
	M
	Tu
	W
	Th
	F

	Change in Position Title
	New Position Title
	

	Ad Hominem Promotion 

(see also: Changes in COE, Position Title)
	New Level or Payclass
	

	
	New Personal Title (if applicable)
	

	Position Evaluation Outcome
Attach position evaluation outcome documents 
(see also: Changes in COE, Position Title)
	New Payclass
	

	Change in Organisation Structure (see also: Change in Fund/Cost Center)
	New Department
	

	
	New Division / Unit / Section
	

	
	New Line Manager
	

	Full-time Secondment 
(see also: Changes in Position Title)
	New Department (if applicable)
	

	
	New Division/Unit/Section (if appl.)
	

	
	New Line Manager (if applicable)
	

	
	 Monthly Allowance
	R

	
	New Fund (if appl.)
	
	New Cost Center (if appl.)
	


	Form completed by
	


AUTHORITY FOR CHANGE
	
	PRINT NAME
	SIGNATURE
	CONTACT NO.
	DATE

	Administrator / Fundholder
	
	
	
	

	Head of Department
	
	
	
	

	Area Finance Manager
	
	
	
	

	Final Authorities
	
	
	
	

	
	
	
	
	

	HR Business Partner (HRBP) (if applicable)
	
	
	
	

	HR Administrator

	Filing
	
	
	
	


COMPLETING A CHANGE OF APPOINTMENT FORM

HR102

When do I complete this form?

This form is used by departments when making any change to an existing appointment. This would include changes in:  

· pay

· payclass

· organisation structure
· position title
· fund and/or cost center
It is also used by HR when processing the ad hominem promotion of staff.
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· Form HR100a or HR100b or HR100c should be completed when an employee is reappointed in the same position or appointed to another position within the University.
· Please remember also that, when a staff member leaves one department to join another at UCT, this is NOT regarded as a termination or resignation from UCT. The Appointment form should be completed by the ‘new’ department.
Where do I send this form?

Departments should send this form   

· first to the Head of Department for approval

· then to their Area Finance Manager
· then to the Dean or Executive Director or his/her delegated authority as final authority (but see notes below)
· then to their HR Business Partner (HRBP) in the case of permanent staff in payclasses 1 to 8 - and 

· finally, to their HR Administrator in Bremner - or, in the case of the Health Sciences and Humanities, in the Faculty Office.
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· The Vice-Chancellor holds authority to approve COEs above SASP (Standard Academic Salary Package) for Professors – in consultation with the Remuneration Committee.

· The Deputy Vice-Chancellor responsible for academic management holds authority to approve COEs above SASP for academic staff up to and including the level of Associate Professor to a maximum of the COE of the next rank.

· The Vice-Chancellor holds authority to approve COEs above the top of the range of payclass 12 – in consultation with the Remuneration Committee.

· The Executive Director : HR holds authority to approve COEs above the top of the range for PASS staff in payclasses 1 to 11 to a maximum of the top of the range of the next level.

· All changes in COE outside of the annual increase process which are not due to a change in appointment or upgrade, must be approved by the Senior Manager: HR Compensation and Benefits.

When do I submit this form?

In time to reach HR Administration by the 3rd of the month in which the change takes effect
What other forms do I need to complete?

No other forms
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