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NOTES
· Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm 
· For UCT policy regarding tuition fee rates, see: http://www.hr.uct.ac.za/hr/benefits/remuneration/staff_tuition_rates/
· This form must be completed and sent to the HR Business Partner who serves your department.

· The sections ‘Employee Details’ and ‘Student Details’ must be completed by the employee or retiree.  
· Please be clear about the year of registration for which the tuition fee rates are being claimed.
· For more information regarding completing this form and on fringe benefit tax, see: Page 2. 
EMPLOYEE DETAILS
	Surname
	
	Staff Number
	

	First Names
	
	Title
	
	Contact Number
	

	Relationship to Student 
	
	Are you on the UCT Payroll? (tick)
	Y
	N

	Email Address
	

	If on UCT payroll

	Department
	
	Position
	

	Full-time or Part-time? (tick)
	FT
	PT
	If Part-time, Number of Hours per Week
	

	If not on UCT payroll

	Conditions of Service
	Joint
	Other
	If other, relationship to UCT
	

	Department
	
	Position
	

	Period of Appointment
	From (ddmmyyyy)
	
	To (ddmmyyyy)
	

	Full-time or Part-time? (tick)
	FT
	PT
	If PT Medical Staff, Number of Teaching Sessions per Week
	

	Address
	

	
	
	Postal Code
	


STUDENT DETAILS
	Surname
	
	Student Number
	

	First Names
	
	Marital Status
	

	Date of Birth (ddmmyyyy)
	
	If student is a child, attach certified copy of birth certificate

	Identity Number
	
	If student is a child, attach certified copy of identity document

	If the application is for a child, are they financially dependent on the staff member?
	N/A
	Y
	N

	Term Address
	

	
	
	Postal Code
	

	Telephone Number
	

	Current Registration e.g. BA, BSc(Hons)
	

	Year of application for staff tuition rate
	
	Full-time? (tick)
	Y
	N

	If you selected "N" for full time (i.e. part time) for your dependent or spouse, is the qualification only offered part-time?
	Y
	N


CERTIFICATION
	Signature of Employee/Retiree
	
	Date
	

	
	I certify that the above employee and student details are correct.

I agree to the required SARS fringe benefit tax deductions (applicable to a benefit greater than 75%). Please refer to notes on page 2 and Fringe Benefit Tax Calculator - COE Calculator.


AUTHORITY FOR RATES
	
	PRINT NAME
	SIGNATURE
	CONTACT NO.
	DATE

	Head of Department
	
	
	
	

	
	I confirm that the above appointment details are correct.

	HR Business Partner
	
	
	
	


FOR OFFICE USE
	HR
	Code
	
	
	
	Pro-rata Indicator
	
	Relationship (tick)
	Sp
	S
	D
	M
	E

	
	Staff Rate approved? (tick)
	Y
	N
	If Yes
	%
	If No, give reason
	

	Fees
	Action (tick)
	A
	C
	D
	Staff differential fee
	%
	Captured by
	


COMPLETING A STAFF TUITION RATES FORM

HR125
When do I complete this form?

This form is completed when an employee, retiree, Joint Medical Staff member, UCT Council member or SACS employee wishes to apply for staff tuition rates in the case of him/herself, his/her spouse or life partner, or his/her children in accordance with the policy. This form must be completed for each year of study.  
What is fringe benefit tax and how is it calculated?
Fringe benefits tax will be applied, as applicable, based on the prevailing South African Revenue Services regulations for a benefit greater than 75%. 
The calculation is: (Your total tuition fee) multiplied by (25% minus the rate you are paying) multiplied by (your marginal tax rate). 

For example: If you are studying an MBA with a total tuition fee of R 250 000 and your earnings are taxed at a marginal tax rate of 41% the tax applied would be as follows: R 250 000 x (25%-0%) x 41% = R 25 625. 
This will be deducted over four months (i.e. from September to December) for each respective year of study. 

For a tool to calculate your approximate annual tax, see: Fringe Benefit Tax Calculator - COE Calculator (http://www.hruct.co.za/FringeBenefitCalculator ).
What important rules do I need to be aware of when completing this form?
· Please refer to the UCT Staff Tuition Policy http://www.hr.uct.ac.za/hr/benefits/remuneration/staff_tuition_rates/ to check the rates you are eligible for.
· Children only qualify if they are financially dependent on the employee.
· If you are the dependant of a deceased staff member, complete this form giving details of the deceased and your relationship to him/her.

· Staff tuition rates may apply on a pro-rata basis (approved in quarters), where you are not employed for the full year. For example, if you are employed for 3-5 months of the year: 1 quarter will be approved; 6-8 months of the year: 2 quarters will be approved; 9-11 months of the year: 3 quarters will be approved.
· Staff tuition rates apply to the year of application only and will not be approved retrospectively.

· If it is indicated that the course is going to be taken full time for your spouse or dependant (i.e., Y is selected for Full-time? field), and through an audit it is found that the qualification is not offered full-time, UCT has the right to reverse the rebate.

· International staff members and their dependents who qualify for the staff tuition rate are not charged the international term or international admin fee.

· For all MMed and MPhil (for sub-speciality training) degrees the staff tuition rate has already been applied to the fee published in the Student Fees Handbook.

· The University Council has determined that students who qualify for both a tuition fee at the staff tuition rate, and a UCT- funded scholarship (Entrance, Faculty, VC, Achievement), will have the scholarship adjusted equivalent to the staff tuition rate percentage. 
For example: Where the staff tuition rate means a fee that is 10% of the full tuition fee, the scholarship will be paid at the level of 10% of its full value. The adjustment will be processed after the staff tuition rate has been processed by the Fees Office. The scholarship will initially be awarded in full, as the Funding Office is unaware of who qualifies for the staff tuition rate until such time as the application is processed.
Where do I send this form?

This form should be sent: 

· first to your Head of Department for confirmation of the employment details,
· then to your HR Business Partner for approval – and, 

· finally, your HR Business Partner will forward it to the Fees Office

When do I submit this form?

· Prior to the commencement of studies but within the year of registration, no later than 15 August of the current registration year.
What other documents do I need to submit?

· If a child is over 28 years of age, details of his/her income and proof of financial dependence (affidavit and bank statements) must be submitted.
· If a child is adopted, proof of adoption must be submitted.
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