	HR186
	BURSARY AGREEMENT
	[image: image1.png]UNIVERSITY OF CAPE TOWN








NOTES

· Forms must be downloaded from the UCT website: https://forms.uct.ac.za/forms.htm 
· UCT Policy regarding Staff Learning and Development Funding can be found at: http://www.hr.uct.ac.za/hr/learning/funding/policy/
· The Reimbursement Policy can be found at https://www.uct.ac.za/sites/default/files/content_migration/uct_ac_za/48/files/pay005.pdf 
	Bursary Agreement

between

University of Cape Town

(hereinafter called the EMPLOYER)

and

(Staff member’s full name and surname)
(Staff member’s identity/passport number)
(Staff member’s staff number)
(Staff member’s department)
(hereinafter called the EMPLOYEE)


	Type of Bursary
Staff Education Bursary Scheme
UCT Staff Tuition Rate exception
Funding formal development for position-related formal development, paid for by the Department/Faculty



	               For Office Use: Payment of Bursary
PO Number:

Date:

Bursary Reference:

UCT Vendor Number:

Vendor VAT Number:

UCT VAT Number:

4540125707



The EMPLOYER and EMPLOYEE agree to the following:-

1. Headings

The headings of the various paragraphs of this agreement have been included solely for convenience, and they do not serve to qualify the agreement in any way.  

2. Financial Assistance

	· The EMPLOYER undertakes to provide educational assistance to the EMPLOYEE with a maximum amount of 

	       
	
	

	       
	
	(cost of studies in Rands and Cents).


	· The aforementioned amount of 
	
	(cost of studies in Rands and Cents) paid by the

	

	EMPLOYER for the purpose of the EMPLOYEE's studies in respect of a
	

	

	(title of course or  part of course for which bursary is granted) through
	

	

	(name of institution through which studying) being a
	
	(qualification) at 
	
	(NQF level).


	· The duration of the agreement in respect of completion of his/her studies will be one year being  
	

	

	(year in which studies to take place e.g. 2025) or
	
	(if less than a year

	

	the length of course of study in years/months) starting on
	
	(date studies commencing

	

	for this bursary) and the completion date
	
	(date studies completed for this bursary).


3. The Employee’s Undertaking


The EMPLOYEE undertakes to:-

	· Register as a student for the
	
	(calendar year in which studies to take place e.g. 2025)

	

	academic year at
	
	(name of institution through which studying) for the

	

	purpose of obtaining his/her 
	
	(title of course of study) 

	
	
	

	by the completion date
	
	.


	· Use the payments made in terms of this agreement, solely for the purpose of obtaining the abovementioned qualification.


	· Provide the EMPLOYER with copies of progress reports from
	

	

	(name of institution through which studying) in connection with his/her studies within four months of having completed said 

	

	course of study, being 
	
	(four months from the date studies completed for this bursary).  

	

	Should the EMPLOYEE fail to do this he/she gives the EMPLOYER permission to request and obtain such progress 

	

	reports directly from  
	
	(name of institution through which studying).


	· To continue with his/her studies to the best of his/her ability and to complete them.


	· Commit to working for the EMPLOYER for a period of two (2) years following the completion of this bursary agreement  for

	

	which the EMPLOYER has provided financial assistance. This Bursary Agreement thus lapses on
	

	

	(two years from the date studies completed for this bursary).

	

	If on a T2 contract which expires prior to this date, the Bursary Agreement lapses on completion of the T2 contract, unless 

	

	the EMPLOYEE is reappointed, with no break in service (regardless of the conditions of the new contract), in which case the 

	

	commitment to the EMPLOYER continues and lapses on the date given above or the expiry of the contract whichever occurs 

	

	first. Current T2 contract end date
	
	


4. Conversion into a Loan

The abovementioned payments to or on behalf of the EMPLOYEE will be converted into a loan owing by the EMPLOYEE to the EMPLOYER in the following manner:
	· If the EMPLOYEE's progress at
	
	(name of institution through which 

	

	studying) is such that the EMPLOYER is, at its sole discretion, of the opinion that the EMPLOYEE has not made satisfactory 

	

	progress in the abovementioned course of study, the full abovementioned payments to or on behalf of the EMPLOYEE will 

	

	be converted into a loan owing by the EMPLOYEE to the EMPLOYER;

	


OR

	· If the EMPLOYEE fails to provide proof of successful completion of the abovementioned course of study within four months

	

	of the completion date for the said course of study, being
	
	(four months from the date

	

	studies completed for this bursary),  the full abovementioned payments to or on behalf of the EMPLOYEE will be converted

	

	into a loan owing by the EMPLOYEE to the EMPLOYER;

	



OR
	· If the EMPLOYEE is not successful in the abovementioned course of study, by the completion date, the full abovementioned 

	

	payments to or on  behalf of the EMPLOYEE will be converted into a loan owing by the EMPLOYEE to the EMPLOYER;

	



OR

	· If the EMPLOYEE fails to successfully complete any part of the course of study by the completion date for which the bursary 

	

	was approved, the full amount of the cost of the unsuccessful part paid to or on behalf of the EMPLOYEE converts to a loan 

	

	owing by the EMPLOYEE to the EMPLOYER;

	



OR

	· If the EMPLOYEE ceases to be an employee of the EMPLOYER, for whatever reason (other than death, retrenchment,

	

	ill-health incapacity or completion of T2 contract), within a period of one (1) year after completion of the abovementioned 

	

	course of study, the full  abovementioned payments to or on behalf of the EMPLOYEE will be converted into a loan owing by 

	

	the EMPLOYEE to the EMPLOYER;

	



OR

	· If the EMPLOYEE ceases to be an employee of the EMPLOYER, for whatever reason (other than death, retrenchment,

	

	ill-health incapacity or completion of T2 contract), within a period of more than one (1) year and less than two (2) years after 

	

	completion of the abovementioned course of study, fifty percent  (50%) of the abovementioned payments to or on behalf of 

	

	the EMPLOYEE will be converted into a loan owing by the EMPLOYEE to the EMPLOYER.

	


	The EMPLOYEE confirms that he/she

	

	· Understands the risks, rights, obligations and costs involved should the bursary convert to a loan.

	

	· Has the financial means to repay the loan should the bursary convert to a loan.

	

	· Has the financial means to repay the balance of the cost of the course of study owed to the institution, and any other associated costs.

	


5. Repayments

In the case of the payment to or on behalf of the EMPLOYEE being converted into a loan, the repayment of the loan will take place in terms of a written notification given by the EMPLOYER to the EMPLOYEE where no interest is payable over a period of six (6) months. 

The EMPLOYER may retain, by way of set-off against this liability, subject to any law, any sum/s of money which the EMPLOYER owes the EMPLOYEE or any sum/s of money received by the EMPLOYER on the EMPLOYEES behalf from any person or source whatsoever.

The EMPLOYER may, in its sole discretion, determine the quantum of the loan repayable by the employee by taking into consideration the period of the EMPLOYEE’s service with the EMPLOYER.

6. Domicilium 

Each of the parties chooses as its/his/her domicilium citandi et executandi for all purposes of this agreement:-

	(1)
The EMPLOYER:

	University of Cape Town

	
	Private Bag

	
	RONDEBOSCH

	
	7700


	(2)
The EMPLOYEE:

	

	
	

	
	

	
	

	
	(Staff member’s street address)


7. Implementation

	This agreement is concluded and signed by
	
	(Head of Department name)

	

	in his/her capacity as a
	
	(Head of Department title) in the

	

	University on behalf of the EMPLOYER, and by the EMPLOYEE personally.  


8. Costs

The EMPLOYER shall pay all costs associated with the preparation of this agreement.  

9. Signed

EMPLOYEE:
	

	SIGNED at
	
	(place e.g. Rondebosch) on this the
	
	(day of month)

	

	day of
	
	(month) of
	
	(year).
	

	

	

	EMPLOYEE
	
	(name)
	
	(signature)

	

	

	In the presence of the undersigned witnesses:

	

	WITNESSED BY:

	

	(1)

	
	(name)
	
	(signature)

	

	(2)

	
	(name)
	
	(signature)

	


EMPLOYER:
	

	SIGNED at
	
	(place e.g. Rondebosch) on this the
	
	(day of month)

	

	day of
	
	(month) of
	
	(year).
	

	

	

	EMPLOYER
	
	(name)
	
	(signature)

	

	

	In the presence of the undersigned witnesses:

	

	WITNESSED BY:

	

	(1)

	
	(name)
	
	(signature)

	

	(2)

	
	(name)
	
	(signature)

	




COMPLETING A BURSARY AGREEMENT
HR186

When do I complete this form?

This form is completed after application for and approval of, but before processing of and registration for, any of following:

1. Financial assistance for studies through the Staff Education Bursary Scheme.
2. UCT Staff Tuition Rate exceptions as approved by the Executive Directors of Finance and Human Resources as per the UCT Finance policy on Reimbursements (PAY005), where the department will pay the Staff Tuition Rate on behalf of the staff member.

3. Funding Formal Development for Position-Related-Formal development paid for by the Department or Faculty.
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In all instances, it is an absolute requirement that this agreement is completed in order to ensure compliance with SARS regulations.

Should the above occur without this form having been completed, the staff member will, per SARS regulations, be regarded as having received a taxable benefit and will taxed accordingly.

Where do I send this form?

This form should be sent: 

· to your Head of Department for signature; and:

· in the case of the Staff Education Bursary Scheme, to Staff Learning Centre, Human Resources at 
hr-stafflearningcentre@uct.ac.za ; or
· in the case of UCT Staff Tuition Rate exceptions, Head: Staff Learning Centre, Human Resources at 
hr-stafflearningcentre@uct.ac.za; or
· in the case of Funding Formal Development, to Human Resources Administration.  A copy of this form, and the supporting documentation (see below), is also sent to Finance together with the relevant payment paperwork.  

When do I submit this form?

· This form is completed after approval but before processing of the any of the above. 

· In the case of the Staff Education Bursary Scheme and UCT Staff Tuition Rate exceptions this will be on request by the Head: Staff Learning Centre.
· In the case of Funding Formal Development, this will be in all cases where Position-Related-Formal development is paid for by the Department or Faculty.

What other forms do I need to complete?

In the case of UCT Staff Tuition Rate exceptions, FM014 – Request for journal entry (Excel spreadsheet).

What other documentation must be attached?

In the case of Funding Formal Development, a copy of the recipients development plan (HR210 Development Dialogue form) clearly showing the Position-Related need for the development, as well as all supporting documentation and motivations.
What are the NQF levels?
	NQF Sub framework
	NQF level
	Qualification Type
	Variant

	Higher Education Qualifications Sub-Framework (HEQSF)
	10
	Doctoral Degree (e.g. PhD)

Doctoral Degree (Professional) (e.g.DEd)
	

	
	9
	Master’s Degree (e.g. MA)

Master’s Degree (Professional) (e.g.MMEd)
	

	
	8
	Bachelor Honours Degree (e.g. BComHons)

Postgraduate Diploma (PGDip)

Bachelor’s Degree (480 credits)
	

	
	7
	Bachelor’s Degree (360 credits) (e.g. BCom)

Advanced Diploma (AdvDip)
	

	
	6
	Diploma (Dip)

Advanced Certificate (AdvCert)
	

	
	5
	Higher Certificate (HCert)
	

	General and Further Education and Training Qualifications Sub-Framework (GFETQSF)
	4
	National Certificate
	Senior Certificate (SC) (College)

National Senior Certificate (NSC) (College)

National Senior Certificate (NSC)

National Certificate (NC) (Vocational) 4

National Senior Certificate for Adults (NASCA)

National Independent Certificate (NIC)

	
	3
	Intermediate Certificate
	NSC – GR11

National Certificate (Vocational) 3

Intermediate Certificate of Education (ICE)

	
	2
	Elementary Certificate
	NSC – GR10

National Certificate (NC) (Vocational) 2

Elementary Certificate of Education (ECE)

	
	1
	General Certificate
	General Certificate of Education (GCE)

General Education and Training ABET (GETC:ABET)

General Education and Training Certificate for Adults (GETCA)
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