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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: https://hr.uct.ac.za/learning-development-funding-staff-learning-development/staff-learning-and-development-funding-policy 
Bursary Holder Details

	Surname
	
	
	Staff Number
	

	First Names
	
	

	Department
	
	
	Position Title
	

	Line Manager 
	
	


Bursary Agreement Details

	Value of bursary per Bursary Agreement (HR186)
	

	Title of course of study
	

	Institution through which studying
	

	Year for which bursary was awarded

(e.g. 2024 or if less than a year, the start and end date of the studies)
	

	Nature of Bursary
	Staff Education Bursary
	

	
	UCT Staff Tuition Rate Exception
	

	
	Funding Formal Development for Position-Related-Formal development paid for by Department or Faculty.
	


Reason for conversion 

	Did not register
	
	Did not qualify to partake in required examinations or assessments
	

	Did not provide adequate proof of successful completion within four months of completion
	
	Was not successful in entire course of study
	

	Ceased to be an employee for reason other than death, retrenchment or ill-health incapacity within a period of one (1) year after completion
	
	Was not successful in one part of course of study
Specify which part:                                                                               
	

	Ceased to be an employee for reason other than death, retrenchment or ill-health incapacity within a period of two (2) years after completion 
	
	Other 

Specify:
	


Repayment Details

	Repayment amount 
	

	Date to commence repayment
	

	Fund to be reimbursed
	Fund number
	

	
	Cost centre
	

	
	GL account number
	

	The repayment of the loan, with no interest charged, will take place over a period of six (6) months. Applicable fringe benefit tax will apply.


AUTHORITY FOR ENFORCEMENT

	
	PRINT NAME
	SIGNATURE
	WORK CONTACT NO.
	DATE

	Person who completed the form
	
	
	
	

	Head of Department
	
	
	
	

	Payroll Final Authority
	
	
	
	



COMPLETING A CONVERSION OF BURSARY INTO LOAN FORM
HR187

When do I complete this form?

This form is completed when a recipient of a bursary under the Staff Learning and Development Funding Policy has failed to comply with the conditions of that bursary, per the Staff Learning and Development Funding Policy, and per the Bursary Agreement, in the following instances:

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 paid 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 enforced in order to ensure compliance with SARS regulations.

· Should the above occur and the agreement not be enforced, the staff member will, per SARS regulations, be regarded as having received a taxable benefit and will taxed accordingly.

Who completes this form?

· In the case of the Staff Education Bursary Scheme, the scheme Administrator; or
· In the case of UCT Staff Tuition Rate exceptions, the line manager of the bursary recipient; or
· In the case of Funding Formal Development, the line manager of the bursary recipient.
· The bursary recipient must sign this form, or the recipient must be informed of this instruction in writing.
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
What other forms do I need to complete?

None

What other documentation must be attached?

· In all cases, a copy of the original, signed, Bursary Agreement form must be attached.
· Where the bursary recipient has not signed this form, a copy of the written notification of this instruction to that recipient.
· FM014 – Request for journal entry single / multiple.
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