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	DEPARTMENT/DIVISION NAME: 
	
	NAME OF APPLICANT  (Manager/Director):
	


	2016 APPLICATION FOR ADDITIONAL STAFF RESOURCES
- SUPPORT DEPARTMENTS & DIVISIONS


Due Dates:

17th June 2015: Please submit a draft application to s.peter@ru.ac.za
9th July 2015: Please submit the final application to s.peter@ru.ac.za
SECTION 1:
BENCHMARKING OF POSTS

	PLEASE ANSWER THE FOLLOWING QUESTIONS:

	What benchmarking information have you accessed to ensure that your area/section/division is operating efficiently and is not over- or understaffed? Please present such information including the Rhodes’ comparisons.  

	

	What benchmarking information is appropriate or should be considered by the Staffing Committee in considering the application for additional post(s)/resources?

	

	IN the absence of any benchmarking information being available or difficult to access, on what basis should this application for additional staff resources  be considered?

	


	POSITION LIST REPORT

	In order to provide the committee with an overview of your current posts and vacancies, please access the section of the Position List Report for your Department/Division. The report will be available no later than 1 June 2015 on the Human Resources Website at: http://www.ru.ac.za/humanresources/leadingsupportstaff/staffstructureandposts/   . Please paste this information in the block below: 

	


SECTION 2: PRIORITISED SUMMARY OF REQUEST/S

a) WE STRONGLY RECOMMEND that you complete sections 3(a to d) before returning to complete this portion.

b) Please list all the requests being made of this Committee in order of priority to your Division (1 = highest priority).  

c) Divisions should submit ONE application incorporating all the requests from their departments/sections, to enable the committee to get a global view of the allocation of resources. 

	PRIORITY
	Brief Summary of Request to New Posts Committee

	1
	

	2
	

	3
	


Please insert additional lines if necessary.

SECTION 3.
MOTIVATION FOR ADDITIONAL STAFF RESOURCES 
(Please delete the sections not applicable to your application)

	3a. REQUEST FOR ALL NEW PERMANENT &/OR CONTRACT* POSTS

	Acad (A) or Suppt (S)
	(Proposed) Job Title.
	Permanent or Contract
	Fulltime (FT)or Part-Time (PT) (Indicate hrs)
	Grade*
	% Funding from RU
	Start Date**
	Previous App? (Y/N)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


*Please contact Susan Robertson in HR for guidance. Note that the post will still need to be formally graded. 

**Please note that finalisation of posts is in December and usually recruitment to fill a post takes place thereafter. Please bear this in mind when considering the start date. If however, your department needs the funds against the vacancy, then the post should run from earlier on.

	3a. MOTIVATION FOR THE ABOVE NEW PERMANENT &/OR CONTRACT* POSTS

	 Please ensure that each of the questions/issues below is addressed in your motivation, where relevant:  
1) Reasons for application.  Outline new developments in the department/division, such as growth areas and capacity difficulties. 
2) Where capacity is a reason for requesting the post/s, outline what interventions have been put in place to resolve the issue. Explain what impact this has already had. 
3) Outline performance problems impacting capacity of the area. What intervention/s are in place to address this? Is this application linked to a performance problem? 
4) Reasons for indicating a post as either permanent or contract. 
5) Indicate whether there is any income generation as a result of the proposed post and the nature thereof. 
6) Reason for the post to be externally or RU funded or both. 
7) What will be the likely impact should this post not be approved?

8) Have you applied for this previously? If yes, state why your application was unsuccessful including any work that was required to be done. How has this been addressed? 
9) Any other relevant information.

Attach a job profile to this application for each post applied for.

	 Proposed Job Title:
	Motivation: 

	
	


*Please note that it is not the University’ strategy to offer contract posts unless the viability of an area is being tested. 
	3b.  CONVERSION OF EXISTING EXTERNALLY FUNDED POSTS TO RHODES FUNDED POSTS (Full or Partial Funding)

	Job Title 
	Grade
	Surname of Current Incumbent or “Vacant”
	Start Date
	End Date (Contracts)
	% Funding from RU
	Previous  App? (Y/N)

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	3b.  MOTIVATION FOR CONVERSION OF EXISTING EXTERNALLY FUNDED POSTS TO RHODES FUNDED POSTS (Full or Partial Funding)

	 Please ensure that each of the questions/issues below is addressed in your motivation, where relevant:  

1) Reasons for application.  Outline new developments in terms of the funding of this post.  
2) What will be the likely impact should this application not be approved?

3) If you have applied for this previously, state why your application was unsuccessful including any work that was required to be done. Detail how this has been addressed. 

4) Any other relevant information. 

5) Confirm that the current job profile (if this is in place) is still valid, or….

Attach a new or updated job profile to this application for each of the posts listed hereunder. 

	Job Title:
	Motivation:

	
	


	3c.  EXTENSION OF EXISTING CONTRACTS & CONVERSION OF CONTRACTS TO PERMANENT POSTS

	Job Title
	Ext. Contr. (C) or Convert to Perm.  (P)
	Grade 
	Start/Con-version date
	End Date (Contract)
	% Funding from RU
	Previous  App? (Y/N)

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	3c.  MOTIVATION FOR EXTENSION OF EXISTING CONTRACTS & CONVERSION OF CONTRACTS TO PERMANENT POSTS

	 Please ensure that each of the questions/issues below is addressed in your motivation, where relevant:  

1) Reasons for application.  Include any new developments in the department/division that have a bearing on this application. 
2) Reasons for wishing to convert a contract to a permanent post, if applicable.  What development/s have prompted this?

3) What will be the likely impact should this request not be approved?

4) If you have applied for this previously, state why your application was unsuccessful including any work that was required to be done. Detail how this has been addressed.

5) Any other relevant information.

6) Confirm that the current job profile (if this is in place) is still valid, or….

Attach a new or updated job profile to this application for each of the posts listed hereunder.

	 Job Title
	Motivation: 

	
	


	3d.  CONVERSION OF PERMANENT PART-TIME POST TO PERMANENT FULL-TIME POST

	Job Title
	Convert to Full-time (FT)
	Grade 
	% Funding from RU
	Start Date**
	Previous App? (Y/N)

	
	
	
	
	
	

	
	
	
	
	
	
	


	3d.  MOTIVATION FOR CONVERSION OF PERMANENT PART-TIME POST TO PERMANENT FULL-TIME POST

	 Please ensure that each of the questions/issues below is addressed in your motivation, where relevant:  

1) Reasons for application.  Include any new developments in the department/division that have a bearing on this application. 
2) Reasons for wishing to convert permanent part-time post to full-time, if applicable.  What development/s have prompted this?

3) What will be the likely impact should this request not be approved?

4) If you have applied for this previously, state why your application was unsuccessful including any work that was required to be done. Detail how this has been addressed.

5) Any other relevant information.

6) Confirm that the current job profile (if this is in place) is still valid, or….

Attach a new or updated job profile to this application for each of the posts listed hereunder.

	 Job Title
	Motivation: 

	
	


	3e. SUBSTANTIVE RESTRUCTURING


Note: Substantive Restructuring Requests: Such requests will be handled by the New Post Committee. However, these will be submitted by HR to the committee, after consultation with the department. This is a lengthy process so only in instances where there has been sufficient engagement around the matter, will an application be put forward on behalf of the department. 
SECTION 4.
ADDITIONAL RESOURCES REQUIRED FOR NEW POSTS 

for the Department/Division: _______________________________

NB: DO NOT APPLY SEPARATELY FOR THESE ITEMS TO FINANCE DEPARTMENT. 
INFORMATION SUPPLIED HEREUNDER WILL BE FORWARDED TO FINANCE DEPT TO MAKE BUDGET PROVISION.
	Please indicate where relevant, which of the following resources are likely to be required should each of the post/s be approved. 

	Proposed Job Title
	Is office space available?
	Detail Furniture Requirements
	Laptop (L) or Desktop (D)
	Printer- only if not feasible to share
	Installation of network point  
	Installation of Phone
	Other Equipment. Please specify & provide cost estimate.
	Post Approved: (Y/N)  (HR Use Only) 

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


2

