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CONDITIONS OF SERVICE OF 
HALL AND HOUSE WARDENS
All appointments are held subject to the Acts, Statutes and Regulations of the University in force at the time of appointment, to Council’s resolutions and to the following conditions of service which can be altered only with the consent of the staff member concerned and the University Council.

1. JOB RESPONSIBILITIES

The job holder shall be responsible for meeting the duties and requirements of being a House Warden as outlined in the job profile attached.

2. CONFIRMATION AND PERIOD OF APPOINTMENT
2.1. All appointments shall be, in the first instance, subject to the provisions of the Labour Relations Act, for a probationary period normally of one year. During this period the appointment shall be subject to the provisions of the Labour Relations Act, terminable by one month’s (30 days) written notice from either party.
2.2. Subject to the provisions of the Labour Relations Act, at the expiry of the probationary period formal confirmation of the appointment will be made subject to the completion of a satisfactory appraisal by the appropriate Hall Warden. Such an appraisal will be done against the job responsibilities and requirements as outlined in the job profile.
2.3. Subsequent renewals of contract shall also only be made subject to satisfactory performance by the House Warden concerned.
3. TERMINATION OF APPOINTMENT

After confirmation the appointment shall be terminable by one academic term’s written notice by either party.
4. LEAVE OF ABSENCE
4.1.   Subject to 4.2 below House Wardens must be in residence whenever their House is open, whether in term   time or during vacations, unless satisfactory alternative arrangements have been made which meet with the approval of the relevant Hall Warden and the Dean of Students and which do not involve the University in additional expenditure.
4.2.   It shall be the duty of House Wardens to remain in residence when intervarsity sports’ meetings and other Rhodes University student conferences, where no conference manager has been appointed, are being held and guests are accommodated in their House unless special leave of absence is obtained from the Dean of Students through the relevant Hall Warden.
4.3.  Wardens may usually take two weekends off each term although, depending on the length of the term and the number of Hall functions, in some terms it is only possible to take one weekend off.
4.4.   Under no circumstances may Wardens take leave during the exam period or during orientation. Wardens are expected to be in their residences over orientation / start and end of terms / during exams and for residence functions. Only in extraordinary circumstances, judged on merit, will leave be considered during these times.
4.5.  During term time, Hall Wardens and House Wardens should apply for leave of absence using the electronic form available on the Director: Student Affairs website. In the case of House Wardens, apply to the Hall Warden in the first instance. At least one of the House Wardens in the Hall should be designated to oversee the Hall in the absence of the Hall Warden.
4.6.  Hall Wardens are requested to forward ALL leave applications to dean.students@ru.ac.za in order to keep the Office informed of the whereabouts of staff in case of a crisis.
4.7.  In the event of a Warden having to be out of Grahamstown during the day (as opposed to overnight) he/she must obtain oral leave of absence from the Hall Warden. 
(Note: Applications for leave of absence, other than over weekends or for more than two days during the week, must be submitted by the relevant Hall Warden to the Dean of Students for approval.  Applications for leave of absence over weekends, or for less than 3 days during the week, shall be submitted to the relevant Hall Warden for approval.
5. CONCESSION AND REMISSION OF FEES
This section only applies to those Hall, House and Assistant Wardens who are not also employees of the University in another capacity.


For the Warden who intends to study:

5.1. Hall, House and Assistant-House Wardens of Rhodes University are eligible to study for a recognized qualification through Rhodes University, at a reduced cost. No benefits are applicable when the qualification will be gained through any other Higher Education Institution. Neither is a remission of fees applicable to short courses offered by the University. However, usually the department offering the course will quote a discounted price for staff, particularly if there is space on the course. For study towards an MBA qualification, please contact your HR Generalist for more information. 

5.2. Authorization will be granted upon condition that the applicant is a Warden for 6 months or more of the year in which fee remission is to be applied.  Pro-rata remission applies where the period of employment is less than 6 months of the year. 
5.3. Permission needs to be granted by the Director: Student Affairs, to register for the degree. Such permission will only be granted if the Warden’s contribution and running of the residence will not be adversely affected by the staff member’s registration.
5.4. The course must be of value to the staff member in carrying out his/her official duties in the short or long term. 
5.5. The following remission is available for the staff member:
· 75% for post-graduate degrees for full-time staff 
· Please note that remission for the MBA is different and your HR Generalist should be asked for information related to this
· 40% for part-time staff who are doing undergraduate degrees 
· 100% for a single course. 
· In addition, staff who are registered for research degrees are considered for the remission of the remaining 25%. This further rebate does not have to be applied for separately and is administered by the Research Office.
5.6. The following remission is available to the spouse/life partner and dependents of eligible staff:
· 75% for the spouse/life partner and dependents* of full-time staff registered for undergraduate or postgraduate degrees (please note that remission for the MBA is different and the HR Generalist should be asked for information related to this) 
· 40% in the case of part-time staff whose spouse/life partner and dependents are registered for an undergraduate or post-graduate degree. 
· 100% for a single course. 
· Where a family has more than one eligible dependent attending the University at the same time as full-time students, an application may be made to the Director of Finance for a further remission over and above the 75% remission. This further remission shall be 30% of the balance of fees still owing.
· A maximum remission period applies for each qualification. This information is available from the Student Fees or Human Resources Administration office.
5.7. For the Hall or House Wardens whose spouse/life partner and/or dependents intend to study through Rhodes University:
· Please see 5.1 and 5.2 as well as 5.5 and 5.6 above.
· In addition, where a family has more than one eligible dependent attending the University at the
same time as full-time students, an application may be made to the Director of Finance for a further remission over and above the current remission. 
This provision is not applicable to a partner or dependents of an Assistant-House Warden

6. ACCOMMODATION


The House Warden is responsible for the reasonable up-keep of the accommodation and facilities e.g. garden, garage etc provided, linked to his/her employment as a House Warden. In this regard, the House Warden is required to:
6.1. Keep the accommodation and facilities in a reasonable manner, allowing for wear and tear, such that the accommodation and facilities reflect positively upon the reputation of the institution and sets a good example for students and prospective Wardens;
6.2. Upon employment, sign a document (an accommodation and facilities form) that accurately reflects the status of the flat. This document would be endorsed by the Hall Warden and the Manager: Housekeeping Services; should there be a dispute regarding the evaluation of this flat, this should be referred to the Director: Student Affairs and the Deputy Director: Residential Operations.
6.3. Ensure that requisitions to the Estates Division are made timeously as regards matters requiring attention in the accommodation or facilities
6.4. Following up on such requisitions if the matter is not being attended to. Where the House Warden believes that the delays are unacceptable, s/he should bring this to the attention of the Hall Warden who shall in turn liaise with the Deputy Director: Residential Operations;
6.5. In the case where the Warden has pets which have access to the accommodation and facilities, take the necessary steps on an annual basis to ensure that the accommodation and facilities are appropriately maintained in terms of both hygiene and maintenance of infrastructure;
6.6. Allow the Hall Warden access on at least an annual basis to check the status of the accommodation and facilities. The Hall Warden will be required to forward a report to the Deputy Director: Residential Operations via the Director: Student Affairs. When a House Warden resigns, the Hall Warden must be allowed access to check whether any necessary work is required before the new House Warden arrives; and
6.7. Pay for damages where it is evident that there has been negligence and disregard for the accommodation and facilities. In the case of House Wardens who are also Hall Wardens, this process will be completed by the Manager: Housekeeping Services. In the event of a problem or a dispute, this will be referred to the Director: Student Affairs and Deputy Director: Residential Operations. 
7. RULES AND REGULATIONS OF THE UNIVERSITY
The staff member shall take it upon his/herself to familiarize themselves with the policies and procedures of the University as found on:
http://www.ru.ac.za/intranet/policies/. Alternatively, the HR Division can be asked for copies of policies and procedures.

The staff member shall undertake to abide by the rules and regulations of the University as articulated in the policies and procedures of the University or as communicate to him/her by senior officials or the University.

8. DISCIPLINARY ACTION
The staff member shall abide by the requirements of the disciplinary code of the University, a copy of which can be found at: 
http://www.ru.ac.za/intranet/policies. Alternatively, the HR Division can be asked for a copy of this.
Failure to meet the rules and regulations of the University will be dealt with in terms of the process outlined therein.

9. BENEFITS AND ALLOWANCES
House Wardens shall be entitled to the benefits and allowances listed in Appendix A.
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