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Please complete this form electronically
The sections will expand to accommodate more text
APPLICATION TO EMPLOY STAFF ON EXTERNAL FUNDS
To be completed in full by authorised person and emailed to relevant HR Generalists.
	Details of Applicant (HoD or person raising external funds to complete)

	Title:
	
	Full Names:
	

	Job Title:
	
	Department/Division/Institute:
	

	Tel:
	
	Email:
	
	Date:
	

	Signature
	


Please note the following:

1. Where the post is of a duration in excess of one year, the post must be advertised in terms of the R&S Policy for either academic posts or support staff posts;

2. Where the intention is for the post to be filled for one year, renewable on an annual basis and funds exist for the renewals, point 1 above applies;

3. Where you wish to motivate for the employment of an individual on a short-term contract, please bear in mind the Protocol on Managing Close Relationships paying attention to 3.4 which refers to the appointment of persons in a close or familial relationship with yourself;

4. For the staff member employed on external funds, it is desirable that the conditions of service are similar to that of Rhodes’ staff members. At a bare minimum, the conditions of service need to be consistent with the Basic Conditions of Employment Act (BCEA);

5. The HR Division is endeavouring to grade all external funded posts as any contract over 3 months needs to be reported for employment equity purposes to the Department of Labour. Where the contract is of a reasonable duration i.e. 12 months or longer you are encouraged to develop a job profile. Your HR Generalist can assist you in this regard;

6. That HR will not be able to assist you in appointing staff unless the Finance Research Office has indicated the availability of funds;

7. Only the Director: HR and his/her designate is authorised to make appointments. Any commitment by yourself with a prospective staff member is not binding; 
8. Please be aware that when employing Foreign Nationals, individuals must have work permits or if on a study permit, may only work 20 hours per week on average ; 

9. All remuneration will have statutory deductions including tax. If you wish to determine a level of remuneration post these statutory deductions, please contact our HR Generalist, and
10. If you require any further information about any of the above matters, please contact the HR Generalist responsible for your Faculty or Division/Institute/Unit.

	Name of funds raised or project 
	

	Quantum of funds raised and duration of funding e.g.

R1m per annum for 3 years
	

	Any specific requirements of the funders
	

	Staffing requirements linked to these funds e.g. employment of 2 staff: one lecturer, one administrator.
	

	Cost centre:    
	Total Cost To Company

(full duration of contract):  
  
	

	Signatory of Finance Research Office to confirm that these funds have been received by Rhodes University or that finances have been advanced to allow for the appointment of staff 
	……………………………………       ……………………………………………….

Administrator Signature      Supervisor/Manager Signature

	Proposed period of contract:
	Start Date:
	End Date:




Please complete the following information for EACH post that needs to be filled:

	Name of previous / current incumbent 
(if applicable)
	

	Job title and name of immediate superior
	

	Proposed duties for the post (please note that this will impact the grade of appointment)

	

	Job profile available
	Yes
	No

	Proposed period of contract
	Start date 

	End date

	Is the contract likely to be renewed? 
	Yes 
	No

	Hours per day & days per week

	Hours per day


	Days per week
	 days per week
	

	Reason for employment  of support staff on a fixed term contract
(Please Tick)
	Replacement for another Employee who is temporary absent?  If so, indicate the reason for the absence, i.e. sick leave or maternity leave.
To deal with a temporary increase in the volume of work which is not expected to be beyond 12 months.
Employment of a student/recent graduate to be trained or to gain work experience to enter a job/profession.
To work on a limited duration project.
Non RSA citizen (with work permit) to be employed for defined period
To do seasonal work.
Employment in position which is funded by an external source for a limited period.
Employed on post retirement contract
Other( please indicate reasons)
*Vacancy
*If against a vacancy: What is the last date of employment of current/previous employee? ______________



	Motivation for length of contract/ appointment

Note: any handover should be minimized and should usually not exceed 2 days in the case of most posts. Current incumbents are encouraged to ensure that standard operating procedures exist.
	

	Person you wish to appoint
	Designation and Name
	

	Is this a renewal of contract?
	No, details below need to be provided please.
	Yes, same terms apply as previously.
	Yes, changes in terms. If so, please complete section “conditions” below.

	Motivation for extension of appointment
	

	Qualifications
	

	Experience
	

	Is this person in a close or familial relationship to you?
	Yes, please describe:
	No

	CONDITIONS OF THE EMPLOYMENT CONTRACT

	Proposed remuneration
	R                                                            

 basic salary per month
	Unsure, please can HR assist with making a recommendation in this regard

	Proposed Benefits
	
	Yes
	No
	Unsure, please can HR assist

	
	Housing allowance
	
	
	

	
	Pension
	
	
	

	
	Medical Aid
	
	
	

	
	Bonus

(if yes, you can tick more than one block)
	December
	
	

	
	
	Birthday month
	
	

	
	
	Subject to availability of funds
	
	

	
	
	Subject to performance
	
	

	
	Other
	
	
	

	Annual leave benefits inclusive of shut-down period
(Note: Should the staff member transfer into another post or if the contract ends & leave has not yet been taken, you/the project will be liable for the cost of the leave balance. The reverse is true where leave is transferred).
	As per RU staff and contingent on length of contract
	Specify:

	Sick leave benefits
	Minimum as per BCEA
	Specify:

	Family responsibility leave
	Minimum as per BCEA
	Specify:

	Resignation/Notice period
	As per RU staff and contingent on length of contract and nature of post
	Specify:


HR Division Authorisation
	Name of Appointment (Gen II to complete)
	

	Confirmed job title
	

	Proposed job grade
	

	Status of job
	Full-time
	Part-time
	Hours per day

	
	
	
	Days per week

	
	
	
	Weeks per month

	Relevant experience and education of person to be appointed:

	

	Cost Centre number confirmation:


	Cost centre cited above is correct
	Correct cost centre no:

	Proposed remuneration

 (Gen II to complete)
	
	R per annum

	
	Basic salary
	

	
	Housing allowance
	

	
	Pension
	

	
	Medical Aid
	

	
	Bonus
	

	
	Other
	

	
	TOTAL
	


	Gen II signature and date:

	Manager HR Operations signature and date:

	Authorisation by Deputy or Director: HR
	Approved
	Not approved
	Date


Last updated: August 2014
