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Please complete this form electronically

The sections will expand to accommodate more text

APPLICATION TO HIRE TEMPORARY ASSISTANCE
Please return this fully completed form to the Generalist for your area in HR, Main Admin Block. Allow 3 days for processing of this request.
	Details of Applicant (Manager to complete)

	Title:
	
	Full Names:
	

	Job Title:
	
	Department/Division/Institute:
	

	Tel:
	
	Email:
	
	Date:
	

	Please tick all relevant blocks, for Employment Equity purposes
	Black (African, Chinese, Coloured, Indian)
	White
	male
	Female
	disabled
	INTERNATIONAL (non-sa citizen) 

	In line with Rhodes University Employment Equity initiatives/strategies, if you did not appoint a BLACK candidate (African, Coloured, Chinese, Indian), please outline what was done in order to find a suitable candidate from this group.

	

	Where you were unable to appoint a Black candidate or a candidate from ANOTHER DESIGNATED GROUP, please outline what has been done in this regard.

	

	If international (non-SA citizen), please indicate permit type: In need refer to: http://www.ru.ac.za/humanresources/academicstaff/internationals/ 
	STUDY
	WORK
	EXCEPTIONAL SKILLS


Please note:  The job profile must be attached to this application.  If no job profile is available, please be a detailed as possible when completing the form.
	Details of the Post

	Job title
	

	Current grade of post
	

	Name of previous / current incumbent 
(if applicable)
	

	Job title and name of immediate superior
	

	Reason for temporary support staff

(Please Tick)
	*Vacancy?

Sick Leave?

Maternity Leave?

Operational Needs?

*If against a vacancy: What is the last date of employment of current/previous employee? ______________
Please note that the HR Division will not pay for temporary assistance for staff on annual leave. It is important that staff take leave at times when temporary assistance is not required and/or alternative plans can be made with regards to operational requirements.
Please note that the HR Division will not pay for temporary assistance due to performance problems of current staff. Heads and managers can however motivate for temporary assistance where there is clear evidence that the performance problems are being dealt with, and where the appointment of a temp employee is an interim solution to provide the Head and manager with the support to resolve the performance problems.

	Job requirements (please indicate type, and number of years experience)
Qualification:

Administrative experience:

Financial experience:

Front line experience:

Supervisory/Managerial experience:
Computer Literacy: 

Language requirements:

	

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

	Proposed period of contract / appointment
 Please stipulate start date and end date.
If this appointment is for less than 2 weeks, please provide motivation.
	

	No of hours per day


	Part-time?
	
	Hours?
	
	
	

	
	Full-time?
	
	Hours?
	
	
	

	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.
	

	Rhodes funding for post: 
	Please note that the funding for the post is as follows:

· Against temporary assistance budget (this is a budget which has been applied for by your department and approved in the current budgetary cycle)

· Against a vacancy, certain funds will be made available as follows: cash component of the post less any leave payout for the current job incumbent

· Against ad hoc funds authorised by the HR Division e.g. if someone is ill for extended periods

	If the temporary assistance is against a vacancy, is this post funded by the University?
	Not applicable
	Yes
	No
	If no, what is the cost centre: 

	Is temporary assistance is against an approved budget?
	Not applicable
	No
	Yes
	If yes, please indicate which budget:

 

	  RE Overtime: 
	· Please note that overtime is only at the discretion of the manager and supported by HR on a LILO basis. 


HR Division Authorisation

	Name of Temporary appointment

(Gen II to complete)
	

	Relevant experience and education of person to be appointed:
(Gen II to complete)
	

	Cost Centre number:

(Gen II to complete)
	

	Proposed job grade:
(Gen II to complete)
	

	Proposed remuneration

(basic salary of grade)

(Gen II to complete)
	R

	No of Hours per day

(Gen II to complete)
	Part-time?
	
	Hours?
	
	

	
	Full-time?
	
	Hours?
	
	


	Budget available for post

(FAS to complete)
	  If against temporary assistance budget or against ad hoc HR budget



	
	Budget available:
	R

	
	Cost of post: minimum cash for grade x period


	 Cash minimum for job per grade
	Rate per day/week/months (delete which is not applicable)
	

	
	
	
	X no of days/weeks/months (delete which is not applicable)
	

	
	
	
	Total cost for period
	R

	
	If against funds from a vacancy

	
	Minimum cash for

grade of vacant post
	R

	
	Less any leave payout for the current job incumbent 
	R



	n/a

	
	Budget available 
	R

	
	Cost of post: minimum cash for grade x period Has consideration been given to any other expenses?
	Cash minimum for job per grade
	Rate per day/ week/ month (delete which is not applicable)
	

	
	
	
	X no of days/ weeks/ months 
(delete which is not applicable) 
	

	
	
	
	Total cost per period
	R

	Authorised by FAS:
	

	Comments
	Has any consideration been given to other expenses
	Yes
	No


_____________________________








____________________

HR Generalist II










Date

______________________________








____________________
Deputy Director: Human Resources








Date

Last updated: March 2013
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