
HUMAN RESOURCES DEPARTMENT

CHECKLIST FOR NEW TEMPORARY/CONTRACT APPOINTMENTS

	The following documents MUST BE attached to the Application for Contract Appointment Form in order to be appointed on the HR System:


	Attached?YES

	1. Fully completed and signed Application for Contract Appointment Form 
	

	2. Copy of Identity Document OR Passport
	

	3. Proof of banking details
	

	4. Proof of residential address
	

	5. SARS Reference Number (if not available, please visit sars.gov.za to register and/or obtain a reference number) 
	

	6. Declaration- conflict of interest form
	

	ADDITIONAL DOCUMENTS: 

(as may be applicable – refer to Application for Contract Appointment Form)
	

	1. Work Visa or Study Visa and Proof of registration as a UFS student
	

	2. Proof of registration as a UFS student
	

	3. Research proposal/plan for research related positions (if not motivated on the application form)
	

	4. Proof of Highest Academic Qualification
	

	5. Proof of registration at a Professional Body
	

	6. Manual overlapping of hours leave form and/or timetable (additional/secondary appointments)
	


PLEASE TAKE NOTE THAT:

1. HR Department CAN NOT capture a person’s details on the system if the above-mentioned documents are not attached to the application for contract appointment form.

2. The above-mentioned documents MUST reach the HR Department through the relevant HR Business Partners before the 20th of the month, for implementation/commencement in the following month.    Failure thereof will result in the staff member receiving salary and access to all systems in the following month.

3. No person is allowed to commence duties without prior confirmation from the HR Department. Payment may not be approved if the HR Department was not aware of the appointment.

4. No back-pay is allowed, unless if HR was aware of the appointment and internet access was arranged (when possible) during the relevant month (longer than 1 month’s backpay is not allowed). If no internet access was activated by HR/ICT, but backpay is requested, supporting/proof documents should be provided confirming how the applicant has access the UFS systems without an active employee number/username/password for consideration of approval.

5. It is not necessary to attach the supporting documents (in cases of re-appointments) if the information remain unchanged and the re-appointment is made within 3 months after the last appointment date. If a person should be re-appointed and 3 months or more have passed since the last appointment date, the relevant supporting documents should be attached to the application form. 

_________________________________


[image: image1.jpg]



HR - CONTRACT APPOINTMENT 
APPLICATION FOR CONTRACT APPOINTMENT:  Academic and Support Services Staff

CLOSING DATE FOR APPLICATIONS/SUBMISSION TO HR:  20TH OF A SPECIFIC MONTH
FOR IMPLEMENTATION/COMMENCEMENT IN THE FOLLOWING CALENDAR MONTH

(e.g. submit the form to HR by 20 June for commencement in the following month, 01 July)
THIS APPOINTMENT WILL BE SUBJECT TO THE CONDITIONS AS SET OUT ON PAGE 3-7
· No person is allowed to commence service without prior confirmation/arrangement with the HR Department
· Payment may not be approved if the HR Department was not aware of the appointment or if prior arrangements were made.
· No back-pay is allowed, unless if HR has confirmed the appointment can be backdated (longer than 1 month’s backpay is not allowed). 
· A person may not hold more than one position/remunerated additionally in the same department.
This is only an application form- the contract appointment only becomes binding when the HR Department confirms that the application was approved.

DEPARTMENT__________________________________________      FACULTY _____________________________________
CAMPUS LOCATION   QWAQWA:            SOUTH CAMPUS:            BLOEMFONTEIN:           
	SECTION A:                                                                                                                            APPLICANT SHOULD COMPLETE THE  BELOW SECTIONS
Incomplete compulsory fields will result in delayed implementation and activation of internet access.

	EMPLOYEE NUMBER   (COMPULSORY FIELD IF PREVIOUSLY EMPLOYED)
	

	TITLE (COMPULSORY FIELD)
	

	FULL NAMES AS PER ID DOCUMENT/PASSPORT (COMPULSORY FIELD)
	

	PREFERRED NAME 
	

	SURNAME (COMPULSORY FIELD)
	

	DATE OF BIRTH 
	

	GENDER (MALE / FEMALE / NON-BINARY)  (COMPULSORY FIELD)
	

	MARITAL STATUS (COMPULSORY FIELD)
	

	ID NUMBER (COMPULSORY FIELD)
	

	COMPLETE THIS SECTION TOO IF YOU ARE A FOREIGN NATIONAL APPLICANT (COMPULSORY FIELDS)
i) PASSPORT NUMBER:
ii) EXPIRY DATE OF PASSPORT (PLEASE ATTACH A COPY OF THE PASSPORT):

iii) EXPIRY DATE OF PERMIT (PLEASE ATTACH A COPY OF THE PERMIT):

iv) IF YOUR PERMIT HAS EXPIRED, PLEASE ATTACH A COPY OF THE APPLICATION RECEIPT AS WELL AS A COPY OF YOUR EXPIRED PERMIT.
	

	PERSON WITH A DISABILITY? IF YES, PLEASE SPECIFY THE DISABILITY 
(FOR POSSIBLE REASONABLE ACCOMODATION PURPOSES)
	NO                   

Yes              
_______________________________________

	NAME THE HIGHEST QUALIFICATION THAT YOU HAVE OBTAINED (COMPULSORY FIELD)
	

	NQF LEVEL OF YOUR HIGHEST QUALIFICATION AS PER SAQA REGULATIONS
 (COMPULSORY FIELD) - please tick as per your highest qualification obtained

	Nqf 4 = National (matric) Certificate                                  

Nqf 5 = Higher Certificate    

Nqf 6 = Diploma/Advance Certificate     
Nqf 7 = Bachelor’s Degree/Advanced Diploma

Nqf 8 = Honours/Postgraduate Degree                         

Nqf 9 = Master’s Degree   

Nqf 10 = Doctoral Degree

	ADDRESS CONFIRMATION (COMPULSORY FIELD)
	CURRENT HOME ADDRESS:         HOMETOWN ADDRESS:



	CELL NR. (COMPULSORY FIELD) 
	

	PERSONAL OR WORK EMAIL ADDRESS  (COMPULSORY FIELD)
	

	ETHNIC GROUP (E.G. AFRICAN/COLOURED/INDIAN/WHITE) (COMPULSORY FIELD)
	

	SARS (TAX REFERENCE) NUMBER (COMPULSORY FIELD)
	

	are you currently employed elsewhere at the university of the free state (COMPULSORY FIELD)         Yes               NO               

- IS YOUR PRIMARY APPOINTMENT’S HOURS/DURATION OVERLAPPING WITH THIS NEW APPLICATION?       YES                NO                       NOT   APPLICABLE             
   (if you’ve answered yes, this form should be signed by your primary line manager too and a copy of the timetable/schedule/manual leave form should be attached)
please confirm:
 -in which department are you currently employed at?  ________________________________________________
- what is your current job title/rank at your current primary department? ______________________________
-when does your primary contract end)?  _______________________
-for how many hours are you currently appointed for at your primary department?      ____________________
A COPY OF THE MODULE TIMETABLE/SCHEDULE SHOULD BE ATTACHED TO THIS APPLICATION (IRRESPECTIVE IF THE HOURS OVERLAPS WITH YOUR PRIMARY APPOINTMENT)

	SECTION B:                                                                                                                    DEPARTMENT  SHOULD  COMPLETE THE BELOW SECTIONS:
Incomplete compulsory fields will result in delayed implementation and activation of internet/BlackBoard access.

	DO YOU WANT TO APPOINT AN INTERN?
IF YES, PLEASE INDICATE THE TYPE OF INTERN 

(Age requirement is 18 -35 years and intern should not have been involved in a previous internship programme)
DEPARTMENTS SHOULD ENSURE THAT HR: LEADERSHIP AND DEVELOPMENT DIVISION WAS CONTACTED PRIOR TO SUBMITTING AN APPLICATION FORM TO THE HRBP.  NO APPOINTMENT WILL BE IMPLEMENTED IF NO CONFIRMATION LETTER OR EMAIL IS ATTACHED TO THE APPLICATION FORM. 
-IS THE MOA/U (MEMORANDUM OF AGREEMENT/UNDERSTANDING) OF THE INTERN CONCLUDED AND ON RECORDS/AVAILABLE AT THE HR: LEADERSHIP AND DEVELOPMENT DIVISION?

(if not, please consult with the Organisational Development team before the form is submitted to the HRBP)
	 NO:                              YES:            
 FASSET INTERN                                              ETDP SETA INTERN                                                 
HSRC INTERN                                                             NESP INTERN

NRF/NSF INTERN                                 INTERN: AUDITOR GENERAL                                 

PYEI INTERN                       INTERN: COUNSELLING PSYCHOLOGY                 

SETA INTERN                           INTERN: SCHOOL OF ACCOUNTING                    

OTHER

(as per confirmation/agreement at HR: Organisational Development)

NO:                                  YES: 

	IF THE REQUEST IS NOT FOR INTERNS CONFIRM THE JOB TITLE/RANK (COMPULSORY FIELD):
(for guidance, refer to page 4-6 of this form wrt the different job titles/categories)
	JOB TITLE:


	IS THIS APPOINTMENT BECAUSE OF A VACANT POSITION?  (COMPULSORY FIELD):
(e.g. RESIGNATION/RETIREMENT ETC.) OR BECAUSE OF MATERNITY/EXTENDED SICK LEAVE)
IF YES, PLEASE INDICATE THE DETAILS OF THE PREVIOUS INCUMBENT (ALSO IF LINKED TO MATERNITY OR EXTENDED SICK LEAVE)
	NO:

YES:            
(initials and surname of the previous job incumbent/ incumbent who will be on leave):

	PLEASE PROVIDE A BRIEF MOTIVATION FOR REQUESTING THIS CONTRACT APPOINTMENT  e.g. seasonal work/to assist with research/to stand in for a lecturer who resigned etc. (COMPULSORY FIELD) 
if research related, confirm the research project or attach the research proposal/plan (May use a separate sheet for the motivation if needed)
	

	HOW MANY HOURS PER WEEK WILL THE PERSON WORK? (COMPULSORY FIELD) 

(if it is an ad-hoc claims appointment, only indicate “ad-hoc claims” 
	

	ENTITY NUMBER TO PAY THE SALARY   (COMPULSORY FIELD) 
OPERATIONAL ENTITIES ARE NOT ALLOWED (unless if approved as an exception at Finance)
(if paid by ad-hoc claims, the entity number is still compulsory as per the hr appointment system)
	

	FIXED SALARY PER MONTH (COMPULSORY FIELD)  

calculation guidelines:

Support appointments:: tariff × hours per week × 4.33 weeks = salary

academic appointments : tariff × hours per week × academic weeks ÷ duration of contract =salary 

                                 OR  total hours for the semester or year  ×tariff ÷ duration of contract = salary

(if a person is paid by ad-hoc claims, only indicate “adhoc claims payment” 
	

	DURATION/PERIOD OF THE APPOINTMENT (I.E. START- AND END DATE OF CONTRACT)

 (COMPULSORY FIELD)
	

	LIST THE MODULES THAT WILL BE LECTURED/FACILITATED BY THE APPLICANT
AND ALSO ATTACH A TIMETABLE OR SCHEDULE AS PER THE LISTED MODULES (COMPULSORY FOR ALL ACADEMIC APPOINTMENTS)
	

	WILL THE APPLICANT PRESENT MODULES DURING 07:45 AM AND 16:30 PM?
	NO:                        YES:            



	does this position require registration at a professional board                                         NO            YES          (if yes, please confirm the council/board)

NAME OF THE PROFESSIONAL COUNCIL/BOARD (please attach a valid proof of membership certificate (compulsory)                                    

	BONUS
	NO:                        YES:            

	PAID BY OUTSIDE FUNDS 
	NO:                        YES:            


Kindly note that this application is subject to approval/signature of all necessary parties i.e. the Line Managers and HOD and/or Dean.  Approval of this contract applications by the mentioned parties confirms the availability of funds for possible employment. 
SIGNATURES/APPROVALS:
1. LINE MANAGER WHO IS REQUESTING THIS SPECIFIC CONTRACT APPOINTMENT TO BE IMPLEMENTED: 
Only appointments for 1hpw-12hpw are allowed if a person is older than the age of 65- the signature under point 3  is compulsory in this case.  From 13hpw-40hpw the CAAR should approve the application if the duration will be for more than 3 months. 
STAFF NO. OF LINE MANAGER ___________________________      NAME AND SURNAME OF LINE MANAGER: ________________________________________



SIGNATURE OF LINE MANAGER ___________________________         DATE ___________________________
ALSO COMPLETE/SIGN THIS SECTION IF THIS APPLICATION IS AN ADDITION TO A PRIMARY CONTRACT (2nd APPOINTMENT) 
1.1 APPROVAL OF THE PRIMARY/MAIN LINE MANAGER:

STAFF NO. OF PRIMARY LINE MANAGER____________________   NAME AND SU..KRNAME OF PRIMARY LINE MANAGER: _________________________________
	I (primary line manager) confirm that:
	           the hours don’t interfere/overlap with the primary position


          the hours overlap with the primary position and I have approved the manual leave form (attached) for the applicable            hours to be deducted with a leave journal from the staff member’s leave balance.
SIGNATURE OF PRIMARY LINE MANAGER_______________________________________              DATE_______________​​___


2. SIGNATURE OF VICE-CHANCELLOR/DEPUTY VICE-CHANCELLOR/REGISTRAR/DEAN/EXECUTIVE DIRECTOR/SENIOR DIRECTOR/DIRECTOR 
IN SUPPORT OF THIS APPLICATION: 
SIGNATURE ______________________________________________               
 DATE ___________________________
3. ADDITIONAL SIGNATURE (only if the applicant is older than the retirement age of 65):
RECTORATE MEMBER _____________________________________ 
DATE: ___________________________
SIGNATURE: DEPARTMENT OF HUMAN RESOURCES: ________________________________________________             DATE: ____________________________________

===============================================================================================================================================

Conditions of Contract Appointment

· This is only an application form, and the contract appointment only becomes binding when HR confirms that the application was approved. 

· Line Managers MUST provide a motivation/reason for a contract appointment (may use a separate sheet), as the employment process is not followed with contracts, a motivation/reason is thus compulsory.
· A contract appointment or a re-appointment for a specific term does not imply that the personnel member will be re-appointed for an additional term and does not imply any obligation of permanent appointment on the establishment of the University. If an applicant is appointed on contract during the finalization of a formal employment process, it does not imply that the applicant will automatically be considered for the permanent/advertised position- it is two separate processes and should be regarded as such and it should also be clarified with the applicant.
· The duties of a personnel member may be revised, or the contract may be terminated before the end of the term because of operational requirements.  However, the approved policy and procedure should be followed if such actions are necessary.
· Contract appointments do not qualify for permanent fringe benefits.  For this reason, a person may not be appointed on a continuous basis for more than 12 hours per week and for more than 3 months. If a person was appointed for 13hpw up to 40hpw for 3 months, at least another three (3) months should pass after the initial end date, before a person can be re-appointed for 13 hpw up to 40hpw, to ensure the appointment is not regarded as a continuous appointment (not applicable for specific positions, please refer to the categories). 
· If an extension is requested after the mentioned allowed maximum period i.e. 13-40 hpw for 3 months, or there is no break between the initial end date and re-appointment date, the normal employment process should be followed as per the UFS Employment Policy and Procedure.
· An applicant may only occupy two appointments at a time and may not hold more than one position in the same department. If more than one position is occupied, the hours for both positions may not exceed the maximum allowed hours when combined.

· If a contract appointment is linked to maternity leave or extended sick leave, the details of the current incumbent who will be on leave, should be provided to HR to link the appointment with the approved leave category.
· Proof of registration as a UFS student must be attached when appointing any student i.e. Student Assistants, Lab Assistants, Research Assistants/Assistant Researchers, Teaching Assistants, A-Step Assistants and Tutors.  Students may occupy more than one position on condition that both positions do not exceed 12 hours per week when combined.
· Foreign national applicants should attach their valid passports, study- and/or work permits to the application form (compulsory). The end date of the permit or passport will determine the end date of the contract (whichever permit ends first) – please also refer to the maximum allowed period for the different categories. If a permit has expired and a DHA directive is approved, the application receipt as well as a copy of the expired permit should be attached to this application.
· Contract appointments that are remunerated from external funds or savings are subject to the continued availability of such funds.  This includes general changes in conditions of service e.g. annual salary adjustments.

Maximum allowed hours per week for contract staff: 

	CATEGORIES
	MAXIMUM ALLOWED HOURS PER WEEK
	CONDITIONS OF APPOINTMENT
Certified proof of qualifications for all new positions should be attached to the application form.
A PERSON MAY NOT HOLD MORE THAN ONE POSITION IN THE SAME DEPARTMENT

	Students Assistants, Tutors, Lab Assistants, 
A-Step Assistants (CTL).
For foreign nationals, please also refer to
“Foreign national students/applicants”
	12 hpw 
(up to 12 months/or 6 months only if not registered for the full academic year)


	Registered as a UFS student- proof of registration should be attached.
Must have a timesheet in place at the department.

The combined hours for more than one position should not exceed 12 hours per week (maximum). 

Student positions can only be combined with other student positions (can’t be combined with a Facilitator- or academic units position)

	Research Assistants (01hpw up to 20hpw)
For foreign nationals, please also refer to

“Foreign national students/applicants”



	20 hpw
(up to 12 months/or 6 months only if not registered for the full academic year)


	Registered as a postgraduate UFS student- proof of registration should be attached.
Attach research plan/proposal, linked to scholary nature. 

Must have a timesheet in place at the department.

If combined with tutor/student/lab assistant position, the combined hours for both positions should not exceed 12 hours per week (maximum). 

Student positions can only be combined with other student positions (can’t be combined with a Facilitator- or academic units position). Foreign national students may be appointed up to a maximum of 20hpw only, as per DHA conditions.

Postdocs may be appointed as Research Assistant up to 12hpw additionally (refer to “foreign national students/applicants” if applicant is a foreign national)

	Assistant Researchers (21hpw up to 40hpw)
For foreign nationals, please also refer to

“Foreign national students/applicants”
	40 hpw
(up to 12 months/or 6 months only if not registered for the full academic year)


	Cannot hold more than one position. 
Registered as a postgraduate UFS student- proof of registration should be attached.
Attach research plan/proposal, linked to scholary nature Must have a timesheet in place at the department.

Not applicable for foreign national students, as they may only be appointed up to 20hpw, as a permit holder.


	UFS101 Teaching Assistants (CTL BFN)

Lab Assistants (ICT specifically)

UFS101 Teaching Assistants (CTL Qwaqwa)

For foreign nationals, please also refer to

“Foreign national students/applicants”

	25 hpw

25 hpw

15 hpw

(up to 12 months/or 6 months only if not registered for the full academic year)


	Cannot hold more than one position. 

No claim/adhoc/pro-rata hours are allowed for Teaching Assistants and ICT lab assistants, as students should be available for the fixed amount of hours, because they are allowed to work more than the allowed 12hpw. If claims or pro-rata hours are requested, the position should be amended to a 12hpw or less student assistant position.

Registered as a UFS student- proof of registration should be attached.

Not applicable for foreign national students, as they may only be appointed up to 20hpw, as a permit holder

Must have a timesheet in place at the department.

	Foreign national students/applicants
For contract appointment requests:
Study permit (student positions):
up to 20hpw, or per the categories conditions
Permanent residency:

up to 40hpw, max 3 months or per maximum hours indicated under the different categories

Work Visa/General Work Visa:

up to 40hpw, max 3 months or per maximum hours indicated under the different categories

Visitors permit (11(6) permit);
up to 40hpw, max 3 months or per maximum hours indicated under the different categories

Visitors permit section 11(1)(b)(iii):
(Research related appointments only)
up to 40hpw, max 3 months or per maximum hours indicated under the different categories
Critical Skills permit:
As per appointment conditions stipulated by Home Affairs

Any other permits not mentioned:

As per appointment conditions stipulated by

Home Affairs
	12 hpw (Student positions)

20 hpw (Research Assistant positions)
(up to 12 months/or 6 months only if not registered for the full academic year)

 and/ or per the directives of Home Affairs)
Also refer to the different conditions of appointment under the different categories.


	Registered as a UFS student: proof of registration should be attached.
Attach valid proof of study permit and passport.

Can be appointed as student assistant, tutor, lab assistant, A-step Assistant, for 12 hours per week maximum.   If appointed as Research Assistant and combined with other student positions, the combined hours for both positions should not exceed 12 hours per week (maximum). 

Alternatively, can be appointed as Research Assistant for 20 hours per week maximum. 

Student positions can only be combined with other student positions (can’t be combined with a Facilitator- or academic units position).

Must have a timesheet in place at the department.

May not be appointed in academic lecturing units or fixed term lecturing, (ad-hoc claims included) or fixed term support positions (ad-hoc claims included), unless if a valid work permit, scares skills permit or a permanent resident document is submitted/attached as per the directive of Home Affairs (certain permit conditions may allow specific appointments).
Facilitator appointments (10hpw maximum) may be allowed, on condition that the appointment is linked to a valid proof of registration document as a registered UFS student (regarded as student positions/exposure), or as per permit conditions. Student should have an obtained B degree, refer to Facilitator units guidelines.
Postdocs may be appointed up to 12hpw additionally (refer to “foreign national students/applicants” if applicant is a foreign national)
Duration of appointments will be linked according to the valid passport and/or permit expiry dates only (whichever expires first), or as per the directive of the DHA.

	Facilitators Units

For foreign nationals, please also refer to

“Foreign national students/applicants”
	10 hpw
(up to 12 months)
	Minimum qualification = Bachelor’s degree
Foreign nationals may be appointed as Facilitators, on condition that they hold a valid student permit and passport, as well as should be a registered UFS student (regarded as a student position).  Foreign nationals may not combine Facilitator positions with lecturing units positions, a valid work permit is needed for any (contract or claims) lecturing appointments, as per the directive of Home Affairs/Department of Labour. Duration of appointments will be linked according to the valid passport and/or permit expiry dates only (whichever expires first). 

May be combined with lecturing units positions at a different department(s) (except foreign nationals).
The combined hours for more than one position should not exceed 10 hours per week (maximum).

A facilitator may not be appointed additionally as a student assistant (or in any other student related positions). 
Postdocs may be appointed as a Facilitator up to 12hpw additionally (refer to “foreign national students/applicants” if applicant is a foreign national) 

	Literacy Assistants (CTL)

For foreign nationals, please also refer to

“Foreign national students/applicants”
	15 hpw 
(up to 12 months)
	Cannot hold more than one position. 

No pro-rata hours allowed as per operational requirements i.e. should available for 15 hours per week (fixed).  

No claim/adhoc appointments allowed, should be available for the fixed amount of hours, because they are allowed to work more than 12hpw.

If claims or pro-rata hours are requested, the position should be amended to a normal facilitator position.
Minimum qualification = Bachelor’s degree

	Academics Units

For foreign nationals, please also refer to

“Foreign national students/applicants”
	15 hpw
(up to 12 months)
	Junior Lecturer = Honour’s degree or Master’s degree
Lecturer = Master’s degree or PhD
Senior Lecturer and higher = PhD

Please attach certified proof of qualification.

The combined hours for more than one position should not exceed 15 hours per week (maximum).

Academic units positions can only be combined with other academic units or with Facilitator positions (at different departments).   Can’t be combined with student positions as an additional appointment.
Foreign nationals may not be appointed in an academic lecturing position, unless if the type of visa (work permit/critical skills visa) is submitted.

	Fixed/Claims basis (1 hpw up to 12 upw)  
For foreign nationals, please also refer to

“Foreign national students/applicants”
	12 hpw
(up to 12 months)
	If the appointment should be for more than 12 hours per week and not listed under the different categories, please contact the designated HR Business Partner to determine if the request can be approved. A fixed term appointment from 13hpw up to 40hpw may be approved, on condition that it does not exceed a maximum of 3 months. 
If the request is for an appointment higher than the entry level for support positions i.e. Assistant Officer level (post level 13), or lower/higher than a vacant position’s level, a job grading should be done.  The job profile form should be submitted to determine the peromnes level and remuneration. 
Please attach certified proof of qualifications for all new positions.

Minimum qualification as per the UFS inherent requirements apply.

	Residence Assistants / Residence Officers

For foreign nationals, please also refer to

“Foreign national students/applicants”
	20hpw

(up to 12 months/or 6 months only if not registered for the full academic year)

	Can be appointed additionally as student assistant, tutor, lab assistant (ICT lab assistant excluded), A-step Assistant, Teaching Assistant up to the relevant maximum hours and per the conditions stipulated under “Conditions of appointment/Additional Information”.
A Residence Assistant position can only be combined with other student positions (can’t be combined with a Facilitator- or academic units position).



	SRC members  

For foreign nationals, please also refer to

“Foreign national students/applicants”
	12 hpw 

(up to 12 months/or 6 months only if not registered for the full academic year)


	If the position is combined with another position, only 2hpw  additionally will be allowed for the 2nd position as the SRC portfolio requires services for at least 10hpw.
Can be appointed for 2 hpw additionally as a student assistant, tutor, lab assistant (not ICT), A-step Assistant or Teaching Assistant.  For example, 10hpw as an SRC member and 2hpw as an A-Step Assistant (12hpw combined) or only 12hpw as an SRC member.
A SRC position can only be combined with other student positions (can’t be combined with a Facilitator- or academic units position).

	Interns
	40hpw


	Cannot hold more than one position.

Also refer to page 2 of the application form for the different types of Intern appointments. 

MOU/MOA should be available at HR: Organisational Development, before the appointment can be implemented at HR.
Foreign nationals may not be appointed as Interns, unless if they have a permanent residency document.

	Permanent academic staff, occupying a

secondary/additional appointment.
	10 hours per week  additionally

Also see “Conditions of appointment”
	Vacation leave is applicable if the hours overlap with the primary position. If the hours overlap with the primary position’s hours, a manual leave form, timetable/schedule and calculation of hours for the duration of the contract should be attached to this application form. If the hours do not overlap with the primary position’s hours, a timetable should be attached to confirm that the classes are occupied after hours.

	Permanent support staff, occupying a 

secondary/additional appointment.
	10 hours per week additionally
Also see “Conditions of appointment”
	Vacation leave is applicable if the hours overlap with the primary position.  If the hours overlap with the primary position’s hours, a manual leave form, timetable/schedule and calculation of hours for the duration of the contract should be attached to this application form.  If the hours do not overlap with the primary position’s hours, a timetable should be attached to confirm that the classes are occupied after hours.


I TAKE COGNISANCE OF THE ABOVE-MENTIONED CONDITIONS STIPULATED ABOVE, SUBJECT TO THIS CONDITIONAL APPOINTMENT, AND HEREWITH ACCEPT THE CONDITIONS AS STIPULATED ON THIS CONTRACT APPLICATION FORM.

Kindly note that the below confirmations are for record purposes. Please answer the questions below truthfully.  Incomplete questions will result in the non-approval of this application:
	                                                                              Please tick either “no” or “yes”

                                                                                                                 
	Provide further information/ explain, if “yes” was indicated/ticked:

	Have you ever been or are you currently the subject of a disciplinary enquiry? If yes, please give further information.
	NO
	YES
	

	Are you currently facing any civil and/or or criminal charges?
If yes, please give further information.
	NO
	YES 
	

	Have you been charged with and/or found guilty of professional misconduct or a crime? If so, please explain briefly.
	NO
	YES
	

	Have you ever resigned from your post to avoid a disciplinary enquiry?
	NO
	YES
	

	Did you exit any of your previous employment positions by virtue of a settlement agreement? 
If yes, and subject to any confidentially undertakings, please give further information.
	NO
	YES
	

	Are you currently registered at any Professional Body and/or Association? 
If yes, please supply us with the name(s) and membership number(s).
	NO
	YES
	

	Have you previously belonged to any other Professional Body and/or Association than what was indicated above?  
If yes, please supply us with the name(s) and if possible, the membership number(s).
	NO
	YES
	

	Were you ever disbarred/expelled or faced disbarment from a professional body or association? 
If yes, please give further information.
	NO
	YES
	

	Is there anything else that you would like to disclose or inform us about, that you think the UFS should know in considering your possible appointment?
	NO
	YES
	

	Is there anything you have been involved in that you would like to disclose or inform us about, that might disrepute the University’s name or cause reputational harm? 
If yes, please give further information.
	NO
	YES
	

	Students as well as departmental, institution/higher education officials, and NSFAS (National Student Financial Aid Scheme) employees are not allowed to provide travel and accommodation or any other services to NSFAS beneficiaries.

This practice constitutes a conflict of interest.

Do you have a transport and/or accommodation business or offer any other services to NSFAS beneficiaries?  If yes, please give further information i.e. the name as well as the physical address of the registered company/service provider  
 
	NO
	YES
	Name of the registered company/ business:
Physical address of the registered company/business:

	I confirm that I have also completed the attached conflict of interest declaration form (compulsory) 


	    YES
	
[image: image2.emf]Conflict of Interest  Disclosure Form - Updated June 2023.pdf




FULL NAME AND SURNAME OF APPLICANT (STAFF MEMBER) ______________________________________________________
SIGNATURE OF APPLICANT (STAFF MEMBER) ___________________________________   DATE SIGNED:   _________________
(A typed signature is not legitimate and will not be accepted)
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CONFLICT OF INTEREST DISCLOSURE FORM

1 February 2024 – 31 January 2025

	Surname:  
	Initials:

	Staff number:
	Job title:

	Department:  
	Office telephone:

	E-mail address:


I declare that I have the following private interests which may conflict with the execution of my duties and responsibilities as employee at the University of the Free State:

Directorships & Work for the UFS

1. Do you currently serve as an officer, director, member, partner, employee, committee member, agent, representative, consultant or trustee in any private entity/ business/organization? 

	YES
	

	NO
	


If YES, give more details: __________________________________________________________

2. Do your spouse, partner or immediate family members serve as an officer, director, member, partner, employee, committee member, agent, representative, consultant or trustee in any private entity/ business/organization? 

	YES
	

	NO
	


If YES, give more details: __________________________________________________________

3. Do any of the above entities perform any business with the UFS? 

	YES
	

	NO
	


If YES, give more details: __________________________________________________________

4. Do you perform any work for the UFS other than what is included in your primary position? 

	YES
	

	NO
	


If YES, give more details: __________________________________________________________

5. Do you consider any of the above as a conflict of interest for the UFS? 

	YES
	

	NO
	


If YES, give more details: __________________________________________________________

Personal Relationships

6. Do you work with family members of which you have a close personal relationship? 

	YES
	

	NO
	


If YES, give more details: __________________________________________________________

7. Are you or your family member above in a direct supervisory role to the other? 

	YES
	

	NO
	


If YES, give more details: __________________________________________________________

Outside Work & Private Practice

8. A) Have you been undertaking private work within the last year during normal business hours? 

	YES
	

	NO
	


If YES, give more details: __________________________________________________________

B) Students as well as departmental, institution/higher education officials, and NSFAS (National Student Financial Aid Scheme) employees are not allowed to provide travel and accommodation or any other services to NSFAS beneficiaries.

This practice constitutes a conflict of interest.

Do you have a transport and/or accommodation business or offer any other services to NSFAS beneficiaries?

	YES
	

	NO
	


If YES, give more details: __________________________________________________________

Accepting Presents & Benefits

9. Have you received any donations, grants, bonuses, gratuities, commissions, fees, sponsorships or any form of compensation in the form of cash from any business or organization within the last year? 

	YES
	

	NO
	


If YES, give more details: __________________________________________________________

10. Has your spouse or partner received any donations, grants, bonuses, gratuities, commissions, fees, sponsorships or any form of compensation in the form of cash, from any business or organization engaging in business activities with the University within the last year? 

	YES
	

	NO
	


If YES, give more details: __________________________________________________________

Reporting Illegal Acts & Irregularities

11. Are you aware of any person that committed any illegal acts or are in contradiction with the Code of Conduct enforced by the University? 

	YES
	

	NO
	


If YES, give more details: __________________________________________________________

The declare that the above information is true.

Signature _______________________________

Date ___________________________________
















�HRBP’s responsibility before contract is implemented (if conflict of interest is indicated wrt NSFAS beneficiaries):


Confirm the name and address of the service provider in question. Inform the Senior Director: Housing and Residence Affairs (HRA) as well as the Officer: Off-campus Accommodation to determine if the business is on the UFS accreditation database.  The contract may only be implemented after confirmation was received from the Senior Director: HRA or Officer: Off-campus Accommodation that it is not accredited by the UFS.  If it is accredited by the UFS, the application will not be approved for implementation, unless if confirmation is submitted to HR that the property was removed from the accredited list (accreditation/agreement was cancelled) and the applicant has formally received a notification that it was cancelled too.  The appointment will commence in the following month/once the last-mentioned cancellation/formal notification to applicant is in place/on record at HR.
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CONFLICT OF INTEREST DISCLOSURE FORM 


1 February 2024 – 31 January 2025 


Surname:  Initials: 


Staff number: Job title: 


Department:  Office telephone: 


E-mail address:


I declare that I have the following private interests which may conflict with the execution of my duties 
and responsibilities as employee at the University of the Free State: 


Directorships & Work for the UFS 
1. Do you currently serve as an officer, director, member, partner, employee, committee member,


agent, representative, consultant or trustee in any private entity/ business/organization?


YES 
NO 


If YES, give more details: __________________________________________________________ 


2. Do your spouse, partner or immediate family members serve as an officer, director, member,
partner, employee, committee member, agent, representative, consultant or trustee in any
private entity/ business/organization?


YES 
NO 


If YES, give more details: __________________________________________________________ 


3. Do any of the above entities perform any business with the UFS?


YES 
NO 


If YES, give more details: __________________________________________________________ 


4. Do you perform any work for the UFS other than what is included in your primary position?


YES 
NO 


If YES, give more details: __________________________________________________________ 
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5. Do you consider any of the above as a conflict of interest for the UFS?


YES 
NO 


If YES, give more details: __________________________________________________________ 


Personal Relationships 
6. Do you work with family members of which you have a close personal relationship?


YES 
NO 


If YES, give more details: __________________________________________________________ 


7. Are you or your family member above in a direct supervisory role to the other?


YES 
NO 


If YES, give more details: __________________________________________________________ 


Outside Work & Private Practice 
8. A) Have you been undertaking private work within the last year during normal business hours?


YES 
NO 


If YES, give more details: __________________________________________________________ 


B) Students as well as departmental, institution/higher education officials, and NSFAS
( National Student Financial Aid Scheme)  employees are not allowed to provide travel and
accommodation or any other services to NSFAS beneficiaries.


This practice constitutes a conflict of interest. 


Do you have a transport and/or accommodation business or offer any other services to NSFAS 
beneficiaries? 


YES 
NO 


If YES, give more details: __________________________________________________________ 
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Accepting Presents & Benefits 
9. Have you received any donations, grants, bonuses, gratuities, commissions, fees, sponsorships or


any form of compensation in the form of cash from any business or organization within the last
year?


YES 
NO 


If YES, give more details: __________________________________________________________ 


10. Has your spouse or partner received any donations, grants, bonuses, gratuities, commissions,
fees, sponsorships or any form of compensation in the form of cash, from any business or
organization engaging in business activities with the University within the last year?


YES 
NO 


If YES, give more details: __________________________________________________________ 


Reporting Illegal Acts & Irregularities 
11. Are you aware of any person that committed any illegal acts or are in contradiction with the Code


of Conduct enforced by the University?


YES 
NO 


If YES, give more details: __________________________________________________________ 


The declare that the above information is true. 


Signature _______________________________ 


Date ___________________________________ 
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