
	

	APPLICATION FOR A FIXED TERM CONTRACT APPOINTMENT

INTERNS
Colleges / Administrative & Support Departments
	HR-CA 103(a) 
	Principal

	

	
	
	
	Renewal

	

	
	
	HR ref no
	


Mark with an X where applicable. All required fields must be completed. Applicant confirms that the information provided is true and correct and that the potential candidate has given permission to share personal information with work related interdependencies in compliance with the POPI Act of 2013.

*** All appointments should give effect to the EE Profile of the requesting department.

	1.
	COLLEGE /  ADMINISTRATIVE & SUPPORT DEPARTMENTS
	

	1.1
	School / Directorate
	

	1.2
	Department/Institute/Bureau/Centrum/  Division/Section/Unit
	
	Campus
	

	1.3
	Contact name (For enquiries relating to this appointment)
	
	Tel no
	

	1.4
	Responsibility Centre Code OR
	
	Cost Units   FORMCHECKBOX 
   Project   FORMCHECKBOX 
   Own funds   FORMCHECKBOX 


	1.5


	Project Responsibility Code
 (for strategic project)
	

	
	Project name
	
	Project leader
	

	
	Duration of the project (start & end dates)
	y
	y
	y
	y
	m
	m
	d
	d
	(
	y
	y
	y
	y
	m
	m
	d
	d

	2
	TYPE OF CONTRACT/EMPLOYMENT
	        Administrative   FORMCHECKBOX 
    Academic   FORMCHECKBOX 
                  Full Time   FORMCHECKBOX 
    Part Time   FORMCHECKBOX 


	2.1
	Period of renewed appointment
	y
	y
	y
	y
	m
	m
	d
	d
	(
	y
	y
	y
	y
	m
	m
	d
	d

	3.
	APPOINTMENT PROCESS – As verified by the Line Manager

	3.1
	Position

	
	Post grade level 
	P

	3.2
	Stipend per annum (all inclusive)
	R

	3.3
	Period of appointment
	y
	y
	y
	y
	m
	m
	d
	d
	(
	y
	y
	y
	y
	m
	m
	d
	d

	4.
	MOTIVATE NEED FOR APPOINTMENT/RENEWAL (Attach written motivation)

	
	Attach previous ManCom resolution if applicable to this appointment 

	5.
	PARTICULARS OF POSITION/POST (Complete if appointment is made in a vacancy on the structure)

	
	Position title
	Intern
	Under Graduate     FORMCHECKBOX 

	Post Graduate         FORMCHECKBOX 


	
	HRIS 

Position number has been verified and is correct

	Position number
	

	
	
	Signature
	

	
	
	Name 
	(Print initials & Surname)

	
	
	Date
	

	6.
	ORGANIZATION DEVELOPMENT
P-Level verified and Job Description has been signed off. 

(Should it be recommended for the job to be evaluated by HR:OD, this process must be finalised first.)

	Signature
	

	
	
	Name
	(Print initials & Surname)

	
	
	Date
	

	7.
	LINE MANAGER

Confirms having consulted with the Employment Equity Office to give effect to the departments EE Profile on:                  

(date)____________________________

Please attach the Departments EE Profile
	Signature
	

	
	
	Name
	(Print initials & Surname)

	
	
	Date
	

	8.
	RECRUITMENT (Please indicate which recruitment method was used)

	8.1
	 FORMCHECKBOX 
  Advertisement (Selection & interview)     FORMCHECKBOX 
  Head hunted (Attach interview report)    FORMCHECKBOX 
  Reference report (Attach interview report)   

	9.
	LINE MANAGER AND INTERVIEW COMMITTEE

	
	INTERVIEW  COMMITTEE
 (Complete if applicable)

	
	Committee
	Name
	Position
	Signature

	
	Chairperson
	
	
	

	
	Committee members
	
	
	

	
	
	
	
	

	
	
	
	
	

	10
	PARTICULARS OF RECOMMENDED CANDIDATE
 

	10.1
	Surname
	
	Title
	

	
	Full names
	

	
	Race
	A   FORMCHECKBOX 
    C   FORMCHECKBOX 
    I   FORMCHECKBOX 
    W   FORMCHECKBOX 

	Gender
	Female   FORMCHECKBOX 
    Male   FORMCHECKBOX 

	Disability
	Yes   FORMCHECKBOX 
    No   FORMCHECKBOX 


	
	Identification number
	
	
	
	
	
	
	
	
	
	
	
	
	
	Nationality
	

	
	Is the candidate a South African citizen by birth?
	Yes   FORMCHECKBOX 
    No   FORMCHECKBOX 

	Date citizenship was acquired
	y
	y
	y
	y
	m
	m
	d
	d

	10.2
	Is the candidate a previous permanent UNISA employee?
	Yes  FORMCHECKBOX 
   No   FORMCHECKBOX 

	If yes provide personnel no
	

	
	Reason for termination of employment
	Resignation   FORMCHECKBOX 
    Dismissal   FORMCHECKBOX 
    Ill-health retirement   FORMCHECKBOX 
    Retirement   FORMCHECKBOX 
    VSP   FORMCHECKBOX 
    VER   FORMCHECKBOX 

Retrenchment   FORMCHECKBOX 
    Redundant  FORMCHECKBOX 


	10.3
	Is the candidate a previous fixed term employee at UNISA?
	Yes   FORMCHECKBOX 
    No   FORMCHECKBOX 

	If yes provide personnel no
	

	
	Previous period of appointment as a fixed term
	y
	y
	y
	y
	m
	m
	d
	d
	(
	y
	y
	y
	y
	m
	m
	d
	d

	11.
	QUALIFICATIONS AND EXPERIENCE

	11.1
	Qualifications (From highest to lowest)
	Applicable qualification?
    Yes   FORMCHECKBOX 
    No   FORMCHECKBOX 


	
	Year completed
	Qualification
	Institution
	SAQA


	
	y
	y
	y
	y
	
	
	Yes
	No

	
	y
	y
	y
	y
	
	
	Yes
	No

	
	y
	y
	y
	y
	
	
	Yes
	No

	11.2
	Experience
 (Attach complete CV)

	12.
	APPOINTMENT OF FOREIGNERS AND FOREIGN NATIONALS

	
	In terms of the Immigration Act of 2013, all foreigner and foreign national appointments should have:

· Evidence that a due diligence search had been done to source a South African candidate.

· Proof that every other recruitment methodology e.g. advertisement, referrals have been used apart from headhunting in an effort to source a South African candidate to fill in the position.

· Last advert in a national newspaper should not be more than four months old.

· The opportunity has been registered with the Department of Labour

· A certificate has been issued for you to continue with the employment.

· A skills transfer plan to show how and by when skills would be transferred to a South African candidate.

Attached to the request a plan to show how skills will be transferred.

	
	Passport no
	
	Country of issue
	
	Expiry date
	y
	y
	y
	y
	m
	m
	d
	d

	
	Work visa no
	
	Type of visa
	
	Expiry date
	y
	y
	y
	y
	m
	m
	d
	d

	
	Permanent residence status
	Yes   FORMCHECKBOX 
    No   FORMCHECKBOX 

	If yes date granted
	y
	y
	y
	y
	m
	m
	d
	d

	13.
	OTHER INFORMATION ABOUT THE CANDIDATE

	13.1

	Answer the following questions by ticking the appropriate box                                                                                           Yes   No

· Was the potential employee dismissed from employment at Unisa or any other organisation or employer?                  FORMCHECKBOX 
      FORMCHECKBOX 

· Has the potential employee been found guilty of misconduct at his/her previous employer?                                          FORMCHECKBOX 
      FORMCHECKBOX 

· Has the potential employee ever been found guilty of any criminal offence?                                                                  FORMCHECKBOX 
      FORMCHECKBOX 

· Is there any criminal or disciplinary action pending against the potential employee?                                                      FORMCHECKBOX 
      FORMCHECKBOX 

NB: If “yes” to any of the above, please provide further details on a separate memorandum and attach to this application form.

	14.
	CONDITIONS OF APPOINTMENT

	
	The internship programme is regulated by legislation or rules of a professional body and is subject to registration in the official programmes of that professional body.

	CONSENT IN TERMS OF THE PROTECTION OF PERSONAL INFORMATION ACT NO 4 OF 2013 
1.  I declare that all the personal information furnished by me on this form are true and correct, and I   undertake to inform Unisa of any changes in my personal information. 
2. I undertake to comply with all the rules, regulations and decisions of the university and any amendments thereto and I have taken note of advice which may be applicable to employees in general. 
3.  I, as an employee of Unisa or an applicant for employment at Unisa, hereby consent that Unisa may collect, use, distribute, process my personal information for its business purposes, which may include, but is not limited to:
3.1 internal administrative processes pertaining to my employment at Unisa;
3.2 conducting criminal, credit and reference checks; and
3.3 institutional and scholarly research. 
4 I also consent that Unisa may share my personal information with other Universities of South Africa, the Department of Higher Education and Training, the South African Qualifications Authority, Qualification Verification Agencies, Internal and External Auditors, legislative requirements, e.g. the South African Receiver of Revenue, Department of Home Affairs, Department of Labour, Banks, service providers offering Unisa employees various services as part of employment benefits such as relevant retirement fund and group life insurance, their appointed administrator(s), recognised medical aid schemes, the risk benefit insurers, external survey and benchmarking organisations, employee development service providers, legal entities which may lawfully require such information for legal obligations and/or investigations  and third parties rendering communication facility on behalf of the university. 
5 I understand that in terms of the Protection of Personal Information (POPI) Act and other laws of  the  country,  there  are  instances  where  my express consent is not necessary in order to permit the processing of personal information, which may be related to investigations, litigation or when personal information is publicly available.
6 I will not hold the university responsible for any improper or unauthorised use of personal information that is beyond its reasonable control. 
7.  I confirm that I have read the notice and understand the contents.
Note: The nature of personal information collected can be viewed in the Personal Information Inventory Lists published on the Unisa webpage at www.unisa.ac.za

	15.
	Recommended/not recommended

DIRECTORATE: EMPLOYMENT EQUITY

	Signature
	

	
	
	Name
	(Print initials & Surname)

	
	
	Date
	

	16.
	It is hereby certified that the candidate is suitably qualified for appointment in the proposed position, NO permanent employee is available to fill the position, and a funded vacant position or the necessary funds are available (par 1.4/5) for the appointment
Recommended/not recommended
LINE MANAGER
	Signature

	

	
	
	Name

	(Print initials & Surname)

	
	
	Date
	

	17.
	ANNUAL STIPEND OFFER      STIPEND: R _________________    pa

                                                      Peromnes Grade: ________
Prepared by

REMUNERATION SPECIALIST
	Signature
	

	
	
	Name
	(Print initials & Surname)

	
	
	Date
	

	18.
	Supported by

DIRECTOR: REMUNERATION


	Signature
	

	
	
	Name
	MR FA HAASBROEK 

	
	
	Date
	

	19.
	Approved: Standard offer (minimum of the applicable fixed term salary range

EXECUTIVE DIRECTOR: HUMAN RESOURCES
	Signature
	

	
	
	Name
	MR MZ DLAMINI

	
	
	Date
	

	20.
	 CONTRACT APPOINTMENT SECTION FOR QUALITY ASSURANCE        

	
	Quality assurance checked 
HR PRACTITIONER
	Supported/Not supported

HR TEAM LEADER
	Supported/Not supported

CONTRACTS MANAGER
	Supported/Not supported

DIRECTOR STAFFING

	
	Signature
	
	
	
	

	
	Name
	
	
	
	

	
	Date
	
	
	
	

	21.
	Approved/not approved
EXECUTIVE DEAN /  EXECUTIVE DIRECTOR
	Signature
	

	
	
	Name 
	(Print initials & Surname)

	
	
	Date
	


All attachments to be included, and approvals to be signed off.
This application will only be processed after 100% compliance to the above. 
All applications for appointment should be submitted and finalized before the assumption of duty by the candidate. 

NO retrospective requests will be processed
� Appointment for 1 year renewal once for another 1 year


� Complete par 3


� Complete par 4


� Insert the Project Responsibility Code AND the Project Number if appointment is for a project. 


� Attach signed off job descriptions


�Attach selection 


� Attach completed Personal Information Form ( HR 002(a)


� Attach original certified copies (within the previous 6 months) of identification document, permits and qualifications. Ensure that the candidate is in possession of an           applicable qualification(s) as required for the appointment.


� Foreign qualifications


� Not applicable to renewals
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