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NOTES

· Forms must be downloaded from the UCT website: https://forms.uct.ac.za/forms.htm 
· UCT Policy regarding Staff Learning and Development Funding can be found at: http://www.hr.uct.ac.za/hr/learning/funding/policy/
· Eligibility: Permanent (full or part-time) staff members who wish to undertake formal developmental learning and development to gain the necessary competencies, skills, qualifications or education needed to advance his/her career at UCT in the short to medium term, and need financial assistance to do so. The course of study is not an explicit requirement of current post and the staff member is able to attain set objectives without it.

· Upon completion this form should be sent to the Head: Staff Learning Centre, Staff Education Bursary Scheme, Staff Learning Centre, Human Resources, at hr-stafflearningcentre@uct.ac.za 
Applicant Details

	Surname
	
	Staff Number
	

	First Names
	

	Department
	
	Position Title
	

	Payclass
	
	Full time / 
Part time
	

	Telephone No.
	
	Email
	

	Line Manager 
	


Course Details

	Details of full course 
	Institution through which studying
	

	
	Student Number
	

	
	Name of full course
	

	
	NQF Level
	

	
	Number of credits
	

	
	NQF Qualification
	

	
	Duration of full course
	

	
	Year of study
	1st year
	
	2nd year
	
	3rd year
	
	4th year
	

	
	Estimated full cost of full course
	

	Details of part of course undertaken in current calendar year for which bursary application is being made 

(please apply for both semesters if semester based)
	Name/description of part of course
	

	
	Calendar year of study 
	

	
	If course less than a year, the length of course of study
	

	
	Date studies commencing 
	

	
	Date studies completing (e.g. final examination date) (four months from which the course results will fall due)
	

	
	Courses taking this year
	
	Course Name
	Course Code
	Course Cost

	
	
	1
	
	
	R

	
	
	2
	
	
	R

	
	
	3
	
	
	R

	
	
	4
	
	
	R

	
	
	5
	
	
	R

	
	
	6
	
	
	R

	
	
	Total
	R

	Qualification requirement
	Practical internship (a requirement for graduation) OR
	
	

	
	Experiential learning (a requirement for graduation) OR
	
	

	
	Graduate internship (a requirement for professional registration) OR
	
	

	
	Not applicable (none of the above)
	
	


Applicant Declaration OF UNDERSTANDING OF BURSARY CONDITIONS
	

	i,
	
	(applicant name), hereby declare that I have read and understood the Staff Learning

	and Development Funding policy, am eligible for assistance, qualify for assistance under the stated criteria and am fully aware of the 

	terms and conditions of the Staff Education Bursary Scheme. Specifically, I understand that:

	· This application must be made before course registration.

· Upon approval, I will complete and sign a Bursary Agreement (HR186) before any payment is made.

· Payment will be made directly to the tertiary institution.  I will not be refunded for personal payments already made.

· I must contract in my own right with the educational institution concerned and undertake to pay the balance of all costs related to this course of study.  

· If I fail to successfully complete the course of study for which the bursary was approved, the full amount of the bursary converts to a loan.  Any repeat of this course is for my own account.

· If I fail to successfully complete any part of the course, the full amount of the cost of that part converts to a loan. Any repeat of this part of the course is for my own account.

· I must provide adequate proof of the successful completion of the above course within four months of having completed said course of study, and sent to ‘Staff Education Bursary Scheme, Human Resources Development, Cambria House’.  If I fail to do so, the full amount of the bursary converts to a loan.

· If I leave the employ of UCT (for reasons other than death, retrenchment or ill-health incapacity) within a period of one (1) year after completion of the course of study for which the bursary was approved, the full amount of the bursary converts to a loan; or within a period of two (2) years after completion of the course of study for which the bursary was approved, the fifty percent (50%) of the bursary full amount converts to a loan.

	
	
	
	
	

	
	Staff Member Signature
	
	Date
	

	


applicant declaration of understanding of potential loan conditions

	

	I,
	
	(applicant name), hereby declare that I have read and understood the Staff Learning and

	

	Development Funding policy, am fully aware of the terms and conditions of the Staff Education Bursary Scheme, specifically as it

	relates to the conversion of the bursary into a loan due to non-compliance.  Specifically, I understand and confirm:

	· That I must contract in my own right with the educational institution concerned and undertake to pay the balance of all costs related to this course of study.  I confirm that I have the financial means to do so.
· That in the case of the bursary being converted into a loan, the repayment of the loan to UCT, with no interest charged, will take place over a period of six (6) months.

· That as no interest is payable, that this interest free benefit may be taxable

· The terms and conditions of repayment should the bursary convert into a loan, and I have the financial means to do so.

	
	
	
	
	

	
	Staff Member Signature
	
	Date
	

	


Head of Department Recommendation

	

	I,
	
	(Head of department name), head of
	
	(department)

	

	consider the above applicant
	
	(applicant’s name), who is a full / part-time permanent staff 

	member in my department, to be eligible for a Staff Education Bursary under the Staff Learning and Development Funding 

	policy, and consider the above proposed course of study to qualify under the criteria as set out by that policy. I confirm that the 

	proposed formal course of study is developmental in nature, and will provide him/her with the necessary competencies, skills, 

	qualifications or education needed to advance his/her career at UCT in the short to medium term. I further confirm that this is 

	not an explicit requirement of current post and he/she is able to attain set objectives without it. I thus recommend the granting 

	of the Bursary.

	

	
	
	
	
	

	
	HOD Signature
	
	Date
	

	


	Administrative Clearance (Office Use Only)

	Permanent
	Yes
	No
	Completed and complied with Bursary Agreement conditions in previous year
	Yes
	No

	 Staff
	Yes
	No
	
	
	

	If Part time
	Hours per day
	
	Eligible % (100% if full-time)
	

	Course Criteria


	Sustained period of time
	Yes
	No
	Developmental, not position-related 
	Yes
	No

	
	After hours
	Yes
	No
	Recognised, reputable institution
	Yes
	No

	
	Examined / formally assessed
	Yes
	No
	Institution other than UCT or UWC 
	Yes
	No

	
	Approved by line manager
	Yes
	No
	Formal, not short course
	Yes
	No

	Affordability check
	Date
	
	Course load check
	Date
	

	Bursary Amount 
	
	Full cost of course
	
	Sufficient funds in budget?
	Yes
	No

	

	
	
	
	
	

	
	Course Coordinator
	
	Date
	


	Approval (Office Use Only)

	

	I approve the granting of a Staff Education Bursary to
	
	under the Staff Learning and

	

	Development Funding Policy, in respect of the abovementioned course of study in the amount of R
	
	, only.

	

	
	
	
	
	

	
	Head: Staff Learning Centre
(ED: HR nominee)
	
	Date
	

	

	Declination (Office Use Only)

	Reason: 

	

	
	
	
	
	

	
	Head: Staff Learning Centre
(ED: HR nominee)
	
	Date
	

	


	HRD Administration (Office Use Only)

	Signed Bursary Agreement received
	Date:
	Student Number
	

	Institution Paid
	Date:
	PO Number: 
	Amount:

	Results received
	Date:
	Passed
	Did not pass
	If did not pass, 
converted to loan:
	Date:


	Finance Instructions (Office Use Only)

	Please process payment with the following details, using the name and student number.  
Please note that a cheque is to be made out to the provider below. 

Please send cheque to the Course Coordinator, Staff Learning Centre, Cambria House, Middle Campus, UCT.

	Fund Number
	
	Cost Centre
	

	Reference

(Name, Student Number)
	
	Cheque made out in favour of
	



COMPLETING A STAFF EDUCATION BURSARY SCHEME APPLICATION FORM
HR180
When do I complete this form?

This form is completed by permanent, full/part-time, staff members who wish to undertake formal Developmental learning and development to gain the necessary competencies, skills, qualifications or education needed to advance his/her career at UCT in the short to medium term, and need financial assistance to do so. The course of study is not an explicit requirement of current post and the staff member is able to attain set objectives without it.   
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· In the case of full-time staff, the bursary provided will be up to the values depicted below;

	 Payclass
	Threshold

	· PASS Staff Payclass 01 – Payclass 06
	100% of tuition costs to a maximum of R18,000 per staff member per annum.

	· PASS Staff Payclass 07 and above

· Academic Staff
	75% of tuition costs to a maximum of R10,000 per staff member per annum.


· In the case of part-time staff, the refund is adjusted on a pro-rata basis in relation to working hours.

· In all instances where a bursary has been approved, it is an absolute requirement that a Bursary Agreement is completed and signed in order to ensure compliance with SARS regulations.

· Should payment to an institution be made without a Bursary Agreement having been completed and signed, the staff member will, per SARS regulations, be regarded as having received a taxable benefit and will taxed accordingly.

· Only formal qualifications will be supported.

Where do I send this form?

This form should be sent 

· to your Head of Department for recommendation and signature; and 

· to Staff Education Bursary Scheme, Staff Learning Centre, Human Resources, at hr-stafflearningcentre@uct.ac.za.
When do I submit this form?

· Prior to the start of the academic year and/or course of study

· Prior to registration

What other forms do I need to complete?

None

What other documentation must be attached?

Documentation from the institution of choice showing student name, student number, course name, course codes and course costs (both tuition and registration fees)

What are the NQF levels?

See over page.
What are the NQF levels?

	NQF Sub framework
	NQF level
	Qualification Type
	Variant

	Higher Education Qualifications Sub-Framework (HEQSF)
	10
	Doctoral Degree (e.g. PhD)

Doctoral Degree (Professional) (e.g.DEd)
	

	
	9
	Master’s Degree (e.g. MA)

Master’s Degree (Professional) (e.g.MMEd)
	

	
	8
	Bachelor Honours Degree (e.g. BComHons)

Postgraduate Diploma (PGDip)

Bachelor’s Degree (480 credits)
	

	
	7
	Bachelor’s Degree (360 credits) (e.g. BCom)

Advanced Diploma (AdvDip)
	

	
	6
	Diploma (Dip)

Advanced Certificate (AdvCert)
	

	
	5
	Higher Certificate (HCert)
	

	General and Further Education and Training Qualifications Sub-Framework (GFETQSF)
	4
	National Certificate
	Senior Certificate (SC) (College)

National Senior Certificate (NSC) (College)

National Senior Certificate (NSC)

National Certificate (NC) (Vocational) 4

National Senior Certificate for Adults (NASCA)

National Independent Certificate (NIC)

	
	3
	Intermediate Certificate
	NSC – GR11

National Certificate (Vocational) 3

Intermediate Certificate of Education (ICE)

	
	2
	Elementary Certificate
	NSC – GR10

National Certificate (NC) (Vocational) 2

Elementary Certificate of Education (ECE)

	
	1
	General Certificate
	General Certificate of Education (GCE)

General Education and Training ABET (GETC: ABET)

General Education and Training Certificate for Adults (GETCA)
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