CONDITIONS OF EMPLOYMENT

TSHWANE UNIVERSITY OF TECHNOLOGY

1. APPOINTMENT TYPES

As an employer, Tshwane University of Technology (TUT) can make several types of appointments and the responsibilities and duties of an appointed person are determined by the nature of the appointment.  Only South African citizens and foreigners with legal work permits may be appointed by TUT, and if a person cannot show proof of such citizenship or produce a legal work permit, he/she will not be appointed.  If a person who cannot show proof of citizenship or produce a legal work permit and have been appointed on account of a bona fide administrative mistake, his/her service will be terminated.

1.1 PERMANENT LECTURING STAFF

1.1.1 Definition
A permanent lecturing staff member is appointed on full-time basis in an approved vacant position within the academic structure.

1.1.2 Conditions of appointment
Successful completion of a period of probation of twelve (12) months, including-

· an orientation programme,

· continuous in-service training, and

· computer literacy training.

1.1.3 Working hours
See paragraph 10.

1.1.4 Benefits
· Medical (optional)

· Pension

· Group life insurance

· Service bonus (13th cheque)

· 100% discount on fees for studies at TUT

1.1.5 Leave
See leave policy, paragraph 9.

1.1.6 Notice
A minimum of 1 (one) quarter’s notice must be given.

1.2
PERMANENT SUPPORT STAFF – FULL-TIME

1.2.1 Definition
A permanent support staff member is appointed on full-time basis in an approved vacant position within the support structure.

1.2.2 Conditions of appointment
Successful completion of a period of probation of twelve (12) months, including-

· an orientation programme,

· continuous in-service training, and

· computer literacy training.

1.2.3 Working hours
See paragraph 10.

1.2.4 Benefits
· Medical (optional)

· Pension

· Group life insurance

· Service bonus (13th cheque)

· 100% discount on fees for studies at TUT

1.2.5 Leave
See leave policy, paragraph 9.

1.2.6 Notice
· Notice of one (1) week must be given by either side during the first four (4) weeks of service.

· Notice of two (2) weeks must be given by either side after four (4) weeks of service, up to one (1) year.

· Notice of one (1) calendar month must be given by either side after the completion of one (1) year’s service.

1.3
PERMANENT SUPPORT STAFF – 5/8th 

1.3.1 Definition
A permanent support staff member, who is appointed on a five hour working day basis, in an approved vacant position within the support structure.

1.3.2 Conditions of appointment
Successful completion of a period of probation of twelve (12) months, including-

· an orientation programme,

· continuous in-service training, and

· computer literacy training.

1.3.3 Working hours
Five hours per day (5/8th)

1.3.4 Benefits
· Medical (optional)

· Pension (optional)

· Group life insurance

· Service bonus (13th cheque)

· 50% discount on fees for studies at TUT

1.3.5 Leave
See leave policy, paragraph 9.

1.3.6
Notice

· Notice on one (1) week must be given by either side during the first four (4) weeks of service.

· Notice of two (2) weeks must be given by either side after four (4) weeks of service, up to one (1) year.

· Notice of one (1) calendar month must be given by either side after the completion of one (1) year’s service.

1.4 TEMPORARY LECTURING STAFF

1.4.1 Definition
A temporary lecturing staff member is appointed in an approved vacant position/within budget, working 20 hours or more per week, within the academic structure.  The appointment should not exceed a total duration of two (2) years.

1.4.1.1
Working hours
See paragraph 10.

 1.4.1.2
Benefits

· Service bonus (13th cheque) after 12 months’ service.

· 50% discount on study fees for studies at TUT.

1.4.1.3 Leave
See leave policy, paragraph 9.

1.5
TEMPORARY SUPPORT STAFF – FULL-TIME AND 5/8th   

1.5.1
Definition
A temporary support staff member is appointed in an approved vacant position/within budget, working 20 hours or more per week (temporary), or a five hour working day (5/8th), within the support structure.  The appointment should not exceed a total duration of two (2) years.

1.5.2
Working hours
a) (5/8th per day)

b) Benefits

· Service bonus (13th cheque) after 12 months’ service.

· 50% discount on study fees for studies at TUT.

c) Leave

See leave policy, paragraph 9.

1.6           PART TIME LECTURING STAFF

1.6.1
     Definition

Part-time lecturing staff are appointed for a period of at least one hour per week to a maximum of 19 hours per week for a fixed duration of time, as agreed upon in a contract entered into by the parties concerned.  Remuneration is paid on an hourly basis according to fixed tariffs (see remuneration policy).

1.6.2 A part-time lecturing employee must comply with the minimum qualification requirements for the appointment of lecturing staff.

1.6.3 A part-time appointment is a fixed-period appointment and may vary from one week to 12 months.

1.7 STUDENT ASSISTANTS

1.7.1
Definition

Only bona fide students of TUT may be appointed Student Assistants in a supportive administrative capacity.  Student Assistants are appointed on an hourly basis which varies from at least one hour to a maximum of 20 hours per week.

1.7.2 Remuneration is on an hourly basis and the rates is remunerated on a fixed rate as determined by the official tarrif list. 

1.7.3 Student Assistants are appointed on a fixed-period contract which may vary from one week to 12 months.

1.8 FIXED TERM ACADEMIC AND SUPPORT STAFF

1.8.1 Definition
A fixed term contract staff member is appointed on a full-time basis in an approved vacant/within budget position.  A fixed term appointment should only apply in the following circumstances:

· acquiring of scarce skills

· manage a project in a specialized field

Such a contract should not exceed a total duration of 5 years.

1.8.2 Working hours
See paragraph 10.

1.8.3 Benefits
· Medical (optional)

· Pension

· Group life insurance

· Service bonus (13th cheque)

· 100% discount on fees for studies at TUT

1.8.4 Leave
See leave policy, paragraph 9.

1.8.5 Notice
Support staff

· Notice of one (1) week must be given by either side during the first four (4) weeks of service.

· Notice of two (2) weeks must be given by either side after four (4) weeks of service, up to one (1) year.

· Notice of one (1) calendar month must be given by either side after the completion of one (1) year’s service.

Academic staff

· A minimum of 1 (one) quarter’s notice must be given.

1.9 RETENTION APPOINTMENTS

1.9.1 Definition
Employees who are re-appointed after their retirement are called retention staff.  They are appointed temporarily on signing a new contract that shall lapse on the end date of the contract. All conditions of service, as applicable to temporary appointments, shall apply.  Such contracts are renewable from year to year, as determined by the operational requirements of the department or division concerned, but should not exceed a total duration of 2 years.

1.9.2 The incumbent of a post may, on termination of his/her contract of appointment, either be re-appointed for a further period of any duration from one month to 12 months, or the service of the staff member may be terminated on the date on which the period stipulated in the contract of appointment lapses.

2. PERIOD OF PROBATION
Confirmation of the permanent appointment of an employee of TUT is subject to the successful completion (as specified) of a period of probation of 12 months (see policy on Probation).

3. RULES RELATING TO PRIVATE WORK
Any staff member may perform outside or private work if he/she has obtained permission to perform such work in terms of the relevant policy (see policy on private work).

4. TRANSFERS
Staff may after consultation be transferred internally, subject to the availability of posts and the operational requirements of the department or division concerned.

5. QUALIFICATION IMPROVEMENT AWARD
A reward in the form on a once-off payment, as stipulated in the qualification improvement policy, may made to a staff member in recognition of the qualification improvement of that staff member (see policy on qualification improvements).

6. RETIREMENT AGE
6.1 The  retirement  age  of  all  TUT staff   members  appointed   from 1 January 2004 will be sixty (60) years of age.

6.2 The retirement date of support staff will be the last calendar day in the month of which the person reach the age of sixty.

6.3 Academic staff members will retire on the last calendar day of the term in which they have reached the age of sixty (60) years.

6.4 Staff members from the former Technikon North Gauteng (TNG), Technikon north West (TNW) and Technikon Pretoria (TP) with other retirement regulations, as continues in the relevant policy (see policy on termination of service).

7. RETIREMENT DUE TO ILL HEALTH
When it becomes apparent to Management that a staff member is no longer capable of performing his/her duties, then that staff member may apply for retirement due to ill health according to the rules of the Pension and Group Life Insurance Fund.

8.
UNEMPLOYMENT INSURANCE FUND
The Unemployment Insurance Act, 1966, provides for the insurance of staff who contribute to the Unemployment Insurance Fund.  All members of staff, with specific exceptions, are required to contribute at the rate on one per cent of their earnings.  TUT, as the employer, contributes at the same rate.

9.
LEAVE

9.1 The leave of all lecturing and support staff will be as set out in the table below.

	Staff Category
	Total leave

	Lecturing and Research
	45 working days (including 10 working days that may be accumulated)

	Management and Support staff
	35 working days (including 10 working days that may be accumulated

	Shift workers
	48 calendar days (including 14 calendar days that may be accumulated


9.2 All staff may accumulate leave to a maximum of 25 working days (shift workers may accumulate a maximum of 35 calendar days) during the time of employment this leave will be payable, if not used, to the staff member at retirement, retrenchment or resignation.

9.3 Staff member may accumulate 10 working days per year, provided that the total days accumulated is not more than the number of days stated in item 9.2.

9.4 The implementation date for the application of application accumulating leave will start or be effective from 1 January 2005.

9.5 Refer to the approved leave policy for detailed information regarding other rules and regulations governing leave at TUT.

10. WORKING HOURS
10.1 The TUT working hours will be structured in the following way:

10.1.1 Lecturing staff
10.1.1.1 At least 40 working hour per week, including work done at home or at other venues;  like marking, preparation, research, student consultation, NSSP’s etc.

10.1.1.2 Flexi time approach will be applicable.

10.1.1.3 Timetable to determine contact lecturing hours and student consultation hours.  This will be scheduled in consultation with the Head of Department and informed by the operational needs of the specific department.

10.1.1.4 Staff is required to spend 25 hours per week compulsory at the institution.  No specific office hours are prescribed.

10.1.2 Support staff
10.1.2.1 Staff is required to work 40 hours per week.

10.1.2.2 The core hours are 07:45 – 16:15.

10.1.2.3 Staff must work 8 hours per day, including 30 minutes lunchtime.

10.1.2.4 Flexi lunch time (of 30 minutes) between 12:00 and 14:00 to be consulted with supervisor.

10.1.2.5 Depending on operational requirements staff may have two Friday afternoons off per month, provided that start as 07:45 or remain until 16:15.

10.2 Overtime

10.2.1 Staff members, from time to time, may be required to work overtime.  This request will be given within reasonable time in advance.

10.2.2 Staff members on post level 9 and higher are excluded from overtime payment as per exclusion contained in the Basic Conditions of Employment Act 75 of 1997 (as amended).

11. PENSION FUND AND GROUP LIFE ASSURANCE
11.1 All permanent staff members of TUT are required to be members of the approved Pension Fund and Group Life Assurance Scheme.

11.2 The employers contribution to these fund and scheme is included in the total remuneration package as dictated by the Remuneration Policy.

12. MEDICAL AID SCHEME
Tshwane University of Technology (TUT) require staff members to join any of the approved Medical Aid Schemes.  If the spouse or life partner, of the staff member, is already a member of a scheme due to he/her employment benefits with another organization, and is covered by such a benefit the TUT staff member will not be required to join a scheme.
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