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Remuneration and HR Administration 

P&C131F Appointment form for non-standard employees (temporary) 

• All information must be completed electronically or else the appointment cannot be finalised. Incomplete forms will delay payment. 
• This appointment is for all temporary employees appointed up to 24 months.  
• On approval by the UMC, a person who has retired from permanent employment by the university may again be employed on a contract 

basis for a maximum period of 12 months at a time. 
• This appointment is only valid for the period applied for and must be signed by all responsible signatories. 
• Note: P&C037G Tariffs for part-time personnel must be used to determine remuneration. 
• Note: Kindly be aware that payment will only be processed under the condition that the bank account confirmation letter is dated within 

the last 3 months. Additionally, ensure that the accompanying documents, including a certified ID/passport, work permit, highest 
qualification certificate, income tax number, and CV, are all included. 

OE code  

 
Section A: Claimant information 

 
NWU number          

ID no.              Passport no.           

Person type  

Title  Surname  First name  

Initials  Middle names  Nick name  

Gender  Race  Marital Status  

Previous surname  Date of birth  

Home language  Preference language  Disability  
Primary employment outside of 
organization?  SA Citizen  Nationality  

Country of birth  Country of passport issue  

Income Tax no.           

 

Are you currently employed by NWU?  

If “yes” please provide  
 
 

 

 

OE code and name  

Job name  

OE code and name  

Job name  

Section B: Next of kin (in case of emergency) 

Title  Initials  Surname   

Name     Relationship  

Daytime phone no.           Mobile no.           

Is next of kin an NWU-employee?  If yes, his/her NWU no.          
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Section C: Contact details (fields marked with * must be completed)

Residential address Postal address (if same as residential address tick here) 

Unit no. *PO Box no. 

Complex *Private bag no. 

*Street no. *Post office branch name 

*Street/name of farm *Postal code 

*Suburb/district 

*Town/city 

*Postal code 

*Mobile no. 

*Work telephone no. 

*Your private email address 

Section D: Highest qualification (Certified copy must accompany this form)

Institution 

Qualification type 

Qualification status Awarded date 

Section E: Bank details (Payment will only be processed if the confirmation letter for the bank account is both less than 3 months old
and included) 

Account holder surname and initials 

Name of bank and universal branch code 

Account number 

Account type 

Account holder relationship 
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Section F: Interest to declare 

In accordance to section 34 of The Higher Education Act that all NWU staff members must, BEFORE he/she/they assume office and thereafter annually or when it becomes known, or the status is 
changed, declare any business, commercial or other activities undertaken that may give rise to a conflict or a possible conflict of interest or conflict of commitment, with the University. Even if 
these interests are recorded during the appointment process of the staff member, they must be included on this form and carried forward during the normal annual task/performance agreement 
process and during a particular year when the status changes. For more information, please refer to The Policy and Rules on conflict of interest and on declarations of interest and of gifts 

Interest to declare 

Entity name Industry Interest Description Nature of Interest/Commitment 

Declaration 

I, the undersigned, confirm that the employment contract was explained to me, that it is for a specific period only and that this is not a permanent nor a guarantee for future employment. If a 
conflict of interest arises at any time, I will immediately declare this as per the policy of the North-West University. 

I, the undersigned, hereby confirm that the information I provided is true and correct and is a full disclosure of all interests concerning myself and all interests of direct family members 
conducting business. 

Initials and surname Signature Date 

Appointee signature 
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Section G:  Non-standard appointment (to be completed by the line manager)

Justifiable reason 

Justifiable reason motivation 

Assignment category Employee category 

Location Shift type 

Duration of appointment Start date End date 

Reports to person 

Payment type Contract type 
Contract category (please use 
P&C037G guidelines) Unit 

Total unit (number of units for the duration 
of the appointment)

Total hours worked (number
of hours allocated for the period of 
this appointment)

Temp Budgeted position no. (TB/TBI/TBF/TBR or permanent vacancy position number must be entered here) 

Accounting combination - - 

Department 

Division/Faculty 

Rate Contract budget amount 

This agreement is subject to the precondition that it must be ratified by the next in line manager once approved on the 
temporary appointment system and thus only becomes valid after such ratification. 

Initials and surname Signature Date 

Financial Planner signature 

Line Manager signature 

UMC signature (only for Post 
65 Appointments) 

1. Please consult with a Client Service Practitioner to ensure that NWU procedures are adhered.

2. Ensure the following supporting documents accompany this appointment:

1. Certified copy of ID;
2. For international appointments: certified copy of passport and work permit;
3. Certified copy of highest qualification;
4. Bank account confirmation dated within the last 3 months;
5. Copy of CV;
6. Certified copy of study permit if international appointment (for student assistant post-graduate only);
7. Permission to conduct work P&C101F (for student assistant post-graduate only);
8. NWU Student registration (for student assistant post-graduate only).

3. Please note that the post-graduate student may only work for 40 hours per month or less.

Please take note that the Information you are providing may be classified as personal information in terms of the Protection of Personal Information Act, 4 of 2013 and that the 
information provided will be used for purposes as required in terms of legislation and for administrative purposes (such as claims payments) related to your employment status at 
NWU. The information will be managed according to the mentioned Act. The North-West University is committed to protecting the personal information of all stakeholders of the 
NWU. For more information refer to our Personal Information Privacy Policy and Privacy Statement. 

Original details: (20742010) G:\My Drive\INTRANET FORMS HR ADMIN\P&C HR Forms\INTRANET\DRAFTS\P&C131F_Temporary Appointment.docm 25 January 2024 

File reference: 3.2.1.2.1 
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