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HR202: Request to commence
recruitment process for posts
to be advertised
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The HR202 form requires
signatures from:

1. Yourself as the Line
Manager/ HoD

2. Area Finance Manager
3. The final approval
authority (Dean/ ED)

4. The HRBP

Visit UCT
Website

The selection commitee does the
following to evaluate candidate
suitability: 

Conduct interviews /
presentations / tests
Obtain referee reports
(confidential)
Apply EE and fair selection
principles- completing the EE
Checklist as evidence

Academic posts often
include open

presentations to faculty.

PASS 9-13 posts
may use competency

assessments.

HR168: Checklist for EE Reps 
serving on Selection Comms
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The selection commitee does the
following to evaluate candidate
suitability: 

Conduct interviews /
presentations / tests
Obtain referee reports
(confidential)
Apply EE and fair selection
principles- completing the EE
Checklist as evidence
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view More
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Complete the
HR202 form
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Hold search meeting
to define criteria,
search methods

and timeline

Confirm need for
the post and

secure authorisation
to recruit

Constitute the
selection

committee

Draft/update
Job Description

and Position
Profile

Secure
necessary proof

for HR

Draft the
advertisement

for the post

A R T

Finalise the advert

UCT HR requires
confirmation of an open
SAP fund and available

budget to finalise
employment contracts.

Contact faculty finance for
this proof.

S T

Use this process flow to guide you through the recruitment and appointment process at UCT. It outlines the key steps, responsibilities and
approvals required when recruiting staff for research or operational roles.

Tips and Reminders:
Begin the recruitment process early AS approvals and appointments at UCT can take time.
Work closely with your Faculty HR Business Partner (“HRBP”) and Faculty Finance throughout the process.
Ensure all positions are included in the UCT- and funder-approved budget before advertising.
Obtain funder approval before recruiting for any new positions not in the approved budget.
The HRBP can assist with developing or adapting position descriptions and confirming conditions of service.
Confirm with Faculty Finance that an open SAP fund and sufficient budget are available before an employment contract is issued.

Line Manager/ HoD

HR

Selection Committee

Final Authority / Approval

Candidate

Recruitment Process
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The HR202 form has
various distinct sections

sections

Vacancy
details

Selection
committee

Employment
Equity (EE) Advertising

This section outlines the
essential details of the vacancy,
including the position title, role
type and level, funding source,
and the reason for the vacancy.

It ensures that all core
information is clearly defined

and approved before the
recruitment process begins.

This section confirms
compliance with UCT’s

Employment Equity Policy,
including completion of the

required Employment Equity
training by at least 50% of the

Selection Committee,
including the Chair.

Use this section to provide all
the details needed to

advertise the post. Attach
the formal advertisement

and HR191 Position
Description as separate

documents when
submitting the HR202 form.

Use this section to record
the composition of the
Selection Committee

and confirm that it has
been established in line
with UCT’s recruitment

policies.

This section is also used to
record consultations with the

Faculty/Department EE
Committee on the EE

mandate, recruitment targets
and the under-represented

groups identified for the post.
You must retain documentation
of EE training and targetsmust

in the recruitment file.

The advert is reviewed
and finalised by: 
(1) Recruitment

Advertising Officer:
Academic- All levels &

PASS PC09 and above)
(2) HRBP: PASS PC01-

PC08 and all other posts
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Secure necessary
sign-offs on the

form

Grade and
shortlist

candidatesAdvertise post
Approve advert
for distribution

Receive
applications and

distribute to
selection 

committee

Recruitment Advertising
Officer in the Staff

Recruitment Office runs
the advertisement on the

agreed upon platforms
and in line with UCT's

Advertising Procedures.

Advert is usually run
for 2 weeks

HR201:
Application Form

HR204:
Application Form
(Executive posts)

To apply, applicants
download one of the

following application forms
and submit their application

as per the advertisement:
- HR204 for executive posts

- HR201 for all other staff
vacancies

Selection committee meets
to:
1. Agree on candidates to
interview
2. Agree on Interview
questions and other selection
methods (competency tests
etc.) to facilitate selection

For PC 9-13 and Academic
roles, a grading sub-

committee, nominated by
the selection committee

and including EE
representation meets prior

to the full selection
committee.

Purpose of Grading Sub-Committee meeting:
Conducts an initial, structured assessment of all applications
Score candidates against the agreed selection criteria and minimum
requirements to ensure fairness, consistency, and alignment with UCT’s
Employment Equity policy
Its work produces a preliminary shortlist or recommendations for
consideration by the full selection committee
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Conduct
interviews and
assessments

The selection committee:
Review and discuss
references and
results of interview
and screening tests
Consider compliance
with employment
equity targets
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Recommend most
appointable
candidate
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Compile Selection
Committee

Report

The Chair of the Selection Committee compiles the report and the
following documentation accompanies the report

1. Selection documentation 
Shortlisting and Interview Grading Sheets
Referee Reports
Interview Questions / Schedule
Chairs Circular (if used)

2. Employment Equity documentation
HR202: EE Section
HR168: EE Checklist

3. Committee authorisation documentation
HR202: Selection Committee Section
Conflict of Interest Declarations (if required)
Attendance Register / Minutes

4. Supporting material
Advertisment
Job Description

Sign-off on
appointment

17

Complete an
appointment

form
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Approval from:
- Dean/ED

- VC/DVC for
Academic and PC 13

salary approval

The decision is
recorded and

forwarded to HR.

HR100:
Appointment

Form

Send full
recruitment file

to HR
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Conduct
qualification,

criminal, and credit
checks (as
applicable)
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Appointment is
only valid once

background
checks are

cleared.

Prepare and
issue Letter

of Offer

21

Letter of Offer

22

Accept
Offer?

End of Process

NO

YES

Capture
appointment

on SAP
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HR Administrator
captures

appointment on
SAP.

Check the funder- and UCT-
approved budget to confirm
available funds for salaries
Ensure salary costs:

Are allowable under
funder rules.
Comply with funder
salary caps (if applicable)

Finalise the roles required for
the project
Verify post type (T1 vs T2;
academic vs PASS)
Confirm whether staff will work
on a single project or across
multiple projects
Review funder rules for staffing
requirements or restrictions

Some faculties may
require a formal letter
of motivation for the
post, which must be

submitted to the Dean
for consideration.

Incorporate the
comments from the
Search Committee

meeting to finalise the
advert.

6 key aspects covered:
1.Set EE targets
2.Finalise advert
3.Agree advertising options
4.Set timeframes for the

recruitment process
5.Finalise selection criteria
6.Decide on Grading Committee

membership (for PC09-13 and
Academic roles)

The committee should be diverse,
appropriately representative and

of a manageable size. All
members must confirm their
willingness to serve. Ensure

relevant consultations have taken
place on the committee’s

composition and voting eligibility
before recruitment begins.

This is done by the Dean /
ED for (PC09-13 &
Academic posts)
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Draft/update
Job Description

and Position
Profile

Detailed notes on the drafing of the required Recruitment Documentation

Recruitment Process

Complete the HR191
Position Description Form.

Consult you HRBP for
grading and advertising

guidance. Click here for a
list of HRBPs and their

contact details.

HR191:
Position description

The position
description must be
signed by (1) Yourself
as the Line Manager
(2) The Dean/ ED and

(3) Your HRBP

If the post requires
formal grading you will
also need to complete

an HR192: Position
evaluation application

form to request this

HR192: Position
evaluation

application form
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Appointments at UCT are
normally made after

advertisement (either
public advertisement or

internal advertisement). It
is your responsibility to

prepare the advertisement

Advertisement
templates are

available on request,
email

advertising@uct.ac.za

Draft the
advertisement

for the post

In some instances, as
outlined in the Waiver of

Advertisement Policy
appointments can be made
without an advertisement.

In these instances an HR203
form must be completed to

request a waiver.

A Waiver of Advertisement may be approved in the
following situations:

The incumbent is being considered for a contract
longer than two years or for conversion to a permanent
appointment.
The position was recently advertised (within the last
three months) and a suitably qualified candidate was
identified through that process.
A candidate with scarce or highly specialised skills has
been identified for the role.
The appointment is linked to external funding that
specifies a particular individual (e.g., a named
investigator or specialist on a research-funded project).
An equity candidate has been identified for an
accelerated transformation or three-year

Employment Equity post.
The Vice-Chancellor has motivated for a strategic
appointment under specific terms and conditions.

HR203: Request
for waiver of

advertisement

Line Manager/ HoD

HR

Selection Committee

Final Authority / Approval

Candidate
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