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Appointment/Extension of Appointment of Project Personnel

Project Title:














Project Leader:






   
 Dept.: 
 

  Ext.: 



Project Code:





   
 Account Code: 





Please note:  
i) The PL should read the Project Personnel Employment Procedures before completing this form. The letter of appointment must be issued before the project staff member starts work. Approval of FLTC/Dean of School is required if the PL is 
 also the Chairperson of D/SLTC.
ii) The responsible staff in the General Office should check and verify the original credentials of the project personnel to be appointed by stamping and signing on the copies of the original credentials after verification.

iii) Appointment of Professorial Project Fellow, Principal Project Fellow and staff aged over 60 require the approval of both D/SLTC and Chairman of LTC.
iii)
The PL should make sure that the project account has sufficient funding for the appointment. The PL can obtain the project’s finance information from the General Office of his/her own department.
iv) An appointee will normally be given the first point of the relevant salary scale.  Recommendation on a higher salary entry point for project personnel should be made with justification.
v)
Any variations about appointments of project personnel from the original proposal have to be approved by D/SLTC.

Section A (To be completed by the Project Leader [PL])

1. Please tick ✓
(I have advertised the post on PolyU website/in local newspaper(s).  The date for the advertisement was _______________. 
(I would like to apply for waiving of advertisement of the post with the following justification: 
_______________________________________________________________________________________________

_______________________________________________________________________________________________

2.
Recommendation for appointment
 (a) 
Please process the appointment / extension of appointment* of: 

Dr / Mr / Mrs / Ms / Miss* __________________________________________________ as Full-time / Part-time* 
Professorial Project Fellow / Principal Project Fellow / Senior Project Fellow / Project Fellow / Project Associate / Project Assistant / Project Technical Assistant / Project Administrative Assistant / Student Assistant* for 

(
_______ month(s) at a monthly salary of HK$ __________________

(
a maximum of  ______ hours  at an hourly rate of HK$ ________  (maximum  _______ hours/week) 
with effect from ____________________________ to ____________________________ .

The appointee is below/over* 60 years old. [Please note Item (iii) above if the appointee is over 60 years old.]
 (b)
Justification for offering a salary which is higher than the first point of the relevant salary scale (if applicable):  
_______________________________________________________________________________________________

_______________________________________________________________________________________________

(c)
Justification for waiving qualification requirements of the appointee (if applicable): 
_______________________________________________________________________________________________

_______________________________________________________________________________________________

(* Please delete as appropriate.)
(d)
Justification for waiving interview requirements (if applicable): 

______________________________________________________________________________________________

______________________________________________________________________________________________

3. Documents attached to support the appointment (Please tick ✓) 

(Application for appointments without the first three types of documents will not be processed.)

(  
(a) Application form (HR Form 7A, or HR Form 7 for appointment of Student Assistants)
(  
(b) HKID card copy and student ID card copy (for appointment of Student Assistants) 
(  
(c) Certificates of academic qualifications
(  
(d) Interview Report (Form 16), if an interview has been conducted
(
(e) Other supporting documents (please specify): _______________________________________________________
4. I am aware of the immigration requirement on lawful employment in Hong Kong.  (Please tick ✓one of the following boxes.)

(
The above appointee is a local candidate who is lawfully employable in Hong Kong without visa.

(
The above appointee is a non-local candidate.  I will ensure that s/he has obtained the necessary visa for work in Hong Kong with PolyU before s/he starts working. (N.B. Persons who are permitted to remain on visitor, student or employment condition are not lawfully employable without first obtaining approval from the Director of Immigration.  Please also note that an employment visa allows the possessor to work only for the employer as approved by the Director of Immigration, but not other employers without prior permission of the Director of Immigration. The work visa possessor should also seek prior permission from the Hong Kong Immigration Department if he/she is offered an additional part time appointment. Please contact HRO if you are in doubt of the above or for further information.)

Signature of Project Leader:  ____________________________________________
Date : _________________________
Section B
Checked by D/SLTC Secretary: __________________________________________
Date: ________________________                

Signature of HoD/Dean of School1: _______________________________________
Date: ________________________

Approved by Chairperson, D/SLTC2: ______________________________________
Date: ________________________

OR Chairperson, FLTC/Dean of School2: _______________________________ 
Date: ________________________

Approved by Chairman, LTC/WGOBE3: ____________________________________
Date: ________________________
1  Note to HoD/Dean of School: Endorsement of this application for appointment of project personnel will have implications for the planning of resources (e.g. office space) in the department.

2  The approval of Chairperson of FLTC/Dean of School is required if the D/SLTC Chairperson is also the Project Leader.

3  The approval of Chairman of LTC or the Working Group on Outcome-Based Education (WGOBE) is required for appointments of Professorial Project Fellow and Principal Project Fellow, or if the appointee is or over 60 years old. 
Section C (To be completed by the responsible staff in the General Office on/before the date of assumption of duty of the project personnel)

	
	(  I have stamped and signed on the copies after the original credentials have been verified.


	Signature of Responsible Staff Member:
	
	Date:
	


	A copy of this completed form should be sent to HRO for record.
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