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Form RC/5
(Revised on Jul 2024)

Appointment of Research/Project Personnel / Student Assistant for Research Duties
	Project Title:
	
	A/C Code:
	

	Principal Investigator (PI):
	
	Ext.:
	
	Dept:
	


Please note:

1. As advised by the Internal Audit Unit and approved by PEC on rationalization of operational arrangements on inspection/collection of academic/professional certificates, the responsible staff in each Departmental General Office should check and inspect the original certificate(s) for qualification(s) that qualify the appointee for his/her research appointment,  as well as stamp and sign on the copy/copies of the certificate(s) after inspecting the original(s) [not applicable to part-time research personnel with offered average working hours of less than 19.5 hours per week (see Section C below for more details)].

2. Prior approval/endorsement should be obtained from the following authorities:
	Prior approval/endorsement should be obtained from
	DRC/ SRC
	HoD/ Dean of School
	FRC

	i) For new appointments with no special conditions/missing information

ii) For waiver of advertisement# and/or interview requirements

iii) For appointments of Student Assistant (advertisement and interview requirements are not applicable) 
	√
	
	

	If DRC/SRC Chair is one of the project team members
(Note: If both DRC/SRC Chair and HoD/Dean of School are project team members, please seek approval from the FRC/School Board Chair.)
	
	√
	

	For new appointments of research personnel who do not meet the academic qualifications/working experience requirements of the position
	√
	
	√

	For appointments of part-time research personnel who are receiving studentship/ financial assistance from PolyU ##
	√
	√
	


#
For appointments of non-local research personnel who have not worked in PolyU before, a waiver of the advertisement requirement is not allowed.

## 
If the appointee is a full-time PolyU Research Postgraduate (RPg) student, a duly completed Form GSB/61 Application for Undertaking Part-time Employment/Other Activities should accompany this Form.

Section A (To be completed by the PI.) (* Please delete as appropriate.)
1. Advertisement

	
	
	I have advertised the post on PolyU website/in local newspaper(s). The date of the advertisement was

.

	
	
	

	
	
	I would like to apply for waiving of the advertisement requirement with the following justification for the DRC/SRC’s 

	
	
	approval:


	
	
	


2. Recommendation for appointment (Please complete the details of the appointment.)

(a) Please tick one of the following boxes

	
	
	The recommendation below is the same as the original proposal.

	
	
	

	
	
	The recommendation below is different from the original proposal and approval has been sought from the DRC/SRC.

	
	
	


(b) I recommend the appointment / extension of the appointment* of:

	Name of the appointee: Dr / Mr / Mrs / Ms / Miss*
	

	
	

	It is planned that the candidate will / will not* contribute to the intellectual output from the relevant research (e.g. as a co-author in publications). Note

	
	

	Post title:
	

	
	
	
	
	
	

	Please provide explanation below if it is planned that the candidate will not contribute to intellectual output and yet he/she is appointed as research staff. Note

	

	
	
	
	
	
	

	Appointment period: 
	from
	
	to
	
	(please specify dates)


	
	Full-time employment: at a monthly salary of HK$ 
	
	

	
	

	
	Part-time employment: a maximum of
	
	hours during the appointment period at an hourly rate of 

	

	
	HK$ 
	
	(maximum 
	
	hours/week).


	The recommended appointee is required to work outside Hong Kong. [For Student Assistant (Part-time) only]

	

	
	
	Yes
	
	No


Note: The RC approved by circulation in July 2022 that if it is planned that the candidates WILL contribute to the intellectual output from the relevant research (e.g. as a co-author in publications), they should be appointed as Research Staff (i.e. Principal Research Fellow, Senior Research Fellow, Research Fellow, Research Associate, Research Assistant, Research Technical Assistant or  Research Administrative Assistant). However, if it is planned that the candidates WILL NOT contribute to any intellectual output, they should be appointed as Project Staff (i.e. Principal Project Fellow, Senior Project Fellow, Project Fellow, Project Associate, Project Assistant, Project Technical Assistant or Project Administrative Assistant).
(c) Nature of engagement of the appointee

The  appointee’s primary duties  for the recommended period of appointment in Section A2(b) are  /  are  not*   research/project-related    (including  those  relating  to teaching development).  
[With effect from 1 January 2015, temporary full-time staff members who have completed 24 months’ continuous service 
 in the University as research / project staff for research or research-related activities (including those relating to teaching development)
 for the same / different project(s) / department(s) will be eligible for the enhanced benefit provisions including 10% gratuity payment (subject to deduction of the total amount of contributions paid by the University to an Mandatory Provident Fund scheme in respect of the period of service concerned), medical and dental benefits under the University’s medical and dental benefit schemes and annual leave provision at the rate of 14 working days per year from the beginning of the 25th month of service onwards for their subsequent continuous service in the University as research / project staff for research or research-related activities and subject to the rules and regulations governing the provision of respective benefits.]

(d) Funding

	
	I confirm that the project has sufficient free balance to support the appointment [including the enhanced benefits as stated in Section A2(c) above if the appointee is eligible for such] and the project duration is long enough to cover the whole period of the appointment
.

	
	


3. I am aware of the immigration requirement of 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 a visa.

	
	

	
	The above appointee is a non-local candidate. I will ensure that the appointee has obtained the necessary visa to work in Hong Kong with PolyU before he/she starts working. I understand that prior permission from the Hong Kong Immigration Department is required for work visa holders to take up additional part-time appointment.

(N.B. Persons who are permitted to remain on visitor, student or employment conditions are not lawfully employable without first obtaining approval from the Director of Immigration. Please note that an employment visa allows the person to work only with the employer and for the appointment as approved by the Director of Immigration, but not other employers nor additional appointment(s) without the prior permission of the Director of Immigration. Application for permission from the Hong Kong Immigration Department on subsequent changes on the employment visa should be submitted at least four weeks prior to commencement of work. Please contact HRO if you are in doubt of the above or for further information.)

	
	


4. Others (Please tick the appropriate box(es) and provide justifications where appropriate.)

	
	(a)
	The DRC/SRC Chair is one of the project team members. (HoD/Dean of School’s approval is required.)

	
	
	

	
	(b)
	I apply for appointment of research personnel who do not meet the academic qualifications/working experience

requirements of the position.  (Please provide justifications for the DRC/SRC’s and FRC’s approval.)

	
	
	

	
	
	

	
	(c)
	I apply for appointment of part-time research personnel who is receiving studentship/ financial assistance from PolyU. (Please provide justifications for endorsement by the DRC/SRC and approval by the HoD/Dean of School.)

	
	
	

	Justifications:



5. Enclosure (Application with any omission of the required documents will not be processed by the DRC/SRC.)
	
	
	Interview report / I apply for a waiver of the interview requirement*

	
	
	(Please provide justifications for waiver of the interview for the DRC/SRC’s approval as appropriate.)

	
	
	

	
	
	

	
	
	Online job application form summary and Curriculum Vitae (for appointment of Project Personnel other than Student Assistant) or HR Form 7C (for appointment of Student Assistant)

	
	
	

	
	
	

	
	
	Copy of Student I.D. card (For appointment of Student Assistant only.)

	
	
	

	
	
	Form GSB/61 Application for Undertaking Part-time Employment/Other Activities (For appointment of part-time 

	
	
	research personnel who are full-time PolyU RPg students.)


6. Declaration by Principal Investigator (for extension of appointment/waiver of interview requirement)

	I have a / have had a / have not had any* relationship^, business or personal, with the recommended candidate that may

	constitute a conflict of interest^.  The relationship between myself and the candidate is / was*
	
	.


[^ For definition of relationship and possible conflict of interest, please refer to the “Regulation Governing Conflict of Interest” (HRO website  >> Staff Handbook >> General Rules and Guidelines).]
7. Remark (if any):

	


	Signature of Principal Investigator:
	
	
	Date:
	


**********************************************************************************************************************

Section B (To be completed by the approving authority.)  (* Please delete as appropriate.)
Approval by DRC/SRC Chair
I approve / do not approve* the recommendation as contained in Section A.

Remark (if any):

	


	Signature of DRC/SRC Chair:
	
	
	Date:
	


Approval by FRC/School Board Chair
I approve / do not approve* (please tick the appropriate box below):

	
	the proposed appointment of research personnel in view that both DRC/SRC Chair and HoD/Dean of School are project team members.

	
	

	
	the proposed appointment of research personnel who do not meet the academic qualifications/ working experience requirements of the position [Section A4(b)].

	
	


Remark (if any):

	


	Signature of FRC/School Board Chair:
	
	
	Date:
	


Approval by HoD/Dean of School 
	
	
	I approve / do not approve* the recommendation as contained in Section A as the DRC/SRC Chair is one of the project team members [Section A4(a)].

	
	
	

	
	
	

	
	
	I approve / do not approve* the proposed appointment of part-time research personnel receiving studentship/ financial assistance from PolyU [Section A4(c)].

	
	
	


Remark (if any):

	


	Signature of HoD/Dean of School:
	
	
	Date:
	


**********************************************************************************************************************

Section C (To be completed by the responsible staff in the Departmental General Office on/before the date of assumption of duty of the research personnel.) [Note: For part-time research personnel with offered average working hours of less than 19.5 hours per week, inspection of the original certificate(s) of their academic/professional qualification(s) could be waived but they are still required to provide a copy/copies of the certificate(s) for the qualification(s) that qualify them for the part-time research appointment (i.e. the minimum academic and/or professional qualification, where applicable, for the research appointment concerned, or a higher relevant qualification).]
	
	I have stamped and signed on the copies of the appointee’s original certificate(s) that qualify the appointee for the above research appointment after inspecting the original(s).

	
	

	
	

	
	I have collected a copy/copies of the certificate(s) for the qualification(s) that qualify the appointee for the above part-time research appointment (with offered average working hours of less than 19.5 hours per week). 

	
	


	Signature of Responsible Staff Member:
	
	
	Date:
	


�











� 	Taking reference to the arrangement for the University’s MPF membership, for “bona fide” break between appointments of less than 7 full days, the appointments are considered as continuous. No-pay leave period will not be counted as service in the University.


�    The 24 months’ continuous service includes temporary full-time appointments where primary duties are research/project related, e.g., services as Research Assistant Professor, Research Associate Professor.


� 	For research grants already committed or applications submitted before 1 March 2015, top-up funds from the Department may be used to cover the additional cost for the enhanced benefits provisions.










