Personal documents required to accompany all applications:

1.1
Copies of all pages of the passport.

1.2
Medical Certificate

· The medical certificate is valid for a period of six months only;
· This certificate must be completed by a medical doctor.
Examination can be done abroad or in the Republic;

1.3
Radiological report

· The report is valid for a period of six months only;
· This report must be completed by a radiologist;
· The certificate is for all persons over the age of 12 but excludes pregnant women provided that a letter in support is provided;

· Examination can be done abroad and in the Republic.

1.4
Birth certificate

· Copies of the certificate are required  - you might be requested to present the original on the day of submission;

· All certificates not in English are to be translated by a certified translator and the translation is to accompany the copy of the original certificate. 

1.5
Documentation pertaining to marital status:

· Copy of the marriage certificate - presentation of the original on the day of submission might be required.

AND/OR:

· Where applicable, a divorce decree (to be accompanied by all relevant court orders pertaining to maintenance and child support);

· Where applicable, life partner and cohabitation affidavit;

· Where applicable, death certificate in respect of a deceased spouse;

· Where applicable, legal separation orders.

Note:   Certificates not in English are to be translated by a certified translator and the translation is to accompany the copy of the original certificate. 

1.6
Police clearance certificate

· Police clearance certificates are required for all persons over the age of 18;

· A police clearance certificates is valid for a period of six months only;
· Police clearance certificates of all the countries the applicant has resided in for a period longer than 12 months are required;

· If the applicant has resided in the Republic for a period longer than 12 months, a police clearance certificate is required from the Republic.

· Copies of the certificates are required - presentation of the originals on the day of submission might be required.

· All certificates not in English are to be translated by a certified translator and the translation is to accompany the copy of the original certificate. 

1.7
Qualification certificates

· Copies of the certificates are required – presentation of the originals on the day of submission might be required;

· All certificates not in English are to be translated by a certified translator and the translation is to accompany the copy of the original certificate. 

1. WORK PERMITS

2.1 General work permits 

Section 19(2)
Requirements in addition to section 1 above:

2.1.1 Proof of financial means in the form of

· bank statements

· cash available, or travellers’ cheques:

to cover envisaged living expenses until the applicant receives a salary;

2.1.2 A cash deposit of a value equivalent to a return ticket;

2.1.3 Contract of employment signed by both applicant and the University;

2.1.4 SAQA Evaluation of qualifications

· Please note that for the evaluation, the copies of the transcripts should accompany copies of qualifications;

· Please visit the SAQA website for further information www.saqa.org.za
2.1.5 Extract from the database of a benchmarking organisation stipulating the salary earned by employees occupying similar positions in the Republic:

this can be obtained from the University

2.1.6 The original advertisement of the post/position as it appeared in the national printed media. The advertisement must comply with regulation 16(5) in that it should: 
· Reflect the full particulars of the relevant newspaper or magazine as well as the date on which the advertisement appeared; 
· Stipulate the minimum qualifications and experience required to fill the position; 
· Clearly define the position and the duties to be performed; 
· Measure at least 60mm by 60mm;
· State the closing date for applications; 
· Not be older than three months at the time of application for a work permit. This period is calculated from the closing date of the advert; 
2.1.7 Proof that all short-listed candidates have been interviewed in terms of regulation 16(4)(d) 
· A list of all the short-listed candidates interviewed can be obtained from the University. Please contact the Assistant to the Director: Human Resources (x8113) or hr@ru.ac.za for assistance in this regard.
2.1.8 A letter of motivation from the University as required in regulation 16(4)(d) 
· Please contact the Assistant to the Director: Human Resources or hr@ru.ac.za for assistance in this regard.
2.1.9 Full particulars of the University and proof of registration with the Registrar of Companies

· Please contact the Assistant to the Director: Human Resources (x8113) or hr@ru.ac.za for assistance in this regard.
2.1.10 All prescribed personal requirements in respect of family if spouse and children wish to accompany applicant as per 1 above.

2.2. Exceptional skilled work permits

Section 19(4)

Requirements in addition to section 1 above:

2.2.1 A letter from a South African or international organ of state or from an established South African academic, cultural or business body, confirming the extraordinary skills or qualifications of the applicant;

2.2.2 Testimonials and reference letters from previous employers;

2.2.3 A comprehensive CV;

2.2.4 Proof to substantiate exceptional skill or qualifications such as publications and testimonials;

2.2.5 A letter of motivation indicating that the exceptional skill possessed by the applicant will be of benefit to the South African environment in which the person intends to operate.

2.3 Quota work permits 

Section 19(1)
Requirements in addition to section 1 above:

2.3.1 SAQA Evaluation of qualifications

· Please note that for the evaluation, the copies of the transcripts should accompany copies of the qualification;

· Please visit the SAQA website or further information www.saqa.org.za
2.3.2 Confirmation of the required experience for the occupation according to the quotas issued by the Department of Home Affairs annually.

2.3.3 For each profession on the quotas released by the Department the applicant is required to register at the appropriate council/board.

2.3.4 Within 90 days of admission, the holder of a quota permit shall submit to the Director-General confirmation of having secured employment within the category or class contemplated in section 19(1) of the Act and within every 12 months thereafter, confirmation of continued employment within that category or class.

2. TAXATION: 

The visiting lecturer should be advised to ascertain with their own country’s taxation authorities to determine the treatment of taxation for the period they will be in the Republic of South Africa. Usually, payments of this nature are taxed at 25%. However, there is a treaty in place which provides for non-taxation of persons from certain countries, where it has been determined which of the two (or more) countries is to be regarded as the “country of preference”. Unless a document is received from the taxation authority (from their country of origin) which indicates otherwise, the payments to the visiting lecturer for work performed, will be taxed at the rate of 25%. Additional information with regard to taxation of internationals can be obtained from the SARS website at: www.sars.gov.za  

3. BANKING:

It is recommended that the visiting lecturer open a bank account locally as they will be paid in South African rand.  However, should the person require transfer of the payment to a bank abroad, there are significant costs involved and delays in transferring the funds.  Please contact the Finance office for further information.

4. INSURANCE:

The letter of offer to the prospective visiting lecturer will indicate that they are required to confirm in writing that they accept the terms of the agreement. This includes that they agree to obtain medical cover and other relevant insurance for the duration of the visit, as the University will not accept liability for such costs. The visitor will be required to supply this confirmation within three weeks of the date of the letter but no later than prior to departure for the Republic. 

