
Incident is created with ICT Services 
to create a surname email address 
for the postdoctoral fellow. 

Please attach the following 
to the admission document꞉
• PhD certificate   • Copy of passport

An international postdoctoral fellow may now request 
a letter for the embassy to assist with the visa application. 
Contact Jeanne Niemann (niemannaja@ufs.ac.za) at the 
Office for International Affairs.

Postdoctoral fellow proceeds to 
Card Division for an access card.

POSTDOCTORAL ADMISSION AND REGISTRATION PROCESS 

DRD ‑ Directorate Research Development

Inspiring excellence, transforming lives 
through quality, impact, and care.

www.ufs.ac.za

Position is advertised by the relevant 
department; an annual call is available via 

DRD for positions ‑ SARS ruling states that all 
postdoctoral positions should be advertised.

Selection process is done by a committee
convened by the DRD.

Suitable candidate is identified, DRD will 
send an offer letter to the candidate.

Mandy Jampies | Postdoctoral Fellow co‑ordinator UFS  |  T꞉  +27 51 401 9725  |  E꞉ jampiesmg@ufs.ac.za

Postdoctoral fellowship is accepted 
by the candidate.

Documents for admission and 
contract are sent to the fellow from 

the DRD office (Mandy Jampies).

Submit all completed documents 
to Mandy for verification 

and approval.
Documents are sent to admissions 

to be processed.
Admissions to be handled by Mandy.

Postdoctoral fellow is activated 
in relevant faculty and student 

number is created.
Registration process 

is completed (Mandy).

Postdoctoral fellow 
arrives on campus.

Payment process starts.



RENEWAL PROCESS AND RE‑REGISTRATION OF CURRENT POSTDOCTORAL FELLOWS

Request an Annual 
Progress Report 

from all 
postdoctoral 

fellows.

Annual progress 
report is submitted 

annually to DRD 
in October. 

South African 
postdoctoral fellows 

submit a 
registration form.

Get approval from 
SAS to register first 

working day in 
January and request 

for postdoctoral 
modules to be 

activated.

Letter is sent to the
 postdoctoral fellow explaining 

the discontinuation 
of his/her fellowship.

Has the 
postdoctoral 

fellow met all the 
requirements 
for renewal?

YES

Postdoctoral 
fellows are informed 

of the renewal.   

Submit the 
documents to 
the Office for 

International Affairs 
in December

(done by 
Mandy Jampies).

Blocks are removed 
by Jeanne Niemann 
from the Office for 

International 
Affairs.

Postdoctoral fellows 
must submit all 

relevant documents 
for re‑registration 

in the new year.

Meetings with 
stakeholders 

regarding 
registration in 
the new year.

NO

International postdoctoral 
fellows submit꞉
• Registration form
• Valid visa
• Medical aid 
  (valid for 12 months)
• Passport

Postdoctoral fellow 
is registered annually 
on the first working 

day of January.
 Payment process 

starts.

Ensure that 
the Office for 

International Affairs 
is available in January 

to remove the 
international blocks.



PAYMENT PROCESS FOR ALL POSTDOCTORAL FELLOWS AT THE UFS

POSTDOCTORAL FELLOW 
REGISTERED AT THE UFS

Payments are scheduled for 
every three months from the 
month of arrival and are tax free.

NB ‑ On the bursary award document 
completed in Step 1, the date is usually 

the first of the month, e.g., 1 April. 
Payment will then be made by 25 March.  

Complete a 
bursary 

award form.

Form is 
completed by 

Mandy Jampies.

Form is 
sent to HOD 
for approval.

HOD and 
Mandy Jampies 

sign off on 
the form. Stipend is paid 

via tuition fees 
because it is 

tax free.

Tuition fees 
process the form ‑ 

funds are 
transferred to 

student account.

Funds will reflect in 
the postdoc's bank 
account two to five 

working days 
after banking details 
have been submitted.

Fundi (Lillian) 
will contact the 

postdoc for 
banking details.

Payment 
received.

Who is Fundi?

�e UFS and other institutions 
have officially contracted 
Fundi to pay allowances 

and/or credit balances on 
student accounts to students.

Voucher is 
created 

for Fundi.
Postdocs must please 

ensure that their 
email and cell number
are correct and active.

Lillian at Fundi will confirm 
payment date once all the 
details have been loaded.

Voucher is sent 
to Fundi for 
processing.
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