
Annexure E (Leave Processes: Normal, Sick & Incapacity) 

Management of Normal Leave: 

Capture Leave 
Application 

Employee will select from:
• Annual Leave
• Family responsibility leave
• Study leave
• Maternity/Paternity Leave
• Sick Leave (May attached documents such as sick notes If absent 

for 3 days or more, the doctor s note must be attached.)

System Should display leave days available and a warning if leave taken 
in excess of days available.

For sick leave, if days exceed available balance, employee may capture 
leave under other categories. Else, allow employee to capture reasons, 
to be used in Sick leave Review
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Sick Leave Review
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Management of Sick Leave: 
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absence before 

10am
(Period of 
being Sick)
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To HR Officer: 
Capture leave on PERSAL

If the user selects to spread the sick period between types 
at application, this will not occur. 
If the employee selects sick leave, and enters a period 
more than available days, and with a comment, the HR 
officer will change the allocations after discussions with 
employee
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Sick Leave Review

• Sick leave will be converted to annual leave. 
•  If there is not sufficient annual leave, the sick 

leave will be converted to leave without pay.  
 

 

 

 

 

 

 

 



Incapacity Leave: 

 

Apply to HR

Prepare application 
for incapacity leave

Generate 
 New Incapacity 

Leave Application  
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Review application

Pass Review?

Generate 
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Reviewed  
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Assess application 
for validity

Capture application 
on PERSAL and 

allocate case number

Generate 
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Recommendations 

and Submit

Generate 
 Incapacity Leave 

Application – 
Recommendations  

Notification

Approvals

Capture  incapacity 
leave on PERSAL

Mark as Captured 
and Completed.

Generate 
 Incapacity Leave 

Application – 
Cpmpleted  
Notification

Review Notification

Review Notification

No

Yes

Yes

No

Yes

Generate 
 Incapacity Leave 

Application – 
Approval Req.  

Notification

E
m

p
lo

ye
e

H
R

D
e

le
ga

ti
o

n
 o

f 
A

u
th

o
ri

ty
Sy

st
em

No

Su
p

e
rv

is
o

r
H

e
al

th
 R

is
k 

M
a

n
ag

e
r

D
M

R
: 

H
R

 A
d

m
in

 a
n

d
 P

ra
ct

ic
es

 –
 A

p
p

li
ca

ti
o

n
 o

f 
In

ca
p

ac
it

y 
Le

av
e

 
 

 


