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

Management of Normal Leave:
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Management of Sick Leave:

Notify Supervisor of n :
3 Application of
B absence before PPL To HR Officer:
= 10am cave Capture leave on PERSAL
E (Period of
being Sick)
A
Sick Leave Review j
Generate .
£ “Sick leave Shortfall |
B Re-Assignment”
& | No Sick leave
2 . ves Issues of sufficient?
g | concern? |
= I
o
v A
1
§ s | E If the user selects to spread the sick period between types
'..3 g Inform employee Capture at application, this will not occur.
o g and manage Notes of Concern No If the employee selects sick Iea\Je, and enters a period
: A | identified issues and Outcome on File more than available days, and with a comment, the HR
S officer will change the allocations after discussions with
= y employee
£ |
2 ' /
= Apply for // |
= v incapacity /
= | = leave? Assign Tnform Supervisor
= N " N Shortfall to and employee of
[=) Discuss application . . e T 0 |
N . Respective Available identified issues and
| with Supervisor and Leave facilitate
E I
mployee (If not Captured as management of
= Such) identified issue |
g | )
z |
o<
- I
Apply for Incapacity
Leave |
I )
K
— 0 . .
<
\
N\
N e Sick leave will be converted to annual leave.
e If there is not sufficient annual leave, the sick

leave will be converted to leave without pay.




Incapacity Leave:
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