Process Flow: Funding Expensive Non-Formal Development (>R25 000)

Department Finance Human Resources
Employee and LM agree non-formal
development as explicit requirement Acronym key
for position
¢ ED: Executive Director

HOD: Head of Department

LM makes recommendation to HOD HR: Human Resources
LM: Line Manager

Non-formal learning and
1 development interventions
No are short skills courses
offered either internally or
Yes externally. Typically are for a
v shorter duration (less than 3
months). Tend to specifically
address one particular skill
or competency, and may or
may not be assessed and
certified. Normally used for
Position-Related needs.
. Intervention is ultimately for
No— HOD informs LM UCT's benefit. (E.g. First Ad,
MS Word or Presentation
Skills courses).

HOD approves
recommendation?

HOD makes recommendation
to ED/Dean
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ED/ Dean approves
recommendation?
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| Dean informs HOD |

y

| HOD informs LM |

v

| LM informs employee |

LM informs
employee

Employee completes Declaration of
Obligation form
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LM co-signs Decflaratlon of Obligation R LM arranges - payment to provider
om purchase order per Finance Signatory

\_{\ Guidelines

LM forwards Declaration of Obligation
form to HR Administration Employee attends

Application, approval and implementation

Creditors makes

course

HR Administration capture
Declaration of Obligation
form

v

HR Administration file
Declaration of Obligation
form

y

| Employee defaults on declaration of obligation |

y

| LM informs employee of pending enforcement |

y

LM completes Conversion of Declaration of
Obligation into Loan form

y

LM forwards Conversion of Declaration of HR Administration
Obligation into Loan form to HR Administration recovers loan amount
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HR Administration refund
money to Department

Defaults on bursary agreement
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