
Process Flow: Payment of Staff Tuition Rate on behalf of employee 

Department Human Resources Finance
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EE & LM agree development as explicit requirement for position

HOD approves 
recommendation?

HOD informs LM

LM informs EE

ED / Dean approves 
recommendation?

No Yes

Acronym key

ED: Executive Director
EE: Employee
HOD: Head of Department
HR: Human Resources
LM: Line Manager
SLC: Staff Learning Centre

Head: SLC reviews 
recommendation for completeness

ED:HR approves 
recommendation?

Yes

Head: SLC informs EE  and LM  
ED:Finance approves 

recommendation?

Yes

No

No

Head: SLC informs EE  and LM 
and requests Bursary Agreement  

Yes

LM forwards Student Number, Bursary Agreement 
and Journal Transfer form to Head: SLC 

LM co-signs Bursary Agreement form

EE completes Bursary Agreement form

EE registers for course

EE applies for course

LM completes Journal Transfer Forms 

EE attends course

HR Administration 
recovers loan amount

LM forwards Conversion of Bursary Agreement 
into Loan form to HR Administration 

Employee defaults on bursary agreement

LM informs employee of pending enforcement

HR Administration refund 
money to Department

LM completes Conversion of Bursary Agreement 
into Loan form 
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Head: SLC reviews documentation 
for completeness

Head: SLC 
forwards 

documentation to 
HR Administration

HR Administration 
file documentation

HR Administration 
capture Bursary 
Agreement form

Head: SLC 
arranges 

funds transfer

Fees office runs SAP/
Peoplesoft interface

No
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