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JOZINI LOCAL MUNICIPALITY
LEAVE PROCEDURE MANUAL INTERNAL CONTROLS

	NO
	CONTROL PROCEDURE
	RESPONSIBILITY
	TURNAROUND TIME
	FREQUENCY

	
	       A  ANNUAL LEAVE
	
	
	

	1
	The employee desiring to take annual leave must submit a written request in a prescribed leave form to his / her immediate supervisor  , stating the number of days desired
	Employee who wants to take annual leave
	
	When the employee wants to take annual leave

	2
	[bookmark: _GoBack]The immediate supervisor should take the leave form and inform the employee on decision taken whether approved or disapproved ( which must  not be apieled)  
	Immediate Supervisor/ Employee
	Immediately after the employee has submitted the leave form to the immediate supervisor for approval / disapproval
	On going

	3
	If approved, the immediate supervisor takes the annual  leave form back to the employee 
	Immediate Supervisor/ Employee
	Immediately after the immediate supervisor has approved the annual leave form
	On going

	4
	The employee takes the leave form approved by his / her  immediate supervisor to the HOD
	Employee / HOD

	Immediately after the HOD has approved the annual leave form
	On going

	5
	The employee takes the annual leave form to HR Department
	Employee
	Immediately after receiving the approved leave form from the HOD 
	On going

	6
	The HR Clerk captures the leave form in the VIP system
	HR Clerk 
	Within a week after receiving the approved annual leave form from the employee
	On going

	7
	The HR Manager shall send the leave report to Departmental Heads every month after closing of salary run
	HR Manager
	Every month after the salary pay run
	On going

	8
	The HR Clerk shall ensure that the annual leave form is kept in an employee’s personal file
	HR Clerk 
	Immediately after the leave form has been captured
	On going
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JOZINI LOCAL MUNICIPALITY
LEAVE PROCEDURE MANUAL INTERNAL CONTROLS

	NO
	CONTROL PROCEDURE
	RESPONSIBILITY
	TURNAROUND TIME
	FREQUENCY

	
	       B  SICK LEAVE
	
	
	

	1
	The employee shall make means to immediately inform the immediate supervisor about his / her illness
	Employee 
	
	When the employee is absent due to ill-health

	2
	Upon returning from work, the employee shall submit the sick leave form to his / her immediate supervisor with attached sick note if the employee was absent from work for more than two (2) days 
	Employee
	Immediately after returning to work
	On going

	3
	The immediate supervisor should approve the sick leave form and take it back to the employee
	Immediate supervisor
	Immediately after the supervisor has approved the sick leave form
	On going

	4
	The employee takes the sick  leave form approved by his / her  immediate supervisor to the HOD
	Employee / HOD

	Immediately after the HOD has approved the sick leave form
	On going

	5
	The employee takes the sick  leave form to HR Department
	Employee
	Immediately after receiving the approved sick leave form from the HOD 
	On going

	6
	The HR Clerk captures the sick leave form in the VIP system
	HR Clerk
	Within a week after receiving the approved sick leave form from the employee
	On going

	7
	The HR Manager shall send the leave report to Departmental Heads every month after closing of salary run
	HR Manager
	Every month after the salary pay run
	On going

	8
	The HR Clerk shall ensure that the sick leave form is kept in an employee’s personal file
	HR Clerk
	Immediately after the sick leave form has been captured
	On going
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JOZINI LOCAL MUNICIPALITY
LEAVE PROCEDURE MANUAL INTERNAL CONTROLS
	NO
	CONTROL PROCEDURE
	RESPONSIBILITY
	TURNAROUND TIME
	FREQUENCY

	
	       C  COMPASSIONATE LEAVE
	
	
	

	1
	The employee shall make means to immediately inform the immediate supervisor about his / her reasons of absence
	Employee 
	
	When the employee is absent due to family responsibility 

	2
	Upon returning from work, the employee shall submit the compassionate  leave form to his / her immediate supervisor with attached supporting documents e.g. death certificate
	Employee
	Immediately after returning to work
	On going

	3
	The immediate supervisor should approve the compassionate leave form and take it back to the employee
	Immediate supervisor
	Immediately after the supervisor has approved the compassionate  leave form
	On going

	4
	The employee take the compassionate leave form approved by his / her  immediate supervisor to the HOD
	Employee / HOD

	Immediately after the HOD has approved the compassionate leave form
	On going

	5
	The employee takes the compassionate  leave form to HR Department
	Employee
	Immediately after receiving the approved compassionate leave form from the HOD
	On going

	6
	The HR Clerk captures the leave form in the VIP system
	HR Clerk 
	Within a week after receiving the approved leave form from the employee
	On going

	7
	The HR Manager shall send the leave report to Departmental Heads every month after closing of salary run
	HR Manager
	Every month after the salary pay run
	On going

	8
	The HR Clerk shall ensure that the leave form is kept in an employee’s personal file
	HR Clerk
	Immediately after the leave form has been captured
	On going



Page 4 of 5

JOZINI LOCAL MUNICIPALITY
LEAVE PROCEDURE MANUAL INTERNAL CONTROLS
	NO
	CONTROL PROCEDURE
	RESPONSIBILITY
	TURNAROUND TIME
	FREQUENCY

	
	       A  MATERNITY LEAVE
	
	
	

	1
	The female employee desiring to take maternity leave must submit a written request in a prescribed leave form to her immediate supervisor , thirty days before commencement of leave and stating the number of months desired
	Female employee who wants to take maternity leave
	
	When the female employee wants to take maternity  leave

	2
	The immediate supervisor should approve the maternity leave
	Immediate Supervisor/ Employee
	Immediately after the employee has submitted the maternity  leave form
	On going

	3
	The immediate supervisor takes the maternity leave form back to the employee 
	Immediate Supervisor/ Employee
	Immediately after the immediate supervisor has approved the maternity leave form
	On going

	4
	The employee take the compassionate leave form approved by her  immediate supervisor to the HOD
	Employee / HOD

	Immediately after the HOD has approved the maternity leave form
	On going

	5
	The employee takes the maternity leave form to HR Department
	Employee
	Immediately after receiving the approved maternity leave form from the HOD 
	On going

	6
	The HR Clerk captures the maternity leave form in the VIP system
	HR Clerk
	Within a week after receiving the approved leave form from the employee
	On going

	7
	The HR Manager shall send the leave report to Departmental Heads every month after closing of salary run
	HR Manager
	Every month after the salary pay run
	On going

	8
	The HR Clerk shall ensure that the leave form is kept in an employee’s personal file
	HR Clerk 
	Immediately after the leave form has been captured
	On going
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