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(s) ESS

I |
»

Submit
Authorized Leave
Form to Payroll

Manual form for
employees that do
not have access to ESS

system

Handover book
signed/ through
Manager's email

Employee

: Process Sick Leave (BCEA Employees)
: Mohammed Altamush Khan

. 4/5/2023
: 0.00 Per Second

Version: 1

s

Report any
irregularities

HRBus Partner

HR Bus Partner

Authorization: Authorized

Date: 7/12/2023

Owner: Mandy Jessica Kendall

ESS synchronizes
Check dates & Approve or with the Payroll Audit
supporting Checks dedline leave system Conduct audit on u " "
dcouments complete application supporting complete
documents —’X
Supporting documents:
Sick Leave - Sick Note from
registered medical
Direct Manager practitioner Manager HR Bus Partner
Family Responsibility Leave -
(s) ESS Death Certificate/ Medical ESS
Certificate
T
6
eriy Pocuments Conemaroyee Payeol File leave form compite
verified ploy updated manually p
documents leave screen
submitted — X

HR Bus Partner

O Actions

Diagram Version: 1

Cost Per Second: $ ,3.5,E-0317

Review Date: None

F.T.E.: 0.00

@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



E

spouse gives

- »

Title
Author
Date
Volume

mployee or

birth

Notify Manager/
HR of Maternity/
Paternity Leave

Management
Notified

New Landing Page - Level 1.2.2.1.1.2.25.6

Process Maternity/Paternity Leave

Complete
documentation

Employee

Documentation
ready

Process the leave
days & % salary
allocation for the
month

Allocation
complete

Compute
maternity &
claim from UIF

Employee

HR Bus Partner

HR Bus Partner

. Process Maternity/Paternity Leave
: Mohammed Altamush Khan

. 4/5/2023
: 0.00 Per

Second

Authorization: Authorized

Date: 7/12/2023

Cost Per Second: $ ,3.5,E-0317

Owner: Mandy Jessica Kendall

NBCRFLI - 33% for 4
months
BCEA - 0% for 4
months
0% for 10 consecutive
days

Computation
done

Version:

HR Bus Partner

Diagram Version: 1
Review Date: None

F.T.E.: 0.00

File manually
and
electronically

Filing
complete

4’X

HR Bus Partner

O Actions
@ Change Log

O Feedback
O Keywords

1

O Change Requests ® Read Only



Issue with the

pay Notify ﬂR &
submit

supporting

documents

Employee

=

Documents
submitted

Process Queries

Occurs after pay date

Bus Unit Mngr

Correct query on
employee
payslip screen
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HR Bus Partner

GM:HC

Version: 1

Send to FIN for
payment

Request sent

GM:HC

HR Bus Partner

Title: Process Queries

Author: Mohammed Altamush Khan
Date: 4/5/2023

Volume: 0.00 Per Second

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

Print new payslip
& distribute to
employee

HR Bus Partner

GM:HC

Correction Submit to GM:HC Submitted for
done forapproval approval
HR Bus Partner
Distribution Update Payroll Report
done Pack Report updated
"X
HR Bus Partner
GM:HC
Owner: Mandy Jessica Kendall C Actions O Feedback

Diagram Version: 1

Review Date: None
F.T.E.: 0.00

@ Change Log O Keywords
O Change Requests ® Read Only
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m Process (Documents, Items) Distribution

-Pay slips

-Vitamins

-Benefits
communication

- Annual update forms

Payroll Q
Drzlr‘.ises(\‘ng Collate Documents Prepare checklist Preparation Send via waybill Documents send email to
documents by sorted complete tolocation/ sent confirm waybill
department branch/ Inhouse Y
number
HRAdmin HR Admin HRAdmin HRAdmin
Email sent

Bus Unit Mngr Bus Unit Mngr HR Admin

Title: Process (Documents, Iltems) Distribution
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1

Date: 4/5/2023 Date: 7/12/2023 Review Date: None
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Distribute Filing
documents & get Acknowledge Forward signed Documents File manually & I
employee sign ment done AOR to HR Admin forwarded electronically complete
receipt X

Owner: Mandy Jessica Kendall

O Actions
@ Change Log

Version: 1

O Feedback
O Keywords

O Change Requests ® Read Only
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Author
Date
Volume
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Process Payslips

oo + A‘;T:nfga” ayslips + Sorting
d'\s;\i(;u‘;son Process Payslips employees disribution Process Pavs\ivps complete
O [ B
(s)ESS HRAdmin

. Process Payslips Owner: Mandy Jessica Kendall
: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1
. 4/5/2023 Date: 7/12/2023 Review Date: None
: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Version: 1

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



Payslips
distribution

New Landing Page - Level 1.2.2.1.1.2.33.3

2nd/ last day of the
month

Import pay slips

» from Payroll

System to ESS

Process Payslips for employees with email

6

Import
complete

-

Generate auto
email after
upload/import

GM:HC

(s) ESS

Title: Process Payslips for employees with email
Authorization: Authorized
Date: 7/12/2023

Cost Per Second: $ ,3.5,E-0317

Author: Mohammed Altamush Khan
Date: 5/10/2023
Volume: 0.00 Per Second

Auto email
sentto
employees

Owner: Mandy Jessica Kendall

Diagram Version: 1

Review Date: None

F.T.E.: 0.00

Version: 1

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



New Landing Page - Level 1.2.2.1.1.2.33.4 Version: 2

m Process Payslips for non-email employees

2nd/ last day of the
month

; Q Import Sorting
d'\sP:'\#SL:tpison print payslips complete ds:rtasper’ complete Lk Tor
from payroll partment Process.
I | inbuon
Title: Process Payslips for non-email employees Owner: Mandy Jessica Kendall C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 2 @ Change Log O Keywords
Date: 5/10/2023 Date: 7/12/2023 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Payroll
processing
closed

PN,

Title: Process Payroll Reports
Author: Edwin Ramos

Date: 4/5/2023
Volume

|

Prepare Payroll
Packs

New Landing Page - Level 1.2.2.1.1.2.34

Packs include:
1. Nett Salary Variance
2. Variance Total Summary
3.12 MR Variance on all
4. Leave Provision / Days Due
5. Employee Movements
6. Payroll (all levels)
7.Unions
8 Overtime Reports
9. Employee Headcount

=

Packs ready

Review Payroll
Packs for:
- SLISA
- Tirisano

HR Bus Partner

GM:HC

: 0.00 Per Second

- Mellets

Process Payroll Reports

1st Review
)

Review
complete

=

Review Payroll
Packs for:
- NamLog/SLISA

2nd review
complete

GM:HC

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

CFO

Send Payroll
Packs for
payment

Packs sent

Version:

CFO

Owner: Mandy Jessica Kendall

Diagram Version: 1
Review Date: None
F.T.E.. 0.00

Upload export
files from Payroll
to Bank

Upload
complete

4’)(

HR Bus Partner

Group Fin Acc

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only
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m Process Payroll Changes

Signed-off & approved documents to support the changes:
- Bank detail changes
- Promotions & Demotions
- Salary Increases - CTC/ NBCRFLI
- Department Transfers
- PDP/ Passport Renewals

ot o O e
Ly g - x
Title: Process Payroll Changes Owner: Mandy Jessica Kendall C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 4/5/2023 Date: 7/12/2023 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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Employee Relations

Disciplinary

Incident
i closed notice issued Link To:
Incident * Employee * Process
occured Absent Disciplinary
Process 4’)( Hearing
Employee Process Abscontia
—_—p Relations Y
X Link To:
—_———»
Process
N Employee - Employee Empl(lwee
IR Officer informed of IR Officer reported on- Relations
outcome duty
HR Bus Partner HR Bus Partner
Referral form Settlement Referral f
7.11submitted complete 2 iserr; 'Ttmd
by ex- .13 submitte:
empy\oyee/ * by ex-employee/ * Case closed
. ) 4“ Union rep within
Union rep Process Dispute 90days of non Process
within 30 days i
v Resolution resolution Arbitration
(External) o———— » ¥
_——p
Referral to
arbitration

Title: Employee Relations

Author: Mohammed Altamush Khan

Date: 3/1/2023
Volume: 0.00 Per Second

HR Bus Partner HR Bus Partner

Owner: Mandy Jessica Kendall

Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

O Actions
@ Change Log

Version:

O Feedback
O Keywords

1

O Change Requests ® Read Only
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Process Employee Relations

Disciplinary
documents as per
coc:
1-Counseling form
2-Verbal Warning -
valid 3months
3- Written wamning -
valid 6months
4- Final warning - valid
12months

Version:

For Misconduct -
Employee to provide
statement
For Poor Performance -
Bus Unit Mngrto provide
poor performance JD or
targets
For Incapacity - Medical
reasons & doctors reports,
company JD requirement

Incident
N Incident P 5- Disciplinary notice inci
Register the Forward incident ture incident captured o
Incident incident on the registered reportto IR (To attend Poor MS Teams IR ’ Revsj‘e:;‘;?‘z;em
occured incident report officer & HRBP performance enquiry/ report i
To attend Incapacity supporting
B Enquiry/To attend documents Supporting
misconduct enquiry)
Bus Unit Mngr Bus Unit Mngr IR Officer IR Officer File Manually &
Electronically
(s) E-mail R Bus Partner HR Bus Partner
Q Disciplinary Signed copy Q Incident
Che-ck‘pr‘evious Records Draft disciplinary document Review, sign and returned closed
disciplinary checked document and forwarded ser‘nd back the Update IR report
records forward for final copy and file records
» approval ’X
IR Officer IR Officer Bus Unit Mngr IR Officer

HR Bus Partner

Title: Process Employee Relations
Author: Mohammed Altamush Khan

Date: 3/15/2023

Volume: 0.00 Per Second

Authorization: Authorized
Date: 7/12/2023

HR Bus Partner

Disciplinary
notice approved

* Employee

HR Bus Partner

Cost Per Second: $ ,3.5,E-0317

informed of
Process outcome
Disciplinary
Hearing .X
IR Officer

Owner: Mandy Jessica Kendall
Diagram Version: 1

Review Date: None
F.T.E.: 0.00

HR Bus Partner

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



Volume

Disciplinary
notice
approved
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Process Disciplinary Hearing

Hearing held inline with
labour relations act (Code of
good conduct schedules)
Employee may request
interpreter- IR officer/HRBP
will organize representative
and confirm prior to hearing

staff found
guilty

h 4

Version: 1

Submit mitigating
10 aggravating

IR Officer

HR Bus Partner

Arrange venue & Venue & Not\fvemeonee Employee
chairperson chairperson 4 hrs priorto notified
P " hearing Conduct hearing
confirmed
IR Officer IR Officer Chairperson
HR Bus Partner HR Bus Partner After dismissal - no
internal appeal Submission complete
process.
Q employee
Subm'\; ) Submission Draft relevant informed of
recommenv ation complete documents and outcome
on sanction inform employee
of outcome —»(
Chairperson IR Officer

Title: Process Disciplinary Hearing

Author
Date: 3/15/2023

: 0.00 Per Second

: Mohammed Altamush Khan

Authorization: Authorized
Date: 7/12/2023

HR Bus Partner

Diagram Version: 1

Cost Per Second: $ ,3.5,E-0317

Owner: Mandy Jessica Kendall

Review Date: None
F.T.E.: 0.00

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only
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Conduct hearing

Employee
found guilty

X

Employee not

guilty X

Request Assess &
Mitigating & Handover verdict
One stage Aggravating of non prejudicial
approach Factors Request made nature
[N, _——»
Chairperson Chairperson
Employee not
‘ guilty
Process Poor 'X
Incapacity Performance
identified Hearing (Sch 9)-
N Incapacity Employee
found guilty
Facilitator
IR Officer

HR Bus Partner

Title: Conduct hearing

Author: Mohammed Altamush Khan

Date: 3/15/2023
Volume: 0.00 Per Second

Employee
notified

If guilty then only
mitigating &
aggravating factors
will be requested

Employee
Two stage Assess & found guilty
approach handover verdict
—_— >
Chairperson
Process Employee
Incapacity found guilty

Hearing (Sch 10 &

—  » 11)lllHealth

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

g

Facilitator

Owner: Mandy Jessica Kendall

Diagram Version: 1
Review Date: None

F.T.E.: 0.00

Version: 1

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only
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Monitor
Improvement -6
months

Process Poor Performance Hearing (Sch 9)-Incapacity

Monitor
improvement - 12
menths

Version: 1

D No - -
. . . Notify employee Employee Conduct initial
Issue Counseling Counseling Issue written Ist warning Issue final improvement ffvh dp\\{j notified hearing & K
Incapacity 1 i d writte n warnin, i of schedule earing & make
toEmployee done warning if no etterissues g noticed after N .
|dentified g ifno final A hearing recommendation
improvement . inalwaming
_ > improvement
IR Officer IR Officer IR Officer IR Officer Final Facilitator
recommendation
HR Bus Partner HR Bus Partner HR Bus Partner made
Conduct followup Execute
hearing to assess Recommendations disciplinar Employee
recommendation not acheived plinary found guilty
" action
s compliance
—»
Facilitator Facilitator

Employee not
guilty

X

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only

Owner: Mandy Jessica Kendall
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Title: Process Poor Performance Hearing (Sch 9)-Incapacity
Author: Mohammed Altamush Khan Authorization: Authorized
Date: 3/15/2023 Date: 7/12/2023
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317



Title
Author
Date
Volume

Employee

-

Conductinitial
hearing and
request reports
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Process Incapacity Hearing (Sch 10 &11)-1ll Health

Company may request

independent doctor

tomake adecision of
illness

Reports
requested

Facilitator

Conduct followup
hearing & assess
nature of illness

i

Recommendations
made are based on
Nature of Iliness
(Permanent or
Temporary)

assessment
complete

Facilitator

: Process Incapacity Hearing (Sch 10 &11)-lll Health
: Mohammed Altamush Khan

- 3/15/2023
: 0.00 Per Second

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

Recommendation For
Permanent : Dismissal,
Demotion, Alternate
Position,Adjustment to work
Recommendation For
Temporary: Adjustment to
work, demotion, alternate

position
-EX‘ECI‘IIG Employee
Disciplinary found guilty
Action
Facilitator

Owner: Mandy Jessica Kendall

Diagram Version: 1
Review Date: None

F.T.E.: 0.00

Version: 1

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



Day 1

Managerto try
and get hold of
the employee
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Day 2

Process Abscontia

Day3,4&5

Issued via SMS &
registered mail

Day 5

Version: 1

Disciplinary
notice issued

Employee Q Absenteeism Q Report Q Staff not en- Q

absent reported updated duty
Report employee Check attendance
absenteeismto IR and send SMS to

» Officer employee

Link To:
Process
Disciplinary
Hearing

Issue disciplinary
hearing notice to
employee

Check attendance
& update report

IR Officer IR Officer

Bus Unit Mngr Bus Unit Mngr

HR Bus Partner HR Bus Partner

Employee
reported on-
duty
Link To:
Process
Employee
Relations

O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only

O Actions

Owner: Mandy Jessica Kendall
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Title: Process Abscontia

Author: Mohammed Altamush Khan
Date: 3/16/2023

Volume: 0.00 Per Second

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317



New Landing Page - Level 1.2.2.1.1.3.4 Version: 1

m Process Dispute Resolution (External)

For CCMA matters - Continue
with conciliation & if unresolved
immediately continue arbitration

process.

Object to ConArb in 7 days of
date to have the two processes
split and then follow dispute
resolution process

)

Referral form Q S ;
7.11 submitted Report Conciliation Prepare case files preparation Appoint
by ex- Update IR report updated Arrange scheduled and finalize complete representative to
employee/ P P conciliation mandate for attend
Union rep schedule & issue settlement condiliation
within 30 days sitdown notice
IR Officer If matter not IR Officer Wait 50 days for IR Officer IR Officer
resolved- certificate referral to arbitration
HR Bus Partner of non resolution is HR Bus Partner before closing the HR Bus Partner HR Bus Partner
issued case
Representative appointed
Q Reﬁo\gt'\cn D Settlement )
finalized required  Provide tax settlement
Attend Provide feedback directive & make complete
condiliation to the company payment
= —»<
IR Officer IR Officer Group Fin Acc
HR Bus Partner HR Bus Partner
No referral to Referral to
arbitration. arbitration
Matter closed
X @
Title: Process Dispute Resolution (External) Owner: Mandy Jessica Kendall C Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 3/16/2023 Date: 7/12/2023 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.2.2.1.1.3.6 Version:

Process Arbitration

SIMSU

Referral Form 7.13 hedule date/
submitted by ex- Schedule date, Arbitration reparation
Ve Report updated time for heduled Prepare Do I Appoint
employee/Union Undate IR bitration & schedule arbitration complete h
rep within 90 days pdate IR report ar ltra.tlon bundle & witness represent?t\ve. to
of non resolution issue sitdown prep attend arbitration
notice
IR Officer IR Officer IR Officer IR Officer Compensation,
Reinstatement,
HR Bus Partner Present company case HR Bus Partner HR Bus Partner HR Bus Partner Retrospective
with documented Will be issued by the reinstatement, Re-

evidence & witness

commissioner within

Employment

14 days

e 3

Arbitration
Q complete Q A | * Q
Attend Award notin Approve the meva Acceptaward & Case closed
arbitration & Receive Award favour of Co outcome complete comply /Review
present evidence at labour court ; :
IR Officer IR Officer MD IR Officer
HR Bus Partner HR Bus Partner HR Bus Partner

Award in favour
of Co - Case
closed

X

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only

Title: Process Arbitration
Author: Mohammed Altamush Khan
Date: 3/16/2023
Volume: 0.00 Per Second

Owner: Mandy Jessica Kendall
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317



Award notin
favour of Co

Title: Accept award & comply/Review at labour court
Author: Mohammed Altamush Khan
Date: 3/16/2023

Consult with
management on
ruling award

HR Bus Partner

Volume: 0.00 Per Second

Consultation
done

New Landing Page - Level 1.2.2.1.1.3.6.7

Accept award & comply/Review at labour court

Object the award
&receive
management
instructions

Instructions
received

Legal Representative -
Snyman Attorneys

-

Submit for review
tolegal
representative

HR Bus Partner

Authorization
Date
Cost Per Second

: Authorized
1 7/12/2023

Submitted for

review Attend meeting &

prepare
documents for
legal review

HR Bus Partner

. $,3.5,E-0317

Documents
submitted for
review

HR Bus Partner

Owner: Mandy Jessica Kendall
Diagram Version: 1
Review Date: None

F.T.E.: 0.00

Receive case
feedback/progres
s report from
legal
representatives

HR Bus Partner

O Actions
@ Change Log

Version: 1

4’X

O Feedback
O Keywords

O Change Requests ® Read Only
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m Government Relations

Workers Payroll System Reporting &

Compensation Updates Payments -
Act Statutory

Title: Government Relations Owner: Mandy Jessica Kendall C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 5/14/2023 Date: 7/12/2023 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author
Date
Volume
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Payments
required

-

Print VIP payroll
OID report

Print
complete

Payments & Declaration -WCA

Review annual
salary amount

HR Bus Partner

Confirm
expected salaries
for next period

Next salaries period
Mar-Feb

Q Amount

confirmed

Add expected

Version: 1

Final salaries period
Mar-Feb

=

HR Bus Partner

: Payments & Declaration -WCA
: Mohammed Altamush Khan

: 5/14/2023

: 0.00 Per Second

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

Diagram Version: 1

Review done new staff salaries Salary added Confirm final
capped for OID . .
R to calculation salaries for
calculation .
period
HR Bus Partner HR Bus Partner HR Bus Partner
Amount
) confirmed
Arrange
System
Enter figures on updated Send email payment/ Payments
Dept of Labor assessment/ Email sent installments with arranged
Online System invoice Dept of Labor
——X
HR Bus Partner HR Bus Partner HR Bus Partner

Owner: Mandy Jessica Kendall

Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



Update Perform update
package ready pack download
from Sage

customer zone
—_————P»
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Process Payroll System Updates

-PREMIER
-ESS

download

complete

-Microsoft SQL Server
Managment login
(Username/Password)
-Database
-Right click & backup

HR Bus Partner

(GUESS Doc -Save file as
date.bak)

(s) Payroll Sys

Perform SQL
database backup

I |

backup ready

-Computer
-C:
-Sage VIP
-ESS

-Web

-Right click & stop
services for:
Premier ESS process
service
Premier ESS Comm
service

HR Bus Partner

(s) Payroll Sys

Title: Process Payroll System Updates
Author: Mohammed Altamush Khan
Date: 5/14/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

HR Bus Partner

(s) Payroll Sys

Logi Perform change
osn app-online to change done Perform
the server complete app-offline comy/otat
services
us Partner HR Bus Partner HR Bus Partner
Rl (s) Payroll Sys (s) Payroll Sys
Service
selected
Perform delete Deletion done Login to VIP
app-offline on pre‘mweran‘d Undat
confirm version pdate
semer update complete

HR Bus Partner

(s) Payroll Sys

Owner

Diagram Version:

Review Date

: Mandy Jessica Kendall
1
: None

F.T.E.: 0.00

O Actions
@ Change Log

Version: 1

O Feedback
O Keywords

O Change Requests ® Read Only
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Process Reporting & Payments - Statutory

To be done by 7th of

the month

Version: 1

Q Perform 2x
o Extract EMP201 Update values send link to bank authorization to Payment done
fi npa\'\\;ec:‘on p;?gﬁ:ﬁ:ﬂ reportd su%;?tuz:vszS Su bdm‘\ssion for pay rtnent tink sent :)en‘eb:;i‘i L;?:;f“::g
payroll system extracte £ fiing platform one —
HR Bus Partner
HR Bus Partner HR Bus Partner HR Bus Partner
(s) Payroll Sys (s) Payroll Sys
Initiate
immediate
payment Payment done
4’X
Group Fin Acc
Title: Process Reporting & Payments - Statutory Owner: Mandy Jessica Kendall C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 5/14/2023
Volume: 0.00 Per Second

Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

Review Date: None
F.T.E.: 0.00

O Change Requests ® Read Only
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m Manage Employee Performance

Com;;t:nw * Records filed
Performance
Title: Manage Employee Performance Owner: Mandy Jessica Kendall C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 7/12/2023 Date: 7/12/2023 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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Manage Employee Performance

Competency ; E GUIDE upload * E

gaps identified completed Records filed

Review [ revise
description goal settings

N

HR Bus Partner Department

Owner: Mandy Jessica Kendall
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Title: Manage Employee Performance
Author: Mohammed Altamush Khan
Date: 5/11/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

Version: 1

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only
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m Review/revise job description/competency matrix

Annual JD review
requirement/
competency gap
identified

Master Payroll *

report received

—

GUIDE upload
completed

.

HR Bus Partner

GM:HC

Adhoc request
from dept. to
changeJD

Title: Review/revise job description/competency matrix
Author: Mohammed Altamush Khan Authorization: Authorized
Date: 5/11/2023 Date: 7/12/2023

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

Owner: Mandy Jessica Kendall
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Version: 1
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Master Payroll
report received

Annual ID review
requirement

N

Frequency =Monthly

Compare current
1Ds vs Manpower
positions to
identify

New Landing Page - Level 1.2.2.1.1.5.1.1.1

Process Job Description

Q Job description
not available

g
Request
concerned
department to

accomplish

HR Bus Partner

Depts to review JDs
annually as per policy

-

Send JD review
request to depts.

Request sent by QMS
last quarter of the
year

Q 1D request sent
thru GUIDE

PSQ/format
submitted

Prepare as per
PSQ/JD format

HR Bus Partner

a

Review JDs

HR Bus Partner

(s) GUIDE

Title: Process Job Description
Author: Mohammed Altamush Khan

Date: 5/11/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 7/12/2023

If changes re quired JD
Review &
Amendment Form
submitted as
attachment

Q JDreview action

cleared

IDreadyfor
upload

HR Bus Partner

Completed formto be
received

]

Forward
completed
reviews to HRBP

Dept. Heads

(s) GUIDE

No update
required on JD

Cost Per Second: $ ,3.5,E-0317

=

JDs requiring
update /
amendments

Version:

Verify availability of updated

JDs in GUIDE within 3 weeks.
Otherwise, follow-up with

QRM.

Q GUIDE uploaded

completed
Request QRM to
upload JDin
GUIDE X
——————®

HR Bus Partner

(s) GUIDE

JD updated

JD as required

QMS Specialist

Update / amend

HR Bus Partner

Adhocrequest

Owner: Mandy Jessica Kendall

Diagram Version: 1
Review Date: None

F.T.E.: 0.00

from dept. to
change JD
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New Landing Page - Level 1.2.2.1.1.5.1.2 Version: 1

m Review / revise goal settings

Required
competencies

GUIDE upload .
from appraisal

completed * @ results
> Process Employee ——————>
N Y
Business/Adhoc Records on file
Title: Review / revise goal settings Owner: Mandy Jessica Kendall C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 5/11/2023 Date: 7/12/2023 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.2.2.1.1.5.1.2.1

Mid-year
appraisal
submitted

Process Employee Performance Appraisal

Business
requirement *
Lt
Process Goal
setting
—_———»
Adhoc GM:HC
requirement
Bus Unit Mngr

Forthe period:
Jan-Junor

Date of Joiningto Jun

End-year/Final
appraisal
submitted by
depts

Title: Process Employee Performance Appraisal
Author: Mohammed Altamush Khan Authorization: Authorized
Date: 5/11/2023 Date: 7/12/2023
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

* Q Records on file
Process Mid-year
appraisal
—X
GM:HC
Forthe period:
Jan - Decor
Date of Joiningto Dec
Required
‘ Q competencies
from appraisal
Process End- results
year/Final
appraisal »
GM:HC

Owner: Mandy Jessica Kendall
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Version: 1
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New Landing Page - Level 1.2.2.1.1.5.1.2.1.1

Business.
requirement

e —

g

Collect individual
goal setting from
departments

Process Goal setting

Compare GSvsID

GM:HC

Mid year

appraisal (If
required)

-

—

Year-end

Goal settings Q No changes
collected requiredon
Review goal goal setting Upd.ate the goal
settings setting database
(Individual KP1)
GM:HC GM:HC
Revision (s) MS Excel
required on

goal settings

Adhoc
requirement

]

appraisal

Title: Process Goal setting
Author: Mohammed Altamush Khan
Date: 5/11/2023
Volume: 0.00 Per Second

Revise goal
Revise the goal sussﬁ:::tged
setting
Bus Unit Mngr
Authorization: Authorized
Date: 7/12/2023

Cost Per Second: $ ,3.5,E-0317

Owner: Mandy Jessica Kendall

Diagram Version: 1

Review Date: None
F.T.E.: 0.00
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Version: 1
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O Keywords
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New Landing Page - Level 1.2.2.1.1.5.1.2.1.2 Version: 1

m Process Mid-year appraisal

X
Gaps status
monitored
M“dsy:bar(n?t'pt(:::laisal @ ah:i;:[:;::\rs ) _ appr:“s‘:\!i:;iew Update the Mid Gapsidentified Comgﬂ;g:'\\z?gﬁ the Comr;t;:"\ecaﬂon Records on file
(if required) Collect Mid-year collected Rewe:;::rp“pra\sa\ completed vear appraisal solutions to File the forms
appraisal database respective
Y department »(
GM:HC GM:HC GM:HC GM:HC GM:HC
(5) MS Excel
No gaps identified
Title: Process Mid-year appraisal Owner: Mandy Jessica Kendall C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 5/11/2023 Date: 7/12/2023 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.2.2.1.1.5.1.2.1.3 Version: 1

m Process End-year/Final appraisal

@ Submitted to
Finance dept.
Generate
summary report
————X
GM:HC
Year-end () (B et
appraisal @ Appraisals Review Appraisal Update the Database
submitted by collected appraisal form review year-end updated
depts Collect year-end (Individual KPI completed appraisal
appraisal achieved) database
—_—
GM:HC GM:HC GM:HC
(5) MS Excel .
@ o arepqe‘:Z : [(l‘I es
Create from appraisal
competency results
gapslog sheet
GM:HC
Title: Process End-year/Final appraisal Owner: Mandy Jessica Kendall C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 5/11/2023 Date: 7/12/2023 Review Date: None O Change Requests ® Read Only
Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Volume: 0.00 Per Second



New Landing Page - Level 1.2.2.1.1.6 Version: 1

m Support Services

Email recd via
IR officer

requesting Termination
‘ * termination * form ready
Yearly File Audit Yearly Information docs
requirement Process complete requirement b updated o
rocess . rocess '
employee file employee details terminations
» audit » _ Y
—_————> >
Resignation .
letter recd via 5 Records filed
HR Bus Partner HR Bus Partner IR requesting S
termination
docs
Oral Oral
‘ confirmation * confirmation
Business Paper stock required complete
requirement replenished Process
Process paper R employee _—
orders confirmations
B >
e — .
Employee Handover
HR Admin requests HR Admin complete
written letter

Title: Support Services Owner: Mandy Jessica Kendall C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 7/18/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author
Date
Volume

: Process Employee File Audit
: Mohammed Altamush Khan
- 7/17/2023

: 0.00 Per Second

New Landing Page - Level 1.2.2.1.1.6.1

Process Employee File Audit

Yearly
requirement

- »

¥+

File audit for
termination
employees

File audit
complete

— »

HR Bus Partner

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Yearly
requirement

- »

¥

File Audit for
active
employees

File audit
complete

-

HR Bus Partner

Owner: Mandy Jessica Kendall

F.T.E.

Diagram Version: 1
Review Date: None

0.00

Version: 1

O Feedback

@ Change Log O Keywords
O Change Requests ® Read Only



New Landing Page - Level 1.2.2.1.1.6.1.3 Version: 1

m File Audit for Termination Employees

List of documents -
Dismissal letter
Resignation letter
Retirement letter
Provident forms

Yearly Q File audit
quirement , Ver'\f\i mplete
» file ’X
Title: File Audit for Termination Employees Owner: Mandy Jessica Kendall C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 7/18/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.2.2.1.1.6.1.4 Version: 1

m File Audit for Active Employees

Documents - ID,
Signed contract,
license, HR

documents

raunement O etaned i Check complete Checkemsloyee Check complete verty - Complete
de;oarr(temint folder docurr,ents on
) file .x
HR Bus Partner HR Bus Partner HR Bus Partner
Documents not
on file
Request
Documents documen’ ts from
updated mployee
HR Bus Partner
Title: File Audit for Active Employees Owner: Mandy Jessica Kendall C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 7/18/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author
Date
Volume

New Landing Page - Level 1.2.2.1.1.6.2

Process Employee Details Update

irement Extract employee

list from system

List extracted

HRBus Partner

. Process Employee Details Update

: Mohammed Altamush Khan
: 7/17/2023
: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Sort list based on
new and term
category

HR Bus Partner

Version:

Forward as follows:

Admin - Birthday list, Telephone list
IT - Relevant information to be
added on system

ExecSec- COVIDlist

Diagram Version: 1
Review Date: None

F.T.E.: 0.00

Sorting Q Information
complete Forward the updated
information to
concerned for
update —’X
HR Bus Partner
Owner: Mandy Jessica Kendall O Actions O Feedback

@ Change Log O Keywords

1

O Change Requests ® Read Only
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Author
Date
Volume

New Landing Page - Level 1.2.2.1.1.6.3 Version: 1

Process Employee Terminations

rcetved for ¥ Tormresdy e o ¥ Fecerde led
resignation
: Process Employee Terminations Owner: Mandy Jessica Kendall C Actions O Feedback
: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
. 7/17/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.2.2.1.1.6.3.1

Resignation letter
received from IR
officer

Process Resignation

Check assets retrieved
from employee

Version: 1

Reque st employee for

3 months bank

statement and ID copy

Form complete

. Process Resignation

Request Q Logged in the Certificate Q Form reatly Q
received for system ” ready .
termination . Draft certificate - A.ss\stemp\(.)yee
documents Login VIP screen of service Draft termination in completing

on the system form provident fund
- » forms
HR Admin HR Admin HRAdmin HR Admin
(s) Payroll Sys
Forms Records filed
Submit forms for approved Submit form to ecords il
MD & CFO relevant
approval provident fund
—.)<
HRAdmin HR Admin
Owner: Mandy Jessica Kendall
Authorization: Authorized Diagram Version: 1

: 0.00 Per Second

: Mohammed Altamush Khan
: 7/17/2023

Date:

2/18/2025

Cost Per Second: $ ,3.5,E-0317

Review Date: None

F.T.E.: 0.00

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



Email received from IR
officer

New Landing Page - Level 1.2.2.1.1.6.3.2

Process Dismissal

Version: 1

Request D Logged in the Dismissal letter Certificate Salary schedule
ived fa
ng?n‘rneati oonr ] system Draft dismissal ready Draft cerﬁf'\ cate ready Draft salary ready
documents LoginVIP screen letter of service schedule
on the system
—b
HR Admin HR Admin HR Admin HR Admin
(s) Payroll Sys
Termination
Form complete
Draft termination form ready
Fill in Ul 19form
form
X
HRAdmin HRAdmin
Title: Process Dismissal Owner: Mandy Jessica Kendall C Actions O Feedback

Author: Mohammed Altamush Khan

Date: 7/17/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Diagram Version: 1
Review Date: None
F.T.E.: 0.00

@ Change Log O Keywords
O Change Requests ® Read Only



New Landing Page - Level 1.2.2.1.1.6.4

Process Paper Orders

Version: 1

o e S e o
slockontand dopariment otaton process PO
——>
HRAdmin HRAdmin HR Admin HR Admin
(s) Fraxion
Delivery aper stocl
FZlﬁ ;dkztn);(’ i:’:“t‘z sz(;\;eefitft;ck rZ[:emstheZ
" ede quantity
4»X
HR Admin HR Admin
Title: Process Paper Orders Owner: Mandy Jessica Kendall C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 7/17/2023

Volume: 0.00 Per Second Cost Per Second

Date: 2/18/2025

. $,3.5,E-0317

Review Date
FTE

. None
.2 0.00

O Change Requests ® Read Only
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m Process Employee Confirmations

Oral il 4 Oral
confim:lation Al employee to all made Ver'\f\{&update confirmation
required ccc‘)‘nﬂ rr:‘d:ta'\; s:\:?gi :v:tt:i complete
HRAdmin HR Admin
(s) Payroll Sys
Err:;\ljz\;:: Extract details Letter ready Handover letter :;::,T:g
written letter from T::tr:r\l onto to employee
R e
HRAdmin HR Admin
(s) Payroll Sys
Title: Process Employee Confirmations Owner: Mandy Jessica Kendall
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1
Date: 7/17/2023 Date: 2/18/2025 Review Date: None

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

F.T.E.: 0.00

Version: 1

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only
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HRD - Training & Org Development

Competence ‘
needs
Manage other

competence
processes

Competence Training Training cycle
quirement: d * completed
satisfied
Manage Training
» » Process 4“

HR Bus Partner

HR Bus Partner

eml:.lexe; * Training
probation mbpc:\r/;'\eng n- completed X
Title: HRD - Training & Org Development Owner: Mandy Jessica Kendall
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1
Date: 5/11/2023 Date: 7/12/2023 Review Date: None

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

O Actions

Version: 1

O Feedback

@ Change Log O Keywords
O Change Requests ® Read Only



Competence
gapsidentified

New Landing Page - Level 1.2.2.1.2.1

Manage other competence processes

Title: Manage other competence processes

Author: Mohammed Altamush Khan
Date: 5/11/2023
Volume: 0.00 Per Second

Authorization: Authorized

Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

Communicate
Consolidate to HR
Recruitment
related gaps _—
HR Bus Partner
. Communicate
Consolidate to MKT
Awareness /
Communication
related gaps
HR Bus Partner
Competency
Conduct Conduct Conduct gaps closed
coaching coaching coaching
—X
Department SOPs and‘ GM:HC HR Bus Partner
documentation
Redesi GUIDE
edesign updated
processes
_—
Department

Owner: Mandy Jessica Kendall

Diagram Version: 1

Review Date: 11/26/2022
F.T.E.: 0.00

Version: 1

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



Title
Author
Date
Volume

o}

Create training
needs
spedification

New Landing Page - Level 1.2.2.1.2.3

Competency
needs
identified

Manage Training Process

Y

Create & design
training plan

HR Bus Partner

GM:HC

: Manage Training Process

: Mohammed Altamush Khan
- 5/11/2023

: 0.00 Per Second

Training plan ‘ M Training cycle
ready completed

Provide training

-

HR Bus Partner

GM:HC

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

HR Bus Partner

GM:HC

Owner: Mandy Jessica Kendall
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Version: 1
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Title
Author
Date
Volume

New Landing Page - Level 1.2.2.1.2.3.2

Create & design training plan

Training needs M
identified
Design & plan the
training
—_—
GM:HC

: Create & design training plan
: Mohammed Altamush Khan
- 5/11/2023

: 0.00 Per Second

Specification should consider:
- the organization’s objectives & requirements
- specification for training needs
- training objectives & desired outcome
- trainees (target groups or target personnel)

- training metheods & outline of content
- schedule of requirements, such as duration, dates & sig
milestones
- resource requirements, such as training materials & Q

- financial requirements

Regulatory Requirement
Policy Requirement
Financial Constraints
Timing & Schedule

Availability
In-House Resources
Availability of Training
Provider
Any other available resources

- criteria and methods developedforthe evaluation of training
outcomes to measure: (satisfaction of trainee, trainee’s acquisition
of knowledge, skills & behaviors, trainee’s on-the-job performance,

satisfaction of trainee’s management, impact on the trainee’s

organization & procedures for monitoring the training process.

il

[t training
hods &
iteria

..

Version: 1

Methods:

- Course & Workshop (Trainings, Awareness
sessions)

- On-Job Coaching (Coaching by department)

- Self Training (brochures, videos)
- Distance Leaming (e-learning/webinar)
Criteria:
- Date & Location, Facility, Cost, Training Objectives,
Target Group, Duration, Assessment, Evaluation,
Certification

6o

o™

Create training
specification plan

Q Training

spedcification
plan completed

GM:HC

Authorization:
Date:

Authorized
7/12/2023

Cost Per Second: $ ,3.5,E-0317

s 4%

Training plan

ready
Select Training
provider
———————»
GM:HC

Owner: Mandy Jessica Kendall
Diagram Version: 1
Review Date: None

F.T.E.: 0.00

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



New Landing Page - Level 1.2.2.1.2.3.2.4 Version: 1

Inline with the
. . . Training Specification
(Certification of the

Trainor)

Inline with the Training
Specification Plan

] -

Selectinternal
training provider

o] >
Title: Select Training provider Owner: Mandy Jessica Kendall C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 5/11/2023 Date: 7/12/2023 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Training plan
ready

New Landing Page - Level 1.2.2.1.2.3.3

Title: Provide training

Author: Mohammed Altamush Khan
Date: 5/11/2023

Volume: 0.00 Per Second

$0H

Provide Pre-
training support

Pre-training
support
completed

Provide training

Version: 1

$8d

Provide Training
support

GM:HC

Training support ‘ @ E

GM:HC

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

Training
completed completed
Provide end of
training support
>
GM:HC
Owner: Mandy Jessica Kendall C Actions O Feedback

Diagram Version: 1
Review Date: None
F.T.E.: 0.00

@ Change Log O Keywords
O Change Requests ® Read Only



New Landing Page - Level 1.2.2.1.2.3.3.1 Version: 1

m Provide Pre-training support

Brief provider within training
needs (Training Notification
with Nature of training & to
close Competency Gap

g 6
Provide pre-
training support
to Internal
Provider . . . L.
Brief provider within training needs
(Training Notification
with Nature of training & to close
Competency Gap
Tmg Coor (Training notification enable
contact between
Training plan Trng Specialist trainer & trainee- email report)
ready Must be accredited with relevant
SETA
I |
g ®
Provide pre-
training sup port
to External
Provider
Trng Coor
Title: Provide Pre-training support Owner: Mandy Jessica Kendall C Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 5/11/2023 Date: 7/12/2023 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author
Date
Volume

. Provide Training support

: Mohammed Altamush Khan
- 5/11/2023

: 0.00 Per Second

New Landing Page - Level 1.2.2.1.2.3.3.2

Provide Training support

Provide: relevant tools, equipment, documentation,
software, or accommodation to
trainee and /or trainer whenever applicable.
-relevant & adequate opportunities for trainee to
apply competence being developed
-feedback on task performance as requested by the
trainer and/or trainee.

g G

Provide training
support to
Internal Provider

|

Provide: relevant tools, equipment,
Trng Coor documentation, software, or accommodation to
trainee and /or trainer whenever applicable.

-relevant & adequate opportunities for trainee to

Pre-training Trng Specialist
support apply competence being developed
completed -feedback on task performance as requested by the

trainer and/or trainee.

.
] )

Provide training
support to
External Provider

Trng Coor

Owner: Mandy Jessica Kendall
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

Version: 1
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g

Provide training
support to
Internal Provider

Provide end of training support

-Trainee feedback
-Trainer feedback
- Feedback to Managers and
personnel involved in
training,
including participants

Trng Coor

Training
support
completed

Provide training
support to
External Provider

-Trainee feedback
-Trainer feedback
- Feedback to Managers and
personnel involved in
training,
including participants

Tmg Coor

Title: Provide end of training support
Author: Mohammed Altamush Khan
Date: 5/11/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

Owner: Mandy Jessica Kendall
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Version: 1
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Author
Date
Volume

New employee
assigned under

probation

- »

New Landing Page - Level 1.2.2.1.2.4

Process New Employee On-boarding

Conduct New Hire
Orientation (NHO)
including HR
induction & code of
conduct trng

=

NHO & Induction
completed

NHO not required if
employee previously
attended

HR Bus Partner

: Process New Employee On-boarding
Authorization: Authorized
Date: 7/12/2023

: Mohammed Altamush Khan

: 5/11/2023

: 0.00 Per Second

Cost Per Second: $ ,3.5,E-0317

Conduct Training
Dept Orientation

¢

TOD Orientation
completed

Dept's processes &
procedures

Orientation will
include key & support
departments

Version:

New employee has to attend

one of the core training
modules & pass the

If he failed, has to re-attend.

HR Bus Partner

Y

Arrange schedule for
dept orientation

Dept orientation
completed

Conduct core
trainingmodule

=

HR Bus Partner

Bus Unit Mngr

Owner: Mandy Jessica Kendall

Diagram Version: 1

Review Date: None

F.T.E.: 0.00
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