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1. Document purpose

The purpose of this User Manual is to provide essential information to the Users to make full use of the
PERMIS V4 Probation Module.

It includes a description of the system functions and capabilities, contingencies and step-by-step
procedures for system access and use.

2. Notes

[0 For People Manager/Supervisor:
e Will start off the process by completing Sections A, B and C in respect of each Quarterly Report
e These Sections may be completed randomly, i.e Section C may be completed before A or B
e Section E (Comments) must be completed by Employee/Probationer(First) then People
Manager/Supervisor
» Compulsory fields for completion are in Red
» Email notifications will guide the People Manager/Supervisor and Employee/Probationer
and PPU ADMIN accordingly
» On the Fourth Quarterly, Fifth Probation and Sixth Probation Reports, under Section E,
the People Manager/Supervisor need to Select either No or Yes to the Question “Is
Probationary Period to be extended.....”
o No meaning it will Not be extended and process will move to the VRP21 process
o Yes meaning it Will be extended and the process will move to either the Fifth or
Sixth Report Process
o The Reports will be signed-off by both the People Manager/Supervisor and
Employee/Probationer Irrespective of whether the Probation Period is extended
or not after the Fourth Quarterly Report - No (Not Extended) or Yes (Probation
Extended) as guided by the emails
o None of these Reports will be Disputed
e Employee/Probationer will sign-off the Probation Report First after updating
Comments on Section E then the People Manager/Supervisor - email Notifications
will guide the process

[0 For Employee/Probationer
e Section D must be completed by the Employee/Probationer
e Section E (Comments) must be completed by Employee/Probationer(First) then People
Manager/Supervisor
» Compulsory fields for completion are in Red
» Email notifications will guide the People Manager/Supervisor and Employee/Probationer
and PPU ADMIN accordingly
e Employee/Probationer will sign-off the Probation Report First after updating Comments on
Section E then People Manager/Supervisor - email Notifications will guide the process

[0 General
e ALL Reports must be completed in the order as indicated in this document
e Public Holidays and weekends are excluded from Calculation of the End of Probation date
e Only Working days apply

Page 5 of 62



5 nce PERIS

s

3. PE

Reports must be completed and signed off with-in 10 working days of the previous Quarter
Reminder e-mails will be sent 10 working days before the end of the Quarter
There-after, reminder emails will follow 20 working days after the end of the previous Quarter
Reports may be un-signed; however a previous Report may not be unsigned if a later Report is
signed.
None of the Reports will be Disputed
Process moves to VRP 21 once either 4t or 5t" Report is signed-off and Probation is Not
extended
Process moves to Poor Performance after the Sixth Report is signed-off by both
Employee/Probationer and People Manager/Supervisor and Probation is to be Extended.
People Manager/Supervisor cannot unconfirm leave if PPU ADMIN has already confirmed leave
PPU ADMIN cannot confirm leave if People Manager/Supervisor has not confirmed leave
PPU ADMIN, and People Manager/Supervisor cannot confirm leave, and the VRP21 cannot be
signed off unless the:

o PA has been completed

o Induction training has been completed

o Allfour (or 5 or 6 depending on extensions) have been signed off

o Each of the abovementioned will be indicated as v (if met), otherwise it will be

indicated as X (If Not completed)

The process may NOT move to the next Report if the Previous report is still un-signed by both
People Manager/Supervisor and Employee/Probationer
People Manager/Supervisor cannot confirm leave unless at least one document has been
uploaded as evidence (if there are additional leave days captured)
No changes are allowed on any of the reports if either the People Manager/Supervisor or PPU
ADMIN has confirmed the leave
No changes are allowed if on any of the reports or the VRP21 if the VRP21 is signed off
User/Employee/Probationer/Probationer refers to the same Role as mentioned in this
document

RMIS Landing Page

Note that when People Manager/Supervisor selects Employee/Probationer, Both the People
Manager/Supervisor and Employee/Probationer credentials appear.

Go to the following Menu Options for system access and use:

Role

People Man

Menu Option Function
ager/Supervisors: Employee/Probationers, - Search Option to find the Employee
then PROBATIONERS tab - Update KRAs

- Complete the Quarterly Reports

- Sign-off the Quarterly Report

- Update & Confirm leave on the VRP21 tab
- Sign-off the VRP21 and produce Section13
Certificate
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Employee/Probationers: Probation Complete and sign the Quarterly Reports
PPU ADMIN: VRP21 Leave updates

Confirm the VRP21 and Print Reports

People Manager/Supervisor Access

PERMIS 4
Mizndr PReTRs | S0000008)
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Progress
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4. Step by Step Guide

4

1. PERSAL Download creates User record

PERSAL Download and Initiation email

Record Creation On PERMIS

Lapainiant an Fzhaim
1 s bl i i i o s gy, heis i L weh b

Deear i Lady Peswels Secord-Acoourt-Surmame
APPOINTMENT (¥ PROBATION FOR THE FERSOD il DCTOBER D10 TO 30 SEFTEMBER N30
Wi wish B cangratulola vou on our dppoitment i the poit of DIRICTOR wishin the Departmént of the Fromiee with £t Inom 01 Octiter 2013

Al Rt 1, I BETTTES o EN Eiions of SECtoR (3(1] o1 the Publc Sere Agulstiens {1, OLE, fou B°e reulned 19 Serve 3 proGRtISRary peniod of 12 caIenaar Mieehs, SLarsng ITom 01 Octoter 2005 ull X
Segheber 2120, Yeur pesiad of probution hall be etended in the svent of

L Ay aawie taken during th 12 month period [ihe ameunt of leswe days taken will be added to this periadl
2. The perind squrssent 1 the dielay by you et spring your perkarmace sgresssnt on B due il ay requied i bermi of section 17(1] of the PSR, 201 5; s
3. The period requine bo comgly with al othes condiions to which your appointment |5 subjected o

Tha following shosid o inalsod befan your appOINATEN Cam be LRGN & parmansrt:

1, Parlarmance gremant - B i rguited of you b oer In0 3 perfn ance airsment wERIR thise calondar monms Irom date of sppolntmant and theruafter withis wo mrer of e Baginaing of sach insdal
Vi,

3, Compubsory Inducton Programeme, Yeu! stterbon & drgan o e shpsbstion myour sppointmest letier vegard g the relevant Pukhe Service Inducion Fragramme. The sucvesshd sttendance and completion of
this programine will e o responaibility. Tha seriizis of th Chial Dissctovats Paopia Training and Empovsrmant |CD: FTE, Ko R, iy B angaged for auistanca.

3, Four [d] qaarterty reports ta be completed darng the 17-month perod:

Firit Reguort 1 Cicisber 19 31 Dacaiber J08Y 1 Derambier 2%
faiend kigan 0l 00 11 Math 2008 11 Mch 300
Third et o Apel 230 A0 e 20 0t 200
Touith Reqart o uly 02 ) apiliiet ) W taplimer 100

4, On complotion of yoer peobatianary period, & YRP2 corticate il e auad, which nbdcs 1o 2 Signad off by veur poopks managers.perviscr and reiewarn SN membey.,

Piaisa o not hesitate to wontat tha Diractorata Pertarmance and Priarity Lnit shionkd yau recuiry chary o7 any assstance on B mattar,

Steps

e PERSAL File Received from
HR containing Probationers

e File is Downloaded by Ce-|

e Once Downloaded, Probation
email will go
Employee/Probationer/s

e See example

Initiation

email
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2. Login to PERMIS V4 Account details -N EW Employee/Probationer

Employee/Probationer logs on to PERMIS and Sign in to PERMIS

Username

MNeww

FPassword

Westermn Cape

Government

PERMIS

Reset password MNeed help?

Steps

1. Employee/Probationer goes to
PERMIS screen

2. Enter your PERSAL number in the
Username field

3. Enter your PERMIS or machine

Performance Manag t Imformation System
é 4. Click on New user

password in the Password field
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3. Create Employee/Probationer’s account

Employee/Probationer logs on to PERMIS and Create his or her Account

Wvestermn Cap e

Gowvernmment

Create permis account

Persal number

E-rmail (only office email allowed)

Phone

Password

Repeat Passwaord

CREATE ACCOUMNT

Steps

e Go to PERMIS

e Type in your PERSAL number

e Type in your WCG email address

e Type in your work telephone
number

e Type in your password for your new
account (Password should contain a
combination of Capital and
Lowercase letters as well as
number)

e Re-type the password

e Click on the Create Account button
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4. Login to PERMIS V4 Account details - EXISTI NG Employee/Probationer

Employee/Probationer logs on to PERMIS and signs in to PERMIS

Westernmn Cape

Government

PERMIS

FPerformance Management iInformation System

Usermame

FPassword

Mew user Reset passwoaord MNMeed help?

Steps

1. Employee/Probationer goes to
PERMIS screen

2. Enter your PERSAL number in the
Username field

3. Enter your PERMIS or machine
password in the Password field

4. Click on Sign In

5. Account has already been created
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5. Create the Performance Agreement

Employee/Probationer logs on to PERMIS and Create his/her Performance Agreement

Steps
e See User Manuals for setting up Annual Assessment, to
select your Supervisor/People Manager
e Follow the following steps:
» Create a New Performance Agreement as well
> Create a New Performance Agreement: Select
Supervisor

N
PIF
Permis V4
Performance Agreen

’

e Don’t setup KRA’s
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6. KRA Setup: People Manager/Supervisor setup KRA

People Manager/Supervisor logs on to PERMIS

People Manager/Supervisor Screen Steps

PERMIS 4

1. People Manager/Supervisor goes to
Employee/Probationers Menu
option on the Landing Page

3. List of Probationers under your
Supervision will appear

(Miseer Poeren i | S0000005)
_____\
( P My Employees
#  Dashboad A | Devedoping a perlormance conlract 2. Click on PROBATIONERS tab
2 WyProfk —
B agesment
Wy Reviews STAFF CAPTURE  TRANSFER AGREEMENT PROBATIQNERS

4. Select Employee/Probationer

B vanas D o Probationars

MW 1) . Enines
2 Manage Users 0

5. Employee/Probationer Probation
Screen opens

6. No Quarterly Reports to show, Only
the KRA tab to be completed by the

Manage Atho:

Manage Dates

Second-Accoun-Suname. Lady Pemis Direcinr 12

Employee/Probationer Screen

>

B I K=

FERMIZ 4

W Pl 00

Wl [ Cocumenls

Waag et

e Adot
—

/&
f

" ) Probation

=

HA CAFTUNL

Mo Ky Ros® Anoas Sund ik u 16 i KA

Progress

People Manager/Supervisor
e Quarterly reports do not show
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7. KRA Setup: People Manager/Supervisor captures KRA’s

People Manager/Supervisor logs on to PERMIS and Captures KRA's

b ter Permis (50000005)
j—
P )
Probation

Cashboard

My Profile

Agreement

KRA CAPTURE Il’]U.ﬂRI":'-! ONE QUARTER TWO QUARTER THREE QUARTER FOUR I VRP

Iy Raviews

©Q a0

KEY RESULT AREA

Manuak | Docuimes ~
sult Area

Testi

Manage Users N
2
Test

Manage Adnoc

O0o0aQ

Manage Dates

Steps

1.

P N o U

People Manager/Supervisor
navigates to the KRA CAPTURE
option on the
Employee/Probationers Menu
option on the Landing Page

Click on PROBATIONERS tab
Select Employee/Probationer
Employee/Probationer Probation
Screen opens

Click on Add

Capture KRAs

Quarterly reports Show

At least 4 KRAs must be captured
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8. KRA Setup: Delete KRAs

People Manager/Supervisor logs on to PERMIS and deletes KRAs

Deleto all selected Koy Result Aneas?

Q Probation

KRA CAPTURE

T\ Ee
KEY RESULT AREA [ © aop | (@7 peELeTE
SN ")

Steps

1.

W

O N o Wr

People Manager/Supervisor navigates to the
KRA CAPTURE option on the
Employee/Probationers Menu option on the
Landing Page

Click on PROBATIONERS tab

Select Employee/Probationer
Employee/Probationer Probation Screen
opens

KRA Capture screen appears

Click on Delete

Click on ok

Message displays

All KRAs and Quarterly report tabs disappear
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9. Quarter One Report: People Manager/Supervisor Completes Section A-C

People Manager/Supervisor logs on to PERMIS and Completes Sections A-C of Quarter One Report

PERMIS 4

Mister Permis (S0000005)
KRACAPTURE OQUARTER ONE QUARTERTWO QUARTER THREE QUARTER FOUR VRP 21

QUARTER ONE REPORT

N Dashboard
2 My Prafie HOME [ SECTIONA  SECTIONEB  SECTIONC  SECTIOND  SECTIONE ]
[ = e
SECTION C: DEVELOPMENT
My Revens
TO BE COMPLETED BY THE PEOPLE MANAGER/SUPERVISO
- VWere any aneas of development andlior concems idented in secton A8
. - Select from List -
B Manuals/ Documents ~

- Sedect from List -

KRACAPTURE QUARTERONE OUARTERTWO QUARTERTHREE QUARTER FOUR VRP 21 Progress
Were vy Braas of dewalogemant andior CONCANS Kantilied n section AB Cverall
Progress
Yes - 0
1. Have you made arra; for 10 receive training, gi or counselling?
Yes

What training, guidance, instrruction or counselling was provided and by which institution{s) or by whom?

2. Hawe you spoken o the employes about areas of concemn at any time other than during this probationary review?
Yes

sian of the di

Please provide dates and a summary of these discussion and what was the

Test

3. Are there any further actions 1o be taken?

Yes

Email Notification

(o Reply B2 Reply &Il 3 Forward
andra O Fortuin; Sandra D Fortuin =

PROBATION UPDATE - Supervisor completed SECTIONS A, B and C

Diear Mrs Lady Permis Second-Account-Surname
APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020
Your supervisor has completed SECTIONS &, B and C of your first probation report. Please log in to PERMIS and compjfte SECTION D.

Please do not hesitate to contact the Directorate Performance and Priority Unit should you require clarity or anyfassistance on this matter.

Steps

1.

O NV A WD

People Manager/Supervisor goes to the
Employee/Probationers Menu Option on
the Landing Page

Click on PROBATIONERS tab

Select Employee/Probationer

Select Quarter One

Complete fields in Section A, B and C

On Section C, Make
Saved message appears

lection Yes/No

Fields on each Sgction must be
completed unfil progress shows 100%
%, Notification goes to
robationer to complete

Comments /
Sections A, B and C may be completed randomly as follows:
Method for Completion of Quarterly Reports - CHECK

*  Section A: Rating is compulsory for all questions, but an answer to please elaborate is not.
*  Section B- Both the rating and the comments are compulsory for all questions
*  Section C- All questions will only be compulsory where areas of development were identified

Question 4: NOT Displayed for Q1 & Q2
*  Compulsory Fields Indicated as red asterisk (*)
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10. Quarter One Report: Employee/Probationer completes Section D

Employee/Probationer logs on to PERMIS and Complete Section D

Section D on 100%

Laay Permin (S0000006)

WRACAFTUNE QUARTER ONE OUAATER TWO OUARTERTHIEE  OUARTER FOUR WRP 2

GUARTER OME REFORT

HOME SECTIONA  SECTION®  SECTIONC  SECTIOND  SECTIONE Pencng
= JgnaT
SECTION D EMPLOYEE INFUT
Progress
B g TO B8 COMPLETED BY THE EMPLOYER
st
8w 1,00 you send the Computecey Induction Progmmeet | peogess

2. Das you receive ormntation (Ge-Bousding) i yosr Departmest | Dirsctorase

3. D0 o have ihe resourtes 106 10U B3 Perferm your Sutes B The sapecied level of Mlardirss and objecives?

.

Email Notification

E2Reply G2Rephy Al B3F

PROBATION UPDATE - Employee completed SECTION D -
Dear Mr Mister Permis First-Account-Surname

APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEFTEMBER 2020

Employee Mrs Lady Permis Second-Account-Surname has completed SECTION D of their first probation report. Please log in to PERMIS and complete SECTION
E.

Please do not hesitate to contact the Directorate Performance and Priority Unit should you require clarity or any assistance on this matter.

Steps

1. Employee/Probationer goes to
Probation Menu option on the
Landing Page

2. Select Quarter One

3. Complete fields in Section D

Fields for this Section must be

completed until progress

shows 100%

Once on 100 %, the email

Notification will to the People

Manager/Supervisor to

complete Section E

(comments)

Comments

Method for Completion of Quarterly Reports - CHECK
*  Section D- All questions are compulsory
«  Compulsory Fields Indicated as red asterisk (*)
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11. Quarter One Report: People Manager/Supervisor completes Section E (Comments)

People Manager/Supervisor Logs on to PERMIS and Completes Section E

PERMIS &

Marer Powmmie (SO000005)
[

7O BE COMPLETED BY BOTH THE FEOFLE MANAGER SUPERVISOR AND EMPLOYES

Progress

3>
1

EEOPLE MANAGE R LSRN SCIR CONMENT S ©

Testng

[ B O

[ B H

EMPLOYEE COMMENTS

Maanags Das

BE R M

Notification:

EgReply EReply All B Forwaed
a0 Fortuin; Sandra 0 Fortun =

PROBATION UPDATE - Supervisor completed SECTION E

Dear Mrs Lady Permis Second-Account-Surname
APPOINTMENT ON PROBATION FOR THE PERIOD (1 DCTOBER 2019 TO 30 SEPTEMBER 2020
Your supervisor has completed SECTION E of your first probation report, Please log in to PERMIS and complete SECTION E and then sign off your report.

Please do not hesitate to contact the Directorate Performance and Priority Unit should you require dlarity or any assistance on this matter.
|

Steps

1.

O N UV A WD

People Manager/Supervisor goes
to the Employee/Probationers
Menu Option on the Landing Page
Click on PROBATIONERS tab
Select Employee/Probationer
Select Quarter One

Complete Section E (Comments)
Click Save Comments

Progress shows 100%

The email Notification will go to
the Employee/Probationer to
complete Section E (Comments)
and sign-off Q1 report

Comments

Method for Completion of Quarterly Reports - CHECK
*  Section E-Both the People Manager/Supervisor and
Employee/Probationer comments are compulsory.
e  Compulsory Fields Indicated as red asteris (*)
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12. Quarter One Report: Employee/Probationer completes Section E (Comments) and sign-off Quarter One report

Employee/Probationer Logs on to PERMIS, Completes Section E and signs-off

CUARTEN ORE O
 we—

wen o [ =

O B COMPLETED Y BOTH THE PRORUE SAIASER WURERVIBOR AND EULOVER

A casrc
£y o EMPLOYEE COMMENTS
(=]
n .
-
1=

B SWE COMMENTS

Are you sure thal you want to sign-off this report?

ERACAPTURE CIMRTERORE CUARTERTWO QUARTERTHREE CUARTERFOIE  VEPH

B Agsemn

. ARTIR Onil REFORT
Wy Reviews QUARTER ONil PO
2h  Empiye WML SECTONA  SECTIONE  SECTIONC  SECTIOND  SECTIONE

Permis Sandka [ Ferbur

PROBATION URDATE - Employee signed off report

Sanckn DFertin » 480PM

Dear Mr Mister Permis First-Account-Surname
APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020

Ermphyyes Mrs Lady Permis Second-Account-Surname has signed off their first probation report, Please log in to PERMIS and sign off their report.

Please do not hesitate to contact the Directorate and Priarity Unit should clarity or any assistance on this matter,

Steps

1.

Employee/Probationer goes to the Probation
Menu Option on the Landing Page

Click on Quarter One

Click on Section E

Complete Employee/Probationer Section E
(Comments)

Save Comments

Progress shows 100%

Click on Employee/Probationer sign-off
Click on Yes

Successful message appears

. Screen shows Employee/Probationer signed-off
. The email Notification goes to the People

Manager/Supervisor to sign-off
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13. Quarter One Report: People Manager/Supervisor signs-off Quary Employee/Probationer

signed-off

People Manager/Supervisor logs on to PERMIS and sign-off the report

Steps
1. People Manager/Supervisor
goes to the

Employee/Probationers Menu
Option on the Landing Page
Click on PROBATIONERS tab
Select Employee/Probationer
Select Quarter One

Overall Progress is 100 %
Click on People
Manager/Supervisor sign-off

oV kR wnN

RRACAFTUML QUARTLROML CUARTER TWO QUARTER THREL CUARTLR FOUR

Click on Yes

e Successful message appears

The email Notification goes to

the Employee/Probationer to

show that the People

Manager/Supervisor signed-off

the Q1 report

10. People Manager/Supervisor
signed-off Q1 report

11. PDF Report may be printed and

signed

Email Notification:

3 pieply EpReply A1l 15 Fonvaed

PROBATION UPDATE - Supervisor signed off report

Dear Mrs Lady Permis Second-Acopunt-5umame
APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020
Your supervisor has signed off your second probation report.

Please do not esitate to contact the Directorate Performance and Priority Unit should you require clarity of any assistance on this matter,

PERMIS 4
Wiluser Pgemin (S0000005)
Signoffa
Probation
# Dawioan
& Wiy P
B agemen
KRACABTURE QUARTERONE OUARTERTWO OUARTERATHAEE QUARTERFCUR FFTH BEPCRT  RiKTH REPOET -
Wiy Peevicns VP I.-:u:.- -1
" CUARTER QNI REPORT -
AU
Comments

Method for Completion of Quarterly Reports - CHECK
*  Section E-Both the People Manager/Supervisor and
Employee/Probationer comments are compulsory.
e  Compulsory Fields Indicated as red asteris (*)
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14. Quarter One Report: Employee/Probationer un-signs Quarter One report — People Manager/Supervisor is

un-signed

Employee/Probationer logs on to PERMIS and un-signs the Report

Are you sure that you want to unsign this report?

Deear Mr Mister Permis First-Account-Surname
APPOINTIMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020
Employee Mrs Lady Permis Second-Account-Surname has un-igned their firit probation report.

Please do not hesitate to contact the Directorate Performance and Priority Unit should you require clarity or any assistance an this matter,
1

WRACAPTURE QUARTERONE OUARTERTWO OQUMRTER THREE GUAATERFOUR WP M
0 s " N
B
B SUARTER GHE REPORT o
= S HOME BECTHONA SECTONE  SECTIONC  SECTIOND  BECTIONE L
o
Email Notification
B3 Reply ¥ Reply All £ Forward
Permis Sandra [ Fartuin; Sandra D Fortus .
PROBATION UPDATE - Employee un-signed report "

ok wnN

ps

Employee/Probationer goes to
the Probation Menu Option on
the Landing Page

Click on Quarter One

Un-sign the report

Click on Yes

Q1 report shows un-signed
The email Notification will go
to the People
Manager/Supervisor to show
that the Employee/Probationer
un-signed the Report

Comments
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15. Quarter One Report: People Manager/Supervisor un-signs Quarter One report — Employee/Probationer

signed-off

People Manager/Supervisor signs on to PERMIS and un-signs the Report

Are you sure that you want to unsign this repart?

KRACAPTURE CAIAETER ONE  CUARTER TWO  OUSRTER THEEF  CUARTER FOUR

QUARTER ONE REPORT

B tanusk Docums WM SECTIONA  SECTION  SECTIONC  SECTIOND  SGCTWONE ugaat

Email Notification:

£ Reply 53Reply All 53 Forwaed

= E ancra D Fortun; Sandra D Fors
PROBATION UPDATE - Supervisor un-signed report "
Dear Mrs Lady Permis Second-Account-Surname

APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020

Your supervisor has un-signed your first probation repost.

Please do not hesitate to contact the Directorate Performance a nd Priarity Unit should you require clasity or any assistance on this matter.

Steps

1.

o vk wN

N

People Manager/Supervisor
goes to the
Employee/Probationers Menu
Option on the Landing Page
Click on PROBATIONERS tab
Select Employee/Probationer
Select Quarter One

Overall Progress is 100 %

Click on People
Manager/Supervisor sign-off
Click on Yes for Un-sign message
Successful message appears
The email Notification goes to
the Employee/Probationer to
show that the People
Manager/Supervisor un-signed
the Q1 report

10. Report shows un-signed
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4

16. Quarter Two Report: People Manager/Supervisor Completes Sections A-C

People Manager/Supervisor logs on to PERMIS and Complete Section A - C

PERMIS 4

liaras Pamass (2000008
RACAPTURE QUAATERONE QUARTER TWO QUSATER THREE  QUASTER FOUR
sEcTiowA  TEECTIONE EECTION SEcTIOND  sECT

[ I I I LR

............

Email Notification

15 Reply E52Rephy A1 () Farwnndd
PROBATION UPDATE - Supervisor completed SECTIONS A, B and C

Dear Mrs Lady Permis Second-Account-5urname
APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020
Your supervisor has completed SECTIONS A, B and C of your scond probation report, Please log in to PERMIS and complete SECTION D.

Please da not hesitate to contact the Directarate Performance and Priority Unit should you require clarity o any assistance on this matter,

Steps

1.

O NV AEWDN

People Manager/Supervisor goes to the
Employee/Probationers Menu Option on the
Landing Page

Click on PROBATIONERS tab

Select Employee/Probationer

Select Quarter Two

Complete fields in Section A, Band C

On Section C, Make selection Yes/No

Saved message appears

Fields on each Section must be completed
until progress shows 100%

Once on 100 %, the email Notification goes to
Employee/Probationer to complete Section D

Comments

Sections A, B and C may be completed randomly as follows:
Method for Completion of Quarterly Reports - CHECK

Question 4: NOT Displayed for Q1 & Q2
Compulsory Fields Indicated as red asterisk (*)

Section A: Rating is compulsory for all questions, but an answer to please elaborate is not.
Section B- Both the rating and the comments are compulsory for all questions
Section C- All questions will only be compulsory where areas of development were identified

Page 24 of 62




Western Cape
Government

PERMIS

(63

BETTER elel31;I=:8

4

17. Quarter Two Report: Employee/Probationer completes Section D

Employee/Probationer logs on to PERMIS and Complete Section D

Section D on 100%

Ly Perme (S000005)
KRACAPTURE QUAATER ONE OUARTER TWO CUSATERTHREE QUARTER FOUR VAP 2

A Cashoowd MOME SECTONA  SECTIONB  SECTONC  SECTIOND  SECTOME

BECTION D: EMPLOYER INFUT

TO BE COMPLETED BY THE EMPLOYEE

1. Dol o Fthend the Comptscdy INGUCHON Frogramme?

s o

i

I Dol you recene orantatin (On-Boarding) m your Depariment | Dirvctoraie 7

i

Progress

Email Notification

3 Reply 3 Rephy All 15} Formard

PROBATION UPDATE - Employee completed SECTION D
Dear Mr Mister Permis First-Account-Surname
APPOINTMENT DN PROBATION FOR THE PERIOD D1 DCTORER 2019 TO 30 SEPTEMBER 2020

SECTION D of their second probation répart. Please log in ta PERMIS and complete

Employee Mis Lady Permis Secand -Suinané has

SECTIONE.

Please do mot hesitate to contact the Directorate Performance and Priarity Uinit should you require clarity of any assistance on this matter.

Steps
Employee/Probationer goes to
Probation Menu option on the
Landing Page
o 2. Select Quarter Two
3. Complete fields in Section D
, Fields for this Section must be
m completed until progress shows
. 100%
ot | 5. Once on 100 %, the email
\ Notification goes to People
Manager/Supervisor to complete
Section E (comments)

Comments

Method for Completion of Quarterly Reports - CHECK
*  Section D- All questions are compulsory
«  Compulsory Fields Indicated as red asterisk (*)
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18. Quarter Two Report: People Manager/Supervisor completes Section E (Comments)

People Manager/Supervisor logs on to PERMIS and Completes Section E

G !
PERMIS 4 “ a v

Minter Permin (SO000005)

WRACAPTURE OQUAATER ONE QUARTER TWO OUARTER THREE OUARTER FOUR VAP

PROMLE MANAGE R ILPERLOR CONNINTS
L s . |
2 F
- - Set i A
B e [ o]
By Revens -
B hanusii O

EMPLOYEE COMMENTS
2 uanage Usens
LS fanages Adhoc
_ | i ]

anae Danss

Email Notification:

B2 Reply ERephy Al ) Foeward

dra D Fortu; Sandra D v =

PROBATION UPDATE - Supervisor completed SECTION E

<

Dear Mrs Lady Permis Second-Account-Surname
APPOINTMENT ON PROBATION FOR THE PERIGD 01 OCTORER 2019 T0 30 SEPTEMBER 2020
Yaur supervisar has completed SECTION E of your second probation repart. Please lag in to PERMIS and complete SECTION E and then sign off your repert.

Please do not hesitate to contact the Directorate Performance and Priority Unit should youl require glarity or any assistance on this matter.

Steps

1. People Manager/Supervisor goes
to the Employee/Probationers
Menu Option on the Landing Page
Click on PROBATIONERS tab
Select Employee/Probationer
Select Quarter Two

Complete Section E (Comments)
Click Save Comments

Progress shows 100%

O NV A WD

The email Notification goes to
Employee/Probationer to
complete Section E (Comments)
and sign-off the Q2 report

©

Comments

Method for Completion of Quarterly Reports - CHECK
*  Section E-Both the People Manager/Supervisor and
Employee/Probationer comments are compulsory.
e  Compulsory Fields Indicated as red asteris (*)
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19. Quarter Two Report: Employee/Probationer completes Section E (Comments) and sign-off Quarter Two report

Employee/Probationer logs on to PERMIS, Completes Section E and sign-off

Steps

1. Employee/Probationer goes to the
TS YOU 86 TIIL s WAL RS £ I 6pOT? Probation Menu Option on the Landing
Page
2. Click on Quarter Two
3. Click on Section E
Complete Employee/Probationer Section
E (Comments)
5. Save Comments
6. Progress shows 100%
7. Click on Employee/Probationer sign-off
8. Click on Yes
9

Successful message appears
WRACAPTURE OUMRTER ONE OUSHTER TWD CUMATERTHREE OUARTERFOUR VP21 Papie 10. Employee/PrObathner Slgned'off
B Agimeseiil ldanagenSag

11. The email Notification goes to People
Manager/Supervisor to sign-off

AR T T
A Pl QUARTER THG REFOR

Email Notification:

L =1

2 Ben £ e,
EiReply & Reply

Sardka D Fortuin: Sandta D Fortun = 12:50 Al

PROBATION UPDATE - Employee signed off report

Dear Mr Mister Permis First-Account-Surname
APPOINTMENT ON PROSATION FOR THE PERICD 01 OCTOBER 2019 T 30 SEPTEMBER 2020
Employee Mrs Lady Permis Second-Account-Surnarme has signed off their second probation report. Please log in to PERMIS and sign off their repart. L=

Please do not hesitate to contact the Directorate Performance and Priority Unit should you require clarity o arry assistance on this matter.
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20. Quarter Two Report: People Manager/Supervisor signs-off Quarter Two report —

Employee/Probationer signed-off

People Manager/Supervisor log on to PERMIS and sign-off the Report

PERMIS & “

i e Ppemiy (S0000005)

Probation

>

WTURE OUARTER OND  GUAHTER TWO  GUARTER TFHEE  QUARTER FOUR

GUARTER TWO REFORT

(= I SR - - I T

o SCTONA  SECTIONE  SECTION

ndicane. theb #waluation of the smployes's ob perermants by using the

e Category and

7Y

)

Email Notification:

B Repty EReply il 53 Fonward
PROBATION UPDATE - Supervisor signed off repart
Dear Mrs Lady Permis Second-Account-Surname

APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020

Your supervisor has signed off your second probation repart.

Please do not hesitate to contact the Directorate Performance and Priority Unit shauld you réquire clarity or any assistance on this matter.

Steps

1.

o Uk wnN

N

10.

11.

People Manager/Supervisor goes to
the Employee/Probationers Menu
Option on the Landing Page

Click on PROBATIONERS tab

Select Employee/Probationer
Select Quarter Two

Overall Progress is 100 %

Click on People Manager/Supervisor
sign-off

Click on Yes

Successful message appears

The email Notification goes to the
Employee/Probationer to show that
the Q2 report was signed-off
People Manager/Supervisor signed-
off Q2 report

PDF Report may be printed and
signed
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21. Quarter Three Report: People Manager/Supervisor Completes Section A-C

PERMIS 4 -
Mo Pprmet (£0000005)
KRACAFTURE OUSATER ONE OUSRTERTWO OUARTERTHREE OQUSATERFOLR  VAPZ
. W SECTONT NG

BECTION & DEVELOPMENT

[ I EE B BT

B E 2 e

People Manager/Supervisor logs on to PERMIS and Completes Sections A - C

PROBATION UPDATE - Supervisor completed SECTIONS A, Band C

Dear Mrs Lady Permis Second-Account-sumame
APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020
Your supervisor has completed SECTIONS A, B and C of your third probation repoet. Please log in to PERMIS and complete SECTION D.

Plgase do not hesitate to contact the Directorate Performance and Prigrity Unit shoubd you require clarity or any assistance on this matter,

Steps

1. People Manager/Supervisor goes to the
Employee/Probationers Menu Option on
the Landing Page

Click on PROBATIONERS tab

Select Employee/Probationer

Select Quarter Three

Complete fields in Section A, Band C
On Section C, Make selection Yes/No
Answer Question 4

Saved messages appear

W NOU R WN

Fields on each Section must be completed
until progress shows 100%

[
o

. Once on 100 %, the email Notification goes
to Employee/Probationer to complete
Section D

Check: Question 4 on Section C is displayed

for Q3

Question 4 is for People Manager/Supervisor

to intervene and assist

Comments

Sections A, B and C may be completed randomly as follows:

(lVIethod for Completion of Quarterly Reports - CHECK

Question 4: Displayed for Q3
\ *  Compulsory Fields Indicated as red asterisk (*)

e Section A: Rating is compulsory for all questions, but an answer to please elaborate is not.
e  Section B- Both the rating and the comments are compulsory for all questions
*  Section C- All questions will only be compulsory where areas of development were identified

~N

J
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22. Quarter Three Report: Employee/Probationer completes Section D

Employee/Probationer signs on to PERMIS and Completes Section D

Section D on 100%

Bo

ek

e

2,018 Yo reesive Srsetamen (On Boaeding] i yiur Dopanmset | DIt se”

Deear M Mister Permis First-Account-Surname
APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEFTEMBER 2020

Employee Mrs Lady Permis Second-Account-Surname has completed SECTION D of their third probation report. Pleasa log in to PERMIS and complete SECTION
E.

Please do not hesitate to contact the Directorate Performance and Prigrity Unit should you require clarity or any assistance on this matter,

PROBATION UPDATE - Employee completed SECTION D wl

Steps

1.

Employee/Probationer goes to
Probation Menu option on the Landing
Page

Select Quarter Three

Complete fields in Section D

Fields for this Section must be
completed until progress shows 100%
Once on 100 %, the email Notification
goes to People Manager/Supervisor to
complete Section E (comments)

Comments

Method for Completion of Quarterly Reports - CHECK
*  Section D- All questions are compulsory
»  Compulsory Fields Indicated as red asterisk (*)
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23. Quarter Three Report: People Manager/Supervisor completes Section E (Comments)

People Manager/Supervisor logs on to PERMIS and Completes Section E

PERMIS 4 Steps
NN KRACAPTURE CUSATERONE (AARTERTWS OUARTERTWREE CUSRTERFLUR  WAP2I e | 1. Peop]e Manager/Supervisor goes
. . to the Employee/Probationers
B s54F coMuENTE [ | . .

1 Menu Option on the Landing Page
o Sons 2. Click on PROBATIONERS tab

2 3. Select Employee/Probationer

[ imm ]

B - 4. Select Quarter Three

PR 5. Complete Section E (Comments)
B g e 6. Click Save Comments

. . 7. Progress shows 100%
Email Notification: & . I
8. The email Notification goes to the
B3 Reply FpRephy Al £ Forward i
et | smrcase sis0n Employee/Probationer to
PROBATION UPDATE - Supervisor completed SECTION E v com plete Section E (Com ments)
and sign-off Q3 report

Dear Mrs Lady Permis Second-Account-Sumanme

APPOINTMENT ON PROBATION FOR THE PERIOD 01 DCTOBER 2019 TO 30 SEPTEMBER 2020

Your supenisor has completed SECTION € of your third probation repert, Please lag in to PERMIS and complete SECTION E and then sign off your repart.

Please do not hesitate to contact the Diréctorate Performance and Priority Unit should you require clarity or any assistance on this matter, ‘

Comments

Method for Completion of Quarterly Reports - CHECK
*  Section E-Both the People Manager/Supervisor and
Employee/Probationer comments are compulsory.
e Compulsory Fields Indicated as red asterisk (*)
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24. Quarter Three Report: Employee/Probationer completes Section E (Comments) and sign-off Quarter

Three report

Employee/Probationer logs on to PERMIS, Completes Section E and signs-off the Report

7&38

A you sure that yo want 1o sign-off tis report?

Lazy Perma (X000308)

v N
[ Probation
f  Costdoae ‘

2  MyFulk

WRACAFTURE  OUARTER OME OUARTER TWO OUARTERTMINE OUARTIR FOUR  WRP2Y
B ageemer
My B QUARTER THREE REPORT
&L Empeyesy WoE SECTONA  SECTIONE  SECTONG  SECTIOND  SECTIONE

sgnat

Email Notification:

3 Reply 5 Reply A1l 5 Forward

Permis Sandra D Fortun; Sandra D Fortuin =

PROBATION UPDATE - Employee signed off report
Dear Mr Mister Permis First-Account-Surname
APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEFTEMBER 2020

Emplayes Mrs Lady Parmis Second-Account-Surname has signed off their third probation repart. Please lag in to PERMIS and sign off their report.

Please do nat hesitate to contact the Directorate Performance and Prigrity Unit should you reguire clarity or any assistance on this matter,

Steps

Employee/Probationer goes to the
Probation Menu Option on the Landing
Page

Click on Quarter Three

Click on Section E

Complete Employee/Probationer Section
E (Comments)

Save Comments

Progress shows 100%

Click on Employee/Probationer sign-off
Click on Yes

Successful message appears

. Employee/Probationer signed-off
. The email Notification goes to People

Manager/Supervisor to sign-off the
Report

©
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25. Quarter Three Report: People Manager/Supervisor signs-off Quarter Three report -

Employee/Probationer signed-off

People Manager/Supervisor logs on to PERMIS and signs-off the Report

PERMIS 4

Mister B |S000000%)

Signafts
#  Dathbosn
& Wy Pioie
A agrement
: KRAGAPIURE QUARTERORE  CUARITER WD &
B i R

GUARTER THREE REPORT

B Mo Dommets HOME SECTIONA  SECTIONB  SECTOMC  SECTIOND  SECTIONE

Email Notification:

PROBATION UPDATE - Supervisor signed off report
Diear Mrs Lady Permis Second-Account-Surname

APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020

Your supervisor has signed off your thind probation report,

Please do not hesitate to contact the Dirgctorate Performance and Priority Unit should you require dlarity or any assistance on this matt

Steps

1. People Manager/Supervisor goes to
the Employee/Probationers Menu
Option on the Landing Page

Click on PROBATIONERS tab

Select Employee/Probationer
Select Quarter Three

Overall Progress is 100 %

Click on People Manager/Supervisor
sign-off

Click on Yes

8. Successful message appears

9. The email Notification goes to the

o Uk wnN

N

Employee/Probationer to show that
the Q3 Report was signed-off

10. People Manager/Supervisor signed-
off Q3 report

11. PDF Report may be printed and
signed
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26. Quarter Four Report: People Manager/Supervisor Completes Sections A-C

People Manager/Supervisor logs on to PERMIS and Completes Sections A -C

Mo P (S000065)

or 2
3

e

o !
1
&
i
3
)
i
i
g
8
i
3

PERINS 4
KRACAFTURE GUARTER ONE CUARTER TWO OUARTER TMREE GUARTER FOUR VRS 31

Sareira D Fortuin; Sandra D Fortuin -

PROBATION UPDATE - Supervisor completed SECTIONS A, Band C

Dear Mrs Lady Permis Second-Account-Surname
APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2009 TO 30 SEPTEMBER 2020
Your supervisor has completed SECTIONS 4, B and C of your fourth probation report. Please log in to PERMIS and complete SECTION D.

Please do not hesitate to contact the Directorate Performance and Priarity Unit should you require clarity or any assistance on this matter,

Steps

O NV A WDN

People Manager/Supervisor goes to the
Employee/Probationers Menu Option
on the Landing Page

Click on PROBATIONERS tab

Select Employee/Probationer

Select Quarter Four

Complete fields in Section A, Band C
On Section C, Make selection Yes/No
Saved message appears

Fields on each Section must be
completed until progress shows 100%
Once on 100 %, the email Notification
goes to Employee/Probationer to
complete Section D

Comments

Sections A, B and C may be completed randomly as follows:
Method for Completion of Quarterly Reports - CHECK

*  Compulsory Fields Indicated as red asterisk (*)

*  Section A: ﬁatmg is compulsory for all questions, but an answer to please elaborate is not.
*  Section B- Both the rating and the comments are compulsory for all questions
*  Section C- All questions will only be compulsory where areas of development were identified
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27. Quarter Four Report: Employee/Probationer completes Section D

Employee/Probationer logs on to PERMIS and Completes Section D

Section D on 100%

PERMIS 4
Lary Parmis (S000000) uzt
KFACAFTURE OULATER ONE OUARTERTWD OUSATERTHREE QUARTERFOUR VAP I
SECTICH O: EMPLOYEE BPUT
Progress
70 BE COMPLETED BY THE EMPLOYEE
L] asnezan
el
5 1. D you afiand e Compuliary nducian Programme? Frogress
Eras
A sgeemen 2 D yis Fisaive STWALIGS (O Bearamg) in your Deparmest | Direetna? e
Ay R
A, Empiopes
3 Do you have the resources 101 you bo periorm your dutes 31 T eipecied level of sandards and obectives?

Email Notification

i Reply 5 Reply All £ Forward
PROBATION UPDATE - Employee completed SECTION D -
Dear Mr Mister Permis Firit-Account-Surnami

APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020

Employee Mrs Lady Permis Second-Account-Surname has completed SECTION [ of their fourth probation report, Please log in to PERMIS and complete

Flease do not hesitate to contact the Directorate Performance and Priority Unit should you require clarity o any assistance on this matter,

SECTIONE, h
N

Steps

1. Employee/Probationer goes to
Probation Menu option on the Landing
Page

2. Select Quarter Four

3. Complete fields in Section D

4. Fields for this Section must be
completed until progress shows 100%

5. Once on 100 %, the email Notification
will go to People Manager/Supervisor
to complete Section E (comments)

Comments

Method for Completion of Quarterly Reports - CHECK
*  Section D- All questions are compulsory
»  Compulsory Fields Indicated as red asterisk (*)
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28. Quarter Four Report: People Manager/Supervisor completes Section E (Comments) — Select
Extension is No

People Manager/Supervisor logs on to PERMIS and Completes Section E.
People Manager/Supervisor Selects either No (No for further Extension) or Yes (Yes for Probation to be Extended)

womE

Email Notification:

EgReply 5 Reply All 5 Forward

PROBATION UPDATE - Supervisor completed SECTION E

Dear Mrs Lady Permis Second-Account-Surname

APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTORER 2019 TO 30 SEPTEMBER 2020

Your supervisor has completed SECTION E of your fourth probation report. Mease log in to PERMES and complete SECTION E and then sign off your report.

Please do not hesitate to contact the Directorate Performance and Priarity Unit should you require clarity or any assistance on this matter,

o

Steps

1. People Manager/Supervisor goes to the
Employee/Probationers Menu Option on
the Landing Page

Click on PROBATIONERS tab

Select Employee/Probationer

Select Quarter Four

Complete Section E (Comments)

Click Save Comments

NousewnN

Click No on Question “Is Probationary
period to be extended...”

8. Click Save

9. Progress shows 100%

10. The email Notification goes to
Employee/Probationer to complete
Section E (Comments) and sign-off Q4
report

Note: If No is Selected for Probation Period
Extension, the process will move to the
VRP21 process.

Comments

Method for Completion of Quarterly Reports - CHECK
*  Section E-Both the People Manager/Supervisor and
Employee/Probationer comments are compulsory.
e Compulsory Fields Indicated as red asterisk (*)
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29. Quarter Four Report: People Manager/Supervisor completes Section E (Comments) — Select
Extension is Yes

People Manager/Supervisor logs on to PERMIS and Completes Section E.
People Manager/Supervisor Selects either No (No for further Extension) or Yes (Yes for Probation to be Extended)

S ey | steps
G MRA CAPTUR QUARTER ONE ARTER TW SATER THAEE  QUARTER FOUR YRP 21 gt
" o 1. People Manager/Supervisor goes to the
B - Employee/Probationers Menu Option
e P .
. B on the Landing Page
= Lo}

W - 2. Click on PROBATIONERS tab
T .
- 3. Select Employee/Probationer
- = 4. Select Quarter Four
Email Notification: 5. Complete Section E (Comments)

B temts | soemoresessom 6. Click Save Comments

PROBATION UPDATE - Supervisor completed SECTION € «| | 7. Click Yes on Question “Is Probationary
Dear Mrs Lady Permis Second-Account-Surname perIOd to be eXtended"'”
APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020 8. Click Save
Your supervisor has completed SECTION E of your fiourth probation report. Please log in to PERMIS and complete SECTION E and then sign sgyour report, 9 Progress ShOWS 100%

Please do not hositate to contact the Directarate Parformance and Pricrity Unit should you require clarity or any assistance on this matter,

. The email Notification goes to

Fifth Report Option Employee/Probationer to complete

Section E (Comments) and sign-off Q4

PERMIS 4
st e SO0 report
e 11. Fifth Report option is generated and
" D il indicated
e [ an
J IACIPRRE QUATEICIE QUMTELTIO OUATEARFEE QuTERFOLR RS 2! Note: If Yes is Selected for Probation Period
. ARV RESULTAREA 0 Extension, the process will move to the
FIFTH REPORT process.
Comments

Method for Completion f Quarterly Reports - CHECK
*  Section E-Both the People Manager/Supervisor and Employee/Probationer
comments are compulsory.

- [ QPPN PR [ pf PR DN PRuy (U | DU I RPN I e N L
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30. Quarter Four Report: Employee/Probationer completes Section E (Comments) and sign-off Quarter

Four report

Employee/Probationer logs on to PERMIS and Completes Section E

Wih CAPTURE  QUARTERIONE QUARTER TGO QUARTIR Tl QUARTIR FOUR  FIFTH RESOAT

GUARTER FOUR REPORT

LI . |
p
1

Email Notification:

3 Reply E3Reply A8 £ Forward

Permis Sandra 0 Fortuing Sandra D Forfuin = 442 Pl

PROBATION UPDATE - Employee signed off report

Dear Mr Mister Permis First-tecount-5umame
APPOINTMENT DN PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020
Emplayee brs Lady Permis Second-Account-Surname has signed off their fourth probation repart. Please bog in to PERMIS and sign off their repart.

Please do not hesitate to contact the Directorate Performance and Priority Unit should you require clarity or any assistance on this matter.

Steps

1.

12.

Employee/Probationer goes to the
Probation Menu Option on the Landing
Page

Click on Quarter Four

Click on Section E

Complete Employee/Probationer
Section E (Comments)

Save Comments

Progress shows 100%

Click on Employee/Probationer sign-off
Click on Yes

Successful message appears

. Report is signed-off
11.

The email Notification goes to People
Manager/Supervisor to sign-off the
Report

If Yes (for Extension of Probation was
selected) the process will move to the
Fifth Report process after sign-off
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31. Quarter Four Report: People Manager/Supervisor signs-off Quarter Four report

People Manager/Supervisor logs on to PERMIS and Sign-off the Report

Ane you sure thal you wanl 1o sign-off this reporn?

Email Notification:

i Reply EgReply Al E Forward
Sandra D Forfuin Ssndra D Foruin =

PROBATION UPDATE - Supervisor signed off report

Diear Mrs Lady Permis Second-Aocount-Surmarme
APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020
Your supervisor has signed off your fourth probation report,

Please do not hesitate to contact the Directorate Performance and Priority Unit should you require clarity or any assistance on this matter,

PERMIS 4
Miter Barmis (50000008

) Probation

A  Dobbeand
S

2w —
B ageesen

d KRACAPTURE QUARTERONE QUARTERTWD CUARTERTHREE QUARTER FOUR FFTHREPORT  wRR I
[ il
- CHIAR TRR POUR REFORT
-
B v oot O BECTIONA BECTIONE  SECTIONC  SECTIOND  BECTIONE

Steps

1.

ok wnN

People Manager/Supervisor goes to
the Employee/Probationers Menu
Option on the Landing Page

Click on PROBATIONERS tab

Select Employee/Probationer

Select Quarter Four

Progress shows 100%

Click on People Manager/Supervisor
sign-off

Click on Yes

Successful message appears

The email Notification goes to the
Employee/Probationer to show that
the People Manager/Supervisor
signed-off the Q4 Report

10. Q4 Report is signed-off
11. PDF Report may be printed and signed

Page 39 of 62




Western Cape
Government

PERMIS

———
Fifth Probation Report Steps

(63

BETTER elel31;I=:8

32. Fifth Report: People Manager/Supervisor Completes Fifth Report — Complete Section A-C

People Manager/Supervisor logs on to PERMIS and Complete Sections A - C

T N | 5t

WAkt Parmis 0000005

RE QUARTER ONE QUSRTERTWO CUSRTERTHREE OUSRTERFOUR FIFTHREFORT  WRFZ
Progress
SMPLETED BY THE PEGPLE MANAGERSUPERY| SOR 1

People Manager/Supervisor goes to the
Employee/Probationers Menu Option
on the Landing Page

Click on PROBATIONERS tab

Select Employee/Probationer

Select Fifth Report

Complete fields in Section A, Band C
On Section C, Make selection Yes/No

>
A

Teeset Ranng

ComameniNotes.

q

]

O NV A WN

Tour Ratag

:

GommepntsiNotes:

Testd

Comments Mot

Saved message appears

Fields on each Section must be
completed until progress shows 100%
9. Once on 100 %, the email Notification
goes to Employee/Probationer to

Email Notification

EqReply EgReply Al £ Forward
p

PROGATION UPDATE - Supsérvisar compheted SECTIONS A Band C

complete Section D
Dear Mrs Lady Permis Second-Account-Surname
APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020

Your supervisor has completed SECTIONS &, 8 and C of your fifth probation report, Please log in to PERMIS and complete SECTION D,

~
Pease do nat hesitate to contact the Directorate Performance and Prigeity Linit shauld you réquire clarity or any asistance on this matter. ‘

Comments

Sections A, B and C may be completed randomly as follows:

Method for Completion of Quarterly Reports - CHECK
* Section A: Rating is compulsory for all questions, but an answer to please elaborate is not.
*  Section B- Both the rating and the comments are compulsory for all questions
*  Section C- All questions will only be compulsory where areas of development were identified
*  Compulsory Fields Indicated as red asterisk (*)
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33. Fifth Report: Employee/Probationer completes Section D

Employee/Probationer logs on to PERMIS and Completes Section D

Section D on 100%

USHTEROME  QUARTER TRD  QUARTERTHREE QUARTERFOLR  FIFTH REPOS WP

[np=e—— FIFTH REPORT

2. Didl o Feeeive Srastation (Cn-Boarding] In §ous Dopartmsnt | Dirtcisrmes?

Email Notification

EiReply EdReply All 5} Forsard

PROBATION UPDATE - Employes completed SECTION D

Ermiployes Mrs Lady Permis Second-Account-Surnarme has completed SECTION D of their fifth probation report. Please log in to PERMIS and complete SECTION
E.

Please do not hesitate to contact the Directorate Performance and Priarity Linit should you require clarity ar any assistance on this matter.

Steps

1. Employee/Probationer goes to
Probation Menu option on the
Landing Page

2. Select Fifth Report

3. Complete fields in Section D
Fields for this Section must be
completed until progress shows
100%

5. Once on 100 %, the email
Notification goes to People
Manager/Supervisor to complete
Section E (comments)

Dear Mr Mister Permis First-Account-Surname
APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020 1

Comments

Method for Completion of Quarterly Reports - CHECK
*  Section D- All questions are compulsory
«  Compulsory Fields Indicated as red asterisk (*)
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34. Fifth Report: People Manager/Supervisor completes Section E (Comments) — Select Extension

is No

People Manager/Supervisor logs on to PERMIS and Completes Section E.

People Manager/Supervisor Selects either No (No for further Extension) or Yes (Yes for Probation to be Extended)

PERRNS 4

e P SCOTOO0T |

Mmooy
Frogreas

@3 e >
R
M

Nouvs~wDN

5]

Email Notification:

£ Reply 2 Reply All 2 Fonward
p Permis
PROBATHON UPDATE - Supervisor completed SECTION E

Dear Mrs Lady Parmis Second-Account-Surname
APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020

Your supervisor has completed SECTION E of your fifth probation repert. Please log in to PERMIS and complete SECTION E and then sign off your report.

Please do not hesitate to contact the Directorate Performance and Priority Unit should you require clarity or any assistance on this matter,

Steps

9.

People Manager/Supervisor goes to
the Employee/Probationers Menu
Option on the Landing Page

Click on PROBATIONERS tab

Select Employee/Probationer
Select Fifth Report

Complete Section E (Comments)
Click Save Comments

Click No on Question “Is Probationary
period to be extended...”

Click Save

Progress shows 100%

10. The email Notification goes to the

Employee/Probationer to complete
Section E (Comments) and sign-off 5th
report

Note: If No is Selected for Probation
Period Extension, the process will move to
the VRP21 process.

Comments

Method for Completion of Quarterly Reports - CHECK
*  Section E-Both the People Manager/Supervisor and
Employee/Probationer comments are compulsory.
e  Compulsory Fields Indicated as red asterisk (*)
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35. Fifth Report: Employee/Probationer completes Section E
report

(Comments) and sign-off Quarter Five

Employee/Probationer logs on to PERMIS, Completes Section E and Signs-off the report

BRFOUR  FETH REPORT

anages Su)

LE - -

SECTIOND  SECTIONE

Steps

1. Employee/Probationer goes to the
Probation Menu Option on the Landing
Page
Click on Fifth Report
Click on Section E
Complete Employee/Probationer
Section E (Comments)

Save Comments
Progress shows 100%
Click on Employee/Probationer sign-off
Click on Yes
Successful message appears
. Report shows Signed-off

. Email Notification goes to People

Manager/Supervisor to sign-off

Dear Mr Mister Permis First-Account-Surname

APPOINTMENT ON PROBATION FOR THE PERIOD 04 OCTORER 2019 TO 30 SEPTEMBER 2020
Employee Mrs Lady Permis Second-Actount-Surname has signed off their fifth probation report. Please log in to PERMIS and sign off their report.

Please do not hesitate to contact the Directorate Performance and Priority Linit should you require clarity or any assistance on this matter.

o
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36. Fifth Report: People Manager/Supervisor completes Section E (Comments) — Select Extension

is Yes

People Manager/Supervisor logs on to PERMIS and Completes Section E.

People Manager/Supervisor Selects either No (No for further Extension) or Yes (Yes for Probation to be Extended)

BRACAPTURE CAAATER OME QUSRTERTWO CQUAATER THREE QUARTERFCUR FIFTH REFORT SEHREROAT  WRPH Endng

FIFTH REFORT

O SECTIONA  SECTIONA  BECTION SECTOND  SECTION Progress

SHCTION I: COMMINTS

T BE COMFLETED BY BOTH THE PECPLE MANADER'SUPERVISCR AKD EMPLOYEE

Email Notification

5 Reply 3 Reply All 53 Forward

PROBATION UPDATE - Supervisor completed SECTION E

Dear Mrs Lady Permis Second-Account-Surname
APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020
Your supervisor has completed SECTION E of your fifth probation report. Please log in to PERMIS and complete SECTION E and then sign off your report.

Please do not hesitate to contact the Directorate Performance and Priority Unit should you require clarity or any assistance on this matter.

Steps

1.

vk wWwN

10.

11.

People Manager/Supervisor goes to
the Employee/Probationers Menu
Option on the Landing Page

Click on PROBATIONERS tab

Select Employee/Probationer
Select Fifth Report

Complete Section E (Comments)

6. Click Save Comments

Click Yes on Question “Is
Probationary period to be
extended...”

Click Save

Progress shows 100%

The email Notification will go to the
Employee/Probationer to complete
Section E (Comments) and sign-off
5t Report

Sixth Report option is generated
and indicated

Note: If Yes is Selected for Probation

Period Extension, the process will move
to the SIXTH REPORT process.

Comments
Method for Completion f Quarterly Reports - CHECK

*  Section E-Both the People Manager/Supervisor and Employee/Probationer

comments are compulsory.
e  Compulsory Fields Indicated as red asterisk (*)
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37. Fifth Report: People Manager/Supervisor signs-off Quarter Five Report

People Manager/Supervisor logs on to PERMIS and signs-off the Report

Steps

1. People Manager/Supervisor goes to
the Employee/Probationers Menu
Option on the Landing Page

Click on PROBATIONERS tab

Select Employee/Probationer

Select Fifth Report

Progress shows 100%

Click on People Manager/Supervisor
sign-off

Age you sure thal you want (o sign-off this repon?

ok wnN

— Signofts

i ) Proation R 7. Click onYes
\ ____.-"' ‘ .

— 8. Successful message appears
KRACAPTURF QUARTFRONF CQUARTIA T CALARTIR THRFF AIARTER FOLR  FIFTHRFAORT SXTHAFPOSET varn Sy .1: -e‘ I:I-:.-I-J. 9. The email Notification goes to

P ReroRT Employee/Probationer to show that

Frogress

HOME SECTIONA ~ SECTINB  SECTIONG  SECTOND  SECTIONE I the People Manager/super\llsor

secnone. commens S signed-off the Report

Email Notification: 10. PDF Report may be printed and signed

i Reply EaReply ANl 3 Farward

Fri 4 45 AM
P Permis

PROBATION UPDATE - Supervisor signed off repart

To Sandra D Fortin

Cc  Sandra D Fortun

Dear Mrs Lady Permis Second-Account-Surname

APPOINTMENT OM PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 20 SEPTEMBER 2020
Your supervisor has signed off your fifth probation report.
Please do mot hesitate to contact the Directorate Performance and Priority Unit should you require clarity or any assistance on this matter.

Sixth Probation Report Steps

38. Sixth Report: People Manager/Supervisor Completes Sixth Report — Complete Section A-C
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People Manager/Supervisor logs on to PERMIS and Completes Sections A - C

Dear Mrs Lady Permis Second-Account-Surname

APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020
‘Your supervisor has completed SECTIONS A, B and C of your sixth probation report. Please log in to PERMIS and complete SECTION D.

Please do not hesitate to contact the Directorate Performance and Priority Unit should you require clarity or any assistance on this matter,

Steps

O NV Rk wWwDN

People Manager/Supervisor goes to the
Employee/Probationers Menu Option
on the Landing Page

Click on PROBATIONERS tab

Select Employee/Probationer

Select Sixth Report

Complete fields in Section A, Band C
On Section C, Make selection Yes/No
Saved message appears

Fields on each Section must be
completed until progress shows 100%
Once on 100 %, the email Notification
goes to Employee/Probationer to
complete Section D

Comments

Sections A, B and C may be completed randomly as follows:
Method for Completion of Quarterly Reports - CHECK

* Section A: Rating is compulsory for all questions, but an answer to please elaborate is not.
*  Section B- Both the rating and the comments are compulsory for all questions
*  Section C- All questions will only be compulsory where areas of development were identified

*  Compulsory Fields Indicated as red asterisk (*)
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39. Sixth Report: Employee/Probationer completes Section D

Employee/Probationer logs on to PERMIS and Completes Section D

Section D on 100%

Lady Parmis (S000005|

WA

L SECTION D: EMPLOYER INPUT
2 wyralke T0 BE COMPLETED B THE EMPLOYER
1,003 you attend the Compunary ieduction Frogramme?
H Agreamem
t

KRACAFTURE OQUMATER (ME QUARTER TRD  QUARTER THREE DUARTER FOUR  FIFTH REROET

1 0% you recarve crieniation fOn-Boanding) in your Depariment | Desctorate?

Email Notification

ST REPORT
Peadng

Progress

FigrEs

ErE

S Reply EpReply Al ) Forward
P Parmis
PROBATION UPDATE - Employee completed SECTION D

Dear Mr Mister Permits First-Account-surname

APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTORER 2019 T 30 SEFTEMBER 2020

Empioyee Mrs Lady Permis Second-Account-Surname has completed SECTION D of their sixth probation report. Piease log in to PERMIS and complete SECTION

Please do not hesitate to contact the Directorate Perfarmance and Priority Unit should you require clarity or amy assistance on this matter,

Steps

1. Employee/Probationer goes to
Probation Menu option on the
Landing Page

2. Select Sixth Report

3. Complete fields in Section D
Fields for this Section must be
completed until progress shows
100%

5. Once on 100 %, the email
Notification goes to People
Manager/Supervisor to complete
Section E (comments)

IR

Comments

Method for Completion of Quarterly Reports - CHECK

*  Section D- All questions are compulsory
»  Compulsory Fields Indicated as red asterisk (*)
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40. Sixth Report: People Manager/Supervisor completes Section E (Comments) — Select Extension
to Poor Performance is No

People Manager/Supervisor logs on to PERMIS and Completes Section E.
People Manager/Supervisor Selects No (No for further Extension))

" s S Steps
KRACAPTURE QUARTERONE QUARTERTWO QUARTER THREE QUARTERFOUR FIFTHREPORT SIKTHREPORT ","f”':f{" % 1. People Manager/Supervisor goes to
SNTHREFORT ) the Employee/Probationers Menu
Peanding . .
HOME  SECTONA SECTONB  SECTIONG  SECTIOND  SECTIONE signaf Option on the Landing Page
2. Click on PROBATIONERS tab
SECTION E: COMMENTS Progress 3. Select Employee/Probationer
TOBE COMPLETED BY BOTH THE PEOPLE MANAGERISUPERVISOR AND EMPLOYEE ol 4. Select Sixth Report
PEGPLE MANAGER/SUPERVISOR COMMENT § Progess 5. Click on Section E
6. Complete Section E (Comments)
7. Click Save Comments
8. Click No on Question “Is the Employee
to be referred to poor performance
54 | 41 Sechon B .
» . a due to performance not being
No - Employee can be appointed permanently v Unlformly SatleaCtory
9. Click Save
. e .- 10. Progress shows 100%
Email Notification & T
—_— 11. The Notification goes to the
B Reply 3 Reply All £ Forward
i o Employee/Probationer to complete
PROBATION UPDATE - Supervisar completed SECTION E Section E (Comments) and Sign-Off 6th
To  Sandra D Fortun
e s Report
If Probation is Satisfactory, the VRP21
Diear Mrs Lady Permis Second-Account-Surmame . .
Process (see Point 45) will follow from
APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020
here once this Report is signed off by both
Your supervisor has completed SECTION E of your sith probation report. Please log in to PERMIS and complete SECTION E and then sign off your report.
_ _ o o _ _ Employee and Supervisor — See Points 43
Please do not hésitate to contact the Directorate Performance and Pricsrity Unit should you réquire clarity of any assistance on this matter.
& 44 below

Comments
Method for Completion f Quarterly Reports - CHECK
*  Section E-Both the People Manager/Supervisor and Employee/Probationer
comments are compulsory.
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to Poor Performance is Yes

41. Sixth Report: People Manager/Supervisor completes Section E (Comments) — Select Extension

People Manager/Supervisor logs on to PERMIS and Completes Section E.
People Manager/Supervisor Selects Yes (Yes for Probation to be Extended)

KRACAPTURE OQUARTERONE QUARTERTWO OQUARTER THREE QUARTERFOUR FIFTHREFORT SIXTH REPORT

$IXTH REPORT  VRPY1

HOME SECTIONA ECTIONC  SECTIOND  SECTIONE

SECTION E: COMMENT,

TO BE COMPLETED BY BOTH THE PEOPLE MANAGER/SUPERVISOR AND EMPLOYEE

PEOPLE MANAGER/SUPERVISOR COMMENT §

13000

Yes - Employee to b referred to the poar performance unit within DatP

Progress
L n

ManagerSug
Signoff

Pending

signaft

Progress

Overall

Section A

Section B

Email Notification

=2 Reply 2 Reply All = Forward

FROBATION UPDATE - Supervisor completed SECTION E

Diear Mrs Lady Permis Second-Account-Surname

APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020

Your supervisor has completed SECTION E of your sixth prokation report. Please log in to PERMIS and complete SECTION E and then sign off your report.

Please do not hesitate to contact the Directorate Performance and Priority Unit should you require clarity or any assistance on this matter.

Steps

1. People Manager/Supervisor goes to
the Employee/Probationers Menu
Option on the Landing Page

Click on PROBATIONERS tab

Select Employee/Probationer

Click on Sixth Report

Click on Section E

Complete Section E (Comments)
Click Save Comments

O NV A LN

Click Yes on Question ““Is the
Employee to be referred to poor
performance due to performance not
being uniformly satisfactory
9. Click Save

10.
11. Notification goes to

”n

Progress shows 100%

Employee/Probationer to complete
Section E (Comments) and sign-off 6"
Report

e If Probation is Unsatisfactory,
process will move to Poor
Performance. Process described in
the Poor Performance Module.

e Points 43 and 44 below are still
applicable.

Comments

comments are compulsory.

Method for Completion f Quarterly Reports - CHECK
*  Section E-Both the People Manager/Supervisor and Employee/Probationer
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42. Sixth Report: Employee/Probationer completes Section E (Comments) and sign-off Sixth report

Employee/Probationer logs on to PERMIS, Completes Section E and signs-off the report

|&

e Signafts

) Probation i
Empityee
4 Signoft

200

KRACAPTURE QUARTERONE QUARTERTWO CUARTER THREE

Peapie
ManagenSig
Signaff
SIXTH REPORT
Pending
HOME  SECTIONA  SECTIONB  SECTIONC  SECTIOND  SECTIONE signaft
SECTION E: GOMMENTS Progress
TO BE COMPLETED BY B NAGER/SUPERVISOR AND EMPLOYEE Overall
Ut

EMPLOYEE COMAME

Email Notification:

(5L Reply K53 Reply All = Farward
Fri 41772000 11:29 AW

PROBATION UPDATE - Employes signed off report
o Sandra D Fortuin

Sanvea D Fortuin
Dear Mr Mister Permis First-Account-Surname

APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020

Employes Mrs Lady Permis Second-Account-Surname has signed off their sixth probation report. Please log in to PERMIS and sign off their report.

Please do not hesitate to contact the Directorate Performance and Priority Unit should you require clarity or any assistance on this matter.

Steps

1. Employee/Probationer goes to the
Probation Menu Option on the Landing
Page

2. Click on Sixth Report

3. Click on Section E
Complete Employee/Probationer
Section E (Comments)

5. Save Comments

6. Progress shows 100%

7. Click on Employee/Probationer sign-off

8. Click on Yes

9. Successful message appears

10. Report is signed-off

11. Email Notification goes to People
Manager/Supervisor to sign-off
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43. Sixth Report: People Manager/Supervisor signs-off Sixth Report

People Manager/Supervisor logs on to PERMIS and signs-off the Report

Steps

1. People Manager/Supervisor goes to
the Employee/Probationers Menu
Option on the Landing Page

Are you sure that you want to sign-off this report?

2. Click on PROBATIONERS tab
3. Select Employee/Probationer
4. Select Sixth Report
5. Progress shows 100%
6. Click on People Manager/Supervisor
sign-off
P 7. Click on Yes
l " e 8. Successful message appears
_ _ 9. People Manager/Supervisor signed-off
— mb WUTIHOE QUG GhnRS qlmin e =2 10. The email Notification goes to the
& mm Employee/Probationer to show the

People Manager/Supervisor signed-off
the Report
11. PDF report may be printed and signed

Email Notification:

Sl Reply & all € ard

P ermis
PROBATION UPDATE - Supervisor signed off report
To SandraO Fortun

ira D Fortun

Dear Mrs Lady Permis Second-Account-Surname

APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020

Your supervisor has signed off your sixth probation report.

Please do not hesitate to contact the Directorate Performance and Priority Unit should you require clarity or any assistance on this matter.
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44. VRP 21: People Manager/Supervisor updates and uploads proof of leave

e People Manager/Supervisor logs on to PERMIS and updates Leave and uploads evidence.
e Process kicks-off One month after sign-off of either Fourth Quarterly, Fifth or Sixth Reports in the case of

No Probation extension

PERFORIMAMCE AGREEMENT

STAFF CAPTIRE  TRANSFERAGREEMENT PROBATIONERS

WRACAPTURE QUARTER OME QUARTER TWO QUARTER THREE OUARTERFOUR FIFTH REPORT  SIXTH REPORT

VRP

Na leave found

Leave not captured on PERSAL v

Steps

1. People Manager/Supervisor goes to the
Employee/Probationers Menu Option
on the Landing Page

2. Click on PROBATIONERS tab
Click on Search & Select the
Employee/Probationer

4. Click on VRP21

5. Click on Leave not captured on PERSAL
yet

6. Enter Number of Days Taken

7. Click Save

8. Additional Leave updated message
displayed

9. Click on Upload proof

10. A box will appear to upload leave
documents

11. Click on Choose file

12. Fetch the file from saved location

13. Click on Upload

14. Uploaded file name appears

15. Enter File/leave Description

16. Click on Upload

17. File uploaded successfully message
appears

18. Uploaded file shown

19. This file may be downloaded as PDF

NB. If Leave days are greater than zero,
proof there-of must be uploaded.

If leave is zero, the Supervisor/People
Manager will go straight to Point 45 below
— No Uploading of evidence required.
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KRACAFTURE OQUARTERONE QUSRTER TOD

Vi

st
Hevmiy
21 Leave 1o Capured on PERSAL pet (15 b CApRIes by The Peapi Manager supenis
Jarnasts  Documents
— o0 PERSS LS
—— Leave nol captueed on PEFRESAL yet

eL]
fpriage Ao

-

Upload Proof Flle
File Descripiion *

Cheoss Fila "Na fls chasen

Upload Proof File

File Description *

Leave|

Choose File | Validations_VRP21.docx

UPLOAD

KRACAPTURE QUARTEROME QUARTER TWO B Fie Uptoated Successiuay

VRP A

Lieave Categary Days Taken

Mo leave found
2.1.1 Proof Uploaded
File Name File Descripltion Download File ~
Validations_VRP21.docx Leave &
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45. VRP 21: People Manager/Supervisor Confirms Leave

People Manager/Supervisor logs on to PERMIS and confirms leave

4  Daboar

- My =iptie

PERMIS 4

Wrgter Byrmin | SO0

STAFF CAPTIRE

TRANSF FEEMENT
ANEFER A5RE EMENW

] Dawcoad
3 Lty Frone
B s
B iy Revess
B ey

PERMIS 4

Mz PEMIS (50000005

FRACAPTURE GUARTERGNE CUARTER Tl [T EREE RS s ) AEPORT

WP

24
:1-n-c'r-:\c:io

PROBATION UPDATE - Supervisor confirmed leave

Dear
APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2018 TO 30 SEPTEMBER 2020

The supervisor has confirmed the leave of employee Mrs Lady Permis Second-Account-Surname. Please log in to PERMIS and
confirm the leave of the employee,

Please do not hesitate to contact the Directorate Performance and Priority Unit should you require clarity or any assistance on
this matter.

Unconfirmed email Notification

PROBATION UPDATE - Supervisor unconfirmed leave

Dear
APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020
The supervisor has unconfirmed the leave of employee Mrs Lady Permis Second-Account-Surname.

Please do not hesitate to contact the Directorate Performance and Priority Unit should you require clarity or any assistance on
this matter.

Steps

1. People Manager/Supervisor goes to
the Employee/Probationers Menu
Option on the Landing Page

2. Click on PROBATIONERS tab

3. Click on Search & Select the
Employee/Probationer

4. Click on VRP21

5. Tick box - Leave days taken confirmed
by People Manager/Supervisor

6. VRP21 leave updated successfully
message displayed

7. Extended Probation date is indicated

8. Email Notification will go to PPU
Admin to confirm leave

9. Supervisor/People Manager may
unconfirm leave by un-ticking the
Leave days taken by Supervisor/People
Manager box

10. An unconfirmed email message will be
sent

D

B o
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46. VRP 21: PPU ADMIN Adds Additional leave

PPU ADMIN logs on to PERMIS and adds additional leave if applicable.

WANAGE USER CONTENT  MANAGE PROBATINERS  PERSAL INTERFACE

MANAGSE PROBATIONER S

Appainted Prosabion Stan
D [

01.0CT-19

B B

Annisal Leave

iy Tawn *

10

Steps

1. PPU ADMIN goes to PERMIS
Manager menu option on the
Landing page

2. Go to the MANAGE PROBATIONERS
tab

3. Enter PERSAL Number or Surname in
the Search Field

4. Click on the icon at the right of the
probation record — “View Profile”

5. That will take you to the person's
profile

6. Click on VRP 21

7. Click on Leave added by PPU ADMIN
— Point 4

8. Choose the Leave option

9. Add the number of days

10. Click on Save

11. Number of days are indicated — Point
6

12. The Permanent appointment date is
extended and indicated — Point 7

13. PPU must confirm leave — see Point
48 below

If leave is zero, the PPU Administrator will
go to Point 47 below — No uploading of

€. Total number of working days the period of probation is to be extended with:

1. Permanent appointment status effective from:

10 S

evidence required

—-©
©
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47. VRP 21: PPU ADMIN confirms VRP21

PPU ADMIN logs on to PERMIS and Confirms VRP21

PERMIS 4
M twr Barmis | S000000F)

PO
SER CONTENT  MANAGE PROBANQNERS PERSALINTERFACE
A P
MANAGE FROBATIONERS
A  sgeeen
1y Flgvws
i Eepioress
R — DOCHILOAS Show  1gugws. e
. Appainid Prosaticn Start
- T D Date
- [N 01-0CT-13
-
m
-

5. Delay (number of days) by the empleyee not signing his/her performance agreement on the due date as

[
required in terms of Public Service Regulation 72 (1):
6. Total number of working days the period of probation is to be extended with: 10
7. Permanent appointment status effective from: W'Zs‘\:

VRP21 CONFIRMED BY PP

Email Notification

Cc

PROBATION UPDATE - PPU administrater confirmed leave
Sandra D Fortuin
Sandra D Fortuin
Dear Mr Mister Permis First-Account-Surname

APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 28 OCTOBER 2020

The PPU administrator has confirmed the leave of employee Mrs Lady Permis Second-Account-Surname, Please log in to
PERMIS to sign off and print the VRP21.

Please do not hesitate to contact the Directorate Performance and Priority Unit should you require clarity or any assistance on

this matter.

Steps

PPU ADMIN goes to PERMIS Manager
menu option on the Landing page

Go to the Manage Probationers tab
Enter PERSAL Number or Surname in the
Search Field

Click on the icon at the right of the
probation record — “View Profile”

That will take you to the person's profile
Go to VRP 21

Click button “VRP21 Confirmed by PPU
ADMIN

The email Notification goes to People
Manager/Supervisor to sign-off VRP 21
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48. VRP 21: People Manager/Supervisor Signs-off VRP21

People Manager/Supervisor logs on to PERMIS and signs-off the VRP21

Dirvalogeng & poricemance conlract

—
{‘ w | My Employees

8020 FERFORIMANCE AGREEUEN

=

STAFF CAPTURE  TRANSFERAGREEMENT FROBATINERS

Are you sure that you want to sign-off this VRP217

FRACAFTURE  OUARTERORE OUARTER TWO CUARTER TMREE CUASTERFOUR FIFTWRERCHT SIXTH RERDRT

iy Revens — ,
VRF 21 T

Steps

1. People Manager/Supervisor goes to
the Employee/Probationers Menu
Option on the Landing Page

2. Click on PROBATIONERS tab

3. Click on Search & Select the
Employee/Probationer

4. Click on VRP21

5. Click on People Manager/Supervisor
sign-off

6. Click on Yes

7. VRP21is signed off

8. The email Notification goes to the
Employee/Probationer regarding
successful Probation completion

9. Email Notification goes to PPU
Admin

10. The VRP21 and Section 13 certificate
may be printed and signed
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Email Notification to Employee/Probationer

Caonfirmation of Completion of Probation
Te Sandra D Forbuin

Ce  Sandra D Fortuin
MRS LP SECOND-ACCOUNT-SUIRNAME
DIRECTOR
Dear Mrs Lady Permis Second-Account-Surname

DEPARTMENT OF THE PREMIER: CONFIRMATION OF COMPLETION OF PROBATIONARY PERIOD: 01 OCTOBER 2019 TO 30
SEPTEMBER 2020

We wish to confirm that you have successfully completed your probationary period in the rank of DIRECTOR within Department
aof the Premier, in terms of the provisions of section 13(3) of the Public Service Act 1554, with effect from 28 October 2020,

Please note that your salary will be paid on the 15th of each month following the date of permanent appointment. All ather
terms and conditions of your appointment will remain the same.

Congratulations on the successful completion of your probationary period. We wish you well In your position.

Email Notification to PPU

PROBATION UPDATE - Supervisor signed off VRP21

Dear
APPOINTMENT ON PROBATION FOR THE PERIOD 01 OCTOBER 2019 TO 30 SEPTEMBER 2020
The supervisor has signed off the VRP21 of employee Mrs Lady Permis Second-Account-Surname,

Please do not hesitate to contact the Directorate Performance and Priority Unit should you require clarity or any assistance on
this matter.

VEP 21

Employen Mame Lady Permis Sscond-fAoccourd-Sumame

Persal No

Supervisor Mame Misier Pemis First-Accourd-Sumame

Department Mame Depariment of $he Premier

Job Title Director

Appointment Date 01-0CT-2018

Probatiomary Period 01-0CT-2018 TO I0.SEP. 2020
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1. The fellawing h

1.1 Perormance Agresment Yos
1.2 Rebevant induction Proges Yeu
1.3 Al omst Fous (4] Guarnery Repors (subje [ —— o=

2.1 Lenve dravwn from PERSAL

Loawe Gategory Days Taken
T Lo awe not o) o PEMBEAL yof (1o Bo By the peops ot
Loaws Categorny Chays taksn
Leave nal cagiured on PERSAL yei 1a
3.1 Total rurmssser of lave days taken 10

[ # 7 Date inat pranatian wit oe scended o

14-0CT-3030

an reguired in

HIng dEyE th b

Pags &

CERTIFICATE TH TERMS OF SECTION 13 (3) OF THE PFUBLIC SERVICE ST

ACT 103 OF 19548

e heereslbry coesr

2020, been diligent, that hisher concduct has besen
thes post which beskhe bolds and that histes penmene:

oy, the hegbe i
sppointrment shoulc be confinmecs

WUl MRS LADY DERMIS =t empkoyed in the capacity of Dinscbor
waithin the Department of the Foesies hosn duing the probation period fiom 01 -0cT-2019 T 30— SEr—
all respects suitable Sor

BAME AMND  SOPUSNEME -
(Peopie ManageSup-eriso

SoE TITLE:

=S AT =

DATE:

BAME AMND  SOPUSNEME -
HICOHDMD etess e )

SoE TITLE:

=S AT =

DATE:
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Reminder e-mails

49. Reminder e-mails: Incomplete, Un-signed Quarterly report — 10 Working days Before End of -Quarter
(Unsigned by Both Employee/Probationer and People Manager/Supervisor)

Schedule Job — 10 Days before End of Quarter email

Test Steps

Probation Report Reminder e This report will automatically run 10

Working days Before the End of
each Quarter

Dear Mr Mister Permis First-Account-Surname PY The Report will be sent to the
APPOINTMENT ON PROBATION FOR THE PERIOD 07 NOVEMBER 2019 T0 06 NOVEMBER 2020 People Manager/Supervisor and
You are hereby reminded that the first probation report of MRS LADY PERMIS SECOND-ACCOUNT-SURNAME is due 10 days from today. PPU Admin

Please do not hesitate to contact the Directorate Performance and Priority Unit should you require clarity or any assistance on
this matter,
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50. Reminder e-mails: Incomplete, Un-signed Quarterly report — 20 Working days After End of Quarter One
(Unsigned by Both Employee/Probationer and People Manager/Supervisor)

Schedule Job — 20 Days after End of Quarter email

Probation Repart Overdue Test Steps

e This report will automatically run 20
Working days After the End of each

Dear Mr Mister Permis First-Account-Surname

Quarter
APPOINTMENT ON PROBATION FOR THE PERIOD 07 OCTORER 2018 T 06 OCTOBER 2020 e The Report will be sent to the People
Manager rvisor and PPU Admin
You are hereby reminded that the first probation report of MRS LADY PERMIS SECOND-ACCOUNT-SURNAME is overdue by 20 days. anage /SUpe sor and UAd

Please do not hesitate to contact the Directorate Performance and Priority Unit should you require clarity or any assistance on
this matter,
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51. Probation Report: iro Outstanding/Unsigned Quarterly reports

PPU Admin logs on to PERMIS and request the unsigned Probation Report

Test Steps
e This report may be requested by PPU ADMIN
e Go to Systems Reports and select Probationer Report

fé IL"'u Probationer Repart

) Vew al pobatonars
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