
Title: ADVERT, MOA AND TASK AGREEMENT
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Phase

Identify  Tutor need

1ST Sign off Advert

2ND Sign off Advert

Start

Upload advert on iRecruitment

Approved?

Yes

Approved?

Add:
Formulate module requirements

Receive 
application to 

advertise

No.

No

Yes

HRIS receives Oracle system notifications for User Access (Recruitment Manager link) and iRec Training

Yes Application to Advertise

NO

QA on Task 
Agreement 

No

Newpaper? Draft advert

Costing by CCM & 
publishing

Yes

Open advert 
on 

iRecruitment

Application

Sign-off by Advert 
Committee
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Application 
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Create 
iRecruitment 

Account or login

Search for the suitable 
postition 

Complete the online application form 
attach required certified documents 

and submit

Access Advert from 
the news paper

Email HR the 
application form and supporting 

and required certified documents

Start Access Advert

Search for the suitable 
position

HR Officer Captures Manual 
Application on iRecruitment 

Core

Advert



Pre Screening and Selection
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Perform shortlisting 

Perform 
Prescreening

Meet 
Require-
ments?

Change the status on 
iRecruitment to Pre-

Screened

Meet Require-
Ments?

Reject applicationNO

Approved and status 
change to Shortlisted

YES

Reject Application 
(change status to 

rejected)
EndYes

COD
Recommend Appointment 

Approved?

DEAN 
Recommend Appointment 

YES

VP TL

Approved YES

NONO

Print MOA and 
generic task 

agreements send 
manually for signoff

Approved

NO

No

Sent to CPD for training
Meet 

Requirements 
opportunity 1?

Yes

Meet 
Requirements 
opportunity 2?

No

Yes

No

Automatic geneartion of 
Etutor / TA on Oracle 

including staff number

Yes



Title: CONTRACTING and APPOINTMENT 
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T

Receive offer

Offer position to Applicant by 
emailing MOA and Task 

Agreement

Received signed 
contract 

DEAN 

Sign contract

Receive e-mail request for 
permanent logins 

ASC-Create permanent 
User logins 

Receive list of 
permanent 

credentials and 
Test logins

Update 
mailstop on 

Oracle

Return signed MOA and 
Task agreement with 

original certified 
documents

YES

Accept? Yes
No response in 10 

working days

Activate 
tutor

Termination of 
Appointment on Oracle

Receive signed MOA, Task 
agreement and certified 

documentation

Activate Oracle as 
claimable

No



TRAINING PROCESS 
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Phase

Receives results

Receives list of 
tutors to be 

trained

Send an email to the applicant 
with the login details & how 

to claim myLife email. 

Need SSM? 
(subject 

knowledge test)? 

Assess completed PoE

eTutor undergoes Subject 
Specific assessment (in some 

modules)
YES Pass?

Mark eTutor as 
completed  training. 

NO

YES

NO

Student system links 
tutor to the  CPD 

course site - SCETUT1

Accept
Marks the Tutor as not 
interested for Training 

& inform ASCs
No

Yes
Submit compulsory 

assessments

Request extension for 
submission of 
assessments. 

NO

Grant extension depending 
on Student & Assignment 

systems

Yes

NO

Receive training 
report  

Start

Start training 

Yes

Pass?No
Repeat 

training 1x

Pass?

No

Yes

Yes

Report

Register students on 
Student System with 

student numbers and login 
& passwords

CPD   - send invitation email 
& Registration Form  for 

commitment to complete
 training within 2 weeks

Yes

Update Training 
report 

End
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Receive ET5 and ET6 
forms

Capture the list on 
the system

Adjustment 
required?

Create memorandum

Receive list for approval Approved

Receive approval 
confirmation

Capture adjustment

Receive ET5, ET6 
and Adjustment

Run the dummy 
payment

Errors 
found?

Correct errors

Run actual 
payment

Receive payment reports

Yes

No

Yes

No

Send it for approval

End
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No payment 
received

Reason

Omitted by 
mistake(Human 

error)Perfomance 
suspension

Prepare the 
salary adjustment 

memo 

Fill ET7  form to lift 
suspension

Sign and send the 
document for 

approval

Sign and send a 
document for 

approval

Receive document 
for approval

Receive document 
for approval

Receive document 
for approval

Receive documents

Approved

Approved

Approved

Receive document 
for approval

Approved

Yes

Yes

No

No

No

Yes

No

Yes

Process payment

Receive payment

High lvl 
summary

End
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Generate 
notification to 
Academics, 
students and 
etutors

Receive the list of 
activated tutors 

from HR

Automated 
linking?

Link F2F tutor on 
Maintain staff:

 observer role
 Semester and 

year
 Module

No

Tutor plan 
Automated 
grouping ?

Yes

Automatic 
grouping 

(batch process)

Manual 
grouping

Yes

No

Link  etutor on 
Maintain staff :

 tutor role
 Semester and 

year
 Module

myUnisa group sites 
created

SQL Grouping 
report

Ratio change 
request to be 
approved by 

DISS

Types of tutors:
- eTutor
- Face-to-face
- Teaching Assistant
- Science Foundation tutor

- Max no of students per tutor
- Max no of groups per tutor
- Manual or automated linking & 
grouping

Tutor/students ratio not as 
per tutor plan. Ratio 

change to be approved by 
ASC per email. 

The f2f tutor is given a observer 
role because he only need study 
material on myUnisa portal. If this 
person is listed under tutor by 
mistake , he will get grouped . 
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