WORKFLOW

ACADEMIC PERSONNEL ANNUAL LEAVE PROCEDURES

Workflow Process (Steps)

Responsible
Party

The academic personnel applies by
( filling out the annual leave form.

v
-he proxy personnel (substitute) is designated and their signature is obtained .

|

Academic Personnel

Leave entitlements are calculated by the Department of Personnel Affairs.

1 2

.e academic personnel has the annual leave form signed by the Departmer'
Chair.

!

le annual leave form is approved by the Dean / School Directorl

!

academic personnel has the annual leave form signed by the Departm
CIr.

The annual leave form is approved by the Dean / School Director.

!

he academic personnel's annual leave form is filed into their personal '
(personnel) file

|

The process is completed.
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