
 

Administrative Staff Annual Leave Procedures 

Workflow 

 

Workflow Process Responsible 

 
The administrative staff 

member submits an application 
by completing the Annual 

Leave Request Form 
 

 

               The staff member who 

        will act as a substitute is designated, and their signature is obtained 

 

The annual leave entitlement is calculated and veridied by the 
Personnel Affairs Department  

 

 

The administrative staff member’s Annual Leave Request Form is signed by the Unit 
Supervisor. 

 

 

 
The administrative staff member’s Annual Leave Request Form is approved by the 

Secretary General. 
 

 

 

 

The administrative staff member’s Annual Leave Request Form is approved by the 
Rectorate. 

 
 

 

 

The Annual Leave Request Form is approved by the Chair of the Board of Trustees. 
 

 

 

 
The administrative staff member’s Annual Leave Request Form is recorded in the 

personnel system and archived in the employee’s personnel file. 
 

 

 

 
The process is completed. 
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