
The process for teacher to
taking leave



Step 1: Inform the Deputy Director forStep 1: Inform the Deputy Director for
Academic Services / Head of DepartmentAcademic Services / Head of Department  
by e-mail.by e-mail.
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Step 2: Fill out the “Appendix 4 FacultyStep 2: Fill out the “Appendix 4 Faculty
Leave Request” formLeave Request” form
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Mr. Abc Def 081 234 5678

14 / Feb / 2025 14 / Feb / 2025

1

11 / Feb / 2025

11 / Feb / 2025

Teacher’s Signature

HOD’s Signature

Appendix 4 FacultyAppendix 4 Faculty
Leave Request formLeave Request form



Step 3: Submit the form to get anStep 3: Submit the form to get an
approval from HODapproval from HOD
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Step 4: After got the approval fromStep 4: After got the approval from
HOD, please submit to HRHOD, please submit to HR
department.department.



HR will check thecher’s leave record and recordHR will check thecher’s leave record and record
in their form,in their form,  
Submit the leave form to get an approval fromSubmit the leave form to get an approval from
Deputy Director for Academic Services andDeputy Director for Academic Services and
School Director.School Director.

The process for HR when received leave request formThe process for HR when received leave request form  



12 / Feb / 2025

1

Signature

Signature 12 / Feb / 2025

Human Resouce

Appendix 4 Faculty Leave Request formAppendix 4 Faculty Leave Request form

11 / Feb / 2025


