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The process for teacher to taking leave

Step 1: Inform the Deputy Director for
Academic Services / Head of Department

by e-maill.
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The process for teacher to taking leave R ——————
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Name Sumame: Mobile Phone

From (dd/mmdyy): To (dd'mmiyy):

The following arangements have been made.
Class Hour Substitutes Lesson Plan | Lesson Plan
provided not provided

Step 2: Fill out the “Appendix 4 Faculty R ——

____ Personal (3 Days) Tetal Leave Day (s):
L R t , , f ____ Leave without Pay Total Leave Day (s):
eave Reques orm -
Teacher's Signature Date
HOD's Signature Dats

Summary Leave Record by Human Rezource Department

Sick Leave Usad uniil Presant Days MNote:
Personal Leave Used untl Present Days Note:
Leave Without Pay Used until Present Days Note:
Approved with Pay L Yes L No Note:
Checked by HR: Date:
Approved by: Deputy Director Date
Approved by: School Director Date

** If you would ke o do the cancelation of your leave request, pleace nform HR, HOD and Deputy Director by sending an e-mail.™
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Name Surname: Mr. AbC Def Mobile Phone 081 234 5678

From (dd/mm/yy): 14 /| Feb / 2025 To (dd/mml/yy): 14 | Feb / 2025

Appendlx 4 FaCUlty The following arrangements have been made.
Leave RequeSt form Class Hour Substitutes Lesson Plan Lesson Plan

> provided not provided

Reason (P) - lliness / Injury (15 Days) Total Leave Day (s):
l Personal (3 Days) Total Leave Day (s): 1
___ Leave without Pay Total Leave Day (s):
Other:

Teacher’s Signature 11/ Feb / 2025

Teacher's Signature Date

HOD’s Signature HOD's Signature 11 / Feb / 2025 Date
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The process for teacher to taking leave

Step 3: Submit the form to get an
approval from HOD

Step 4: After got the approval from
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The process for HR when received leave request form

»> HR will check thecher’s leave record and record

In their form,
> Submit the leave form to get an approval from
Deputy Director for Academic Services and

School Director. @ /<
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Appendix 4 Faculty Leave Request form

Summary Leave Record by Human Resource Department

Sick Leave Used until Present Days Note:

Personal Leave Used until Present 1 Days Note:

Leave Without Pay Used until Present Days Note:

Approved with Pay / Yes | No Note:

Checked by HR: Human Resouce Date: 11 / Feb / 2025
Approved by: Signature Deputy Director Date 12 / Feb / 2025

Approved by: Signature School Director Date 12 / Feb / 2025

** If you would like to do the cancellation of your leave request, please inform HR, HOD and Deputy Director by sending an e-mail.**



