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ACADEMIC STAFF LEAVE WORKFLOW PROCESS 

Work Flow Process Responsible 

 

 

 
 
  Academic Staff 
 
 
 
 

 
Dean 

 
 
 
 
 
 
 

Human Resources Directorate 

 

Academic staff requesting leave 
Academic Staff Leave via EBYS 

Fills out the form and submits it to the 
Dean's Office for approval. 

Has the Dean authorised it? 

The form is 
returned to the 

relevant lecturer 
via EBYS. 

The leave process is 
completed and the 

approved leave form is 
sent to Human Resources 

via EBYS. 

No 

Yes 


