
 

 
 
 

ADMINISTRATIVE WORK 

SOP- LEAVE APPLICATION  

Purpose: 

As a procedure for staff to apply leave and understand the leave application policy. 

Scope: 

Applicable to all staff 

Responsibilities and Authorities: 

• All staff are required to apply  relevant leave and ensure that the leave has been approved from principal 

prior commencement of leave  

• Head of the department approves the leave within the period  

• The clerk checks the attendance and ensures all absence is supported with a valid leave which is approved. 

Procedure: 

• Take application form of casual leave 

• Write date, college name, name of staff, leave period, and leave type and reason for leave and sign of the 

applicant. 

• Go to reliever. With his/her due consent, Write reliever name take sign of his/her. 

• With due permission from head of department, take sign and stamp. 

Leave Application Policy: 

• Application for Continuous Leaves which is 3 days and above shall be submitted in advance. 

• Application for leave less than 3 days shall be apply before the commencement date of leave. 

• Staffs are advised to do arrangement of all departmental work before going for the leave. 

• Casual leave application is submitted before and medical leave are submitted after joining college. 
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