
 PROCEDURE FOR ANNUAL/ SHORT LEAVE  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Upon approval the member of staff 

acquires a triplicate leave form from 

their respective departments and fills 

the application 

The member of staff forwards the 

filled form to the immediate 

supervisor for verification. 

In verifying the immediate 

Supervisor shall consider: 

i. Reason for leave 

ii. Type of leave ( annual or 

short- leave) 

iii. Workload over the leave 

days 

iv. Duration of leave 

v. Pending leave days 

In the event of disapproval, the 

Supervisor shall advice 

accordingly. 

Member of staff identifies a need to apply for leave 

and discusses the need with their immediate 

supervisor for advice. 

Upon approval the Supervisor 

shall forward the leave 

application form to the Chief 

Officer for further verification.  

In the event of disapproval the 

Chief Officer shall communicate 

to the staff with 

recommendations 

Upon approval the Chief Officer shall forward 

the leave application form to the DHRM for 

approval. Upon approval DHRM shall retain the 

original copy of the leave form in the personal 

file of the staff and the copy retained by the 

requesting staff. 

 

This procedure is complete upon the staff reporting to 

the Chief Officer on return, and the Chief Officer 

notifying the DHRM the return of the Officer, through 

monthly Staff Return. 



PROCEDURE FOR MATERNITY/ PATERNITY LEAVE 

 

 

 

 

 

 

 

 

PROCEDURE FOR COMPASSIONATE LEAVE 

 

 

 

Member of staff applies for 

maternity leave to the DHRM 

upon delivery of child and 

attaching a birth notification duly 

stamped from the hospital. 

Upon approval the 

DHRM shall issue an 

approval letter to the 

staff member 

This procedure is complete upon the staff member 

being issued with maternity/ paternity approval through 

the departmental Chief Officer. 

For maternity leave the staff member is granted Ninety 

(90) calendar days and Ten (10) working days for 

paternity leave. 

Member of staff identifies a need 

for compassionate leave and 

discuss the need with the 

immediate supervisor 

The requesting shall have 

exhausted all annual leave 

days for the current year 

Upon approval by the supervisor the staff member 

shall apply for the leave to the DHRM. Who shall 

issue the officer with an approval letter of 

compassionate leave not exceeding Ten (10) working 

days. 


