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Sabbatical leave application and approval process 

It is important to read and understand the sabbatical leave policy 

Applications for Sabbatical Leave must be submitted, ideally one year but no less than six months prior to 

the envisaged commencement date to ensure sufficient planning to prevent undue disruption to the 

academic programme and to assess the application. 

Sabbatical leave plan 

Click on “Leave functions” 

 

Click on sabbatical leave plan 

Sabbatical Leave Plan refers to a detailed written plan which is specific, measurable, achievable and realistic 

and which sets out the objectives/goals, activities, outcomes and timeframes of a defined period of 

Sabbatical Leave. 

  

Applying for sabbatical leave 

 

Leave balances 
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Approval 

Select Manager Self Service 

Click on approvals 

 

Select self service transactions 

 

Click on the self service transaction to open up the sabbatical leave plan to view all information 

Click on the little house/home to navigate back to managers self service 

 



Page | 3  

 

Click on approvals 

 

Select self service transactions, click approve or deny 

 

The approval process is, HOD, DD, Dean, VP (Academic) and finally HR 

For any assistance contact you HR department 


