
    

A. Normal Leave Application Approval (HOD / HOC) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

 

 

 

 

 

 

ShCT Human Resource Management System 

  

Start 

Staff to fill up leave application form 

inside HRMS and submit form 

HRMS will send an email notification 

to staff and HOD/HOC of department 

HOD/HOC of department will approve 

leave application  

Leave 

Approve? 
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HRMS will send an email 

notification to staff that the 

leave was disapproved 

HRMS will send an email notification to 

staff that the leave was approved 
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