
Long Term Leave Process

July 2018

 ADMIN INTERVIEW AND 
REFERENCES

HR /ADMIN  REVIEW SUBSTITUTE LIST 
(IF NEEDED)

(Current Sub list)

ADMIN CONTACTS HR IF POSITION 
NEEDS POSTED

ADMIN MAKES THE OFFER

STAFF INFORMS IMMEDIATE 
SUPERVISOR AND

HUMAN RESOURCES OF LEAVE 
NEEDED

HR NOTIFIED

BOARD APPROVAL
ONBOARDING

SET UP TRAINING 
DATES WITH 

REGULAR STAFF 
MEMBER IF NEEDED

(3 DAYS MAX)
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