PROCESS MAP OF SPECIAL LEAVE FOR SPORT

 (POLICE OFFICERS AND SUPPORT STAFF)

ADMINISTRATIVE PROCESS
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Police Officer / Support Staff member completes and submits form SLS 1 to Local Human Resource Manager  (absence record attached) at least four weeks prior to proposed date of the sports event taking place.





Local Human Resource Manager will complete Form SLS 2 and will add his / her recommendations.





Forms SLS 1 and SLS 2 will be forwarded to the Divisional Commander / Departmental Head.  He/she will accept / reject the application for special leave for sport  (either paid or unpaid).








Individual to be informed of the decision (in writing) within 14 days following receipt of the completed paperwork at Local Human Resources.





Record action  taken  accurately on Duty States / HRS systems





Paperwork to be retained individuals on Personnel File.








