
MyHR Annual Leave Process Flowchart: Request for Annual leave
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Line Manager Next line manager in hierarchy HR-systems (error)Employee

START
Employee logs onto 

MyHR and requests leave 
(a conversation may have 

taken place).

Employee receives email 
confirmation that leave 
has been authorised.

Employee updates any 
departmental planners, 

such as their lotus diary.

END

Leave request will be 
rejected by the 

system, due to either 
the absence of a line 
manager on MyHR or 
the triggering of the 

timeout process.

Accept

Reject
Employee receives email 
confirmation that leave 

has been rejected.

14 days no action

Accept or 
Reject?

Reject

7 days no action

Employee receives email 
notification that request 
has not been dealt with.  
Employee should raise 

within their department in 
the first instance.

Yes Yes

Manager receives an email 
notification of this request. 

Manager logs into MyHR and 
authorises/rejects the 

request.  

No action after 13 days will 
trigger a reminder email.

No

Accept

Accept or 
Reject?

Manager receives an email 
notification of this request. 

Manager logs into MyHR and 
authorises/rejects the 

request.  

No action after 6 days will 
trigger a reminder email

No
Manager in 

post?

Line manager not linked

Manager in 
post?

Leave request sent to 
hr-admin account to 
resolve on a case by 

case basis

Line manager not linked


	Page-1�

