
SIS WF/WA 
 (Head of Department) 

BY 

SIS Team - Mohammed Essam 



• The instructor must send first warning at 
least one week before sending the WF/WA 

• WF is only approved/rejected by HOD. 

• WA is approved/rejected by HOD & 
Registration. 

• WA can contain attachments (e.g. sick 
leaves). 

• Rejected requests can be submitted again 
by the instructor. 
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