
 
To my fellow assembly members, 
 
I am requesting a leave of absence from my position as MSU Vice-President 
Administration for the following dates: Sunday, January 15th, 2016- Thursday, 
January 26th, 2016. The information found below summarizes the proactive 
measures that have been taken to ensure operations continue as usual in my 
absence.   
 
LOA Formal Request Form  
 
Name: Shaarujaa Nadarajah  
Job Title: MSU Vice-President Administration  
Supervisor: Student Representative Assembly  
 
Who will take over your responsibilities when you are on your LOA and 
what is their contact information?  
 
In my absence, Ryan MacDonald (vpfinance@msu.mcmaster.ca) and Blake 
Oliver (vpeducation@msu.mcmaster.ca) will be taking over most of my 
responsibilities with the support of our full-time staff members. Aside from my 
personal projects, the day to day duties of a Vice-President Administration 
are the following:  
 

1. Answering service operational question via email from Part-Time 
Managers  

2. Approving Risk Management for service events  
3. Sitting on Executive Board and Welcome Week Committees 

(WWPIC/WWAC)  
4. Providing general support for Part-Time Managers and Student 

Representative Assembly Members 

. 

 
Leave of Absence Plan 

 
From the office of the… 

Vice-President Administration 
 

TO: Student Representative Assembly  
FROM: Vice-President Administration   
SUBJECT: Leave of Absence  
DATE: January 4, 2017 



 
 
 
 
Below, you can find a summary of who will be taking over the day to day 
tasks in my absence.  
 
Responsibility  Person  Description  
Answering emails  Ryan MacDonald  My email will communicate 

that I will be out of the 
office until Friday, January 
27th, 2017. In my absence, 
people will be directed to 
the VP Finance for 
immediate inquiries and 
assistance.  

Approving Risk Management  Ryan MacDonald  Ryan will be trained on 
approving service events 
on the risk management 
portal. In my absence, he is 
the best person to manage 
those responsibilities as he 
works very closely with 
services and PTMs  
throughout the year.  

Executive Board  N/A  Executive Board will not 
be in session for two 
weeks due to the VP 
Administration and the 
President being out of 
office.  

Welcome Week Committees  Ryan MacDonald  There will be one WWPIC 
(Welcome Week 
Programming 
Implementation 
Committee) meeting in my 
absence. The committee 
has been notified about 
my leave and all work for 
the meeting will be 
submitted prior to my 
absence.  

Providing General Support to 
PTMs and SRA members  

Ryan MacDonald 
Blake Oliver  
Jess Bauman  
Victoria Scott  
John McGowan  
Michael Wooder  

SRA members and PTMs 
come to me for a wide 
plethora of support 
ranging from logistical 
assistant to emotional 
support. In my absence, 



the following people will 
be the best individuals in 
the organization to 
support these members in 
that capacity.  

 
What are the major events/projects that you have planned for that is 
happening during your LOA? 
 
As the role of the Vice-President Administration is not project driven, but 
primarily encompasses overseeing the day to day operations of the 
organization, there are no major projects that will be happening in my 
absence. Many services and committees don't run events during this time as 
the organization puts a huge emphasis on promoting the elections and 
referenda period at the time. With respect to the day to day responsibilities 
held by the Vice-President Administration, the table above summarizes the 
plan for operations to continue as usual in my absence.  
 
 
Please highlight any areas of your service or programming which will no 
longer be able to function in your absence and the impact that may have 
on users/patrons/customers, etc. In addition, outline why you believe taking 
a leave of absence at this time wouldn't be a detriment to service/committee 
operations.  
 
As highlighted in the previous question, service programming should continue 
as usual in my absence. I have absolute confidence that the organization 
should not see any major disruptions in my absence with the support of the 
rest of the board and the full time staff. With respect to major projects, the 
only responsibility that cannot be absorbed by other staff members is 
overseeing the hiring of Part-Time Managers for 2017. However, Jess Bauman 
(operations coordinator) and I have already constructed a hiring schedule 
that allows us to maintain the same timeline for hiring even with my absence. 
Lastly,  Executive Board will not operate for two weeks as both Justin and I 
will not be in the office for the duration of that time. I have done everything 
possible to plan in advance for my absence but if anything were to arise, I 
believe the full time staff and the board will be able to handle it during my 
leave. 
 
Please feel free to contact me should you have any questions or concerns 
regarding this plan.  
 
 
 
With warm regards,  



 

 
Shaarujaa Nadarajah  
Vice-President Administration  
McMaster Students Union  
vpadmin@msu.mcmaster.ca  
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