TREFNU A CHOFNODI GWYLIAU BLYNYDDOL 
Mewn adroddiad archwilio diweddar pwysleisiwyd bod angen trefn dryloyw ar gyfer trefnu a chofnodi gwyliau blynyddol staff. Byddwch wedi cael templedi oddi wrth yr Adran Adnoddau Dynol ac fe argymhellir bod y templedi hynny’n cael eu defnyddio at y dibenion hyn.

Mae hyn wedi amlygu’r ffaith bod angen sicrhau bod trefn ganolog yn cael ei rhoi ar waith i drefnu a chofnodi gwyliau blynyddol, ac fe fydd y drefn isod yn cael ei chyflwyno ar gyfer gwyliau a gymerir o 1 Ionawr 2011 tan 31 Rhagfyr 2011 yn y lle cyntaf.

Dylai penaethiaid Adrannau Academaidd, ac eraill sy’n uniongyrchol atebol i’r Is-Ganghellor, anfon ebost at Vera Bowen vvb@aber.ac.uk, cynorthwyydd personol yr Is-Ganghellor, yn rhoi dyddiadau’r gwyliau blynyddol y ceisir amdanynt. Ar ôl cael ymateb drwy’r ebost, dylid cofnodi’r gwyliau ar eich cofnod Adrannol o wyliau blynyddol y staff, gyda nodyn o’r dyddiad pan anfonwyd yr ebost i Swyddfa’r Is-Ganghellor.

Dylai penaethiaid yr adrannau a’r isadrannau sy’n atebol i’r Cofrestrydd ac Ysgrifennydd anfon ebost at Mrs Auriel Evans rue@aber.ac.uk, cynorthwyydd personol y Cofrestrydd ac Ysgrifennydd, a dilyn yr un drefn â’r un a ddisgrifir uchod. 

Os oes gennych unrhyw ymholiadau ynghylch y trefniadau uchod, rhowch wybod imi.

BOOKING AND RECORDING OF  ANNUAL LEAVE
A recent audit report emphasised the need for transparent processes for arranging and recording of staff annual leave. You will have received templates from the Human Resources Department which it is recommended you utilise for this purpose.
This has highlighted the need to ensure that a central process for arranging and recording of the annual leave of senior members of staff  is put in place,  and the following process will be introduced for leave taken from 1 January 2011 to 31 December 2011 in the first instance.

Heads of Academic Departments and others who report directly to the Vice-Chancellor should e-mail Vera Bowen vvb@aber.ac.uk , PA to the Vice-Chancellor, stating the dates of the annual leave requested. Following receipt of an e-mail response the leave should be recorded on your own Departmental log of staff annual leave with a note of the date the e-mail was sent to the Vice-Chancellor’s Office.

Heads of Departments and Sections who report to the Registrar and Secretary should e-mail Mrs Auriel Evans rue@aber.ac.uk , PA to the Registrar and Secretary, and follow the process outlined above. 
If you have any queries regarding the above arrangements please let me know.
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