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The Page of Students Leave System (English Version )

Please help translate the “Online Students Leave System” into English to help foreign
students access and complete the application form. Thank you!
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The students shall file the applications for leave (including scheduled courses, e.g. weekly meetings and
temporary transfer of class, etc.) online uniformly.

Personal leave: According to Article 7 of the Student Leave Application Rules, the application for personal
leave shall applied for in advance and the application procedure shall be completed, unless in the event of
serious contingency or special circumstances, in which case the student shall apply for the leave with his/her
instructor personally on the ground of the relevant proof.

Sick leave: The student shall complete the leave application procedure on the ground of valid certificates
within three (3) days pursuant to the relevant requirements; otherwise, no application for such leave will be
permitted.

Menstruation leave: The application for menstruation leave for one (1) day (there shall be more than
twenty-five (25) days between two applications, if any) shall be requested online on the same day and no proof
is required.

% The application for sick leave/menstruation leave for more than one (1) day (exclusive) shall be attached
with the doctor’s medical certificate.

In the case of the application for ordinary leave for more than four (4) days (inclusive), mid-term examination
leave, final examination leave, graduation examination leave or registration leave, it is necessary to print out
the “Application Form”, and have the form approved and signed by the relevant faculty, and submitted to the
department military instructor for endorsement, and then the application procedure is held completed.

Where it is necessary for the student to apply for group leave upon participation in any self-governing
organizations, clubs or physical education competitions, the person in charge of such activity (convener) shall
print out the related certificate form online, and file the application with the department military instructor
upon completion of the certification procedure.

Where there is any test during the student’s leave, the student shall print out the leave application form and
have the same signed by the relevant instructor, and then submit the application to the department military
instructor.

The application for leave shall be approved by the relevant instructor at first. Then, you may complete the
application form online and the leave will be granted by the responsible unit through the relevant procedure.

No application for menstruation leave will be permitted during the mid-term examination, final examination
and graduation examination. Notwithstanding, if necessary, the student may apply for sick leave with the
military instructor, attached with the doctor’s medical certificate.

® Students Leave System Step 1 (Leave Category)
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Including “ordinary leave”, “mid-term examination”, “final examination
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“graduation examination”, “maternity leave”.
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, “ordinary leave”,

® Students Leave System Step 2 (Leave Type)
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Including “sick leave”, “personal leave”, “official leave”, “funeral leave”, “menstruation
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leave”, “maternity leave”, “miscarriage leave”, “parental leave”.

® Students Leave System Step 3 (Cause of Leave)
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Including such causes as “upper respiratory tract infection”, “gastroenteritis” and “hurt in
car accident”, etc.

@ Students Leave System Step 4 (Submission of Certificate)

*
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Including such certificates as “certificate of diagnosis”, “invitation card”, “obituary” and



“certificate of club activity”, etc.

€ Students Leave System (other causes): Including the cause of leave as “others (no more than
25 words)” and submission of certificates as “others (no more than 25 words)”.

® Students Leave System Step 5 (verification of information) or (re-enter).

Reference picture
® Students Leave System Step 1 (Leave Category)
€ Including the “registration leave”, “mid-term examination”, “final examination”, “ordinary
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leave”, “graduation examination”, “maternity leave”.
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@ Students Leave System Step 2 (Leave Type)

€ Including “sick leave”, “personal leave”, “official leave”, “funeral leave”, “menstruation
leave”, “maternity leave”, “miscarriage leave”, “parental leave”.
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® Students Leave System Step 3 (Cause of Leave)

€ Including such causes as “upper respiratory tract infection”, “gastroenteritis” and “injury in
car accident”, etc.
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® Students Leave System Step 4 (Submission of Certificate)

€ Including such certificates as “certificate of diagnosis”, “invitation card”, “obituary” and
“certificate of club activity”, etc.
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€ Students Leave System (other causes): Including the cause of leave as “others (no more than
25 words)” and submission of certificates as “others (no more than 25 words)”.
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® Students Leave System Step 5 (verlflcatlon of information)
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