National Cheng Kung University Student Leave Application Form 

(Not Applicable for Official Leave)                                                                                  (Upper Detachment)                                                        
	Department/Institute
	( Undergraduate 
( Master’s Program 
( Doctoral Program 
       Year of Study
	Student ID No.
	
	Name
	

	
	
	Phone No.
	
	
	

	Reasons 
	
	Overseas: (country：　　　    (NO 

	Duration
	From _____________(yyyy-mm-dd Time) to _____________(yyyy-mm-dd Time)   

In total: _____ Days _____ Hours
	Certificates: (Attached  ( None

	Types of Leave
	( Personal Leave ( Sick Leave ( Bereavement Leave (Menstrual Leave ( Maternity Leave  (Organ Donation Leave

( Mental health leave (a maximum of five days in a semester)  leave for multicultural festivals (Limited to two days per academic year)

	Course
	No. of Sessions
	Signature of Instructor
	Course
	No. of Sessions
	Signature of Instructor

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Approval Authority
	
	Please check the box for your application: 
(1. No more than 3 days: approved by the academic advisor and the department chair
(2.More than 3 days: approved by course instructors, the academic advisor and the department chair
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -         

(3. Leave during the Exam Period: approved by course instructors, the academic advisor and the department Chair

	
	Signature of the Advisor 
	Signature of the Department Chair
	Signature of the Student Assistance Division 
(Application Completed)

	
	
	
	


1. Applications should be submitted and processed online. Applicants who fail to apply online due to unforeseen contingencies are allowed to submit a written application for approval. 
2. Upon completion, please submit the upper detachment of this form to the Student Assistance Division and keep the bottom detachment. (-------------------------------------------------------------------------------------------------
National Cheng Kung University Student Leave Application Form

(Not applicable for Official Leave)                                                                                    (Bottom Detachment)                                                       

	Department/
Institute
	( Undergraduate 
( Master’s Program 

( Doctoral Program 
       Year of Study
	Student ID No.
	
	Name
	

	Reasons 
	
	Overseas：(country：　　　          (NO

	Duration
	From _____________(yyyy-mm-dd Time) to _____________(yyyy-mm-dd Time)   

In total: _____ Days _____ Hours
	Certificates：

( Attached  ( None

	Types of Leave
	( Personal Leave ( Sick Leave ( Bereavement Leave ( Granted Leave  (Organ Donation Leave
( Mental health leave (a maximum of five days in a semester)  leave for multicultural festivals (Limited to two days per academic year)

	Student Assistance Division
((Application Completed)
	


1. Applications should be submitted and processed online. Applicants who fail to apply online due to unforeseen contingencies are allowed to submit a written application for approval. 

2. Applicants must submit applications with certificates or relevant documents (in whatever format they are available) as required for the leave category or for a leave of more than three days.
3. Upon completion, applicants should submit copies of the approved form to course instructors to facilitate their grading assessment.                                                                                        114.07.
