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NCEU Simdent Leave Application Flow Chart

Regulations for Student Leave of Absence:

article 6. Leave-taking during semester examinations is prohibived.
Mote: During end-of-term examinations, if there are major
emergencies, or force majewre factors, students should submit the
leave application as “Leawve from terrn exzaminations” rather than
ather types of leave, ez, "Official leave™ or “sick leave, ",

Menstrmal leave
(a maxiromy of
1l day m one month)

Pearsonal leave
or sick leave

l

y

'

Bereavement leave, matermity leave
{izcluding prenatal care, postnatal care,
and baby muotuing), menstuzl leave, or
leave for organ donaton (ncluding bone
marrow orf organ) {with certificates)

—

Mo more than

3 or more davs

(wath

certificates)

mental health leave
{a maxinmum of five
day= in a semester)

Vo

End-of-term

examinations

Official leave (with certficates)

No more 3 or more
tham days
2 dawv=

2 days
b
Exempted from
approval
procedurals
Approved

w v

bv course

mstrechor

Approved by
course mnstmctors
and the deparfment
chaw (nstutute or
program director)

Mo more 3 or more
than days
2 daws (wrth

certificatas)

Each tvpe
of leave
{anth

%

certificates)

Intramural

v

Extramuaral

OB SEds

Approved Approved by
by course course instractors
S IEC tors and the department

chair (msttate or
program divector)

The svstem wall
mstantly informe the
advizor of an applicant
on an approved leave
amounbng to two

consecutive davs

Approved by
course
mstrectors and
the department
chair (institute
Ol ProEran
director])

Approved by the
department chair
(instifute or
program director)
or the chief
admanystrator of
the rezponsible

office

Approved by the
department chair
(Instutufe or
program director)
or the chyef
admimistrator of
the responsible
office

The leave application system will notify the student’s

advisor and instructor to know by email.

% Applicaticns should be submitted and processed online. Applicants who fail to apply online due to unforeseen contingencies

d

Filed by the Student Assistance Division for
administrative verification

are allewed to submit a written application for approval.

W

Eegistered by the hiilitary Traiming
Ciffice for an extrammral activity
111,12 RE
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Non-official Leave Application

To protect vour rights and interests, please read the following notes for your leave application.

1. Applications for leave of absence, except an application for sick leave, menstrual leave or mental health leave, should be submitted for
approval in advance of the leave. In case of severe illness, emergency, or unforeseen contingencies, applicants will be allowed to complete
the designated form, which shall be approved by course instructors before being processed by the Student Assistance Division.

2. Applications for leave during the end-of-term examination period (with certificates) shall be approved by course instructors
and the department chair(or director of the graduate institute ar the program).

3. Applications shall be submitted with relevant certificates or documents for approval, which shall be uploaded online. Those found to be incomplete
or inconsistent with attachments shall not be processed.

Submitted certificates should be titled in Chinese, English, or numerals. Do not use other symbols.

4. If the roster of course instructors is not finalized in the first week of classes, applicants should submit their applications from the second week.
An overdue application shall be processed according to the instruction in Rule No. 1.
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Name of applicant | | %3k Student ID No. | |
ZFh

Department/Institute | | S EET IS | |

aa R Al

Type of leave

iE B EL GIEFERE mental health leave (EE£5ELIAFZELE) a maximum of five days in a semester
Venue of activity =18 Personal leave(fEE= 5528 requiring prior approval)
R — =18 Sick leave
i EZE(COVID-19)# £ Z32 absence due to COVID-19 Prevention
ZE Maternity leave(ZZ7] - 21% - BEEEREZE including prenatal care, postnatal care, baby nurturing, and paternal leave)
=& Bereavement leave
=HER ‘
EEEE= & Leave from term examinations
Type of Reason
2EEIRHEE Leave for organ donation(Z&#& - 22 E including bone marrow and organ)
TENERR ‘ ‘
Mobile Phone No.
EHEERGRENR)

Frequently-used | |
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1. Applications for personal leave for more than three days shall be submitted with | certificates. Attachments shall be uploaded online.
2. Approval procedures:

(1)No more than three days: approved by course instructors and the academic advisor.

(2) More than three days: approved by course instructors, the academic advisor, and the department chair (institute or program director).
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1. Applications for sick leave for more than three days shall be submitted with a medical certificate issued by the hospital or clinic.
Attachments shall be uploaded online.

2. Approval procedures:

(1)Mo more than three days: approved by course instructors and the academic advisor.

(2) More than three days: approved by course instructors, the academic advisor, and the department chair (institute or program director).
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o protect your rights and interests, please read the following notes for your leave application

* Please use the " Student Official Leave Approval Form (Sample)”
to avoid being returned due to "defective documents”

1. Applications for official leave should be submitted for approval in advance of the leave. In case of severe illness, emergency, or unforeseen
contingencies, applicants will be allowed to complete an application for official leave within 5 days from the last day of the leave.
Those who submit an overdue application shall specify reasons in the designated form, which shall be approved by the department chair

(graduate institute or program directorjor the chief administrator of the office responsible for the leave before being processed by the
Student Assistance Division.

2. Applications for official leave shall be submitted with relevant certificates or documents for approval. Please refer to example instructions.
Applicants must upload attached documents online. Those found to be incomplete or inconsistent with attachments shall not be processed

Applicants wheo fail to provide valid certificates or documents shall download and complete the NCKL Student Official Leave Approwval form
which shall be approved by instructors from the department, institute, or college, or by officials from the responsible unit

The completed form shall be submitted online as a certificate before an application for official leave is approved and completed
Submitted certificates should be titled in Chinesze, English, or numerals. Do not use other symbols
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