Request for Leave
	Blanks to be Completed by Applicant
	Student Code
	
	Name
	

	
	College/School
	
	Major
	

	
	Reasons for Leave of Absence
	

	Leave of Absence: from     to      ,      days in total.

	Leave of Absence Within 1 Day
	Approved by Class Supervisor
	Approval  □
Disapproval□
                Signature:         Date:

	Leave for More Than 1day and Less Than 2 Weeks
	Approved by Teaching and Research Office
	Approval  □
Disapproval□
                Signature:         Date:
	　

　
	　

	Leave for over 2 Weeks
	Approved by Academic Affairs Department
	Approval  □
Disapproval□
                Signature:         Date:
	
	　

	Termination of Leave
	Signature of Applicant:            Date:

Signature of Office Clerk:          Date:


Notes: 1.Students asking for sick leave must present a doctor’s sick leave certificate issued by Community Heath Service Center. Private affairs leave and business leave must be supported by relative certificates.

2. For leave extension within 3 days, the applicant must be granted approval by Department Head or College Dean; extension for more than 3 days is subject to the approval by the university Academic Affairs Department. And such a leave can exceed no more than 30 days. 
3. This form is to be kept on file for future reference by Teaching and Research Office and Department Office.

Leave Permit Note

         (Name of applicant):

Your application has been approved. You have been granted a leave for      days (from         to         ). You are required to come back on time and report back to the college Teaching and Research Office when the leave terminates. 

                                Approved and signed by:

                                Seal of the College/School:
                                Date:

Notes: 1. The Leave Permit Note is invalid unless it bears the signature of the approved and the seal of the College/Department concerned.

      2. The applicant should return and report back when the leave terminates, otherwise, the leave is considered overrun. Leave of absence disapproved or overrun will be considered as absenteeism.

