Southern Taiwan University of Science and Technology
Labor Education Leave of Absence Application
	Groups
	Class
	Student ID
	Name

	                                                                                              
	
	
	

	Category Check (V)
	Date of Absence

	
	
	
	
	From:    D    M   Y

To:    D    M    Y
Total:      session(times)

	Sick

Leave
	Personal

Leave
	Official

Leave
	Funeral

Leave
	

	Reasons

	Approval

	Official Leave Unit
	Signature of Group Leader
	Signature of Labor Education
	Dean of Student Affairs Office  

	
	
	
	

	Note:

I. Please print, fill out and submit the form to labor education with the signature of the group leader and related documents.

II. Sick leave(enclose original receipt or medical certification)is limited to 5 sessions a semester. Please complete your application within 2 weeks and note menstruation leave is counted as sick leave.

III. Official leave(enclose formal documents from school or activity managers)is limited to 5 sessions a semester. Please complete your application within 3 days.

IV. Funeral leave(enclose an obituary)is limited to 5 sessions a semester. Please complete your application within 2 weeks.

V. Personal leave is limited to 5 sessions a semester. Please complete your application within 3 days.

VI. Absences will result in a 3 point deduction per session. Approved sick leave deducts 1 point per session. Approved personal leave deducts 2 points per session. Approved official leave or funeral leave are exempt deductions.
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