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1. Personal Information:

Incomplete information will result in the
application being rejected.

. Applicant:

Leave applications must be submitted by
the student or parent with supporting
documents. Authorized representatives are
allowed in special cases.

. Leave Types and Requirements:

® Personal Leave: Must be requested in
advance and may not exceed 5 days
(35 periods) per semester.

® Sick / Menstrual Leave: Sick leave
over 2 consecutive days requires
medical proof. Menstrual leave is lim-
ited to 1 day per month. Sick leave
during exams requires same-day med-
ical proof for make-up exams.

. Application Deadline:

® Personal leave and similar leave must
be completed before the previous
school day ends.

® Sick leave and emergency leave must
be completed within 3 days after re-
turning to school.

. Late Applications:

Applications without proof will be treated
as unexcused absences. Late applications
with proof may still receive disciplinary
action.

. Unexcused Absences:

Excessive unexcused absences may result
in failing grades.

. Supporting Documents:

Written proof is required. Parent
statements are supplementary only.

. Approval Process:

Up to 1 day: Homeroom teacher
approval ;

Over 1 day: Guidance Section approval ;
3+ days: Director of Student Affairs
approval

7+ days: Principal approval

. System Check:

Students should confirm that leave records
are updated in the system after submission.

10.Other Regulations:

All other matters follow the Student
Handbook regulations.




