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Student Leave of Absence Application Q&A
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How to apply for leave?
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First, apply for official leave, group official leave, business
trip leave and exam leave online. Next, print out your leave
application form and get the approval of instructors. Finally,
submit to Division of Student Assistance in Lantan or Office of
Student Affairs in Minsyong. Students can apply for personal leave,
sick leave, funeral leave, menstrual leave and maternity leave
online. Instructors can sign and approve online as well. Hard copy
1s not necessary. Please check the approval process of leave
application frequently in case of rejection.
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How does online leave application system work?
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1. Procedure of online leave application (Please refer to
“Student Online Leave Application System Manual” for further
information): go to “Administration System” =" System
Menu” =7 Leave Application” =” I’ ve read the above
instructions. Enter Online Leave Application System.” =fill out
the form=select absent time, course, type of leave and
reason=upload attachment=submit
2. Procedure of uploading attachment: click “Attachment”

oselect files=>click “Upload Files” or “Start” =Finish
uploading. Certificates should be appended to leave applications
for three days or more. Please scan or photograph your files and
upload. Applications without will be rejected. Your application
will be inspected based on procedure of application rejection and
re-inspection if you upload again.




3. Procedure of application rejection and re-inspection:
unapproved leave application=content=check the status of
approval=®upload attachment=submit
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Is it possible to apply for leave afterward if I can’ t apply in
advance for some reasons?
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Students, for some reasons, can’ t apply for leave in advance
should file for leave application online within 7 days from the next
day of your absent day. National holidays and weekends are counted.
For instance, if you' re absent from classes on Wednesday, online
leave application should be submitted by next Wednesday. If you' re
absent for more than one day, it should be submitted within 7 days
from the next day of your last absent day. Overdue application will
not be approved. Please look up the “Content” of “Unapproved
Leave Application” to make sure the approval status.
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How to apply for leave on reschedule or make up classes?

A A RAGEE ER R P 0 B4 10/9(- )EME B S AB D
9/30(= )t ¥k B EF 9/30(= )F B 3P H g4 10/9(- ) -

If you" d like to apply for leave on reschedule or make up
classes, choose the original class date on online leave application
system. For instance, classes are rescheduled to Sep 30" due to a
bridge holiday on Oct 9". Students should apply for leave on Oct
9" if you'" d like to take a day off on Sep 30".
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[' d like to apply for official leave. Who should seal for
dispatching unit?
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Students’ applications for official leave should be signed and
approved by dispatching unit superior to dept. or sect., advisor
and director of unit. Official leave application for engaging in
school club activities should be approved by club counselor or
Division of Student Activities. Applications merely sealed by club
are invalid. Official leave application for engaging in department




activities should be approved by chairperson of department and
department office. Applications merely sealed by student
association of department are invalid. Besides official documents,
official leave for school should be approved by dispatching unit.
For instance, official leave for attending sports events should be
sealed by Physical Education Office and its director.
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Does absent from class cause deduction to conduct grade?
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Neither absence nor leave will cause deduction to conduct
grade. However, students whose absence and leave hours reach one
third of the total class hours in the semester are not allowed to
take final exam. For instance, there are 18 weeks in a semester and
2 credits for the course. Total class hours are 36 hours. So your
absence and leave hours should not exceed 12 hours which is one third
of the total class hours. Therefore, keep in mind to apply for leave
if you" re absent from class. Look up on NCYU website for attendance
record in case of accident.
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How to apply for exam leave?
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Since exam leave is correlated with make-up exam, if you d like
to apply for exam leave, first, select “Exam Leave” while filling
out the online leave application form. Then print it out and get
the approval of instructors. Finally, submit your leave application
form to Division of Registry or Minsyong Campus division.
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How to find out my attendance record?
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Students can look it up on NCYU website anytime.
(E-campus=>Administration System=>Attendance Record)
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How to cancel leave application which is already filed?
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Students can cancel leave application on their own after
uploading but yet approved by instructors. If applications which
are not yet due are already approved, call 05-2717052 to reach
Division of Student Assistance in Lantan or 05-2263411%1212 to
Office of Student Affairs in Minsyong for assistance.
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How to apply for leave during summer classes?
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The absences during summer classes do not take into account of
attendance record since they are not part of normal semesters. If
you re not able to attend the classes, please inform your
instructors. Online leave application is not necessary.




