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Guidelines on Student Leave of Absence
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l. These guidelines are formulated in accordance with the Academic Regulations.
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Il. Students may apply for leave of absence with relevant documentation for
reasons such as marriage, bereavement, illness, mental distress, discomfort
during menstrual period, pregnancy, childcare, Indigenous traditional rituals and
festivals, or other significant circumstances.
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1. Students shall submit the completed leave application form when taking leave.
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IV.  Students unable to complete their enrollment on time shall submit their leave

application to their mentor and the head of their affiliated department/institute,
or delegate a third party to do so. Such leave of absence shall not exceed two

weeks.
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V. Students unable to attend a class shall either inform the teaching faculty or
delegate a third party to do so and complete the leave application within two
days. Students taking leave for more than three days shall submit their leave
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application with relevant documentation to the teaching faculty, their mentor,
and the head of their affiliated department/institute within two days after the
leave ends.
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The required supporting documentation for various types of leave are as follows:
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(1) Leave of absence due to illness, mental distress, pregnancy shall be
supported by relevant documentation issued by a government-accredited
medical institution.
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(2) Personal leave shall be supported by valid documentation.
(=) r]‘“;lf R BKRE A P D oo

(3) Bereavement leave shall be supported by an obituary or a certificate of

death.
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(4) Indigenous students may apply for one day leave with relevant
documentation to attend their traditional rituals or festivals announced by
the Council of Indigenous Peoples, Executive Yuan, and additional leave
of one to four days may be requested around the ritual/festival if needed,
with a maximum of five days per academic year.
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Leave of more than three consecutive days due to mental distress or menstrual

discomfort shall be supported by relevant documentation issued by a
government-accredited medical institution.
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VI.  Students on official leave shall complete the leave application with relevant
documentation before the scheduled leave. Students unable to complete their

application in advance due to special circumstances shall complete the
application with relevant documentation within two days after the leave ends.
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VII. Students taking leave during the exam period shall be handled in accordance
with Regulations for Handling Students’ Exam Leave and Retake.
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VIII. If the reason for leave of absence or corroborating documentation submitted is
found fabricated or forged, the case shall be dealt with based on the severity of
the circumstances.
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IX. Attendance grades of students shall not be affected by leave taken for
bereavement, mental distress, menstrual discomfort, official duties, or
Indigenous rituals and festivals.
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X. These guidelines are approved by the Student Affairs Council before
implementation. Amendments to these guidelines shall follow the same
procedure.
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Signature/Stamp is needed if taking leave for more than three days.
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mentor chair of the
department/institute
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Please notify the Office of Academic Affairs if the leave taken is during the mid-term or final, so that
the office can address matters related to make-up tests and grade calculation.
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Office of
Academic
Affairs
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Procedure for submitting a student leave application:
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1. Students taking leave up to two days (inclusive) shall keep their leave application form verified with the
signature of the teaching faculty.
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ii. Students taking leave for more than three days (inclusive) shall submit their leave application form with
relevant documentation to the teaching faculty, their mentor, and the head of their affiliated
department/institute. After completing the said procedure, the students shall keep their leave application form.
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