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Dormitory Leave of Absence Process
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Residential Colleges and Housing Services Section
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Login to Student Information System and Click on “Leave of
absence system”.
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Click Application for leave of absence and then Add.
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Add leave application form will appear the following page, you can
selected category of leave item.
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Need to apply for leave online before 21:30 everyday or else will not be accepted.

B.7f £ 3-8 Advance leave
P TFJ:»‘;-*J{?;%‘% TR RS B FF - IFS R o
AR | ARFriEehE - X B R & 4% 0 A qp PR B anp £ |

This 1s advance leave for except today, you can take up to 7 days of leave. Notice! you need to
press the date button for each day you want to take leave, not just the first and last day.

C.¥ 2 % pESleep early
I EIRE "“&4—>Z\ET$\‘—>T$\‘ " E 454 FH S pR ’LEJ °
O T E AR S RE § AR AR B E R AR D A -

Visit the website of Housing Services Section — Form Download— Early Sleep Request Form.
Application process : Fill out the form — Obtain the floor leader’s signature — Upload on
leave of absence system — the paper should be submitted to Dormitory counter.



5. b MY 2 (Ri418& T P BEp 2 2)

Upload documentary proofs (for under 18 years old)
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clamp down on doctored, or upload timetable, conversation transcript and
landscape photos.
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Example of documentary proofs
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Example of Temporary leave

FAEL L L)F(EF )

Student(Student name) would like
to (reason for taking leave) on
(YYYY/MM/DD).

A 2 : (YYYY/MM/DD)

Please grant leave of absence.

(International College Signature)
Sign Date : (YYYY/MM/DD)
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Example of documentary proofs
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Example of Advance leave
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(YYYY/MM/DD~ YYYY/MM/DD)
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Student(Student name) would like to
(reason for taking leave) on

(YYYY/MM/DD~ YYYY/MM/DD).

A 8 : (YYYY/MM/DD)

Please grant leave of absence.

(International College Signature)
Sign Date : (YYYY/MM/DD)




When the application has been saved, remember to click “Send out”
and check that the confirmation is complete about three days later.
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If you have any question about the Dormitory Leave of Absence
Process, you can contact the dormitory counter for help.
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