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APPLICATION FOR LEAVE OF ABSENCE
NOTES TO STUDENT

A student who wishes to take a short period of absence from class should obtain approval from the Departmental Enrolment Liaison Officer by following the procedures specified below:‑

1. Submit an application for leave of absence to the Department offering the programme as early as possible before leave is taken except under special circumstances such as accident. （如欲申请假期，学生应尽早向课程主任提出）
 2.
Complete Sections I and II of the form.  For the field of mode of study, please note that FT=full-time; PTE=part-time evening; SAND=sandwich; PT=part-time; and DL=distance learning.  The completed form together with documentary proof such as medical certificate or letter of certification from the employer should be returned to the General Office of the Department concerned. （请填写第一及第二部份）
3.
A student who is absent from an examination, owing to sickness or other circumstances beyond his/her control, is advised to consult his/her Department for guidance as early as possible. （如因疾病、受伤或其他不可预见的情况下，学生缺席考试，应尽早与课程主任联络，取得其批准）
4. The information given in the form will only be used for processing this application. 

I.
PARTICULARS OF STUDENT

	Name  _________________________________________
	Student No.
	
	
	
	
	
	
	
	
	




           Programme Code        
Stream
              Year

	Programme Title                                            
	
	
	
	
	
	-
	
	
	
	-
	


Department  _____________________________________  
Mode of Study *FT/PTE/SAND/PT/DL

	Address
	

	Telephone No.
	(Office Hours)
	
	(After Office Hours)


II.
APPLICATION DETAILS


Period applied for : from                                                                        to                                                                       (inclusive)

                                                                   day/month/year                                                    day/month/year


Reason(s) for application  （请假理由）

____________________________________________________________________________________________________ 
Signature of Student  
      Date  ____________________________

________________________________________________________________________________________________________________________

III. DECISION OF DEPARTMENT            (FOR OFFICE USE)

Application is *approved/not approved.  Informed student on 



 
Signature  

Date  



Departmental Enrolment Liaison Officer

----------------------------------------------------------------------------------------------------------------------------------------------------------------------------


APPLICATION FOR LEAVE OF ABSENCE

REPLY PROFORMA TO STUDENT
	Name __________________________________________                                                                                   Student No.
	Student No.
	
	
	
	
	
	
	
	
	




     Programme Code        
 Stream            Year

	Department  ____________________________________
	
	
	
	
	
	-
	
	
	
	-
	


Please be informed that your application for leave of absence from                                     to                           
 (inclusive) 

*has / has not been approved.

Signature  

   Date  


           

                          Departmental Enrolment Liaison Officer
*delete as appropriate

(8/03)

The Hong Kong


Polytechnic University














