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instructor, department chairperson, and college dean.

IV. Students who are on funeral or maternity leave or who are absent for more than 3 days will be required to attach supporting documents.
Requests for such leaves without supporting documents will not be accepted.
V. For official or general leaves for groups: The class can appoint a person to apply for group leave online to save on printing.
VI Test Leave: Sign in online and print out a hard copy. Send to relevant instructors for stamping according to the leave application format and
bring to the Office of Academic Affairs for processing.
VIL For rescheduled classes or make-up classes, please choose the original time of the class. For example, if 2/27 is a flex holiday and class is
transferred to 2/18, the student should put 2/27 as the leave request date if he or she needs a leave of absence on 2/18.
VIIL Relevant regulations in the Academic Regulations of the university are as follows:
o Article 22 An absence of class with approval is regulated as absence. An absence without approval and ratification is regulated as
truancy. One truancy class equals to three absence classes.
o Article 22 An absence of class with approval is regulated as absence. An absence without approval and ratification is regulated as
truancy. One truancy class equals to three absence classes.
o Article 24 Students whose absence or truancy records for one course reach 1/3 of total course hours of the semester are not allowed to

take the final exam for that course. The final exam for that course will be graded zero.
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