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3.1 ERKBERFE

ABSENCE

1. SICKLEAVE

It a student takes a sick leave, his parent/ guardian should call to inform the school
between 7:30 a.m. and 8:30 a.m. on the day of his absence. If the sick leave lasts for
two consecutive days or more, a medical ceriificate issued by a registered medical
practitioner is required. The student should submit his handbook, a parent's letter
and other necessary documents (e.g. medical certificates) to the General Office
within three school days after he resumes school. If he fails to submit them on time,
he will have to attend the detention class after school.

2. SPECIAL LEAVE

If a student needs a leave of absence because of some justifiable reasons, he
should submit a written request from parents with Form teacher’s signature to the
General Office three days before for prior approval. If he could not do so due to
urgent matters, parent should inform the school immediately and the student should
submit his handbook and a parent's letter to the General Office within three school
days after he resumes school. If he fails to submit them on time, he will have to
attend the detention class after school.
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A SAMPLE LETTER OF LEAVE OF ABSENCE

[Date]
Dear Principal,
Re: Letter of Leave of Absence
| am writing to request a ___ -day leave of absence for my *son/___ [Relationship],
__ [Name of student] of Form ___ () [Class and ciass number] from ___ [Date]to ___

|Date] inclusive because ___ [Reason(s)]. “Attached please find the medical certificate
{ supporting documents for your reference.

Thank you for your kind attention.
Yours faithfully,
[ Signature]

|Fuil name in block letters]

* Delete whichever is inappropriate.
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3.1 ERKBERFE

LATENESS FOR SPECIAL REASONS

If a student is late for school for special reasons (e.g. traffic accident, train delay,
etc.), his punishment for being late may be waived. To apply for waiving a
punishment, the student must submit a parent's letter and necessary supporting
documents to the General Office within three school days. If he fails to submit them
on time, he will have to attend the detention class after school.

B 4% 5 F $0f 2|

B4 RSN FRES (o TAEH - SEBRBERE ) Y §EEN L
ERAAMES - HRL AN ZHELEANIEBEASMTEREAYL MEA
LW e kAR W SRR ST




3.2 HERE 7 (EZ)

ERE® | 3 | 6 | 9 | 12| 15

52 i v v v v

TR B v v v v

ER (MUK - H7A ; RE:3-12R)




3.2 fHEAE 7
(FREc N BSE pX iE Bl A iR R F48)

EXFER A EAE

BEFH R (MHIRER ) AFE. A, BI8E /B 2R, ERE=ELRA
RXAMAIRBEMBTREEREHABHAXY (08 ). W EFER[F, A, A]
BIIAREEREE , BABE TP CEREH BTRSEEER (0F ). A, &
FHRRFAERAE (07 ) T# 0 oF7HHE. BF =X

"
n

ErEERiEa

HEXGERI/FR R (PR - H+A)




B3

=

NIL
PIEBE :
ERBBIX
REBR
EEBE




4. BREE
FiREREANEE

1#%&%&%%#&%%@? E AY/2 77 (B RG4S - B2 FORX A (E A FHR EGE - ZHm~F LA T AR -
JUEE PSRRI 2 78 o H 5 R R T b AR & > 5 ol 875 TR SR EE (T -

Z BRFE (A0 ) KB ERFEE - BRAEFERAA PTBRRR (3 F F-He eias o SRAR T (o ik el 72 1B o

BB G TR S -

g%&gg%ﬁ%ﬁ%ﬁ Ual{EsE S aat > HoA AR AUC SRS  BIBER - MK - Bk - e

BEFRNEZEZRE TIREE - BATRESHE—RAYRHE -

BAERTERAE TIEEETE -

ER A S A TR K SRR SRS » VA L BB TR -

BAEWERLLERR - T EFHESD -

i igggﬁﬁ3@ﬁﬁ?&ﬁ§ﬁﬁﬁﬂ%§’ﬁﬁﬁﬁ%$ﬁ¥ﬁ§T~ﬁL#EW%&T

il.  EIUEFRMED 3 BET ) FoU TR EEES L - BT G BRI R REIFH S0 T s -

iii. FHUEPRHEED | ([EER RO TR EERSN - ROTGREBAIR REELE S, « FOFHREsE R A
12 B T T IR EaE L -

8. BAMHEZUNRIRRSN - AULAETREEIEER FAVEIRE - RESEEARER  2AM
TR R ERTIAE - R TREFSE AT RELRE - THR RIE -

fisf B 77 P 7 T-HE EEEAY N - ST 726 B S EAURAN - 3V PRE FHEERE - RITEASGETAR
o 55 EmELE R - E TR A U -

w

N e

S BACHRE REARMBART FREEELIRAIZHE - ARG FEEEOEERT

O] e S TR s -

O] A/ Faders FARESEIRE - M ARG EH R/ ST AR - BUKE R F-HRdaE 7 BpeHE F RO St 2 A ¢
HERI HESE FREEERS FHREEEE SR (Fr0o# (Er[ET)




4. BHEE
pEEEE




4. BHREIHE
n\I_.l = ?g

1H B8 FR &8 BEE

> HrERER > HEEELRIREE
p 4% LT R/ RS
> ABBAIOEE - > RIREECRIEA
HE/BAER ‘“PHEE’E\ iz 12 5

2 BACEE... = . (G REER

> PEETT fREIR
» B BEARS . > IRHEBESTES
==

J:ilz&/\='7rﬁ)f./
v > EE4EEE T
5




il )




