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3.1 ERKBERFE

ABSENCE

1. SICK LEAVE

If a student takes a sick leave, his parent/ guardian should call to inform the schoal
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 certificate 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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LATE RECORD

Sii

er Teacher in class

gl
Form Teacher/

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
punishri&nt, The SIUaent ST SUDMIT @ Parents ener and Niecessary Supporing
documents fo the General Office within three school days. If he fails to submit them
ofl ime, he will Rave o attend the detenton class arter school.
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