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National Kaohsiung University of Hospitality and Tourism - Student Leave Regulations
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Article 1 In accordance with Article 16 of the University s Academic Regulations,
and in order to understand students’ living conditions and physical and
mental well-being, as well as to guide students to focus on their studies,
the “Student Leave Regulations” are hereby established (hereinafter
referred to as “these Regulations” ).
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Article 2 Any student of the University who is unable to attend classes, examinations,
registration, service-learning activities, related events, or other
required gatherings for any reason shall apply for leave in accordance
with these regulations. Any absence without prior approval shall be deemed
an unexcused absence.
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Article 3 The types of student leave and the required supporting documents are as

follows:
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Personal Leave: When submitting an application, no supporting documents
are required. However, the applicant must provide the “Emergency Contact
Person,” “Relationship with the Contact Person,”  “Contact Person’ s
Mobile Number,” and the “Reason for Leave.” For minor students, an
additional consent document from the legal guardian must be attached.
For marriage leave, a household registration transcript with detailed
records must be attached, and the leave must be completed within one week.
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. Sick Leave: Applicants must provide a medical certificate, receipt from

a National Health Insurance contracted clinic/hospital on the same day,
or a certificate issued by the school health center.

[f two days (inclusive) or more of leave are required, a medical
certificate from the above medical institutions recommending an extended
leave (with a clear rest period stated in the doctor’ s instructions) must
be provided.
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Official Leave:
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3.1 Assigned duties:Students assigned to represent the university in
on—campus or off-campus official duties, activities, or competitions
must provide supporting documents issued by the university or external
organizations. To reduce resource waste and administrative workload,
1f two or more students from the same class and course apply, a group
official leave application should be submitted. If the number exceeds
ten (including ten), a printed class schedule must be attached and
approved by the course instructor. If the entire class applies for
leave, approval from the Office of Academic Affairs is required
according to the academic system.
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3.2 Military service matters:Supporting documents issued by the military
service authority must be provided.

)z iR R FaTES opPuz 7 ETEp e 2o



3.3 Qualification Examinations or National Examinations: Applicants must
provide the admission ticket (examination permit) or official proof
of attendance issued by the relevant government authority.
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3. 4 Industry Internship Interviews, Of f-Campus Visits, and Internship Visa
Applications: Approval must be obtained from the relevant
department/program, the Office of Research and Development, or the
Office of International Affairs.
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3.5 Assignments by student service organizations:0fficial documents or

other relevant proof issued by the service organization must be
provided.
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3.6 Students of Indigenous status may apply for up to three (3) days of
official leave to attend the traditional ceremonies of their tribe,
as announced by the Indigenous Peoples Commission of the Executive Yuan,

upon submission of supporting documents verifying their tribal
affiliation.
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3.7 Legal obligations:Students required to appear in court as witnesses
or as criminal victims fulfilling legal obligations must provide
supporting documents issued by the relevant authority.
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3.8 Other circumstances:Other situations where official leave must be
granted in accordance with applicable laws or regulations.
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4. Bereavement Leave:
Applicants must provide supporting documents such as an obituary listing
the applicant’ s name among the surviving family members, a household
registration transcript indicating the death record with detailed
information, certification issued by the village/neighborhood chief, or
a death certificate.
Bereavement leave is limited to cases involving the death of direct blood
relatives, second-degree collateral relatives, family members living
together for the purpose of permanent cohabitation, guardians, or a spouse.

In such cases, students may apply for up to seven days of bereavement
leave.




The leave must be taken within 100 days starting from the day after the
date of death. Any leave exceeding this period will be counted as personal

leave.
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5. Prenatal Leave, Matern1ty Leave, and Paternity Leave:
Students who are pregnant or giving birth may apply for leave by submitting
a medical certificate issued by a National Health Insurance - contracted
clinic or hospital. Leave calculated by weeks includes weekends and
regular holidays. Maternity leave must be taken in one continuous period.
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5.1 Prenatal Leave:Students are entitled to five days of prenatal leave
before childbirth. This leave may be applied for in separate instances
but cannot be carried over to after childbirth.
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5.2 Maternity Leave:After childbirth, students are entitled to eight weeks
of maternity leave. In addition, the following provisions apply:
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5.2.1 In the case of a miscarriage after more than three months of
pregnancy, four weeks of leave will be granted.
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5. 2.2 In the case of a miscarriage between two and less than three months
of pregnancy, one week of leave will be granted.
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5. 2.3 In the case of a miscarriage before two months of pregnancy, five
days of leave will be granted.
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5.3 Paternity Leave:Students whose spouse gives birth may apply for five
days of paternity leave by providing a medical certificate issued by
a National Health Insurance - contracted hospital. The leave must be
taken within a 15-day period starting from the day of childbirth and
including the days before and after. The leave may be taken in separate

instances.
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6. Menstrual Leave:Applicable to female students only. Based on a 22-day
cycle, students may apply once per cycle, with one day per application,
and no supporting documents are required.
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7. Mental Health Adjustment Leave:Students who perceive short-term
psychological discomfort affecting their mental health or emotional
well-being may apply for this leave. A maximum of three days per semester
may be granted.
e(One day: No supporting documents are required.

e Two consecutive days: Outpatient records from a medical institution or
relevant counseling organization must be provided.

e Three consecutive days: A medical diagnosis certificate must be
submi tted.
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8. University Administrative Leave: Students who attend major meetings in
which student representatives are required to participate regarding
student rights, such as the University Council Meeting, Academic Affairs
Meeting, or Student Affairs Meeting, may apply for leave by providing
the meeting notice or related supporting documents.
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9. Disaster and Epidemic Prevention Leave:This leave applies when classes
and work are suspended by the competent government authority due to
natural disasters or legally mandated quarantine for infectious diseases.

o Natural disasters (such as typhoons): Applicants must provide supporting
documents such as transportation tickets for the trip, toll payment
records, or a clear photo taken on the same day showing the applicant
together with the surrounding environment as proof.

e Epidemics or infectious diseases: Applicants must provide a medical
diagnosis certificate issued by a National Health Insurance - contracted
clinic or hospital, which must specify the type of infectious disease
and the physician-recommended period of rest.

ﬁﬁ%ﬁﬂiﬁw’ﬂriﬁJ@%°%ﬁﬁWﬁW@ﬁﬁW?4%J@’%¢&ﬁ
ﬁ%%‘@ﬁﬁﬁﬁﬁiﬁ’ﬁﬁ%?’%%%i$ﬁ“%%%”’j@$ﬁr§i
YRS | e

Leave types not listed above shall be applied for as Personal Leave.
Applications for leave must include scanned electronic copies of supporting
documents uploaded to the system. If any fabrication, falsification of
documents, or coercion toward instructors or staff is discovered and verified,
the missed class periods will be counted as unexcused absences, and the student
will also be subject to disciplinary action in accordance with the
university’ s Student Reward and Disciplinary Regulations.
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Article 4 Procedures, Approval Authority, and Time Limits for Student Leave
Applications :
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1. Log in to the “Student Affairs System” through the university’ s Campus
Portal and enter the “Personal Leave Application” information.
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2. After completing the online leave application and uploading the required
supporting documents, no printed leave form is required. The system will
complete the approval process through online authorization according to
the designated workflow.

However, students whose conduct score is below 68 points (inclusive) must
still print the leave application form (A4 standard size) and personally
submit the printed form to complete the approval process within ten days,

excluding the day of application and holidays.

For end-of-semester applications, the procedure must be completed within
three days after the course ends. The leave procedures, approval authority,
and deadlines are the same as those for the online approval process.
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3. Online Leave Approval Authority:
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3.1 Up to 2 days: Approval by the advisor, initial review by the Student
Life Guidance Section, counseling officer, or head of the Student Life
Guidance Section is sufficient.
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3.2 3tobdays: Approval required from the advisor, department/program

director, initial review by the Student Life Guidance Section,
counseling officer, and head of the Student Life Guidance Section.
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3.3 More than 7 days: After step-by-step approval, final authorization
1s granted by the Dean of Student Affairs.

(2)XEA P B FmEST (BRI T EFE > B -

3.4 Official leave: Regardless of duration, the application must first
be submitted to the department/program director for approval and then
proceed through step-by-step authorization.
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4. Online Leave Application Deadlines:
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4.1 The following online leave applications include holidays in the
calculation, and the first day is not counted:
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4.1.1 Personal Leave: Applications must be submitted online either in
advance or within three days (inclusive) after the leave. However,
1n cases of unexpected events or special circumstances, students
must provide relevant supporting documents and contact the
Student Life Guidance Section to complete the leave procedure
within ten days.
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4.1.2 Menstrual Leave: Applications may be submitted online up to three
days in advance or within three days after the leave.
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4.1.3 Official Leave, Sick Leave, Maternity Leave, Bereavement Leave,
Mental Health Adjustment Leave, University Administrative Leave,
and Disaster and Epidemic Prevention Leave:
Applications may be submitted online either in advance or within
ten days after the leave.
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4.2 For all types of leave mentioned above, the online application must
be completed within three days after the end of the semester s
courses.
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4.3 After submitting an online leave application, students should
regularly check the leave system for approval status. If there is
any delay in the approval process, students should remind each
approver in the workflow. If there are any issues after submission,
students should contact the Student Life Guidance Section within ten
days. Late inquiries will not be accepted.
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5. Leave for Registration:Students who need to apply for leave from
registration due to special circumstances shall follow the regulations
set forth in the university’ s “Implementation Guidelines for Student
Registration and Registration Leave.”
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6.1 Students who are unable to participate in Labor Education or its
courses due to special circumstances shall follow the same leave
application procedures as general leave.
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6.2 The approval workflow for Labor Education leave shall be handled
according to the procedures set by the Center for Physical Education

and Health / Sports Competition Activities and Labor Education
Section.
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Article 5 Handling of Student Absences and Unexcused Absences
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1. If a student’ s absences or unexcused absences in a course reach one-third
of the total class hours for the semester, the student shall not be allowed

to take the semester exam for that course, in accordance with Article 37
of the University Academic Regulations.
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2. Deductions for personal leave, sick leave, official leave, general absences,

and unexcused absences shall be applied according to the Student Conduct
Score Assessment Guidelines.
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3. For failure to attend university-related activities, assemblies, or
gatherings, absences shall be calculated based on the actual duration. Any
duration less than one hour shall be counted as one hour.
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Article 6 Implementation and Amendments These regulations shall be promulgated and

implemented after approval by the Administrative Council and ratification

by the University President. The same procedure shall apply to any
amendments or revisions.
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Responsible Unit for These Regulations: Student Affairs Office, Student Life Guidance Section



