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National Kachsiung University of Hospitality and Tourism (NKUHT) Student

Absences due

Leave of Absence Flowchart
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to Personal Affairs, Iness, Official Duties, Bereavement, Maternity, Menstruation, or Mental Health.
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Personal Leave
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Applications must be submitted either in advance or within 3 days after the event, and no supporting documents are required. However, students
under the age of 18 must provide additional consent documents from their legal guardian. For marriage leave, a certified copy of the Household
Registration Transcript with detailed notes must be attached, and the leave must be completed within 10 days
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Sk lggve Applications must be filed either in advance or within 10 days after the occurrence, and no supporting documents are required for periods under 3 days. For applications of
3 days or more, supporting documents specifying the medically recommended rest period must be attached. As a general rule, this is limited to one-time use only and shall
not be carried over to subsequent semesters.
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Official Leave

Applications must be filed in advance or within 10 days post-absence with valid on/off-campus proof. For groups of 10 or more, applicants
must print class schedules and obtain sign-offs from all instructors. Whole-class leave must also be routed to the Office of Academic Af-
fairs according to the academic system.
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ereavement Leave
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Apply in advance or within 10 days postfabsence with an obituary under the applicant’s name. Valid for death of spouse, guardian, immedi-
ate or 2nd-degree relatives, and permanent cohabiting kin. Entitled to 7 days, which must be completed within 100 days.
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Maternity Leave
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Apply in advance or w1th1n 10 days after, with proof from an NHI-contracted clinic or hospital. Maternity leave must be taken all at once.
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Menstrual Leave
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Apply 3 days before or after, no proof needed. Limited to 1 day per 22-day cycle.
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Mental Health Adjust-
ment Leave
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Apply on the day or within 3 days after. No proof needed for 1 day. A clinic record is required for 2 consecutive days, and a medical cer-
tificate for 3 consecutive days.
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University Administra-
tive Leave
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Apply 10 days before or after. A meeting notice is required to attend University, Academic Affairs, or Student Affairs meetings.
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Disaster and Epidemic
Prevention Leave
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Apply within 10 days after. Applicable only when government authorities order closures due to natural disasters or mandatory quarantine for

infectious diseases.
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Resubmit the corrected return within 5 days
(excluding the date of issue).

i SO ot

Datea imported to personal conduct grades.
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Inquire directly at the
Student Life Division.
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AR Z ﬁﬁ!_ Leave Application Process & Reminders:

. L s en s 3 S N :| (1) Within 2 days: Reviewed by the Class Advisor and the Student Life Division,
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° Student Life Division.

(2) 3 to 6 days: Reviewed by the Class Advisor, the Department/Program Chair,

EF N 1~ A F 4p 2w ~ g R EEE S and the Student Life Division, and approved by the Military Instructor
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T oo (3) 7 days or more: Routed through the proper administrative channels for
R A & A d P T review and submitted to the Dean of Student Affairs for final approval.
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(5) End of semester: The leave application procedure must be completed within

-l 5 ¢ oo 3 days after the end of the courses.
D (6) Online leave application: After submitting a request, applicants should
g_ % /H IE‘I\ zl} ’ check the Leave of Absence System at any time to monitor the approval
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= 2= Late inquiries will not be accepted.
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2 L | (7) Other relevant regulations: Please refer to the university s Student Leave
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