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Student Rules for Taking Leave at KCIS Qing Shan Campus
BAREERT LR RIE 2 ERA

2025.03.27 § & ¥ <

& E2E: (2025) Bl FF s ¥ 011 5%

~ Purpose p & :

Monitor students’ attendance to ensure their safety and right to learn.
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~ Subjects ¥t % :

All students enrolled in this school must apply for leave in accordance with these rules.
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~ If students cannot attend classes or activities for some reason, they should apply for leave. Those who

are absent without completing the leave application procedures will be considered absent.
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~ Students absent for more than 3 consecutive days or 7 days total in one semester will be reported absent

by regulations and included in the list of students for re-enrollment guidance.
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» Types of Personal Leave and Explanationzj-igf& g # *24 :

(- ) Authorized Leave = i :
The student who is absent from class due to participating in the following activities (requires approval by the
school department) will apply for the Authorized Leave.
AT IER FR AL S (R EE o) o 10T QiR

1. Participating in competitions organized by the education government.
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2.Participating in competitions organized by various sports associations approved by the Sports
Administration.
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3. Participate in various off-campus competitions (must represent the county, city, or country) on their own
and be approved by the relevant administrative unit.
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( = ) Personal Leave % i :

Students may apply for leave for personal or family matters.
F23MBASFRER  FgEE.

(=) Sick Leave ;i :
Students who need to rest at home due to illness or accidental injury may apply for sick leave.
SEES AN S A% S S AR T

(= ) Funeral Leave g i :
Students may apply for the funeral leave if a relative has died.
BAmipd- > @dio
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(7 ) School Activity Leave % & /&6 i :
The student who is not attending classes due to participating in school activities (needs to be
confirmed by the department) will be granted leave registration for school activities by the school
organizer, signing a form in advance.
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(= ) Natural Disaster Leave = % & :
Students who are unable to attend classes due to natural disasters may apply for natural disaster
leave, which will not be counted as an absence.
FIA A TR LR RFEIR FF G LB BB ey e

(= ) Other Leave H v i ( Prenatal leave, maternity leave, paternity leave, miscarriage leave, parental
leave 2 % i~ AR~ R AB A B ¥ BEK)
Students who are pregnant can apply for prenatal leave, miscarriage leave, or childbirth leave by
providing proof. Their leave will be handled specially by the Student Affairs Department and will
not be counted as absence.
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# ~ Method for taking leavezis = 3¢ :

(- ) If astudent is temporarily ill or has an accident and is unable to attend school, parents should
apply for leave online by logging into the school's online leave system.
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(= ) Ifyou are unable to apply for leave online in time for some reason, you may request leave from
your homeroom by phone before 08:35 am on the same day. However, you must still apply for
leave online afterwards, and the leave application will be completed only after approval.
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( = ) Personal leave must be applied for before the leave date.
FRFWHFED R AGFEREY -

(= ) Authorized Leave is applied for by the school department. If students have relevant reasons, please
contact the school department for application and processing.
-l ERE RN BUEA o AAMED o s EE ¥ 2 R o

( 7 ) Natural Disaster Leave is applied for by the school department. If students have relevant reasons,
please contact the school department for application and processing.
TR FRs- Y gap e BRE A TS o GUs 2 K 52 R o

(= ) Leave is calculated by period (including morning self-study and the 9th period). You should
confirm the leave date and period before taking leave.
G EE (G0 VR R SRR o R AR B2 R

(= ) Sick leave, personal leave, bereavement leave: The reason for the leave (not the type of leave)
must be stated in the "Leave Description” column of the leave form. If you are taking leave for 7
days or more, you need to attach a hospital diagnosis or a copy of your flight ticket and other
supporting documents. If the required documents cannot be attached in time for some reason, a
"handwritten note™ should be attached first to explain the reason and the expected date of
providing the certificate and the parent's signature. Please keep the proof for verification
afterwards.
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( ~ ) Those who fail to apply for leave in the online system, fail to complete the leave application
procedures, or whose leave application is not approved will be considered absentees.
S S N R A S R SRS T R

(4 ) The calculation of make-up leave starts from the day after returning to school. An online leave

application form must be submitted within 10 days at the latest. If you fail to do so, you will not
be able to apply for make-up leave, and it will be considered as an absence.

MBI ERATP BB B 10P PR AR IR GEY G PR EEE S
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(-+) If you apply for leave within 2 days, it will be approved by the disciplinary coordinator; if you
apply for leave for more than 3 days (including 3 days) and within 7 days (excluding the 7th day),
it will be approved by the Student Affairs Department; if you apply for leave for more than 7 days
(including the 7th day), you must submit supporting documents and be approved by the principal.
Bt 2pp o d AREEPR GBI P (3P ) ENTp R (2 TP )
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= ~ Procedure for taking leavez;-igii 42

(= ) Enter the online leave application system through the school’s official website, student system, or

the Kang Chaio App, and enter the student ID number and parent ID of the student who is
applying for leave.

dOERCE R F A KA B App &~ UL IR S g~ G E A F R R P

(= ) Click Send SMS, and the system will send the verification code to the parent’s mobile phone via
SMS. (This step can be skipped with the Kang Chaio App)
BLEBEHRR > GREMNF/BYALIZTEI LR o (BIH AP T L8 H )

( = ) After entering the verification code, you can enter the leave system. (This step can be skipped
with the Kang Chaio App)
W ATV G e (B AT L)

(= ) After completing the input, click to submit the leave application. The leave application is

successful. Wait for the leave application to be signed and approved to complete the leave
application.
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(7 ) Parents can check the approval results in the leave application system.
RETIGFERASREFETSE -

(= ) Parents will be notified via email if the leave application is approved or rejected.
FEEEPEE B g T IR oRE .

(= ) If you need to cancel your leave, please click on Cancel Leave Application in the Leave System
hof B Ok SRR Hes R Y e

A~ Other notesH i ;3 % % 38 :

(- ) Parents will be notified of student absences via email at 8:00 am the following day.
4R w2 e g p b= A8 Mall 5 RE e
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(=) Ifyou need to take leave temporarily during class or early leave (including the 9th period), you

must apply for leave online.
TRE TR ARSI GE(Z AL ) P REFR A

( = ) Theleave is calculated from the date of the online application. If the leave is more than five school

days (inclusive), the leave procedure should be completed one day before the leave and approved
by the Student Affairs Department. The Student Affairs Department can then assist in suspending
meal supply and applying for a refund of meal expenses. Other expenses, such as after-school
activity fees and transportation fees, are not refundable.
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(= )During the regular assessment (midterm and final) period, please do not take leave unless necessary

to avoid affecting your test scores. The relevant examination details will be handled by the
school's regular assessment and make-up examination procedures.
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(7 ) Do not take long vacations during the semester unless necessary, so as not to affect students'
academic studies.
BY AR EGFE B NAREET R EEY -

(= ) Atthe end of the semester, you are not allowed to take a long vacation for reasons such as traveling

abroad or studying abroad, so as not to affect the final assessment and academic learning.
FHAFEUNFRSA ST LS LB NARFI AL ERERTY -

(= ) During the leave, parents are requested to cooperate with the class learning progress and assist in
guidance at home.
T o E R R NS T

1 ~ These regulations shall take effect upon the Principal’s approval. The same applies to any amendments.
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