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Student Rules for Taking Leave at KCIS Linkou Campus
(Secondary School)
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Based on i3 :
A.  “Regulations for Senior High School Student Evaluation and Assessment”
released by Ministry of Education (2014.01.08.)
KN T g S5 RESEY =y (2014.01.08)
B. “Regulatlons for Primary and Junior High School Student Evaluation and Assessment”
released by Ministry of Education(2015.01.07.)
Ky TRAE2FAY F54 258 %], (2015.01.07)
C. Kang Chiao's "High School Taking Leave and Absences Rules™" (0S017) and "Middle School
Taking Leave Rules" (O0S004-9)
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Purpose B ¢
Monitor students’ attendance to ensure their safety and right to learn.
PRI A PRI A S0 B g2 bl M QLT ATV RES T >
Types of Personal Leave and Explanation 3j-4g 4] 2 3P
When students are unable to come to school, they shall adhere to the following guidelines and
procedures to take personal leave from school.
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The types of leave are: personal leave, sick Ieave authorized leave, funeral leave, and others (prenatal
leave, maternity leave, paternity leave, miscarriage leave, parental leave, etc.).
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A. Students WiII be marked as 'absent' if they did not apply for leave.

FA RIS T3, FeiFEE. -)stg;.\ 2B AFBEHTER (ADES ABE
r*élﬁiwné'ﬁ‘ TRE) ¥ ASGEAGET A S TR

B. Personal Leave ¥ i -

1. If students are unable to come to school for valid reasons, they shall apply for personal leave
one day in advance.
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2. If students are unable to come to school for emergency reasons, the parent or guardian shall
notify DSA by 10AM on the day of leave. Students still have to apply for personal leave
within 10 days after returning to the school or students will be marked as absent or
“unauthorized leave”.
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3. If students have to leave the school durlng school time, they must apply for Early Release.
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They may leave the school after getting approval from their homeroom teacher,
Transportation Section, Dorm Section, and Discipline Section with the parent’s confirmation.
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Students are NOT allowed to leave the school during exam time, excepting unusual and
approved incidents.
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C. Sick Leave T B

1.

If a student is unable to attend school because of illness/ sickness, the parent or guardian shall
notify DSA by 10AM on the day of leave. After the student returns to school, he/she shall
submit the sick leave form signed by the parent or guardian. Students who need to take 1 or 2
days sick leave are required to fill out a leave form on which the leave description should be
completed and signed by the parent or guardian; and an official medical
receipt/documentation should be attached. If students need to take more than 3 days sick
leaves, they are required to submit an official doctor’s diagnosis along with the leave form.
Regardless of how many days of sick leave students take, they shall complete and submit the
sick leave form within 10 days after returning to the school, otherwise the students will be
marked as absent.
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If students need to leave school durlng class hours due to illness, they will have to receive
approval from the nurse (who has already contacted the parents), homeroom teacher,
Transportation Section, Dorm Section and Discipline Coordinator, or else the student is not
allowed to leave school.
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If students take a rest at the Health Center during class time, the students shall register via the
health clinic's online sign-in system, ask for the leave note from the School Nurse, and
complete the sick leave process.
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D. Authorized Leave = i :

1.

If a student is assigned by the school to represent Kang Chiao for any competitions or public
services, the relevant sections applying for authorized leave shall provide proof from the
government or related organizations. The application will be valid after receiving approval
from the homeroom teacher, Discipline Section, DAA, related sections/ departments, and
DSA Director.
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Students may be granted authorized leave for activities unrelated to Kang Chiao if they meet
one of the following requirements:
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(1) Students who volunteer to participate in competitions outside of school (representing the
country or city) shall be permitted to request authorized leave from the relevant sections/
departments.
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(2) If students are |nV|ted to a government or conscription agency event, they have to submit
the documentation and apply for the authorized leave.
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E. Funeral Leave # i :

1.

Applies only when a student needs to take funeral leave for immediate family members
(distant family members will count as personal Ieave)
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The student must apply for funeral leave the day before, and parents shall attach proof of the
family member's death to finish taking funeral leave. If the leave is taken on consecutive days,
the student shall make up for the funeral leave within 100 days after the death of the family
member.
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For the death of an immediate family member, a student may take:

Up to 5 days funeral leave for the death of a parent or grandparent.

Up to 3 days funeral leave for the death of a sibling.
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F. Others (prenatal leave, maternity leave, paternity leave, miscarriage leave, parental leave, etc.)
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1.

Prenatal leave and maternity leave: if a student needs to be excused from school due to labor,
she shall apply for proof or obtain a doctor's note from the hospital or clinic in order to take
maternity leave. For personal leave before labor, the student shall apply separately. She will
have to apply separately for each of the 8 days of pre-labor leave that she is entitled to.

After giving birth, the maternity leave is 56 days (including holidays and weekends).
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Paternity leave: If a student's spouse is giving birth, he is allowed to take 3 days paternity
leave. The student will need to apply for proof within 10 days after the birth, but it is
recommended to complete the application process within 3 days after the birth (not including
holidays).
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Miscarriage leave: If a student has a miscarriage after 5 or more months of pregnancy,
miscarriage leave will be 42 days; for students who miscarried between 3-5 months of
pregnancy, the miscarriage leave will be 21 days; for miscarriage less than 3 months of
pregnancy, the miscarriage leave is 14 days
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4. Maternity, as well as Miscarriage leave shall be taken at once and consecutively. Maternity
leave shall be applied for in advance before labor.
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5. Parental leave: If a student’s child is less than 3 years old, she shall present a doctor's note or
other proof from the hospital or clinic that she needs to take leave.
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6. If students are unable to attend |mportant school assemblies, they shall follow the school
guidelines for taking leave, or be counted as absent.
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IV. Students shall finish applying for leave within 10 days after returning from being absent (including
holidays and weekends). The DSA will not accept any applications more than 10 days after the date of
absence.
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V. Students who are unable to return to school after approved leave shall be required to provide proof
from a parent/ guardian or metropolitan hospital shall be provided to prolong the absence period.
Students will be marked absent if they didn’t complete the application for leave within 10 days after
returning to school.
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V1. Acceptance of different types of leave
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A. Absences of 1-2 days: need approval from homeroom teacher and Discipline Section.
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B. 3-5 days: need approval from homeroom teacher, Discipline Section, and DSA Director
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C. Over 6 days: need approval from homeroom teacher, Discipline Section, DSA Director, and
Principal.
AP(F)EFF e FEF s e s B0 BN EEREPET -

D. If a student is absent for more than 3 days, parents shall inform the school as to the reason and
submit related proof for the absence.
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VII. Procedure for taking leave i+ 4 -

A. Students should follow the rules to submit the leave form. Students need to submit the form with
the approval from DAA or IPD, when there are scheduled assessments during the leave.
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B. Students who apply for five (or more) days of personal leave shall complete the application and
obtain approval from the DSA ONE DAY before the leave. The DSA will assist the cancellation of
meals and meal fee refunds.
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C. Related sections/ departments shall complete the application for the students who have five or
more days of authorized leave. The Discipline Section will inform the related sections/
departments and the DGA after approval and assist with the cancellation of meals and refunds of
meal fee.
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VIII. If the school finds the student's proof or signature to have been faked, the personal leave will not be
approved. The student will be marked absent and will face consequences according to “Student Policy
for Reward and Punishment at KCIS Linkou Campus (Secondary School)”.
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IX. When there is any school assembly that a student can't take part in, they must take leave. For those
who are absent, they will be marked absent and face consequences according to “Student Policy for
Reward and Punishment at KCIS Linkou Campus (Secondary School)”.
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X. If students are more than five minutes late for any class period, nap time, and general assembly, they
will be marked as late.
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XI. Students will only be permitted to take leave during the periods of important activities, events or

midterm/final exams in the case of emergency or serious illness. Otherwise, penalty will be applied
according to “Student Policy for Reward and Punishment at KCIS Linkou Campus (Secondary
School)”. Students should submit the leave form with leave description signed by the parent. Students
should also submit leave form with DAA or IPD’s approval, when there are scheduled assessments
during the leave.
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XII. When the leave is approved, students should take the make-up exam on the day when they return to
school. Students who miss an exam without valid excuses are not granted a makeup exam, and the
exam score will be counted as zero.
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A. For authorized leave, funeral leave, or natural disasters, the make-up exam score will be calculated
accordingly.
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B. For sick leave, if the make-up score is under 60, then that score will be recorded. However, if it’s
over 60, 10% will be subtracted from the score. If a student has a note from the hospital, their
score will be recorded exactly as what they got.
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C. For personal leave, any score over 60 will be deducted by 30%.
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XIII. If the school approves the student’s authorized leave, personal leave, sick leave, funeral leave, and
other leave, etc., the student’s score will be counted as a zero if the total absence is greater than
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one-third of the total number of classes.
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XIV. Senior high school students whose absences (including personal, sick, funeral leave, and other
reasons) accumulate to 50% of their whole-semester attendance, or 42 periods, shall have their
continued enrollment reviewed by a school panel.
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XV. Please use Student System to apply for leave. The leave form can be obtained from the DSA
Discipline Section.
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Absentee Notecard: The first slip will go to the DSA and the second slip will be kept by the student.
Please keep the student copy until the end of the semester.
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XVI. These regulations shall take effect upon the Principal’s approval. The same applies to any
amendments.
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