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Regulation 1

You are allowed to apply for leave on tests in the following scenarios:

a. sick leave: please provide hospital-residence proof or diagnostic report

b. personal leave: applicable only when serious family-related issues take place

C. business leave: please provide related documents

d. funeral leave: applicable when family members pass away; please also provide related documents

e. maternity/parental leave: please provide related documents

f. others: please provide related documents
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Regulation 2

Leaves should be applied for before the official tests. In emergency cases, students can apply for leave
on the test date and provide related documents to the Curriculum Section of Office of Academic Affairs
for approval within three days.
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Regulation 3
When approved for leave, students can join the make-up tests. However, students can’t apply for leave
on the make-up tests. The grading for make-up tests abides by the following criterion:



a. No points will be deducted for business leave, leave due to major injuries, maternity, parental leave
(children aging under 3).

b. Under the make-up test point punishment policy (applying for undergraduates), if your make-up
test score is above the threshold point 60, some points will be deducted. For example, if your score
is 80, the remaining points above 60 will be deducted by 50%. It means you will get
60+20*50%=70. For graduate school students, the threshold point is 70.
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Regulatlon 4
Once the leave application is approved by school, students need to join the follow-up make-up tests on
designated dates. On special occasions where students need to take the make-up tests earlier than the
designated dates, students need to apply for approval from school. The make-up test date can be
extended for no more than one time.
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Regulation 5
The afore regulations are put into effect upon Principal’s approval.



