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NCYU Student Leave Application Process Flow Chart 

Official leave 

Print out leave application in 

administration system 

Sealed by dispatching unit 

 Approved by instructor 

Approved by chief of 

dispatching unit 

Approved by dean of institute 

if more than 7 days 

Examined and registered by 

Office of Student Affairs 

 

Personal leave, sick leave, funeral leave, 

menstrual leave and maternity leave 

Upload leave application in 

administration system 

Approved by instructor for leave 

no more than 3 days 

 

Approved by instructor and 

chairperson of department for 4-6 

days leave  

 

Approved by instructor, 

chairperson of department and dean 

of institute for leave more than 7 

days 

Examined by Office 
of Student Affairs 

 
 

Leave application complete 

Supplements 

Upload 
supplements 

Upload 
supplements 

Upload 
supplements 

Upload 
supplements 

Supplements 

Supplements 
Supplements 

Unqualified Unqualified 

Unqualified Unqualified 

Qualified 

Qualified Qualified 

Qualified 

Midterm or final 
exam leave (Please 
turn to Office of 
Academic ffairs.) 

Official leave, 
personal leave, sick 
leave, funeral 
leave, menstrual 
leave and maternity 
leave 

Print out leave 

application 

Approved by  

Homeroom teacher 

 

Instructor 

 

Chairperson of 
department 

Dean of institute  
if more than 7 days 

Submit to Office of 
Academic Affairs 


