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1 ~ Teacher is to fill out this form prior to your absence and present this to the personnel in person.

2 ~ Homeroom teacher has to get sub’s signature and then student office dean’s signature before handing in this form.

3 ~ For office related or personal day, please have your leave procedure processed 3 days prior to your leave.

4 -~ If your leave is office related, you should arrange tests or provide assignments. If you can’t make it, please ask
curriculum section for help.

5 ~ Teacher asking for personal day has to arrange/switch classes by himself/herself.

6 ~ Please call the curriculum office before 7:40 a.m. if having a sick leave and tell the office your plan for that day.
Homeroom has to report to the student office dean.




