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1.For official and personal leave, leave application procedures must be completed at least 3 days in advance. For the
period of the exam, leave application procedures must be completed at least 10 days in advance.

2.For official leave, please arrange your exams or homework. If you have any difficulties, you can entrust the
teaching group to arrange it. For personal leave, please adjust your class by yourself.

3.For sick leave, please inform the teaching group leader before 7:30 on the same day and arrange the class. (The
tutor needs to ask for leave from the academic director)

4.The tutor needs to find a substitute tutor for personal leave, and the discipline group will assist in finding a

substitute tutor for official leave or sick leave.
5.The tutor's leave slip should be sent directly to the discipline group of the academic office, and the full-time
teacher's leave slip should be sent directly to the teaching group of the academic office.
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