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1. Please fill out this form when the student needs to take leaves for two or more days.

2. If the student needs to take leaves for more than three days, please fill out this form. In addition, an
evidence or written approval form parents in the form of a letter or email is required.

3. This form is to be submitted at least one week before the requested leave date. If the student cannot
apply on time, please inform the homeroom teacher or SAO and then submit this form later.

4. |If this form is not completed in three days, the student will be officially recorded as absent.

5. Academic Directors may not grant leave due to school examination and activities.

6. Please check the school calendar before making an application for leave.
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