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	APPLICATION FOR LEAVE OF ABSENCE DURING TERM TIME
NOTE:

(1)
Application for leave must be submitted to your lecturer/s not less than 7 working days in advance  of such leave.
(2)
Categories of leave DISALLOWED:

(a)
Festivals e.g. Chinese New Year and Hari Raya.
(b)
Activities (in & outside campus) organised by student bodies during normal working hours 


when students are required to attend classes. 
(3)

Activities related to the student’s field of study will be considered on a case-by-case basis.



	

	Part  A
	for APPLICANT
	

	    Name (Mr/Miss)  _________________________________________   Year of Study / Division  ______________________

   Citizenship  ___________________    Matric No. _______________________   Contact No. ________________________

   Proposed Period of Leave:  from  ________________________   to   ________________________     ( _________ days )

   Reason for Application (PLEASE ATTACH SUPPORTING DOCUMENT/S)  _____________________________________
   _________________________________________________________________________________________________
   Please indicate whether you have any tutorials/class test/quiz during the proposed period of leave:                YES / NO

   If YES, please indicate and obtain the respective lecturer’s CONSENT and signature:


    H__            Lecturer-in-charge  ______________________________  YES / NO  __________________ ]  

H__            Lecturer-in-charge  ______________________________  YES / NO  __________________ ]  Lecturer’s

    H__            Lecturer-in-charge  ______________________________  YES / NO  __________________ ]  Signature

H__            Lecturer-in-charge  ______________________________  YES / NO  __________________ ]  


    H__            Lecturer-in-charge  ______________________________  YES / NO  __________________ ] (PLEASE see
                                                                                                                                                               NOTE above.)                                                 
    Date ______________________                                   (Student’s) Signature __________________________________


	

	 Part  B
	for HEAD of Division
	

	                  
                 Application for leave is approved.                   Application for leave is rejected.
   Remarks (if any)  ___________________________________________________________________________________
   _________________________________________________________________________________________________
   Head Division of  _______________________________
   Date ______________________                                                      Signature _________________________________
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