Procedure of leave application for TKU students

Yes No (regular leave)
Exam leave
Official | | Personal | | Paternity | | Procedure of Sick/Funeral/Maternity/ Menstrual Yes SR No
| &ave Leave leave izt o _ leave Official Leave
. iscarriage leave application /Mentality
Adjustment Leave
Apply in Advance Apply in Advance Apply afterwards
! | |
Apply before the Apply within three days after the exam T \J v ; v X * * + ‘ + |
exams is taken/Those who already take the Official Funeral | | Paternity Indigenous Personal Sick Maternity | | Funeral | | paternity | | Miscarriage |
exam are not allowed to apply leave Leave Leave People leave Leave Leave Leave | | |eave Leave
Ritual
Leave
\ 4 *
Apply within three day before and
after childbirth Submit copies of supporting
documents when leave day
exceeds one day.
Yes -~
Within two days ‘
Military Instructor or
Campus Security
) personnel
y . \/ - Submit paper leave application form and supporting Directly approved by
Submit supporting documents documents when leave days is 3 days or above. stem within two day
Subject Teacher or Dean of Department < ¢ i l i i
3 days 4-5 days 6-14 days 1 More than 15 d
¢ When Leave days are J ore than ays |

less than two days,

Military instructor or Campus Security Personnel print and submit

¢ supporting documents

Chief of Discipline

l Military Instructor or

Military Instructor or
Campus Security
personnel

Military Instructor or

C S i
Campus Security ampus Security

Mentor or Dean of

X y
Military Instructor or
Campus Security
personnel

v v

‘Aep Buipiels aAea| ay} jo sAep anly

— | Mentor or Dean of
Military Instructor or personnel personie Department Department
¢ Campus Security
personnel ¢ *
Dean of Academic Affairs Chief of Discipline Dean of Student Affairs
¢ Chief Of Discipline s *
Dean of Student ; .
Dean of Student Affairs Affairs Vice President of
l Administrative Affairs
i Submit leave applicatioh form -
il to B418 United Service Center -
\ /
i Application is Completed <%

uIyIM pajpiwgns aq y3snw uonesjjdde anea] x

v v

. Menstrual
: Me_ntahty Leave(one
| Adjustment day a month
Leave(maxi- | | i5 j1owed)
| mum three .
days per
| semester)

\ 4

Leave application

' must be
submitted within
five days of the
leave starting
day.




