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1.请假时间在七天之内由国际交流学院填写意见。超过七天，还须由学院负责人审批。
Periods of leave shorter than 7 days require the approval of the College of International Exchange. For over 7 days’ leave, the application must also be approved by the responsible personnel in the student’s college.
2. 请留学生本人携带填写完成的请假单至国际交流学院审批、办理存根手续。
International undergraduates should take the leave application form to the College of International Exchange themselves to get approval and go through other procedures.
3. 请病假须提供医院证明；请假期间如有考试,请提前办理缓考手续；请假期间涉及毕业、实习以及其他学习活动，请提前确认，以免影响学业；需要参加清考的毕业生，清考期间，不予准假。 
A medical proof from the hospital is required for sick leave. If there are examinations during the leave period, postponement should be applied in advance. Before applying for leave, students must double check to make sure that the dates do not coincide with graduation, internships or other academic activities, so that their study will not be affected. Students in their final year of study who need to take a final retake before graduation are not allowed to take leave during the period of retake.
[bookmark: _GoBack]4. 请假人于请假期限结束两天内持此单销假。
Students should hand in this form to cancel their leave, no more than 2 days after the end of the leave period.
