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Applicant who needs to take leave from class or early leave should notify the Lifelong Learning Office (LLO) by submitting the
completed Leave Application Form. Please read the following notes for the application:
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e  Except sick leave or emergency urcumstances its application shaII be submitted to LLO before leave is taken.
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e  Documentary proof of leave reason should be submitted together with this leave application form.
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e Leave application will be recorded in the attendance record of the programmes. Absent record may affect the certificate
issuance if the overall attendance requirement is not fulfilled.
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e Please complete in BLOCK LETTERS and tick “v” appropriate boxes.
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Applicants Information & R 74

Name in English Name in Chinese
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Contact No. E-mail Address
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Application Details ¥ 3P %

Course Name Course Code
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Date of Leave(s) Example: (OD/MM/vvY)  folz /1% Total Absent(s) Day(s)
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O s & / Health Issue
O =% /WorkReason
O # v (33Lf ) /Other (Please specify)

Reasons of Leave(s)
iR ]

*Please submit appropriate supporting documents 3R Fl 2P M EP < 2

| declare the information provided on this form is correct, | understand also that if have given false or misleading information and documents.
Personal information collected in this application form will be used solely by the Lifelong Learning Office and relevant authorities for the
communications and recording concerning the Programme; All information will be processed in compliance to the “Personal Data Protection
Act” (Law no. 8/2005).
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Applicant’s Signature Date
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Handled by Received Date
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