
Leave process



Leave process

All your school ID

9 digits after the student number



Leave process



Leave process



Leave process

Close it



Leave process

personal leave

sick leave ( inclue menstrual period ) 

Leave for the business of school or any teacher

bereavement leave



Leave process

Just check the time 
when there are 
classes



Leave process

The last step is submit application

Take a photo of your doctor’s 
receipt and upload photos



Application for sleeping out

The application 
list is at the 2nd 
floor office



Application for sleeping out

The application 
list is at the 2nd 
floor office



Application for sleeping out
1. Fill in the same 
information in both copies

2.After filling in, please 
ask the tutor to sign at the 
class meeting at 
Wednesday.

3. Final ask the dormitory 
teacher to sign.



Application for sleeping out
demonstration

1. If you are applying for a 
sleepover on the weekend 
because you are working. 
Contact information Fill in 
the relevant information 
of the tutor.



Working regulations

• 1. Maximum working hours per week: 20 
hours.

• 2.You can ask the company to help you fill the 
schedule as much as possible

• 3. But it cannot exceed 20 hours

• 4.Please pay more attention to government 
regulations



set up an account

• Date: November 02 2023

• prepare materials:

– Passport (photocopy and original )

– resident permit (front and back photocopy and 
original)

Please go to the 7-11 to make copies in advance

– Seal



If Reporting to work on the first day

• prepare materials:

– resident permit (front and back photocopy and 
original)

– ) Please go to the 7-11 to make copies in advance

– Certificate of study (get it from home teacher 
before working day)

– Work Permit (photocopy)

If you lack any of them, you can't go to work.



Student card

• Get it About November to December

• Because the school badge was redesigned, it 
took some time.


