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___________________学院请假单
Application Form for Leave
	请假人信息

PERSONAL INFORMATION
	姓名/NAME 
	
	学号/STUDENT ID
	

	
	专业/MAJOR
	
	电话/PHONE
	

	
	紧急联系人/
EMERGENCY

CONTACT
	
	紧急联系人电话/
EMERGENCY TELEPHONE NO.
	

	
	家庭住址/
HOME ADDRESS
	

	
	父母电话/

PARENTS’ PHONE NO.
	
	邮箱/
E-MAIL
	

	请假时间 

LEAVE PERIOD
	起始时间/FROM       年/Y     月/M     日/d
截止时间/TO       年/Y     月/M     日/d

	请假原因
REASONS FOR LEAVE
	学生签字/STUDENT SIGNATURE：                  日期/DATE:
注：外出请假请说明去向和原因，病假需提供医院证明
NOTE: Please explain the reasons for your leave; provide a medical certificate for sick leave. 

	导师或班主任意见SUPERVISOR or ADVISOR’S OPINION
	签字/SIGNATURE：                  日期/DATE:

	院系主管领导意见SCHOOL EXECUTIVE LEADER’S OPINION
	签字/SIGNATURE：                  日期/DATE:

	教务处领导意见
APPROAL of EDUCATION ADMINISTRATION OFFICE
	签字/SIGNATURE：                  日期/DATE:

	销假记录/REPORT BACK AFTER LEAVE
	学生签字/STUDENT SIGNATURE：                  日期/DATE:


请假须知：

1、 请病假需凭医院证明。在校由北大校医院证明，或北大深圳医院，深大总医院，南方科技大学医院出具诊断证明；外出期间由二级甲等以上医院证明。

2、 无论请病假还是事假，一周（含）以内，由导师（或研究生班主任）批准；一周以上，由导师及学院主管负责人批准，同时需获教务处领导批准。
3、 研究生在一学期内累计请病假一个月以上者，需报研究生院培养办公室备案。研究生在一个学期内，累计请病假超过本学期学习周数三分之一以上者，必须办理休学。

4、 研究生在一个学期内累计请事假不能超过一个月；超过一个月者，则应到研究生院培养办公室办理停学手续。

5、 请假期满，必须按时销假。如需续假，应办理续假手续。需要续假时，手续与请假相同。
INSTRUCTION：

1. A medical certificate is needed for sick leave. It must be issued by the Peking University Hospital, Peking University Shenzhen Hospital, Shenzhen University General Hospital, or South University of Science and Technology Hospital; and when he/ she is not on campus, it shall be issued by a Grade IIA and above hospital.

2. An application for sick leave or leaves for personal affairs no longer than a week must be approved by the supervisor (or advisor)；an application for leave longer than one week must be approved by the supervisor (or advisor) and the person-in-charge of the school concerned, as well as the Director of Education Administration Office.

3. An application for sick leave or leaves for personal affairs longer than one month but within one semester should be reported to the Academic Affairs Office of PKU Graduate School; If a graduate student’s application for sick leave is longer than one-third of the academic semester, he/she is required to fulfill all the formalities necessary for suspension of studies. 

4. A graduate student is allowed no longer than one cumulative month of leave for personal affairs within one semester. A student who asks longer than one month of leave, is required to fulfill all the formalities necessary for suspension of studies. 

5. A graduate student is required to report back after leave of absence. If a student need to extend the leave, he/she should go through formalities for extending his/her leave of absence. The formalities are the same as those for application for leave.
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