Guide to the Comprehensive Information System for Leave

1

Requests

Fundamental Principles for Applying and Approving Absences (Article 47 of the Academic Regulations)

O Except for the exceptional cases specified in Article 47 of the Academic Regulations, leaves of

absence cannot exceed one-third of the total class hours per semester

0O Leave requests are processed according to regulations, but approval may vary by course and

instructor discretion. Confirm leave type and reason with the instructor before applying

2

effective

Guidelines on Leave (Period and Required Documentation)

0O Leave requests and approvals will be conducted through the Comprehensive Information System

from the 1st semester of 2026)

X Please make sure to check whether your leave request has been approved, and it is recommended
to consult with the course instructor before submitting the application

Category (Article 47 of the Academic Regulations)

Period

Supporting Documents

Sick Leave, [ Treatment due to illness or accident (including

Recognized up to

Choose one from medical certific

ate, doctor’s note, or medical re|

ervice period)

ete hospitalization), 1/4 of the total
. . . . . cord with the student’s name
Communicable disease requiring isolation as class hours
per a doctor's note
Leave for female students due to No additional documentation
menstruation required
(Up to 1 day per month, within 4 days per
semester)
* Military |Mobilization or military service examination unde Applicable Period Choo.se ?ne from milit.ary service
Service r the Military Service Act (excluding mandatory s examination result notice or other

documents issued by the military

authority

* Practical

Academic field trips, excursions, school trips, teaching

Applicable Period

Official document from the

Training, |practicum, on-site training, etc. organizing department or
etc university
Famil| Marr|Self 5 days Choose one from wedding
Y °T | iage |Children 1 day invitation or family relation
Perso o
certificate
nal
Child|Self 20 days Birth Certificate
Event
s birthSpouse 10 days
Berea [Spouse, self, and spouse’s parents 5 days Choose one from funeral
\vemen(Self and spouse’s grandparents (paternal and maternal) 3 days confirmation or other death-
it Child and child’s spouse 3 days related documents
Self and spouse’s siblings 1 days

leave days

* Saturdays, Sundays, public holidays, and the university anniversary during the bereavement period are not counted in the

Employed
Student

For employed students admitted through programs such
as the College of Future Society Convergence: business
trips or special duties (up to 6 hours per course;

submission of assignments is required)

Applicable Period

Relevant supporting

documents and assignments




Students

Athletic
Skills

In accordance with the operational regulations regarding

with Speciallattendance recognition and exam substitution for students

with special athletic skills

According to the
relevant regulations

(currently recognized

hours)

up to 1/2 of total class

)Attendance recognition
certificate issued by the

Director of Physical Education

prospective|As a graduating student, taking national or corporate

Applicable Period

Choose one from exam admission

campus events recognized by the university

president

graduates |employment examinations ticket or other supporting
documents
Other [Participation in various official on-campus or off- Original official document from 4

Applicable Period

he organizing department or uni
versity (including the student’s p)

ersonal information in the docu

ment)

- Students must submit the Attendance Recognition Request and supporting documents to the course instructor
within 7 days from the end of the leave period
- * The specified periods (military service, practical training, etc., students with special athletic skills) are

recognized and are not subject to the one-third maximum limit of total class hours

- Menstrual leave is recognized only for the courses on the day the attendance recognition is requested, limited to
1 day per month




3  Leave Application Guide (Comprehensive Information System)

X Applies only to courses for which leave applications are processed electronically

o Application Menu Location: &% — $4 — 74 —» F4AH

@ Select 2259
@ Select 32A7]7

: ZAAAY - Choose
® Select 32 A% =(AIZH)

@ Attach Supporting Documents

(® Submit the Application

3252

: Select Course(s) (Hours) for Leave: Choose all courses (hours)
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0 Leave Application: Select Al17g3s}7]
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Check and Delete Leave Applications:

Select AW — Choose the class hours of the leave application you want to delete — Click AA|3}7]
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4 Leave Application and Approval Procedure

Instructor

Based on the courses the student is

After Approval

Student
Leave Application

Input Leave Type
Details Leave Period
Choose Start and End Date of Leave

Courses and Class Hours for

Leave During the Period

Attachme Supporting Documents
nt

Submit leave requests for the courses being
attended at the specified leave date/time
Request approval if the leave does not exceed

the allowed time limit

Examples of Leave Application Cases

The instructor reviews the leave hours an
d supporting documents, approves the req
uest, and separately records and manages
the recognized leave in Cyber Campus at

tendance

Example 1) A student is enrolled in 5 courses (A, B, C, D, E, F) and requests 5 days of leave due to their own marriage
o Application: THAHEA|AY &7 - 4 - 74 - FEAAA

@ Leave Type: Select “Personal Marriage”

@ Select Leave Start and End Dates (Saturdays, Sundays, public holidays, and university anniversary during the bereavement/personal event period are

excluded from the leave calculation and automatically calculated)

® During the selected period, the courses and class hours being attended can be viewed and selected. Requests can be made for each class hour within

the allowed time. (Applications cannot be submitted if the date falls under restricted days such as official events or if the allowed time is exceeded)

@ If the total recognized leave hours for the selected courses exceed one-third of the total class hours, or if individual limits are exceeded, the system will

automatically restrict the application (calculated per course and automatically enforced)

®The leave request is submitted for the selected courses and class hours, and approval is processed by the instructor responsible for each

course and class hour

® The leave management system in the Comprehensive Information System is not linked to the Cyber Campus attendance record. Therefore, both

instructors and students must separately check the leave-related attendance status in Cyber Campus

_5_




You can apply for an excused absence in the system by selecting the class sessions (periods) for each course under the applicable reason only if it does not
exceed: @ the limit on the number of days and @ the limit on the number of class hours

Course Credits Total Class Total Requestable | Previously Requested Remaining Remarks
Hours Hours Hours Requestable Hours
A 3 45 15 15 0 Time Limit Exceeded
B 1 15 5 4 1 Eligible to Apply
C 2 45 15 8 7 Eligible to Apply
D 3 60 20 5 15 Eligible to Apply
E 3 45 15 15 0 Time Limit Exceeded
F 3 45 15 8 7 Eligible to Apply
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Reference 1) Article 47 of the Academic Regulations (Excused Absence Processing Period)

(® Astudent may be recognized for attendance by submitting an Attendance Recognition Request Form
(Appendix Form No. 18) to the course instructor within 7 days from the end date of the excused absence
reason. The valid reasons for excused absence are as follows:

1. lllness, etc.: Within 1/4 of the total class hours for the semester

a. Treatment due to illness or accident (including hospitalization), or infectious
diseases requiring quarantine with a doctor’s note

B. In the case of applying for a menstrual leave (female students only), limited to 1
day per month

> up to 4 days per semester

2. Call up for mobilization or military service examination under the Military Service Act (excluding
the mandatory service period): Relevant period

3.Academic field trips, study tours, excursions, teaching practicum,internship, etc: Relevant period

4 Family events

* Saturdays, Sundays, public holidays, and the university anniversary during the bereavement

period are not counted in the leave days

Category Period

) Self 5 days
Marriage Children 1 day
A Self 20 days
Childbirth Spouse 10 days
Spouse, self, and spouse’s parents 5 days

Bereavement

Self and spouse’s grandparents 3 days

Child and child’s spouse 3 days

Self and spouse’s siblings 1 day

5. For employed students admitted through programs such as the College of Future Society Convergence:
business trips or special duties (up to 6 hours per course/submission of assignments required: Applicable

periode

6. Students with special athletic skills: In accordance with the operational regulations on
attendance recognition and exam substitution for students-athletes

7. Graduating students taking national or corporate employment examinations: Applicable
period

8. Participation in various official on-campus or off-campus events recognized by the

university president: Applicable period

@ The total period of leave recognition for a student must not exceed one-third of the

total class hours. However, exceptions apply to Subparagraphs 2, 3, and 6 of Paragraph
1




Reference 2) Attendance Recognition Request Form
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