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Section 3 Guidelines for Leave of Absences for Teachers and Staff (No. 3.7.4)
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Remarks Personal leave of absence must not exceed 3 consecutive working days.

2. nsaniasesdssmiluaednualdnusneddulymegaden 3 Ju uazazdodldsueuiRnnggiuienis
Personal leave must be acknowledged by immediate supervisor at least 3 working days before taking effect, and has to
be approved by the Director.

3. et 3 JwhnuRndeiuazdesdlususesunmduiianssie
If the sick leave is taken for 3 or more consecutive working days a doctor’s certification is required.
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4. atheifiu 3 Suvhawdndeiy lfutyrmumemuazdoniidonausidnnsnstiofasaneyia
If the sick leave is taken more than 3 consecutive working days the immediate supervisor has to report the matter
to the Director for approval.

5. avhulanldmuszeznaiumdtdagtutundetmun Teflufusesunmdusznaunisa
A personal leave for sterilization may be taken as prescribed by a licensed physician. The doctor’s certification must be
attached to the leave form.
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Maternity leave is allowed not more than 90 days but will receive salary for only 45 days. The leave must be filed
one month before delivery or 3 days after delivery.
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Leave of absence to enter the monkhood or hajj may be taken not more than 120 days for those who have already
worked for at least 3 consecutive years and have not yet taken a leave of absence for the monkhood or hajj before.
The leave must be filed at least 90 days before taking effect. If in case the school cannot find a substitute, the school
may postpone the applied leave of absence to the following year.
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The leave for military service through conscription to undertake military training or test physical fitness in accordance to
Military Service Law may be taken not more than 60 days.

9. ailneusudui (ulufuamAsuashiaduayusulssana) agaesesihnsasuraslivindudwuiiaflefinousy
Personal leave of absences needed to attend a seminar/training may be taken but without financial support.

The number of days taken as a leave should be compensated upon coming back.
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Leave of absences taken immediately before or after a holiday/s shall be counted and added to the number of
holiday/s, except if it is a sick leave.
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findould sudsinnsaundszdnsamnisyhaunioutulusie
Teachers and staff taking leave of absences without valid reasons or more than allowable leave of absences will be
Reminded and asked to sign a promissory letter. The signed document will be used as one of the bases for teaching/work

efficiency.




