北京交通大学本科生请假审批表

BJTU Student Leave of Absence Request Form
	学号

Student No.
	
	姓名

Name
	
	性别

Gender
	

	专业
Major
	
	班级
Class
	
	联系电话
Telephone
	

	请假原因

Reasons for Absence
	

	请假时间

Leave Time Slot
	I will leave from       am/pm (o’clock)    (Month)     (Date)     (Year)  to        am/pm
     (o’clock)    (Month)     (Date)     (Year).                      Total总计:     (days天).
Attention: No more than 1 month allowed for sick leave；No more than 2 weeks allowed for any other reasons. When students return, they are required to check in with the Office of Academic Affairs and the Office of Student Affairs. If students do not check in 2 weeks after the given return date, this absence will result in expulsion

注意：学生病假不得超过一个月，事假不得超过两周。

学生必须按期返校，并分别到教务管理办公室和学务管理办公室销假。逾期者将按有关规定处理，超过两周及以上者，将按退学处理。
    学生签字Signature：           

                                                 (Month)     (Date)     (Year)

	辅导员签字

Counselor’s signature after confirmation
	
	家长是否知情

With Parents’ Permission
	□ Yes
□ No

	耽误课程

Missing Courses & Professor names
	1.                            （Professor：              ）

2.                            （Professor：              ）

3.                            （Professor：              ）

4.                            （Professor：              ）
	教务办核实后盖章

Signature or Seal with 

Office of Academic Affairs

	校区意见

Campus

Approval
（要盖章）
	（耽误课程须主管院长审批）SD606
（Leave of Absence must be approved by Vice-Presidents）
主管院长：

Vice-President of Academic Affairs：
     (Month)     (Date)     (Year)
	（所有请假均须学院主管书记审批，超过一周还须教务处审批）SD610A
（Leave of Absence must be approved by Vice-Presidents）
主管书记：

Vice-President of Student Affairs：
      (Month)     (Date)     (Year)

	教务处意见

Academic Affairs office of Beijing Jiaotong University
	（一周以上）
（Leave of Absence of more than a week）
                                      主管处长：

Dean of Academic Affairs office of Beijing Jiaotong University:
                                                 (Month)     (Date)     (Year)

	销假

Report back from leave
	Seal of Office of Academic Affairs

教务办公室（盖章）

                                                   (Month)     (Date)     (Year)
	Seal of Office of Students Affairs

学务办公室（盖章）

    (Month)     (Date)     (Year)


注：（1）病假须提供二级以上医院证明；(Documentation from the Hospital is required for those who request sick leave)
（2）此表一式四份，由学生、学务办、教务办、教务处分别留存。(A copy of this form should be kept by Students, Counselor ,Academic Affairs Office and Academic Affairs office of Beijing Jiaotong University)

（3）外籍教师课程请用英文填写。（If applicable, please fill in the form in English.）
