
BJTU Academic Staff Application for Absence Form

(Counterfoil/Copy for School/Institute)
	RIT/LU
	
	Teacher’s
Name
	

	Basic Info
	Course(s) Title
	Class（es） and Grade(s)
	Time of the Course(s)
	Venue of Course(s)

	
	
	
	
	

	Details of Absence
	Time and Date
	From:           To            

	
	Reason
	

	Program

Arrangements
	Time of Suspension
	

	
	Time and Venue of Remedial Section(s)/ Class(es)
	

	
	Already informed Related Class(es)
	
	Approval of Academic Office
	

	Administrative Action
	Approval of Academic Dean
	

	
	Approval of Academic Affairs Department ( if longer than one week)
	

	Note
	


1. This form must be filled fully and accurately. Time of Remedial Section(s)/Class(es) must be specific to the period, the application form will be used as the basis for attendance of faculty member and academic staff. 

2. If academic staff extends the absence by telephone, Academic Affairs Office must fill the related application form.

3. If the absence is more than one week, the Director of Academic Affairs Department must sign the approval.

BJTU Academic Staff Application for Absence Form

(Counterfoil/Copy for Academic Affairs Office)
	RIT/LU
	
	Teacher’s
Name
	

	Basic Info
	Course(s) Title
	Class（es） and Grade(s)
	Time of the Course(s)
	Venue of Course(s)

	
	
	
	
	

	Details of Absence
	Time and Date
	From:           To            

	
	Reason
	

	Program

Arrangements
	Time of Suspension
	

	
	Time and Venue of Remedial Section(s)/ Class(es)
	

	
	Already informed Related Class(es)
	
	Approval of Academic Office
	

	Administrative Action
	Approval of Academic Dean
	

	
	Approval of Academic Affairs Department ( if longer than one week)
	

	Note
	


1. This form must be filled fully and accurately. Time of Remedial Section(s)/Class(es) must be specific to the period, the application form will be used as the basis for attendance of faculty member and academic staff. 

2. If academic staff extends the absence by telephone, Academic Affairs Office must fill the related application form.

3. If the absence is more than one week, the Director of Academic Affairs Department must sign the approval.

