(2010/11/17)
KIST Application for Extended Leave of Absence

REIRFRE

For students currently enrolled who wish to apply for extended leave for more than one month up to one year.
RAEZEFTIHAAUE 1 EXBORARBEHFLTHEENR

Conditions:

Applications for extended leaves of absence must be made at least one month prior to the final date of attendance before the

period of absence (excluding school vacation periods).

After receiving your application, it will be reviewed by our Administration team. A decision may take up to two weeks.

Extended leaves of absence may be granted for periods of more than one month up to a maximum of one year only.

Extended leaves of absence are valid only within individual programs (i.e. PYP, MYP, DP). They will not be granted across

programs.

Applications for absences longer than one term will only be approved for reasonable “educational” reasons such as exchanges to

an English-speaking country etc.

Extended leaves of absence will not be considered for students in Grades 11 and 12 due to the nature of the course of study.

There are two types of extended leaves of absence:

1. Secured leave of absence: You pay the required school fees (tuition fee and general fees) for the period of absence. This
guarantees that a place will be kept for your child until the end of the period of absence.

2. Unsecured leave of absence: You do not pay the required school fees for the period of absence. A place will not be kept for
your child. Other new enrolments may be added to the class in place of your child. Enrolment will be dependent on class
availability at the end of the period of absence. If no places are available, your child will be added to the waiting list, if
requested, until the end of the school year of the period of absence.

After receiving an application, a decision letter will be sent by e-mail to the address you provide on this form (mobile phone

addresses are not accepted). If you apply for a secured leave of absence and it is approved, you will receive a letter of

acceptance and an invoice for the period of absence (if applicable). The acceptance will remain valid until the due date for fees as
indicated on the invoice. If you apply for an unsecured leave of absence and it is approved, you will only receive a letter of
acceptance.

Any outstanding fees (including School Support Program days not completed) must be paid before approval will be granted. In

addition, any school property borrowed (e.g. library books, textbooks, sports uniforms) must be returned by the last day of school

before the period of absence begins.

School fees will be calculated on a pro-rata basis for extended leaves of absence that commence after the beginning of a term

provided that you have notified the school of your intentions before the start of the term. If you apply for an unsecured extended

leave of absence before the start of a term, after having already paid tuition fees for the term, your fees will be refunded in full.

For leaves of absence that are longer than two terms or extend across a different school year, students may be required to

complete a language assessment to check their level of English upon their return. An updated Student Emergency Form and a

copy of any reports issued by the school attended during the period of absence must also be submitted before the student returns

to school.

Please contact the school before the end of the period of absence to re-confirm your intentions. Failure to do so may result in your

child’s enrolment being cancelled at the end of the period of absence.

If you decide not to return for various reasons, please notify the school in advance and also submit a Student Withdrawal Form

(downloadable from the school website).
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KIST Application for Extended Leave of Absence

RHEARFERE
Student’s name: Class:
Student’s name: Class:
Student’s name: Class:
Student’s name: Class:

* Please indicate the dates or term/s your child/children will be absent. kEfiRzEE=TE,

From L\ Dh5: / / To L\DET: / /
(e.g. Jan./1/2010) (e.g. Jan./1/2010)

Term: [ Autumn term 20 [ Winter term 20 [ Spring term 20

% Expected date of return ##IcE3%ER:

% Please indicate the type of withdrawal you wish to apply for. &EHOHNZDNTEELAEERULIEAELY,

[ Secured leave of absence #5xcnmEzrES 5: | will pay the required tuition fees for the period of absence. |
understand that a place will be kept until the end of the period of absence.

REHEFOBEMETINET . REFLEFERSN TS ELEEBLTOET,

[J Unsecured leave of absence s5xcom#rmELAL: | will not pay the required tuition fees for the period of absence. |
understand that a place will not be kept and enrolment will be dependent on class availability at the end of the period of
absence.

REHEFOBEMITILVER A REPRIESERSNANVO. ARFEENHLEE I, BEBESLINFRSANEEERBLEL,

* Please explain the reason for your application. E#iREOMEHEEEETE,

* Please provide contact details for the period of absence. If you have selected the “Secured” option, we will send
invoices here. REHMDOERAELEET IV, EERET D IEERINEEIZTELICEREEHZYLES,

Postal code: T

Address:

Tel: Fax:

E-mail*:
* Mobile phone e-mail addresses are not accepted. #E#HBEEDT7RLRIIFRAITY,

By submitting this form | certify that | have read, understood and agree to comply with the above conditions.
ERBEEREL. KARAAZRELET.

Parent/Guardian’s signature: Date: / /
(e.g. Jan./1/2010)
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