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Request for Leave of Absence (LOA) – applicable to Non-Subsidised Programmes Only
· This form is to be completed for LOA applications for students from the Non-Subsidised programmes only.
· The minimum period of LOA allowed is 1 semester and the maximum period of LOA allowed is 2 Semesters (1 academic year) for each LOA application.
· Submitting supporting documents is a compulsory requirement for LOA application. Attach supporting documents such as doctor’s letter, doctor’s memo, medical reports or hospitalisation leave. 
· The School may not support LOA applications due to work commitments, unless it is an overseas posting for the maximum duration of the semester. If students will be on an overseas posting, a letter from the employer is required stating duration and period of posting and the venue of posting.
· Approved LOA applications are counted towards candidature and it is important to complete all academic requirements for graduation before the end of candidature.
· Full-time international students granted LOA for more than 3 months consecutively are to cancel and surrender their Student Pass as required by Immigration & Checkpoints Authority (ICA) and reapply for a new Student Pass through the University at least 1 month before resuming their study.
· All requests are subjected to approval and must reach the WKWSCI Graduate Office before the deadline stated in email sent to the students’ NTU email account or latest two weeks before the start of the semester. Late applications will not be considered unless due to special circumstances. There are chances that late applications may not be approved by school.
· LOA applications received after students having attended lessons for more than 2 weeks of the start of the semester will be liable for payment of tuition fees for the entire semester. 
· Students are liable to pay an ‘Administrative fee’ for each approved semester in the LOA application. The ‘Administrative Fee’ amount information will be provided in the LOA approval email sent to students.
Part 1 – To be completed by the Student
Name: _______________________________________   Matric No.: ___________________
Programme: _____________________  Email Address: ______________________________

Contact No.: ____________________  Admission Date: ______________________________       

Programme Status: 
( Full Time  

( Part Time        

Period of LOA previously granted (if any): Semester _________ Academic Year ___________

Period of LOA currently requested:            Semester _________ Academic Year ___________

CGPA: ____________ 
(Please attach your latest result slip/academic records)

Reasons for request (attach separate paper, where necessary and supporting documents): 

___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

Signature: ____________________________________   Date: ________________________                

Part 2 – To be completed by Programme Director
I ( support ( do not support the request.
Student attended classes beyond week 2 of the start of semester?
( Yes 
( No

Remarks:

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

Name: _____________________  Signature: ____________________ Date: ______________

Part 3 – To be completed by School
I ( approve ( do not approve the request.

Remarks:

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

Name: _____________________  Signature: ____________________ Date: ______________
Part 4 – To Associate Provost (Graduate Education & Lifelong Learning), OAS-GE
Attn: 
Ms Chan Siew Mui (Graduate Candidature) 

Ms Lam Fair Fong (Graduate Examination)
For your necessary updating of student records, please. Thank you.
(via email)
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