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Sick Leave Notification £J%{ERF#H

Note:

When a student has been absent from school due to illness, a parent/guardian should
inform the school authority before 7.50am and fill in the “Sick Leave Notification”. The
student concerned should pass the handbook to their class teacher for leave cancellation
procedure when he or she returns to school. Students must present a medical
certificate if they are absent from school for more than 2 days.
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Excuse Letter
For Being Absent From S.K.H. Tsoi Kung Po Secondary School

Date:
Dear J[Principal’s / Class Teacher’s Surname]
Please excuse my son / daughter [Name in
Print] of [Class] for being absent for day(s), i.e. from

[Date] to [Date].
A. For Sick Leave

He / She has been sick with

(E.g. the flu / fever / diarrhea / headache / stomachache etc.)

B. For Personal Leave

He / She had to

I hope you would kindly allow him / her to make up for the lessons he /
she missed during his / her absence, if any.

Attached please find a doctor certificate or a letter of proof of his / her
absence.

Thank you for your kind attention.
Yours sincerely,

Name :

Contact No :

Remarks: For Personal Leave, a parent/guardian has to submit an application letter and
supporting document(s) to the class teacher for approval 5 days before the
leave date.
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