 Hong Kong Baptist University

Faculty of Social Sciences

Social Sciences Internship 

Leave Application Form
Please send the completed form to the Office of Off-Campus Learning by fax to 3411 8094 or email to soscssi@hkbu.edu.hk
Sick Leave
Student Intern should notify the Agency Supervisor or the Internship Organisation as soon as possible. A completed form with endorsement from the Agency Supervisor, should reach the Office of Off-Campus Learning within one week. For sick leave last for two days or more, a medical certificate should also be attached.

Advance Leave of Absence

Excluding compensation leave, the Student Intern should fill in this Form and submit to the Agency Supervisor for approval at least one week in advance. The completed form should be sent to the Office of Off-Campus Learning as soon as possible. 

Long Period of Leave
For exceptional circumstances that require a longer period of leave, Student Intern is requested to discuss with the Agency Supervisor for special arrangement in prior and complete the Leave Application procedure.
Student Intern information
	Student Name: 
	
	(English)
	
	(Chinese)
	Student ID: 
	

	Study Programme:
	
	Year:
	

	Internship Organisation:
	

	Internship Position :
	
	Internship Period: 
	From 
	
	to
	

	Agency Supervisor:
	Mr/Ms/Mrs/Dr/Prof
	Position: 
	

	
	Email:
	
	Tel:
	


	Type of Leave
	Period of Leave (YYY/MM/DD)
	No. of Days

	
	From
	To
	

	( Sick Leave

( Advance Leave
	
	
	


Reasons:  

Arrangement of making up for the missing internship hours (if necessary):  

Signature: _________________________________ 

Date: __________________________________

Approved by Agency Supervisor:
Remarks:
Signature: _________________________________ 

Date: __________________________________
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