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ASIA UNIVERSITY
Faculty Application for Class Rescheduling / Make-up Class
Academic Year        ,   Semester       


Application Date: ______ / ______ / ______
	Department / Institute / Class
	
	Course Title
	

	Course Instructor
	
	Reason
	□ Personal leave      □ Sick leave
□ Official leave      □ Official travel
□ Marriage leave    □ Maternity leave
□ Bereavement leave
□ Other: ______________________________

	Original Time and Location
	Date: ______ / ______ / ______  (Day: ______)    Period(s): __________
	Classroom: __________________

	Proposed Rescheduled /
Make-up Time and Location
	Date: ______ / ______ / ______  (Day: ______)    Period(s): __________
	Classroom: __________________

	COURSE-OFFERING UNIT APPROVAL
	OFFICE OF ACADEMIC AFFAIRS

	Supervisor of Department (Division), Institute, Program,Center, or College
Signature / Stamp:________________________
For leave exceeding three days, the College Dean's approval is required.
	Approval
Signature / Stamp: ______________________________


Notes
1. Before arranging the classroom required for a rescheduled or make-up class, please check availability and complete the reservation through the Office of Academic Affairs Online Classroom Reservation System. To use a computer classroom, please contact the Output Center at extension 3555 to inquire and apply.
2. Before submitting this application, the instructor must confirm that every student enrolled in the course has no class conflict during the proposed rescheduled or make-up class period.
3. After approval, the department (division), institute, or program office must submit the original form to the Curriculum Section, Office of Academic Affairs, for filing and retain one photocopy for its records.
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