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LA ELLES
Notes on Applying for Mental Health Leave
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1. A maximum of 3 days per semester may be applied for (with each leave
request being in full-day increments). Applicants must ensure that their
leave request is submitted on the day of the leave.
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2. Forleave of up to 2 days, no medical documentation is required.
However, for leave on the 3rd consecutive day, or for "Mental Health
Leave" taken during a weekly class meeting, students must upload
relevant medical documents (such as receipts, non-handwritten
prescription bags, diagnosis certificates, or medical certificates) from a
mental health or psychiatric clinic to the "E-Request and E-Form System”
within seven days from the start of the leave.
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3. Those taking Mental Health Leave will not incur deduction of their conduct
grades, but the leave will not be counted towards perfect attendance
records.
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4. Mental Health Leave will count towards absence hours. If the total
absence hours exceed one-third of total class hours, the semester grade
for that subject will be recorded as zero.
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5. If leave accumulates to the 3rd day or more, the system will automatically
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send an email notification to the advisor, the departmental drillmaster, and

the departmental counselor for prioritized care.




