Guideline for
Temporary Leave
Appllcatlon

Inguiry to Ms. Soyul Kim (soyul_ kim@kdischool.ac.kr)



CHAPTER.O1

Temporary Leave Rules _ /<5
P @;\ o
@ Temporary Leave during the semester is allowed., @ /

(¥ The Application will open about a month before the end of each semester.

(¥ Temporary Leave during vacation without permission is allowed.
- Consult with the Student Affairs Division before applying on MIS.

@ 'Request for Temporary Leave’ Should be submitted through MIS at least 2 weeks prior to
the vacation period (spring, summer, winter), along and
a certificate of travel insurance¥,

* Regarding certificate of travel insurance, you are only required to submit it if you are traveling to a third
country, not your home country.

@ All the expenses incurred from the temporary leave shall be borne

@ If deemed necessary, the monthly stipend may be for the period of temporary
leave.



CHAPTER.02

S S 0 LO gi n * Use all the senices convenienthy with one ID

g ACCESS 'MIS’ %

Please access MIS
(http://mis.Kdischool.ac kr) using
Microsoft Edge. Chrome, Firefox, Swing,
or other browsers are not supported.

How to Apply?

@ & Counseling
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& Consultotion

= aurvey 4

[ Temporary Leave v

Request /
Result for Temporary Leave

g LEFT MENU %

After logging into MIS,
click on Temporary Leave'in the left
menu, and then click on ‘Request/Result
for Temporary Leave.

G

Request / Result for Temporary Leave
T Request [ Result for Temporary Leave

=
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No. Year Vacation Depart

student Nar
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g CLICK 'INSERT %

When you click on the purple Insert
button at the top, you will see the rules
for temporary leave by scholarship.




CHAPTER.02

Scholarship W"’:f‘g’ Include Days Number of Days Allowed A
Group de Enl: mnyr i 1o Stay Overseas

60 days per semesters

90 davs a year

NIIED = Monthly stipend shall be
deducted on a daily basis for
any period exceeding 30
days per semester.

®

@Dcte *

Departure

E-mail

Only 60% of the monthly stipend
POSCO scholarship shall be paid for any period
exceeding 20 days a month.

July 2023
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‘ Travel Insi

FSS-KFB-KDIS 30 days during your entire study period
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Colombo Plan %"‘fg“ﬁiﬁﬁﬁ 30 duys deig yows euiresady puciod 2 3 4 5 8 7 8
GASPLD) ' 30 days a year 9 10 m 12 13 14 15 ly)
GLF(G20) 30 days during your entire study pericd s 17 18 19 20 21 22 n m
IBK 30 days during your eatire study pericd 23 24 25 26 27 28 29
KEB Hana 30 days during your entire study period = 30 31 2 3 4
Clear

I have read and agree to the a

g "UPLOAD PDF" %

- Click “ Up” to upload your documents.
- Upload a certificate of travel insurance
if you go to 3rd country, not your home country.
- For NIIED group, please upload the form with
signature from your academic advisg

«# ’
| fully understand that the KDI School is entitled to do so
D | have read and agree to the above rules.

g READ 'RULE’ %

Please carefully read the temporary
Leave rules displayed in the pop-up, and
click on the 1 have read and agree to the
above rules’' box.

(NIED only)
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g CHECK 'DATE' %

Please enter the departure date and
arrival date accurately. They should
match the schedule of your round-trip
flight
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CHAPTER.03

Temporary Leave Guideline Acknowledgement
For 2023 Winter Break

I acknowladee that I have read, and agres to abide b the Temporary Leave Guideline. I am al=o
aware that the monthly stipend shall be deducted according to the Temporary Leave Standard by
Scholarzhip Group, and herebv give consent to the suspension of the monthly stipend for the pariod

of my temporary leave from to if required by the guidelna.

By signing thas form, I understand that I take full respensibility for any nisks or costs associated with
the temporary leave. [ alzo understand and agree that KDI School doesz not and will not guarantes my

safety during my temporary leave.

I agres to report to KDL School immediately for any delays or changes i daparture or arrrval times. I
alzo understand and agresa that if T fail to report to KD School within seven (71 days upon moy armival, I

may not be entitled to a refund or payment of the monthly stipand_

Mame:

Student IT):

_ Signature:

Guideline Acknowledgement Form

SUBMIT FORM VIA E-MAIL

(V) After completing the temporary leave application in MIS,
please download Attachment 2, fill in the required
information (such as departure and return dates, name,
student ID, and date of submission), and sign it.

% Unsigned form will be rejected, so please make sure to sign
before submission.

% Please note that the departure date is the day you board
the plane in Koreaq, and the return date is the day you arrive
at a Korean airport, so make sure to write the correct dates.

& (Email Submission Only) Convert the signed form into
a PDF file and submit it to soyul_kim@kdischool.ac.kr.



CHAPTER.O4

Return Report

B Full name)

ot icon 408 oy (M If your flight is canceled or changed, resulting in a
e [T TP Fomoore different return schedule from your original application,
LS please provide the new schedule as soon as possible.
(M You must report to the Student Affairs Division within 7
—— days of your arrival upon return. You MUST send us a
i certificate of entry and exit issued by the Sodam-dong
community center.
The Reference Period must be stated from | December 1st, 2023 to date of issue. e Address: MIESSEXIKIAl et=2ICH= 2023
“"‘i‘?ﬁf‘ﬁf :ﬁgiflﬁie — (2023, Hannuri-daero, Sejong-si, Republic of Korea)

erified byl

= M eI Tt s AbuE SW|MEICH

e Requirement: Your ARC and 2,000 KRW (issuance fee)

Fierask 43
SOO001 é%.
IS e in charpel: MERERIAIA 2B/ e EEEHW&ﬁ!m’l M
o

Example

Remark: Make sure to set the reference period from Dec 1,
2023 to the date of issue.
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KDi Scheel ublic Policy and Management

2023 Winter

Temporary Leave

Have a safe trip!

LInquiry] Ms. Kim So Yul, Student Affairs Division

soyul_kim@kdischool.ac.kr



