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Application for Leave of Absence 
 
1. Please login the system with your HKU Portal ID and password via 

https://foarts.hku.hk/student/users/login_btn 
 

 
 
2. Please click “Apply now” from the Leave of Absence Application for Exchange Studies/ Medical 

Reasons/ Personal Reason to start your application 
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3. Input the required information 
 

 
 
4. Choose the type of your leave of absence [e.g. Exchange studies, Medical reason(s) or Personal 

reason(s)] in Part II(b) 
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a(i). For Exchange Leave: If your exchange offer is received from HKUWW, the Faculty or SMLC, please 

click ‘Yes’ and then select the host institution. In case the host institution is not listed on the 
dropdown menu, please contact the Faculty Office (arts@hku.hk). If you will join a visiting 
programme (i.e. you will not be required to pay the tuition fee to HKU during the leave period), 
please proceed with “Personal reason(s)”. 
 

 
 
a(ii). Please upload both admission offers of your exchange programme and click “Submit” to complete 

your application. 
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b(i). For Medical Leave: please fill in the required information and upload the relevant medical 

certificate(s), and click “Submit” to complete your application; You are also required to submit the 
original of the relevant medical certificate(s) to the Faculty Office for our processing. 
 

 
 
c(i). For Personal Leave: please fill in the required information and then upload your supporting 

document(s) if applicable, and click “Submit” to complete your application. Please retain the original 
of these document(s) as the Faculty will request for processing when necessary. 

 

 
 
5. After the “Submit” button is clicked, you will receive an acknowledgement email from the online 

application system. 
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6. You can view your submitted application(s) on the “Leave of Absence History” page and check the 
application status. 

 

 
 
7. When the application status is changed, you will receive an email from the application system and 

you can check the application result by clicking the “Letter” on “Leave of Absence Application 
History” page. 
 

 
 
Contact Information 
For enquiries, please contact arts@hku.hk.  
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