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Manual for Attendance Request of
Early Employed Students
(For Students)




Introduction

Attendance Request of Early Employed Students

| For who? Early employed Students who are graduating this semester may find it challenging to

participate in class due to their employment,
(Only once during their degree)

(Submission of Certification of Employment for final exam) ~ the last day of the semester

| How to
@l\go;b{ysvs Consa.lﬁ;c:'y Subrvission of Enter
Atterchince certification of Enter grade
Reqpuest P enpo, employment(for Grade assessment
regjsiration st attenclance findl eam) data
Early .
) nstructor
employed |:> instructor |:> |:> Student |:> Instructor |:> Insructor
Student
student
Confirm
Request to additiond i i iHe 1o be Udlcad gade
T — attendance a— I;f:fs:: i? t;:e based on assessment cda
RSOy of e be gven to certification isn't SEEnE for ey
employment & * the request il been submitted assignment enployed studert
social insurance)* can be denied stucent 8 ECE ySN)
| Period (Period for apply) From the first day of the semester ~ to the last day of the semester




How to request
Academic Affairs — Attendance Request for Early Employed Students

X |t is available for students who requested for graduation.
1. Click employed date on the supporting document,
2. Click the ‘Attachment Files’

Attendance Request for Early Employed Students (E3

Attendance Request List

Apply
Year of Application 2024

Applied Semester 1st Semester

Application Semester Regular

"Employed Date 2024-03-07 |

Application Date
"Supporting Documents

Attachment Files

Status Application Cancellation

Reason of Reject
Course Registration Lists of Current Semester

College

Department Crs. No. Lec. No. Course Name Instructor
College of Natural Sciences Department of Mathematical Sciences 033.007 » Science 1
College of Natural Sciences Department of Mathematical Sciences 033.016 L
Faculty of Liberal Education 031.031 001 Speech and Debate

[Number of Trips:3Counts] Found



How to request

mySNU Upload ‘Certification of Employment” and ‘Certification of 4 Major Social Insurance’

| Academic Affairs — Attendance Request for Early Employed Students

Attach File Manager

Search Attachment

File Name

Certification of Employment.pdf

Certification of 4 Major Social Insurance.pdf

[Number of Trips:2Counts] Found

Select File(s)

File Size
2,582,086

155,826

Upload Download

— Delete Close

3. Upload Certification of
Employment with the date of
employment

4. Upload Certification of 4 Major
Social Insurance

(For checking part—time job)

— Upload each file and then close
(Both document are compulsory)



How to request
Academic Affairs — Attendance Request for Early Employed Students

5. Click ‘apply’ after reviewing all items.

— |t is impossible to click ‘apply’ if you have already applied this institution in previous semester.
% You can ‘cancel application’ if you have to cancel ‘request of graduation’” and need to be
applied in next semester

— It is mandatory to notify your instructor in each class and participate in the class immediately,

Attendance Request for Early Employed Students &3

I
Attendance Request List Apply
Year of Application 2024 Applied Semester 1st Semester Application Semester Regular
Employed Date 2024-03-07 £ Application Date
Supporting Documents Certification of Employment.pdf 2| 124 (2673.74KB) Attachment Files
Status Application Cancellation Reason of Reject
Course Registration Lists of Current Semester
College Department Crs. No. Lec.t Course Name Instructor
College of Natural Sciences Department of Mathematical Sciences 033.007 00« mnce 1
College of Natural Sciences Department of Mathematical Sciences 033.016 001
Faculty of Liberal Education 031.031 001 Speech and Debate

Number of Trips:3Counts] Found

Certificate of employment status at the end of the semester



Uploading Certification of Employment Status
at the end of the semester

mySNU Upload the certification of employment which demonstrate your employment status
at the day of final exam

Click ‘Attachment files' and upload ‘Certification of Employment Status at the end of the semester

(day of the final exam)
— Upload the file, then close the window,
% Grades for classes can be cancelled if you don’ t submit the certification by the end of the semester.

Certificate of employment status at the end of the semester

*Supporting Documents Certification of employment.pdf Attachment Files

Status Not Submitted Date of register

Note

1. The request are available for students who requested for graduation in this semester,
ter or Summer Session.

- 3tudents graduating on Aug can submit the request for courses of Spring Se
- Students graduating on Feb can submit the request for courses of Fall Semester or Winter Session.
2. Certificate: certificate of Employment(Date of birth, name, employed date must be included), HZIE & X} 2 5 & 201 A
3. Itis possible to request attendance approval for early employved student only once during your degree(from 2024 Spring Semester)
If you want to cancel the request attendance of this semester approval as you retired and employed by another company,
please 'cancel’ the request. 3 It isimpossible to cancel the request of previous semester.
4. You should submit the certificate of employment status which demonstrate that you are employed at the day of final examination. If you don:t submit the certificate, your grade can be cancelled.

5. Attendance request will be rejected by instructors in accordance with course with.



Q&A

Q) What should | do if | resign during the semester?

A) You should notify the instructor after resignation and continue to participate in the class. Attendance
request by early—employed student can only be accepted during the period of employment. Please
upload the certification of employment with the date of resignation before end of the semester.

Q) Is it possible to request the attendance even while working in part—time job or internship program?

A) According to our policy, ‘Z=EA|ZIZZXKShort—time worker, work less than 15 hours in a week)
cannot be accepted as ‘early—employed students’ . It can be verified by ‘certification of 4 major
insurance’ , and the request will be null if you don’ t submit this document,

Q) Is it compulsory for all instructors to accept requests of attendance for early—employed students?

A) Each instructor will decides on whether to accept the request. The request can be refused by instructor
due to the curriculum constraints or other reasons.
Please consult with the instructor carefully before submitting your request.

Contact: Office of Academic Affairs(02—880—5042)
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Manual for Attendance Request of
Early Employed Students
(For Instructors)




Introduction

Attendance Request of Early Employed Students

| For who? Early employed Students who are graduating this semester may find it challenging to

participate in class due to their employment,
(Only once during their degree)

(Submission of Certification of Employment for final exam) ~ the last day of the semester

| How to
@l\go;b{ysvs Consa.lﬁ;c:'y Subrvission of Enter
Atterchince certification of Enter grade
Reqpuest P enpo, employment(for Grade assessment
regjsiration st attenclance findl eam) data
Early .
) nstructor
employed |:> instructor |:> |:> Student |:> Instructor |:> Insructor
Student
student
Confirm
Request to additiond i i iHe 1o be Udlcad gade
T — attendance a— I;f:fs:: i? t;:e based on assessment cda
RSOy of e be gven to certification isn't SEEnE for ey
employment & * the request il been submitted assignment enployed studert
social insurance)* can be denied stucent 8 ECE ySN)
| Period (Period for apply) From the first day of the semester ~ to the last day of the semester




How to check the list of early—employed students

Manage Class — Lecture — Early—Employed Student Registration Lists

Early Employment Student Registration Lists 3

Status | Processing Complete Year 2024 v Semester 1st Semester "

Attendance Request for Early Employea >tuaents SMS E-Mail
: Certification of Em L
J Status Course Name Crs. No. Lec. No. Student No. Name Affiliated College Affiliated Department Empl(ged b2 Graduat;c;n Reges ployment (for final Apph;?:(m g
examination)
Processing C = : : :
B ompleted Speech and Debate 031.031 001 2020-19308 SON Bum Gyu College of Nursing Department of Nursing 2024-03-07 Y Not Submitted  2024-03-21
Number of Trips:1Counts] Found
Details
Reason for Application Employment before Graduation * Guidelines for Attendance and Grading of Early Employed Students [See Regulation]

Supporting Documents Certification of Employment.pdf 2| 121 (2673.74KB) Attachment Files



Consent on Attendance of Early—employed Student
(Instructor — Student)

{Point to consider whether accepting the request)
» Please decide whether to accept the request or not and how to give the additional assignments.
— types of additional assignments: reports, substitute assignments, additional lectures
— |t is mandatory to upload related documents(menu: Enter Grade Assessment Data(Early Employed Students)
(It is not obligatory for instructors if an early—employed student has met original requirements in the course syllabus)

{Note)
» You can refuse to give a grade even it the student ask to accept the request,
» Each student can make a request only once during their degree.(from the 2024 Spring Semester)
P |f the student resigns from the company during the semester, the student should notify the instructor and
participate in class immediately,

— |t is acceptable to accept the request of attendance and grade during the period of employment

— Instructors have the authority to cancel the grade if the student don’ t notify his resignation during the semester.
(Please check ‘Certification of employment status of the end of the semester’ when entering grades.)

Contact: Office of Academic Affairs(02—880—5042)



Enter Grades for Early—Employed Student

Manage Class — Grade — Enter/Search Grade

Entering Grade for Early Employed Students

Numbers of Early Employed Students :
Numbers of Early Employed Students who didn’t suh

mit the certificate of employment :

% If you click the number, it will be linked to 'Early Employment
Student Registration Lists.(You can find whether the student submit

the Certification of Employment)

Close |

Only Instructors who have early—
employed student on the registration list
can find the pop—up.

— you can check ‘Early—Employment

Student Registration list and the status
of essential document submissions.

— Please refer to the list when entering
graes



Check the list of Early—Employed Students when enter grades

Manage Class — Grade — Enter/Search Grade — View Details

Please check if there is  ‘Not sumitted’ at the column labeled ‘Certification of Employment(for final
examination)’

— |t is possible to give an ‘F  grade if the document isn’ t submitted.
(All students who haven’ t submit the certification yet will be noticed at 3~4days before the end of the semester.)

Early Employment Studen. regisuacion Lists 3

Status | Processing Complete Year 2024 v Semester | 1st Semester b m

Attendance Request for Early Employed Students SMS I
- Certification of Em . -
O Status Course Name Crs. No. Lec. No. Student No. Name Affiliated College Affiliated Department Empl(:zed Lz Graduat:sc:n Regu hployment (for finalA pla;?:o
examination)
Processing C < = . 2 = : -
| oninloted Speech and Debate 031.031 001 2020-19308 SON Bum Gyu College of Nursing Department of Nursing 2024-03-07 X Not Submitted 024-03-
[Number of Trips:1Counts] Found
Details
Reason for Application Employment before Graduation 3% Guidelines for Attendance and Grading of Early Employed Students [See Regulation]

Supporting Documents Certification of Employment.pdf €| 171 (2673.74KB) Attachment Files




Enter Grade Assessment Data

mySNU Manage Classes — Grade — Enter Grade Assessment data(Early Employed Students)
Enter Grade Assessment Data (Early Employed Students) Previous Page
Hﬂwr & =2
Number | Number Employed | Assignments, etc. | Documents
Student
032.011 003  Elementary Chinese 2 College of Hum--- Department of--- Y

1. If an instructor gave make-up classes or additional assignments to award grade to an early employed student,
he/she can upload related documents and retain them comfortably.

- Additional Assignments, etc. = Select ‘Y’
- Upload Related Documents
- [Save]

2. If an early employed student satisfied original requirements in the course syllabus,
- Additional Assignments, etc. = Select ‘N’

- Fill out [Note] = e.g. satisfied the requirements of course syllabus.
- [Save] (Uploading related documents are not required.)
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