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Face-to-face Lecture or Exam Absence Reason Statement

1. st HE (Student Information)

= Stut SHH(104t2]) HEZRHS =
Chotchst ( N i 43 oy =
- Departme (Student ID) c (Phone
(College) nt) (10-digits) (Name) Nurnber) (E- mall)
2. S ALY U AIY) MR
(Course Information (Lecture or Exam ))
R TEIE L AQUNE Um Y A DAL
(Coﬁg—er_'Ngme) (C(I?jcserSDert))) (Time and date of (Name of the
(5-digits) face-to-face lecture or Exam) lecturer)

. AMIZA 271 A (AMIS] 212H)
(Detailed Explanation (An explanation of the situation and reason of absence))

4, sfiT Y MF HE YA
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2021 2™ Semester Course and Student Affairs

Management Announcement (Seoul Campus)

2021.09.23.

Hello.
This is Hanyang University’s Office of International Affairs.

Prior to the start of the 2" semester of 2021, due to the COVID-19 we have decided to open up the
classes according to the guidelines provided below based on the decisions provided from the Infectious
Disease Control Committee. The following announcements will guide you through the necessary

information regarding 2021 2" semester.

I. 2021-2nd Semester Timeline and Major Events

Period Content Note
Beginning of the
2021.09.01.
semester
Mid-term course Further notice will be
2021.09.29. ~ 10.13.
evaluation given
End-term course Further notice will be
2021.12.01. ~ 12.29.
evaluation given
Grade input and Grade appeal and
2021.12.13 ~ 12.29.
checking correction included
2021.12.21. End of the semester
2021.12.22. Make-up class
2021.12.23. ~ 2022.02.28. Winter vacation
2021.12.23. ~ 2022.01.12. Winter Session

% The above schedules (Academic affairs) can be changed depending on the circumstances.



II. 2021 2" Semester Standards for Offline/Online Courses

1. 2021 2™ Semester Standards for Offline/Online Courses

During the semester, if there are any increases in the COVID isolation stage, courses will be managed
according to the "HYU Action Procedures and Guidelines for Social Distancing against the COVID19.

OVID Isolation Stage 1 & Stage 2
Stage
F
orm Students Students 3148 Students JEES SRR <
. udents 31~
Practice Course Below 30 Above 20
) Online Class or )
Lecture Offline Class Online Class
Blended Class
Lecture & Theory: Online Class or )
. ) Theory: Online Class
Practice Offline Class Blended Class ] )
N Practice: Offline Cl Practice: Offline Class
Al ractice: . ine Class Online Class
Theory: Online Class or . . o
Class Blended C| Theory: Online Class *Offline only if inevitable.
ende ass .
|C-PBL Offline Class , Practice & Team (Effective from 2021.10.01.)
Practice&Team . .
o ) Activities: Offline Class
Activities: Offline Class
Experiment
Practice Offline Class
AlA
= -
Mid-Term Online T
nline Test
Test & Offline Test omine fest
. *Offline only if inevitable.
Final Exam

X 20214 98, 10& will be conducted by remote classes (non-face-to-face real-time video classes)

% The table above has been made based on the "HYU Action Procedures and Guidelines for Social
Distancing against the COVID19 (7th Edition, 2021.09.02.).

3. Offline courses may change to Online courses, if the professor wishes to do so.

M. Details about Middle & Final Exam

7}. Test Format : 2021 2™ Semester Middle & Final Exam are required to be taken as an Offline Exam
However, depending on the situation, this may also change to an Online exam, if necessary.

1) Students who have a legitimate reason for not being able to take the Offline exam may take an
alternative exam.

* Legitimate Reason acceptance and management process may be seen

in page 13 of
<Procedures for not being able to take an Offline Exam)

2) For students who are living abroad, online courses may provide them with an online exam or an
alternative exam.

_10_



IV. Student Attendance Acknowledgement and
Attendance Management

1. Minimum Attendance Requirements for receiving a grade.
From the "Attendance total according to the weeks” tab, more than 2/3 of the attendance must be

counted (O) [tardy is also counted as attendance], if the attendance is less than 2/3, grades for the
lecture should not be given.

Whose Total Attendance is above 2/3 of the
Classes Per Course H 1

whole course will get a grade

15 classes (One lecture per week) Grade given when attended 10 or more times
16 classes (One lecture per week) Grade given when attended 11 or more times Including
30 classes ) . allowed leave
Grade given when attended 20 or more times
(Two lectures per week) of lecture
45 classes

Grade given when attended 30 or more times

(Three lectures per week)

* If attendance does not match the requirements listed above, you may not receive a grade.
(Automatic F will be given)

1) Standard for attendance approval for each lecture
Full attendance will be counted (O) when all study materials of one lecture (online attendance,
online lecture, in-person attendance) are attended (O).
7l When more than one of the study materials are not complete : the assigned lecture will be
counted as absent
Lb If one of the course materials is marked as late : The week's lecture will be marked as late
(A), but late will be accepted as attendance.

2) Attendance Acceptance Standard for each Week’s individual course materials (Online Attendance,
Virtual Meetings, Offline Attendance)

7h Online Attendance(Online Record Lecture) : Only if you have watched 100% of the Lecture
Video will your attendance be marked as Attended(O).

L}) Online Live Lecture : It will be determined based on the attendance allowance percentage that
the professor has set up for his or her course.

Ch In-person attendance : The attendance record that has been sent from the Smart Attendance
System (http://check.hanyang.ac.kr) will be automatically used as the attendance record for the
course.

* Among the course study materials only Online Attendance, Virtual Lectures, and Offline
Attendance will be used for the attendance records. Debates, Quizzes, Assignments and any other
additional study materials or activities will not be included nor used for the attendance records.

2. Attendance Check at the discretion of the Lecturer
The attendance checking criteria provided above at B) is the basic criteria. The lecturer can decide the
attendance of students with exceptional cases following the criteria provided below.
<Examples of attendance acceptance by the Professor's discretion>

@ If students are having a hard time getting into class due to systematic failures, the professor may
lower the standards for attendance temporarily with his discretion.

@ When a student has issued that it was impossible to attend an online virtual lecture due to
problems in the system, attendance will be marked based on the procedures listed in page 15

_11_
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V. Acknowledgement for unavailability of

Course Attendance / Exam Take

1. Course Attendance Allowance (Official Absence Acceptance Form)
7}. Accepted Reason and Required Documents for Verification

Distance Learning

Period for R face-to-f
recognition Real-Ti Evidential
No. Reasons for excused absence (includin eal-lime | oo corded ace documents
A Online Oonli lectures
holidays) Video niine
EEIe Lectures
Mobilization or military service tﬁzcziﬁgegt
examination issued under the .
1 Military Service Act (excluding Corre;ficc))rédlng watg:ﬁrs]ethe X Excused related notice
mandatory military service period) P lecture b
and diseases 100% v
Excused if
Obligated military duty call-up(Any | o 0o the student
2 | process related to obligated duty iod l X Excused related notice
call-up) perio online
lecture by
100%
Absence due to hospitalization or Corresponding C;:Sg'ccaile
3 . be|r3g con_flrmed to _have an period Excused Excused | Excused Hospitalization
infectious disease designated by (4 weeks confirmation
law and has an isolation period at maximum) letter
Death of grandparents -
" £ ’ death certificate,
4 pa!rents(lncll.u_:lmg n'_|at_erna| and Within 7 days Excused Excused | Excused family relation
patrilocal families), siblings, spouse certificate
or children
Absence of female students due to
> menstrual pain N/A X X Excused N/A
6 Teaching-practice of trainee Corresplondlng Excused Excused | Excused N/A
teachers period
Tournament participation of
student athletes (Under the Corresponding .
7 permission of one’s College & period Excused Excused | Excused Related notice
Office of Sports Activities)
Proof of
Early employment of a graduating Corresponding employment,
8 student period Excused Excused | Excused Certificate of the
Insured, etc.
. Vaccination
9 COVID-19 vaccination Correg?i%r&dlng Excused Excused | Excused reservation
P confirmation, etc.
Vaccination
Ad i fter COVID-19 Next d scert'f'cate’f
verse reactions after - ext day tatement o
10 vaccination (one day) Excused Excused | Excused reasons describing
adverse reactions,
etc.
Relevant.
documentation
(Vaccination
Maternity ort r?thgrs permitted by cert;frgaggvgr;fgere
e dean . .
11| (Adverse reactions after COVID-19 Correg;rai%r&dmg Excused Excused | Excused reaége?s_f;ter
vaccination are excusable if p EEAREGT

permitted by the dean)

Statement of
reasons describing
adverse reactions,

etc.)

X Students who are quarantined under a specific Immigration Act after arriving in

eligible for an excused absence.

_12_
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Lt. Application Procedure: Students sign up on the university Portal, and after it has been approved by the
College Administration Team in charge, the student prints out the application, signs it, and submits it by
email to the course lecturer (Must be submitted 7 days before or after the excused absence period).

- The lecturer then enters in the student’s attendance record on the Smart Attendance

Records system.
C}. Period of excused absences cannot exceed 1/2 of the number of class days per semester.
2}, Student athletes must attend at least 1/2 of the total number of class days (mandatory attendance).
* Mandatory attendance means that students must come to the classroom and take a lecture.
OF, If a student applies for excused absence on the exam day other than the lecture, instructors should

conduct an alternative evaluation, etc.

2. Face-to-face Lecture Attendance/Face-to-face Exam

7}. Reason for excuse and documents needed

Excused time
L. period

No. Reason for excuse on attendance/missing exams . Documents
(Including

holidays)

When attending school is restricted (following the ] ) ]
. . L . Receipt of diagnosis
instructions of the Hanyang University Disease Control | The date of the
or photograph of
1 Center) due to COVID-19 related reasons (The student| lecture/exam o
visiting the health

must first notify the lecturer, must not attend school, date .
center.
and provide documents as soon as possible)
For students that are living abroad, and cannot enter No limitations on
. The date of the
the country due to COVID-19 situation document types
2 . lecture/exam
*Having 15 days before the lecture or exam date as (Required to
date
the standard submit)

L}. Process for academic status

1) For students with case 1) should notify the lecturer of the situation as soon as possible. Documents of
proof need to be submitted to the lecturer as soon as it is prepared, with <Face-to-face Lecture or
Exam Absence Reason Statement> paper using the form on page 15.

2) The lecturer shall respond to the student in the following order below

- If the student cannot attend an offline lecture, the lecturer should provide a replacement lecture

(online real-time streaming of the lecture).

- If the student cannot attend midterms or final exams, the Ilecturer should conduct a

replacement test.

3. How to respond to students with participation problem on Live-Online Lecture

For live-online lectures, students need to attend the lecture according to the original schedule. However,
when an unexpected problem occurs, especially for students attending the class from China, with problems
in the country, students may go through difficulties with attending the class. For such cases, the lecturer

should respond to the situation according to the process provided below,

_13_



Contents

Should try connecting HY-ON at least 3 times.
*Contact HY-ON Support Center (02-2220-2034/2068/1455) and receive

When the student cannot access the lecture, after trying @, the student must
complete an <Real-time Online Video Lecture Attendance Request Form> (Use the
form on page 16) and send it to the lecturer through email or message (within
HY-ON).

The lecturer should decide, based on the criteria below, whether the student
could not access the lecture due to unavoidable reasons, despite the desire to
enter the lecture.

A. Check the access history of online live lectures for the student on HY-ON
* Enter the lecture on HY-ON > Attendance/Academic Status > Click the
student’s name on the “Attendance total according to the weeks” tab to see
a detailed record.

* Enter the lecture on HY-ON > Attendance/Academic Status > Click the week
of the lecture on “View according to study materials” > Click the lecture
number > A detailed record will appear.

B. After checking the email or HY-ON message of the student and the specifics
written on the document, the lecturer must make a decision on attendance

acceptance and email or HY-ON message the student with the decision.

When the lecturer accepts the attendance approval, the lecturer must provide the
student with the lecture video that was uploaded to HY-ON and the student must

watch the video.

Step | Divisio
S ns
Stude
®
nt
Stude
@
nt
Lectur
®
er
Stude
@
nt
Lectur
®
er

After checking students’ video has been watched (Attendance/learning status of each
course > See core elements tab > It is possible to check the clicks for each lecture,
but additional confirmation of 100% of video being watched should be checked by
questions), the attendance will be confirmed after checking.

*Enter HY-ON course > Attendance/learning status > “See core elements” tab >

week > lectures > click elements to edit the attendance status

X Sending messages via HY-ON : Click the message box in HY-ON > select course > select instructor >

select attachment after writing the message > click “Send” button

September 17, 20271

Sincerely,
Office of International Affairs,
Hanyang University
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Face-to-face Lecture or Exam Absence Reason Statement

1. st HE (Student Information)

= Stut SHH(104t2]) HEZRHS =
Chotchst ( N i 43 oy =
- Departme (Student ID) c (Phone
(College) nt) (10-digits) (Name) Nurnber) (E- mall)
2. S ALY U AIY) MR
(Course Information (Lecture or Exam ))
R TEIE L AQUNE Um Y A DAL
(Coﬁg—er_'Ngme) (C(I?jcserSDert))) (Time and date of (Name of the
(5-digits) face-to-face lecture or Exam) lecturer)

. AMIZA 271 A (AMIS] 212H)
(Detailed Explanation (An explanation of the situation and reason of absence))

4, sfiT Y MF HE YA
(Titles of documents attached to prove the situation)
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Real-time Online Video Lecture Attendance Request Form

1. st MY (Student Information)
ciajchst 53} fg“'dc(ﬂ o e ASone | ooy 24
. = en one =
(College) (Department) (10-digits) (Name) Number) (E-mail)
S sH(HAIZEHEe] uats) HE
(Course Information (Blackboard Collaborate Lecture))
+YIE AAZtete el Eap 2 Azt S FALDH
w2 (x=AI5212]) (Time and date of the (Nair;gkgfothe
(Course Name) (Class ID No.) | real-time online video lecturer)
(5-digits) lecture)
3. AAZteHZe H& 4 27 U9
(Real-time Online Video Lecture Connection Errors)
yaay | yagwy | BYIEAS L BSAR
acc " ime(s - /| =5 H3 =
A}Ac\feeass %gfes%f attempted Access Time Lo (?7\'115,4) 2= 87
for Access (Write all) =
Screenshot of
the error page
(Optional)

4. MM HY (B% 271 4F 2E)
(Detailed Explanation (An explanation of the situation that led to connection errors))
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HY-ONOIA DIAIRIE 22 > 242 Mef > TZAb Mef > A7 2HH $ HEme Med S ‘=) HE
=&
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r
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September 17, 20271

Sincerely,
Office of International Affairs,
Hanyang University |
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Face-to-face Lecture or Exam Absence Reason Statement
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(Detailed Explanation (An explanation of the situation and reason of absence))

(Titles of documents attached to prove the situation)
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Real-time Online Video Lecture Attendance Request Form

1. st MY (Student Information)
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(College) (Department) (10-digits) (Name) Number) (E-mail)
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