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明志科技大學
Ming Chi University of Technology
[bookmark: _Hlk99185058]約聘人員聘任辦法
Guidelines for the Appointment of Contract Staff
95.05.23行政會議制定
Established by the University Administrative Meeting on 2006.05.23.
115.05.05行政會議修訂
Amended by the University Administrative Meeting on 2026.05.05.
第一條　目的
Article 1: Purpose
本校為因應校務發展需要，並規範約聘人員之聘任、服務與管理，訂定「約聘人員聘任辦法」（以下簡稱本辦法）。
To meet the needs of institutional development and to standardize the appointment, service, and management of contract staff, the “Guidelines for the Appointment of Contract Staff” (hereinafter referred to as these Guidelines) are hereby established.
第二條　約聘人員之定義
Article 2: Definition of Contract Staff
本辦法所稱之約聘人員係指領取本校薪資，但非屬本校編制內之專職人員者，其範圍如下：
Contract staff, as referred to in these Guidelines, are individuals who receive salaries from the university but are not part of the university’s official staffing structure. The scope includes the following:
一、因校內業務需要，辦理特定性業務所需人員。
1.	Personnel required for specific tasks due to internal operational needs of the university.
二、因編制內正式人員出缺，在本校未完成納編之前所需人員。
2.	Personnel required to fill vacancies of official staff before their positions are officially included in the staffing structure.
三、因代理編制內人員奉准留職停薪期間工作之人員。
3.	Personnel working in place of official staff who are on approved unpaid leave.
四、部門因業務需求奉准聘任全時工讀生。
4.	Full-time student workers appointed due to departmental operational needs with approval.
五、部門已奉董事會核定編制，但退撫無對等職稱之人員，例如研究中心工程師。
5.	Personnel in positions approved by the Board of Directors but without equivalent titles in the retirement and pension system, such as engineers in research centers.
第三條　約聘人員申請程序
Article 3: Application Procedure for Contract Staff
各單位擬新增約聘人員時，應簽具理由、聘期及工作內容於一個月前提出申請，經人事室會簽，陳校長核准後以公開方式徵聘（但支用本校預算者應呈董事長核准）。請應徵者簽署「應徵人員個人資料蒐集告知條款及同意書」（表號：A220170111）供存查；若採取網路報名者，於填報資料後，亦將同意書內容於網頁顯示，請其審閱並點選同意，始得接受報名。約聘人員於應徵本校專任職員時，需按新聘職員之評審程序通過後始能聘任。
When a department intends to appoint new contract staff, it should submit an application, including the rationale, employment period, and job description, one month in advance. After co-signature by the Personnel Office and approval by the President, recruitment shall be conducted publicly (however, appointments funded by the university’s budget should be approved by the Chairman of the Board). Applicants should sign the “Notice and Consent Form for the Collection of Personal Information of Applicants” (Form No: A220170111) for record-keeping. If online registration is used, the content of the consent form should be displayed on the webpage. Applicants should review and click agree to complete the registration. Contract staff must pass the evaluation process for new staff before they can be appointed.
第四條　約聘人員聘任期間
Article 4: Employment Duration of Contract Staff
一、新進約聘人員應簽立契約（表號：A220170311），試用期為三個月，試用期間經考核合格者，得予續聘，其聘期溯自試用日起生效；不適任者，不予續聘。約聘人員之聘期以一年一聘為原則，若特殊狀況其聘期由雙方議定之。
1.	New contract staff should sign a contract (Form: A220170311). The probationary period is three months. Those who pass the assessment during the probationary period may be reappointed, and their employment period shall be retroactively effective from the date of the probationary period. Those deemed unsuitable will not be reappointed. The employment period of contract staff is generally one year, with specific conditions to be mutually agreed upon in special circumstances.
二、符合本辦法第二條第一至三款及第五款之約聘人員，除專案簽准者外，不得兼職及在職進修。
2.	Contract staff meeting the criteria of Article 2, Subparagraph 1 to 3, and Subparagraph 5, except for those with special approval, may not hold concurrent jobs or participate in in-service degree programs.
三、本辦法第二條第四款所聘之全時工讀生，以聘任本校在校學生為原則，若有特殊考量則經校長核准後始得聘任。
3.	Full-time student workers appointed under Article 2, Subparagraph 4, should primarily be current students of the university. Exceptions require the President’s approval before appointment.
第五條　約聘人員待遇
Article 5: Compensation and Benefits for Contract Staff
除全時工讀生依中央主管機關所核定之基本工資之外，本辦法第二條第一至三款之約聘人員招募以最低學歷要求為敘薪標準，依學歷自最低薪級起敘。代理校內正式職務之約聘人員，得比照原職務薪級標準敘薪。本辦法第二條第五款工程師之敘薪依工程師酬金標準表（酬金標準另訂之）。
Except for full-time student workers who are paid the basic wage approved by the central competent authority, the recruitment of contract staff mentioned in Subparagraph 1 to 3 of Article 2 of these Guidelines shall be based on the minimum educational qualifications required for the position, with salary determined starting from the lowest applicable salary grade. Contract staff temporarily filling official positions within the university may be compensated according to the original position’s salary standards. The salary of engineers mentioned in Subparagraph 5 of Article 2 shall be determined based on a separate engineer compensation standard chart.
第六條　約聘人員報到、差假與福利
Article 6: Reporting for Duty, Leave, and Welfare of Contract Staff
[bookmark: _Hlk87631828]約聘人員應至人事室辦理報到手續，並繳交「員工個人資料蒐集告知條款及同意書」（表號：A220170211），其出勤、差假、休假參照「考勤管理辦法」、「適用勞動基準法人員工作規則」，加入福委會比照本校專任職員。
Contract staff shall complete the reporting procedures at the Personnel Office and submit the “Notice and Consent Form for the Collection of Personal Information of Employees” (Form No: A220170211). Attendance, leave, and vacation shall be managed in accordance with the “Regulations for Attendance” and the “Work Rules for Personnel Subject to the Labor Standards Act.” Contract staff may join the Welfare Committee on the same terms as full-time university staff.
第七條　約聘人員考核調薪
Article 7: Performance Evaluation and Salary Adjustment of Contract Staff
一、約聘人員每年應定期於六月底前進行年度考核，由人事室列印「約聘人員年度考核表」（表號：A220170411）與「工程師年度考核表」（表號：A220170511）並提供出勤及平時考核獎懲紀錄分送各部門主管依其工作績效、工作態度等相關項目辦理考核。考核結果呈校長核定後得作為續聘及學年度調薪之依據。
1.	Contract staff shall undergo an annual performance evaluation before the end of June each year. The Personnel Office will print the “Annual Performance Evaluation Form for Contract Staff” (Form No: A220170411) and “Annual Performance Evaluation Form for Engineers” (Form No: A220170511), and provide attendance and regular performance records for department supervisors to evaluate based on work performance and attitude. The results, once approved by the President, shall serve as the basis for contract renewal and annual salary adjustment.
二、凡當年度服務未滿6個月者不參加考核。
2.	Contract staff who have served less than six months within the current year are exempt from the evaluation.
三、約聘人員聘任滿一年（計算至當年度七月三十一日止）者，依前一年度考核結果，評定是否調薪，調薪生效日為每年八月一日，惟全時工讀生年度評核通過後，做為續聘之依據，薪資不調整。
3.	Contract staff who have completed one year of service (calculated up to July 31 of the current year) shall be considered for a salary adjustment based on the previous year’s evaluation results. The adjustment takes effect on August 1 of each year. However, full-time student workers, upon passing the annual evaluation, are eligible for contract renewal, but their salaries will not be adjusted.
第八條　約聘人員轉任
Article 8: Transfer of Contract Staff
佔本校正式職員職缺之約聘人員，聘期滿一年後且考核甲等、多益測驗分數達550分以上及取得MOS大師級證照者，則由原聘任單位提出轉任正式職員之簽辦，陳請校長核准後，由人事室依本校「職員工增補及任用辦法」辦理甄試。
Contract staff occupying vacancies of official positions may be considered for transfer to official staff positions after one year of service, provided they have received an “A” grade in performance evaluation, scored 550 or above in the TOEIC test, and obtained the MOS Master certification. The transfer request, initiated by the original appointing department and approved by the President, shall be processed by the Personnel Office in accordance with the university’s “Guidelines for Augmentation and Appointment of Administrative Staff.”
第九條　約聘人員離職
Article 9: Resignation of Contract Staff
約聘人員離職時，由主管視需要交代離職人員填報移交清冊、繳回服務證並辦理離職手續。並將保管或使用之財產（物品）交還，如有短缺而未賠償者，除不發給離職證明文件，應追究損害賠償責任。
Upon resignation, contract staff are required to complete a handover checklist, return their service badges, and complete all necessary departure procedures under the supervision of their department supervisor. Any university property in their possession must be returned, and any missing items not compensated for will result in withholding the issuance of proof of employment documents and may lead to legal action for damage compensation.
第十條　實施與修訂
Article 10: Implementation and Amendment
本辦法經行政會議通過，陳校長核定後公布實施，修訂時亦同。
These Rules shall be implemented after approval by the University Administrative Meeting and the President. The same process applies to any amendments.


應徵人員個人資料蒐集告知條款及同意書
1. 明志科技大學（以下簡稱本校）因人才招募作業需要，需蒐集、處理及利用應徵人員之個人資料，包括但不限於姓名、身分證號、生日、聯絡地址、聯絡電話、學歷、電子信箱、其他足資證明或辨識個人資料之身分文件…等相關資料。
2. 本校就應徵人員所填具之上述資料，僅供本校執行招募等相關作業使用，若本次未獲錄取，資料將繼續保存，供本校後續招募時參酌使用（惟書面資料則保留一年，屆期銷毀），若獲錄取者，以上資料之使用及保留期限另行書面告知。
3. 應徵人員就提供之個人資料得依個人資料保護法向本校請求查詢、製給複製本、補充更正、請求停止蒐集、處理、利用及刪除等權利。
4. 如應聘人員所提供之資料包含第三人之個人資料時，應確認該第三人已知悉本同意書所載之相關事項及權利，並擔保已取得第三人之同意授權本校依據本同意書之蒐集目的及使用期限，使用第三人之個人資料。
5. 本校蒐集之個人資料為執行人才招募等相關作業所必須，若提供之資料不足或有誤時，將無法進行後續甄選程序。

本人已充分了解上述告知事項並均予同意。

　　　　　　　　　　　　　　立同意書人：                     
（本人親筆正楷簽名）

中華民國　　年　　月　　日

表號： A220170111


Notice and Consent Form for the Collection of Personal Information of Applicants
1. Ming Chi University of Technology (hereinafter referred to as "the University") requires the collection, processing, and utilization of personal data of applicants for recruitment purposes. This includes, but is not limited to, name, ID number, date of birth, contact address, phone number, educational background, email address, and other documents sufficient to prove or identify personal information.
2. The University will use the aforementioned information provided by the applicants solely for recruitment and related operations. If the applicant is not selected this time, the data will be preserved for future recruitment considerations (however, physical documents will be retained for one year and then destroyed). If the applicant is selected, the use and retention period of the above information will be separately notified in writing.
3. Applicants have the right to request access, obtain a copy, supplement or correct, request cessation of collection, processing, use, and deletion of their personal data provided to the University in accordance with the Personal Data Protection Act.
4. If the information provided by the applicant includes personal data of a third party, the applicant must ensure that the third party is aware of the contents and rights stated in this consent form, and guarantee that the consent of the third party has been obtained for the University to use their personal data for the purposes and duration stipulated in this consent form.
5. The collection of personal data by the University is necessary for the execution of recruitment and related operations. If the provided information is insufficient or incorrect, the subsequent selection process cannot be carried out.

I have fully understood and agree to the aforementioned matters.
Stipulated by: _______________
(sign in print personally)

Date: ____________
[bookmark: _Hlk87603182]Form: A220170111


員工個人資料蒐集告知條款及同意書
1. 明志科技大學（以下簡稱本校）因人事任用、調任、薪資、考勤、晉升及投保等人事管理作業及其他各項機能管理作業需要，需蒐集、處理及利用員工之個人資料，包括但不限於姓名、身分證號、生日、性別、婚姻、學歷、帳戶資料、戶籍地址、聯絡地址、聯絡電話、其他足資證明或辨識個人資料之身分文件…等相關資料。
2. 本校就員工所填具之上述資料（含應徵時填寫或繳交之資料），僅供本校執行各項管理相關作業使用。
3. 員工就其提供之個人資料得依個人資料保護法向本校請求查詢、製給複製本、補充更正、請求停止蒐集、處理、利用及刪除等權利。
4. 如員工所提供之資料包含第三人之個人資料時，應確認該第三人已知悉本同意書所載之相關事項及權利，並擔保已取得第三人之同意授權本校依據本同意書之蒐集目的及使用期限，使用第三人之個人資料。
5. 本校蒐集之個人資料為執行各項管理相關作業所必須，若提供之資料不足或有誤時，將無法辦理任用、薪資及投保等各項管理作業。

本人已充分了解上述告知事項並均予同意。

　　　　　　　　　　　　　　立同意書人：                     
（本人親筆正楷簽名）

中華民國　　年　　月　　日

表號：A220170211


Notice and Consent Form for the Collection of Personal Information of Employees
1. Ming Chi University of Technology (hereinafter referred to as "the University") requires the collection, processing, and utilization of personal data of employees for personnel appointments, transfers, payroll, attendance, promotion, insurance, and other human resource management operations and various functional management operations. This includes, but is not limited to, name, ID number, date of birth, gender, marital status, educational background, account information, household registration address, contact address, phone number, and other documents sufficient to prove or identify personal information.
2. The University will use the aforementioned information provided by the employees (including information filled out or submitted during application) solely for various management related operations of the University.
3. Employees have the right to request access, obtain a copy, supplement or correct, request cessation of collection, processing, use, and deletion of their personal data provided to the University in accordance with the Personal Data Protection Act.
4. If the information provided by the employee includes personal data of a third party, the employee must ensure that the third party is aware of the contents and rights stated in this consent form, and guarantee that the consent of the third party has been obtained for the University to use their personal data for the purposes and duration stipulated in this consent form.
5. The collection of personal data by the University is necessary for the execution of various management related operations. If the provided information is insufficient or incorrect, the University will not be able to process appointments, payroll, insurance, and other management operations.

I have fully understood and agree to the aforementioned matters.

Stipulated by: _______________
(sign in print personally)

[bookmark: _Hlk87632734]Date: ____________

Form: A220170211
明志科技大學約聘人員契約書
明志科技大學（以下簡稱甲方），因工作需要，聘僱       （以下簡稱乙方）為約聘人員，有關乙方之編制歸屬、工作職責、薪資、福利等權利義務，悉依下列約定辦理：

一、約聘期間：自民國  年  月  日起至民國   年  月   日止。
二、乙方係約聘人員，其出勤、差假、休假、福利等事宜，依甲方「考勤管理辦法」、「適用勞動基準法人員工作規則」辦理。
三、乙方之工作內容：
四、乙方之薪資：
五、乙方於約聘期間，由甲方提供之勞工保險、全民健康保險及依規定提繳勞工退休金等。
六、甲方對乙方保有任用、調派、督導、考核、停聘、解聘、不續聘之權利。
七、乙方如欲提前終止契約時，須依勞動基準法第16條預告期間規定向甲方提出書面申請，並經甲方同意後始得為之。
八、若乙方違反本契約規定或有勞動基準法第12條情形者，甲方得不經預告終止契約。甲方若有正當理由、特殊因素、聘僱原因消失或計劃經費遭刪減時得提前終止契約，但須依勞動基準法第16條預告期間規定向乙方提出預告。
九、其他未盡事項或任何變更，由甲乙雙方本於誠信原則另協議訂定之，若有爭訟，雙方同意以台灣台北地方法院為第一審管轄法院。
十、本契約一式二份，甲、乙雙方各執一份為憑。
立契約書人
    甲方           機構名稱：明志科技大學
                   代 表 人：劉   祖   華 
                   地    址：新北市泰山區工專路八十四號
                   電    話：（02）2908-9899
    乙方           姓      名：                   （簽名）
                   身分證編號：
                   住    址：
                   電    話：
中華民國　　年　　月　　日
表號：A220170311


Ming Chi University of Technology
Contract for Contract Staff
Ming Chi University of Technology (hereinafter referred to as “Party A”) requires personnel for work-related purposes and hereby employs _______________ (hereinafter referred to as “Party B”) as contract staff. The rights and obligations concerning Party B's job classification, work responsibilities, salary, benefits, etc., shall be handled in accordance with the following agreements:

1.	Duration of Contract: From ____________ to ____________.
2.	Party B is employed as contract staff. Matters related to attendance, leave, vacations, and benefits shall be handled in accordance with Party A's "Regulations for Attendance" and "Work Rules for Personnel Subject to the Labor Standards Act."
3.	Job Description of Party B:
4.	Salary of Party B:
5.	During the contract period, Party A shall provide labor insurance, National Health Insurance, and make labor pension contributions in accordance with regulations.
6.	Party A reserves the right to appoint, reassign, supervise, evaluate, suspend, dismiss, or not renew the contract of Party B.
7.	If Party B wishes to terminate the contract early, a written application must be submitted to Party A in advance, in accordance with the notice period stipulated in Article 16 of the Labor Standards Act, and the contract can be terminated only with Party A’s consent.
8.	If Party B violates the provisions of this contract or falls under the circumstances mentioned in Article 12 of the Labor Standards Act, Party A has the right to terminate the contract without prior notice. Party A may also terminate the contract early for valid reasons, special factors, disappearance of the reason for employment, or budget cuts, but must notify Party B in advance, in accordance with the notice period stipulated in Article 16 of the Labor Standards Act.
9.	Any matters not covered by this contract or any amendments thereto shall be separately agreed upon by both parties based on the principle of good faith. In case of any dispute, both parties agree to submit to the jurisdiction of the Taipei District Court in Taiwan as the court of first instance.
10.	This contract is made in two copies, with Party A and Party B each holding one copy.
Contracting Parties:
Party A
Institution Name: Ming Chi University of Technology
Representative: Liu, Zu-Hua
Address: No. 84, Gongzhuan Rd., Taishan Dist., New Taipei City
Phone: (02) 2908-9899
Party B
Name: _______________ (Signature)
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明志科技大學約聘人員年度考核表
	聘任單位
	
	姓名
	
	到職日期
	年　月　日

	工作項目
	

	配分
	80分
	配分
	20分

	項目
	考核內容
	分數
	項目
	細目
	日數
	計分
	說明

	一
	工作品質（20%）
	
	請假及曠職
	事假
	
	
	1. 事、病假合計之日數，應扣除家庭照顧假及生理假之日數。
2. 事假1日扣1分；滿半日不滿1日扣 0.5 分不滿半日不扣分。
3. 病假累積逾10日時,每滿一日扣0.5分.
4. 遲到、早退1次扣0.5分。
5. 曠職1日扣3分，不滿1日扣 1.5 分。

	
	
	
	
	病假
	
	
	

	二
	工作時效（20%）
	
	
	遲到
	
	
	

	
	
	
	
	早退
	
	
	

	三
	工作執行（15%）
	
	
	曠職
	
	
	

	
	
	
	平時獎懲
	細目
	次數
	計分
	1. 受考人平時考核獎懲，應併入年終考核增減分數。警告一次者，考核時減其分數0.5分，嘉獎或申誡一次者，考核時增減其分數1分；記小功或記小過一次者，增減其分數3分；記一大功或一大過者，增減其分數9分。
2. 前項增分或減分，應於主管人員就考核表項目評擬時為之。獎懲之增減分數應包含於評分之內。

	四
	工作協調（15%）
	
	
	嘉獎
	
	
	

	
	
	
	
	小功
	
	
	

	五
	規劃能力（10%）
	
	
	大功
	
	
	

	
	
	
	
	警告
	
	
	

	考核總分（1）
	
	
	申誡
	
	
	

	
	
	
	小過
	
	
	

	具體事蹟（務必填寫）
	
	大過
	
	
	

	
	考勤獎懲總分（2）
	

	
	考評建議

	
	1. 評級：
□甲等：80分以上，次年度得續聘晉級之參考。
□乙等：70分以上未滿80分，次年度得續聘，不晉級；
  　　　連續二年均考列乙等者，次年度不予續聘。
□丙等：未滿70分，自次年度不予續聘。
2. 綜合評定：
□原部門次年度續聘、晉級。
□原部門次年度續聘、不調薪。□解聘。□其他：

	校長
	
	主管
	
	人事
主任
	
	總分
	


表號：A220170411

Ming Chi University of Technology
Annual Performance Evaluation Form for Contract Staff
	Unit
	
	Name
	
	Date of Employment
	

	Job Description
	

	Max Score
	80
	Max Score
	20

	Item
	Assessment Content
	Score
	Item
	Details
	Days
	Score
	Explanation

	1
	Work Quality (20%)
	
	Leave and Absence
	Personal Leave
	
	
	1. The total number of days for personal and sick leave should exclude days taken for family care and menstrual leave.
2. One day of personal leave deducts 1 point; less than half a day does not deduct points, while half a day to less than one day deducts 0.5 points.
3. For each day of sick leave exceeding 10 days, 0.5 points will be deducted; for each day less than 10 days, no points will be deducted.
4. One day of absence deducts 3 points; less than one day deducts 1.5 points.

	
	
	
	
	Sick Leave
	
	
	

	2
	Timeliness (20%)
	
	
	Tardiness
	
	
	

	
	
	
	
	Leaving Early
	
	
	

	3
	Work Execution (15%)
	
	
	Absence
	
	
	

	
	
	
	Rewards and Penalties
	Details
	Times
	Score
	1. The employee’s regular assessment of rewards and penalties should be included in the annual assessment score adjustments. One warning deducts 0.5 points during the assessment; one commendation or admonishment adjusts the score by 1 point; a minor merit or demerit adjusts the score by 3 points; and a major merit or demerit adjusts the score by 9 points.
2. The addition or subtraction of points for rewards and penalties should be made by the supervising personnel during the evaluation of the assessment form items. The score adjustments for rewards and penalties should be included in the evaluation score.

	4
	Coordination (15%)
	
	
	Commendation
	
	
	

	
	
	
	
	Minor Merit
	
	
	

	5
	Planning Ability (10%)
	
	
	Major Merit
	
	
	

	
	
	
	
	Warning
	
	
	

	Total Assessment Score (1)
	
	
	Admonishment
	
	
	

	
	
	
	Minor Demerit
	
	
	

	Specific Achievements
(Must be filled out)
	
	Major Demerit
	
	
	

	
	Total Attendance and Rewards and Penalties Score (2)
	

	
	Evaluation Recommendations

	
	1. Rating:
□A: 80 points or above, may be considered for re-appointment and promotion in the next year.
□B: 70 points or above but less than 80 points, may be re-appointed for the next year without promotion; not re-appointed if rated B for two consecutive years.
□C: Below 70 points, not to be re-appointed for the next year.
2. Comprehensive Evaluation:
□Re-appointment and promotion in the same department for the next year.
□Re-appointment without salary adjustment in the same department for the next year. □Dismissal. □Other:

	President
	
	Supervisor
	
	Personnel Office Director
	
	Total Score
	


Form: A220170411

明志科技大學工程師年度考核表
	聘任單位
	
	姓名
	
	到職日期
	年　月　日

	配分
	80分
	配分
	20分

	請繕打工作項目、參與計畫
及工作表現之具體事蹟
	項目
	細目
	日數
	計分
	說明

	
	請假及曠職
	事假
	
	
	1. 事、病假合計之日數，應扣除家庭照顧假及生理假之日數。
2. 事假1日扣1分，不滿半日不扣分；滿半日不滿1日扣 0.5 分。
3. 病假累計逾10日者每1日扣0.5分，不滿1日不扣分。
4. 遲到、早退1次扣0.5分。
5. 曠職1日扣3分，不滿1日扣 1.5 分。

	
	
	病假
	
	
	

	
	
	遲到
	
	
	

	
	
	早退
	
	
	

	
	
	曠職
	
	
	

	
	平時獎懲
	細目
	次數
	計分
	1. 受考人平時考核獎懲，應併入年終考核增減分數。警告一次者，考核時減其分數0.5分，嘉獎或申誡一次者，考核時增減其分數1分；記小功或記小過一次者，增減其分數3分；記一大功或一大過者，增減其分數9分。
2. 前項增分或減分，應於主管人員就考核表項目評擬時為之。獎懲之增減分數應包含於評分之內。

	
	
	嘉獎
	
	
	

	
	
	小功
	
	
	

	
	
	大功
	
	
	

	
	
	警告
	
	
	

	
	
	申誡
	
	
	

	
	
	小過
	
	
	

	
	
	大過
	
	
	

	
	考勤獎懲總分（2）
	

	
	考評建議

	
	1. 評級：
□甲等：80分以上，次年度得續聘晉級之參考。
□乙等：70分以上未滿80分，次年度得續聘，不晉級；
  　　　連續二年均考列乙等者，次年度不予續聘。
□丙等：未滿70分，自次年度不予續聘。
2. 綜合評定：
□原部門次年度續聘、晉級。
□原部門次年度續聘、不調薪。□解聘。□其他：

	主管評分
工作表現（1）
	
	

	校長
	
	主管
	
	人事
主任
	
	總分
	


表號：A220170511


Ming Chi University of Technology
Annual Performance Evaluation Form for Engineers
	Unit
	
	Name
	
	Date of Employment
	

	Max Score
	80
	Max Score
	20

	Please provide a detailed description of the work items, participation in projects, and specific achievements in work performance.
	Item
	Details
	Days
	Score
	Explanation

	
	Leave and Absence
	Personal Leave
	
	
	1. The total number of days for personal and sick leave should exclude days taken for family care and menstrual leave.
2. For each day of sick leave exceeding 10 days, 0.5 points will be deducted; for each day less than 10 days, no points will be deducted.
3. One day of sick leave deducts 0.5 points; less than one day does not deduct points.
4. Each instance of tardiness or leaving early deducts 0.5 points.
5. One day of absence deducts 3 points; less than one day deducts 1.5 points.

	
	
	Sick Leave
	
	
	

	
	
	Tardiness
	
	
	

	
	
	Leaving Early
	
	
	

	
	
	Absence
	
	
	

	
	Rewards and Penalties
	Details
	Times
	Score
	1. The employee’s regular assessment of rewards and penalties should be included in the annual assessment score adjustments. One warning deducts 0.5 points during the assessment; one commendation or admonishment adjusts the score by 1 point; a minor merit or demerit adjusts the score by 3 points; and a major merit or demerit adjusts the score by 9 points.
2. The addition or subtraction of points for rewards and penalties should be made by the supervising personnel during the evaluation of the assessment form items. The score adjustments for rewards and penalties should be included in the evaluation score.

	
	
	Commendation
	
	
	

	
	
	Minor Merit
	
	
	

	
	
	Major Merit
	
	
	

	
	
	Warning
	
	
	

	
	
	Admonishment
	
	
	

	
	
	Minor Demerit
	
	
	

	
	
	Major Demerit
	
	
	

	
	Total Attendance and Rewards and Penalties Score (2)
	

	
	Evaluation Recommendations

	
	1. Rating:
□A: 80 points or above, may be considered for re-appointment and promotion in the next year.
□B: 70 points or above but less than 80 points, may be re-appointed for the next year without promotion; not re-appointed if rated B for two consecutive years.
□C: Below 70 points, not to be re-appointed for the next year.
2. Comprehensive Evaluation:
□Re-appointment and promotion in the same department for the next year.
□Re-appointment without salary adjustment in the same department for the next year. □Dismissal. □Other:

	Supervisor’s Assessment of Work Performance (1)
	
	

	President
	
	Supervisor
	
	Personnel Office Director
	
	Total Score
	


Form: A220170511
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