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明志科技大學
Ming Chi University of Technology
[bookmark: _Hlk87864573]職員工考績評核辦法
Guidelines for Performance Evaluation for Academic and Administrative Staff
93.08.01校務會議制定
Established by the University Council Meeting on 2004.08.01.
115.05.27校務會議修訂
Amended by the University Council Meeting on 2026.05.27.
第一條　目的
Article 1: Purpose
為提升職員工工作效能與積極的工作態度，依人事管理規則第二十六條訂定「職員工考績評核辦法」（以下簡稱本辦法）。
To enhance the work efficiency and positive attitude of the academic and administrative staff, the "Guidelines for Performance Evaluation for Academic and Administrative Staff" (hereinafter referred to as "these Guidelines") are established in accordance with Article 26 of the Personnel Management Rules.
第二條　適用對象
Article 2: Scope of Application
本校編制內職員工，於每年6月份辦理學年度考績評核，但下列人員不予評核：
The academic and administrative staff on the payroll of MCUT will undergo an annual performance evaluation in June, except for the following personnel:
一、前一年8月2日以後到職者。
1.	Those who joined the school after August 2nd of the previous year.
二、該學年度停（留）薪留職超過半年者。
2.	Those who have been on unpaid leave for more than half of the academic year.
第三條　考績評核項目
Article 3: Evaluation Criteria
職員工（兼一級主管除外）考績評核依下列項目核計：
The performance evaluation of the academic and administrative staff (excluding first-level supervisors) is based on the following items:
一、直屬單位主管評核（F1）：佔70分，依據職員工之工作品質、工作效率、工作態度、規劃能力、領導能力、自身工作提案改善評核，最高核給70分、最低50分。同一單位職員工評核所得之平均分數以60分為上限。校級研究中心職員之F1評分視為同一群體，由副校長召集相關主管共同完成評核。
1.	Assessment by Immediate Supervisor (F1): This accounts for 70 points and is based on the staff’s work quality, efficiency, attitude, planning ability, leadership, and self-improvement proposals in work. The highest score awarded is 70 points, and the lowest is 50 points. The average score of staff in the same unit is capped at 60 points. The F1 scores of the staff of the university-level research center are regarded as the same group, and the Vice President will convene relevant supervisors to complete the assessment jointly.
二、其他單位主管評核（F2）：佔22分，由其他單位主管評核相關單位同仁之工作表現。
2.	Assessment by Other Unit Supervisors (F2): This accounts for 22 points and is conducted by supervisors of other units evaluating the work performance of colleagues in related units.
（一）評核主管
(1) Assessing Supervisors:
行政部門主管、教學部門主管均可評核所屬單位以外之職員工同仁。
Supervisors from both administrative and academic departments can evaluate staff members from units other than their own.
（二）評核方式
(2) Assessment Method:
1. 依據職員工之工作品質、工作效率、工作態度、協調性、配合度等予以評核。
1.	The assessment is based on the staff’s work quality, efficiency, attitude, coordination, and cooperation.
2. 主管評分：
2.	Scoring by Supervisor:
（1）基本分數：17分
(1)	Base Score: 17 points
（2）主管可加給總分：
(2) Additional Points Available to Supervisors:
2.25分*受評職員人數/評核主管人數
2.25 points * Number of staff being evaluated / Number of assessing supervisors
（3）主管可依職員表現檢附具體事由予以加分（如：0.5、1），以1分為限，以主管可加給總分為上限。
(3)	Supervisors can award additional points based on specific performance reasons (e.g., 0.5, 1), up to 1 point, and within the total additional points available to supervisors.
（4）主管對表現較差之職員檢附具體事由予以扣分（如：－0.5、－1），以1分為限，併入主管給分上限計算。
(4)	Supervisors can deduct points for poor performance, providing specific reasons (e.g., -0.5, -1), up to 1 point, which will be included in the calculation of the total additional points available to supervisors.
（5）以基本分數及所有主管加扣分合計即為本項之個人得分，超過22分者以22分計。
(5)	The individual score for this item is the total of the base score and all additional or deducted points by supervisors, capped at 22 points.
三、學習成長（F3）：佔6分，凡參與行政專業相關之研習、職場能力提升講座、專業訓練、電腦能力提升、專業證照或其他成長項目，由校內承辦單位提供參加名單或當事人檢附佐證資料，給予評核。
3.	Learning and Growth (F3): This accounts for 6 points. Participation in professional development related to administrative work, workplace skills enhancement seminars, professional training, computer skills improvement, professional certification, or other growth activities will be evaluated. Verification of participation will be provided by the relevant internal units or the individual themselves.
	主要項目
	分項說明
	給分

	1必要參加研習

	(1) 資訊安全、個人資料保護及校園智慧財產權之教育訓練（必須滿3小時）
(2) 消防及安全衛生訓練（必須滿3小時）
(3) 性別平等講座（每學年必須參加1次）
	未完成任一項扣1分，至多扣3分。

	2一般研習

	(1) 校內：參加自我成長相關之演講、研習、訓練。每學年度達4小時者，核給0.5分。
(2) 校外：職能相關課程，依課程時數核給分數，4小時以內0.5分/次， 4小時以上且於8小時以內則0.75分/次，8小時以上則以1分/次。（需填寫短期進修申請書並完成報告程序）
	最高核給3分，且分項最高核給2分。


	3證照訓練考照

	參加證照訓練或自修後取得專業證照，可增進行政能力。（證照生效日期須為當學年度）
註：當學年取得多益550分以上者另外加5分。外加5分僅限一次，不受上限3分之限制。
	1分/證
上限核3分



	Main Items
	Sub-item Description
	Points Awarded

	1. Mandatory Seminar
	(1) Education and training on information security, personal data protection, and intellectual property rights on campus (must complete 3 hours).
(2) Fire safety and occupational safety and health training (must complete 3 hours).
(3) Gender equality seminars (must attend once per academic year).
	1 point deducted for each incomplete item, up to 3 points.

	2. General Seminar
	(1) On-campus: Participation in self-growth related talks, seminars, training, and workshops. 0.5 points awarded for every 4 hours completed per academic year.
(2) Off-campus: Courses related to job functions. Points awarded based on course duration: 0.5 points for up to 4 hours, 0.75 points for more than 4 hours but up to 8 hours, and 1 point for more than 8 hours (must submit a short-term study application form and complete the reporting procedure).
	A maximum of 3 points awarded in total, with a maximum of 2 points for each sub-item.

	3. Certification Training and Examination
	Participation in certification training or self-study resulting in obtaining a professional certificate that enhances administrative capabilities (the certification must be obtained within the academic year).
Note: An additional 5 points are awarded for obtaining a TOEIC score of 550 or above in the current academic year. This additional 5 points is only awarded once and is not subject to the 3-point cap.
	1 point per certification, up to a maximum of 3 points.


四、考勤（F4）：基本核給3分，請假依下列標準核實扣分，最多扣減至5分。
4.	Attendance (F4): A base score of 3 points is given. Leave of absence is deducted according to the following standards, with the maximum deduction limited to 5 points.
	假別
	單位
	扣分
	說明

	事假
	1日
	1分
	不滿半日不扣分，滿半日不滿一日扣0.5分

	病假
	1日
	0.5分
	累計逾10日者一日扣0.5分，不滿一日不扣分

	遲到
	1次
	0.5分
	（含早退）

	曠職
	1日
	3分
	不滿一日扣1.5分



	Leave Type
	Unit
	Deduction
	Note

	Personal Leave
	1 day
	1 point
	Less than half a day, no deduction; half a day to less than one day, deduct 0.5 points

	Sick Leave
	1 day
	0.5 points
	Those who have accumulated more than 10 days will have 0.5 points deducted for each day, and no points will be deducted for less than 1 day.

	Tardiness
	1 time
	0.5 points
	Including leaving early

	Absence
	1 day
	3 points
	Less than one day, deduct 1.5 points


五、獎懲（F5）：依職員工全學年度獎懲記錄加扣分，標準如下：
5.	Rewards and Penalties (F5): Points are added or deducted according to the academic and administrative staff's record of rewards and penalties for the entire academic year, with the standards as follows:
	獎懲別
	大功
	小功
	嘉獎
	大過
	小過
	申誡
	警告

	單位
	1
	1
	1
	1
	1
	1
	1

	加扣分數
	+9
	+3
	+1
	-9
	-3
	-1
	-0.5



	Reward/ Penalty Type
	Major Merit
	Minor Merit
	Commendation
	Major Demerit
	Minor Demerit
	Reprimand
	Warning

	Times
	1
	1
	1
	1
	1
	1
	1

	Points Awarded/ Deducted
	+9
	+3
	+1
	-9
	-3
	-1
	-0.5


六、特殊貢獻（F6）：有下列事實者，由主管或人事室依情節陳校長核定後加分。
6.	Special Contributions (F6): In the case of the following circumstances, points are added after approval by the President, upon the recommendation of the supervisor or the Personnel Office:
（一）天然或人為災害出勤、搶修或協助善後者。
(1)	Attendance, emergency repairs, or assistance in the aftermath of natural or man-made disasters.
（二）改善提案有具體效益者：為鼓勵同仁提案改善提升行政效率及品質，提案應與自身行政業務有關之跨部門改善案，提案每半年審查一次（6月、12月），於審查當月15日前送人事室，由校長指派一、二級主管5至7人初審，初審結果提報職員工人事評審委員會複審，並依內容貢獻度及可行性核分，最高核給2分。
(2)	Concrete benefits from improvement proposals: To encourage colleagues to propose improvements that enhance administrative efficiency and quality. Proposals should be related to cross-departmental improvements related to one's own administrative duties. Proposals are reviewed every six months (June and December) and should be submitted to the Personnel Office by the 15th of the reviewing month. The President appoints 5-7 first and second-level supervisors for preliminary review. The results of the preliminary review are submitted to the Personnel Evaluation Committee for re-evaluation, and points are awarded based on the contribution and feasibility of the content, with a maximum of 2 points.
（三）擔任校級委員會委員且熱心參與會議者，如：校務會議、性別平等委員會、福利委員會、職員工人評會等，由各委員會之承辦單位於每年6月底前將會議記錄（須呈校長核准）及出席委員名單提送人事室，人事室依出席次數佔總會議次數之比率為原則核給分數，會議召開次數達6次以上者最高核給1分，6 次以下最高核給0.5分，累計最高核給1.5分。
(3)	Active participation in school-level committees, such as the University Council Meeting, Gender Equality Committee, Welfare Committee, Staff Evaluation Committee, etc. The responsible unit of each committee should submit meeting records (subject to approval by the President) and a list of attending members to the Personnel Office by the end of June each year. Points are awarded based on the ratio of attendance to total meetings, with a maximum of 1 point for committees meeting 6 times or more, and a maximum of 0.5 points for committees meeting less than 6 times. The cumulative maximum is 1.5 points.
（四）承接學校專案計畫推動且成效卓著者，得由承辦單位備妥資料並於6月底前陳校長核定後外加1至3分。
(4)	Outstanding performance in promoting university special projects: The responsible unit should prepare the necessary documentation and submit it to the President for approval before the end of June, with an additional 1-3 points awarded.
（五）其他有具體貢獻事蹟者，由各單位提供相關佐證資料。
(5)	Other specific contributions, supported by relevant evidence provided by the respective units.
七、業務疏失（F7）：有下列事實者，由主管或人事室依情節陳校長核定後扣分，若情節重大者應另送職員工人事評審委員會議處。
7.	Negligence in Duties (F7): In the case of the following circumstances, points are deducted after approval by the President, upon the recommendation of the supervisor or the Personnel Office. If the situation is severe, the case should be referred to the Personnel Evaluation Committee for further action:
（一）外部稽核發生疏失或異常者，如：自主檢查、安全衛生檢核、請購開單異常等。
(1)	Negligence or anomalies discovered during external audits, such as self-inspections, safety and health checks, abnormal purchase orders, etc.
（二）教育部或政府機構訪視發生疏失者，如：校務基本資料、獎補助業務、教育評鑑、業務訪視或評鑑、工程教育認證等。
(2)	Negligence discovered during visits or inspections by the Ministry of Education or other government agencies, such as basic university information, subsidy and grant management, educational evaluation, operational visits or evaluations, engineering education accreditation, etc.
（三）公文或業務執行疏失，如：財產保管異常、網頁維護異常、資料填報錯誤、工作時效延誤等，導致影響學校權益或聲譽受損者。
(3)	Negligence in handling official documents or executing duties, such as anomalies in property custody, website maintenance, data reporting errors, work delays, etc., resulting in damage to the university's rights, interests, or reputation.
（四）其他疏失或累犯者。
(4)	Other cases of negligence or repeated offenses.
第四條　考績評核程序
Article 4: Evaluation Process
一、每年六月上旬由人事室將「職員工考績評核名冊－本單位主管評核」（表號：A020230112）及「職員工考績評核名冊－其他單位主管」（表號：A020230212）分送各相關部門主管評核後，傳回人事室彙總於「職員考績評核彙總表」（表號：A020230312）後，送職員工人事評審委員會審議，陳校長核定。
1.	In early June each year, the Personnel Office distributes the “Staff Performance Evaluation Form – Supervisor Evaluation within the Same Unit” (Form: A020230112) and “Staff Performance Evaluation Form – Supervisor Evaluation from Other Units” (Form: A020230212) to the respective department supervisors for evaluation. Afterward, the evaluations are sent back to the Personnel Office for consolidation on the “Staff Performance Evaluation Summary Form” (Form: A020230312), which is then submitted to the Staff Evaluation Committee for evaluation and finally approved by the President.
二、職員兼一級主管評核表（表號：A020230412）由人事室陳校長核定。
2.	The “Evaluation Form for Administrative Staff Concurrently Serving as Level-One Supervisor” (Form: A020230412) is approved by the President through the Personnel Office.
三、評核作業截止後所產生之事蹟，得併入下學年度之績效評核。
3.	Achievements made after the deadline of the evaluation process can be included in the performance evaluation for the next academic year.
第五條　考績評核結果
Article 5: Evaluation Results
[bookmark: _Hlk491159296]一、評核結果作為學年度考績、晉升之依據。
1.	The evaluation results serve as the basis for the annual performance evaluation and promotion.
二、受評核組群：
2.	Evaluated groups:
（一）A組：組長為一受評核群組。
(1)	Group A: Division chiefs form one evaluation group.
（二）B組：組員（技士）為一受評核群組。
(2)	Group B: Division members (technicians) form one evaluation group.
（三）C組：幹事、辦事員以下為一受評核群組。
(3)	Group C: Administrative Secretaries, officers, and positions below form one evaluation group.
三、評核分數核計後（最高以100分計），各受評核群組職員工按高低排序作為學年度考績之依據，分類如下：
3.	After calculating the evaluation scores (with a maximum of 100 points), staff from each evaluated group are ranked based on their scores, which serve as the basis for the annual performance evaluation. The categories are as follows:
（一）優等：排序前10%者。
(1)	Excellent: Top 10% of the rankings.
（二）良等：排序前10%（不含）至30%者。
(2)	Good: From top 10% (exclusive) to 30% of the rankings.
（三）甲等：其餘評核分數達80分以上者。
(3)	Grade A: Remaining staff with scores of 80 or above.
（四）乙等：評核分數未達80分者。
(4)	Grade B: Staff with scores below 80.
若第10%優等或第30%良等產生同額者，則分別以直屬單位主管評核、其他單位主管評核、獎勵、特殊貢獻之順序比較，分數高者排序在前。
If there are ties at the 10% mark for Excellent or the 30% mark for Good, the tie-breakers will be, in order: supervisor evaluation from the immediate unit, supervisor evaluation from other units, awards, and special contributions. Higher scores take precedence in the rankings.
四、考績甲等以上始可晉敘一級本俸（達到年功俸為止）及發給考績獎金。
4.	Only staff with a performance evaluation of Grade A or above are eligible for a one-level salary increase (up to the limit of the seniority pay) and a performance bonus.
[bookmark: _Hlk514697673]五、連續3學年或107學年度以後累積4次考績乙等者，經職員工人事評審委員會審議，得予以資遣。
5.	Staff who receive a Grade B evaluation for three consecutive academic years or accumulate four Grade B evaluations after the 2018 academic year may be subject to termination after evaluation by the Staff Evaluation Committee.
六、評核結果應通知受評之職員工。
6.	The evaluation results should be communicated to the evaluated staff.
七、職員工考績排序在最後5%或評核分數未達80分者，由人事室陳校長核示後，發給「職員工考績待改善通知」，職員工必須提出改善計畫，由直屬主管給予輔導。
7.	Staff who are ranked in the bottom 5% or score below 80 in the performance evaluation will be issued a "Notice of Required Improvement in Staff Performance Evaluation" by the Personnel Office, upon approval by the President. The staff must submit an improvement plan and receive guidance from their immediate supervisor.
八、職員工當年度考績排序在整體最後5%者，須接受學校職務輪調安排。
8.	Staff ranked in the overall bottom 5% in the current year’s performance evaluation are required to participate in job rotation arrangements made by the university.
第六條　考績評核等級之限制
Article 6: Limitations on Evaluation Ratings
一、有下列情形之一者，不得評核為優等。
1.	Staff in any of the following situations shall not be rated as Excellent:
（一）考勤扣分達3分以上者。
(1)	Deductions of 3 points or more in attendance.
（二）獎懲累積扣分達0.5分以上者。
(2)	Accumulated deductions of 0.5 points or more in rewards and penalties.
（三）有曠職紀錄者。
(3)	Record of absence without leave.
（四）自108學年度開始未取得MOS大師級資訊證照者。
(4)	Failure to obtain the MOS Master Level Information Certificate starting from the 2019 academic year.
二、有下列情形之一者，不得評核為良等：
2.	Staff in any of the following situations shall not be rated as Good:
（一）考勤扣分達5分者以上者。
(1)	Deductions of 5 points or more in attendance.
（二）獎懲累積扣分達1分者以上者。
(2)	Accumulated deductions of 1 point or more in rewards and penalties.
（三）有曠職紀錄者。
(3)	Record of absence without leave.
（四）自108學年度開始未取得MOS大師級資訊證照者。
(4)	Failure to obtain the MOS Master Level Information Certificate starting from the 2019 academic year.
第七條　實施與修訂
Article 7: Implementation and Amendment
[bookmark: _Hlk149665982]本辦法經校務會議通過，陳校長核定後公布實施，修訂時亦同。
These Guidelines shall be implemented after approval by the University Council Meeting and the President. The same process applies to any amendments.



明志科技大學
學年度職員工考績評核名冊      （本單位主管評核）
	序號
	單位
	姓名
	職等
	系（組）級
初核
	院（處、室）級
複核
	備註

	
	
	
	
	評分50至70
得分
	評分50至70
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	合計
	
	
	

	
	
	
	平均
	
	
	

	
	
	
	平均上限
	60
	60
	


說明：
1. 本單位主管評核佔70分，依職員工之工作品質、效率、態度、規劃能力、領導能力、自身工作提案改善評核。
2. 同一單位職員工評核所得之平均分數以60分為上限。
3. 給分範圍：評分於50分至70分之間。
4. 評核程序：人事室→系（組）級主管初核→院（處）級主管彙整成一份複核列印→人事室。
5. 請院處級主管評核後，於  月  日前傳回人事室作業。

                                 　　　院處級主管：

表號：A020230112


Ming Chi University of Technology
Academic Year ______ Staff Performance Evaluation Form (Supervisor Evaluation within the Same Unit)
	Serial No.
	Unit
	Name
	Job Level
	Department (Division) Level
Preliminary Review
	College (Office) Level
Second Review
	Remarks

	
	
	
	
	Scoring Range: 50 to 70
Score Obtained
	Scoring Range: 50 to 70
Score Obtained
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	Total
	
	
	

	
	
	
	Average
	
	
	

	
	
	
	Average Score Cap
	60
	60
	


Notes:
1. The supervisor’s evaluation within the same unit accounts for 70 points, evaluating the staff's work quality, efficiency, attitude, planning ability, leadership, and self-improvement proposals.
2. The average score obtained by the staff within the same unit is capped at 60 points.
3. Scoring Range: Scores can range from 50 to 70 points.
4. Evaluation Process: Personnel Office → Department (Division) Level Supervisor’s Preliminary Review → College (Office) Level Supervisor’s Consolidation into a Second Review Report → Personnel Office.
5. After the evaluation by the college or office level supervisor, please return the results to the Personnel Office by ___________(date).

College/Office Director:

Form: A020230112


明志科技大學
學年度職員工考績評核名冊     (其他單位主管）
	序號
	單位
	姓名
	職等
	評分
-1至+1
	得分
	備註

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	合計
	
	
	

	
	
	
	評核上限
	
	
	


說明：
1. 其他單位主管評核佔22分，依據職員工之工作品質、工作效率、工作態度、協調性、配合度等予以評核。
2. 每位職員基本分為17分，主管可加給總分上限為2.25分*受評職員人數/評核主管人數。
3. 給分範圍：評分-1至+1分。
4. 請院、處、室級行政主管評核後，於  月  日前傳回人事室作業。

                                               評分主管：
表號：A020230212


Ming Chi University of Technology
Academic Year ______ Staff Performance Evaluation Form (Supervisor Evaluation from Other Units)
	Serial No.
	Unit
	Name
	Job Level
	Scoring
-1~+1
	Score Obtained
	Remarks

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	Total
	
	
	

	
	
	
	Score Cap
	
	
	


Notes:
1. The evaluation by supervisors from other units accounts for 22 points, evaluating the staff's work quality, efficiency, attitude, coordination, and cooperation.
2. Each staff member starts with a base score of 17 points. Supervisors may award a total maximum bonus of 2.25 points * (Number of Evaluated Staff / Number of Evaluating Supervisors).
3. Scoring Range: Scores can range from -1 to +1 points.
4. After the evaluation by the college and office administrative supervisor, please return the results to the Personnel Office by ___________(date).

Evaluating Supervisor:
Form: A020230212


		明志科技大學
學年度職員考績評核彙總表

	序號
	單位
	姓名
	職等
	考績
	F1
主管
評核
	F2
其他主
管評核
	F3
學習
成長
	F4
考勤
	F5
獎懲
	F6
特殊
貢獻
	F7
業務
缺失
	合計

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	說明：

	1. 受評核組群：□A組-組長、□B組-組員、技士、□C組-辦事員以下。
2. 受評人數：
3. 應列優等上限10%：    ，良等上限20%：   。



表號：A020230312



Ming Chi University of Technology
Academic Year ______ Staff Performance Evaluation Summary Form

	Serial No.
	Unit
	Name
	Job Level
	Performance Evaluation
	F1
Supervisor Evaluation
	F2
Other Supervisor Evaluation
	F3
Learning and Growth
	F4
Attendance
	F5
Rewards and Penalties
	F6
Special Contributions
	F7
Performance Shortcomings
	Total

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Notes:

	1. Evaluated group: □Group A – Division Chiefs, □Group B - Division Members, Technicians, □Group C - Officer and below.
2. Number of people being evaluated:
3. Maximum limit for ‘Excellent’ grade: 10%: ____, upper limit for ‘Good’ grade: 20%: ____.



Form: A020230312


明志科技大學
學年度職員兼一級主管評核表
	單位
	
	職稱
	

	姓名
	
	擔任本職年資
	

	評核項目
	配分
	核定分數
	備註

	工作品質
	20
	
	

	工作效率
	20
	
	

	工作態度
	20
	
	

	規劃能力
	20
	
	

	領導能力
	20
	
	

	合計
	100
	
	考績等第：




校 長：                             


表號：A020230412




Ming Chi University of Technology
Academic Year ______ Evaluation Form for Administrative Staff Concurrently Serving as Level-One Supervisor
	Unit
	
	Job Title
	

	Name
	
	Years in Current Position
	

	Evaluation Items
	Score Cap
	Approved Score
	Remarks

	Work Quality
	20
	
	

	Work Efficiency
	20
	
	

	Work Attitude
	20
	
	

	Planning Ability
	20
	
	

	Leadership
	20
	
	

	Total
	100
	
	Performance Evaluation Grade:




President:                             


Form: A020230412



職員工考績評核辦法
10
Guidelines for Performance Evaluation for Academic and Administrative Staff
