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明志科技大學
Ming Chi University of Technology
考勤管理辦法
Regulations for Attendance
97.04.29校務會議修訂
Established by the University Council Meeting on 2008.04.29.
115.01.20行政會議修訂
Amended by the University Administrative Meeting on 2026.01.20.
第一條　目的
Article 1: Purpose
為使教職員工之考勤管理有所遵循，依人事管理規則第二十六條之規定訂定「考勤管理辦法」（以下簡稱本辦法）。
The "Regulations for Attendance" (hereinafter referred to as "these Regulations") are established in accordance with Article 26 of the Personnel Management Rules to provide a guideline for the attendance management of academic and administrative staff.
第二條　適用範圍
Article 2: Scope of Application
專任教職員工及約聘人員之考勤管理，除人事管理規則、適用勞動基準法人員工作規則已有規定者外，悉依本辦法辦理。
The attendance management of full-time academic and administrative staff, as well as contracted personnel, shall be handled in accordance with these Regulations, unless otherwise provided for in the Personnel Management Rules or the Labor Standards Act.
第三條　上班時間
Article 3: Working Hours
一、正常上班之時間為上午自8：00至12：00，下午自13：00至17：00。上班以每日8小時，每週40小時為原則。進修推廣處之教職員工依其簽辦規定時間上班。若因特殊情況需要，經簽請校長核准者，上班時間得另行規定。
1.	The normal working hours are from 8:00 AM to 12:00 PM in the morning and from 1:00 PM to 5:00 PM in the afternoon, adhering to the principle of 8 hours per day and 40 hours per week. The working hours of academic and administrative staff in the Office of Continuing and Extension Education are based on their designated schedule. If necessary due to special circumstances, and upon approval from the President, the working hours may be adjusted.
二、擔任宿舍管理員工作同仁為三班輪班制，輪班更換班次原則至少間隔11小時，並發給輪班津貼（20:00～翌日08:00每小時50元）及點心代金（夜間值勤達1小時以上按次計發）。女性宿舍管理員於妊娠或哺乳期間期（生產日起算一年）不得輪值夜班，未親自哺乳者經親自簽署證明文件得從事夜間工作。
2.	Staff members responsible for dormitory management work in three rotating shifts. The principle is to have at least an 11-hour interval between shift changes. A shift allowance (NT$50 per hour from 8:00 PM to 8:00 AM the following day) and a snack allowance (issued per occasion when on duty for more than one hour at night) are provided. Female dormitory management personnel shall not be assigned night shifts during pregnancy or the breastfeeding period (one year from the date of childbirth). Those who do not breastfeed personally may work at night if they provide a signed certificate.
三、上班時間開始後15分鐘內到班者為遲到，下班時間提前15分鐘以內刷卡視為早退。但因天災地變等不可抗力情形而遲到，經簽請校長核定者，免以遲到論。
3.	Arriving within 15 minutes after the start of working hours is considered tardiness, and leaving within 15 minutes before the end of working hours is considered leaving early. However, in the case of force majeure such as natural disasters, if tardiness is approved by the President, it will not be considered as such.
第四條　刷卡
Article 4: Card Swiping (Attendance Tracking)
一、教師：免刷卡，出勤時間則依正常上班時間到校，若因請假、公出等按規定辦理請假或公出手續。
1.	Academic Staff: Exempt from card swiping. Attendance is based on arrival at school during normal working hours. Leave of absence or official business leave should be processed in accordance with relevant regulations.
二、職員工及約聘人員：除二級以上主管、博士級研究人員、或因特殊情況簽辦說明獲准得免刷卡外（每月仍需上傳出勤紀錄），其餘人員每日上班、下班時應親自到達指定地點刷卡。因遲到而延時刷卡年累計每達5次者，由人事室簽請申誡1次。
2.	Administrative Staff and Contracted Personnel: Except for second-level supervisors, doctoral-level researchers, or those with special circumstances approved for exemption (who must still submit attendance records monthly), all other personnel must personally swipe their cards at designated locations when arriving at and leaving work. If tardiness resulting in delayed card swiping accumulates to 5 times within a year, a reprimand will be issued by the Personnel Office.
三、託人或代人刷卡者一經查獲，每次記大過1次，缺勤時數以曠職論。
3.	Any instances of asking others to swipe cards on one's behalf will result in a major demerit per occurrence, and the hours missed will be considered as absence from duty.
四、如確實依規定時間上班而產生刷卡異常者，人事室經由Notes將「出勤時間檢查清單」傳送出勤異常人員，若係確實依規定時間上（下）班而忘刷卡時，應於Notes「出勤時間檢查清單」上註明忘刷卡類別及實際出勤時間，經二級以上主管核簽後於2日內傳送人事室辦理銷記，單日忘刷卡登錄以一次為限。年累計忘記刷卡每達5次者，由人事室簽請申誡1次。當事人填報「出勤時間檢查清單」如有不實經查獲者，除當日缺勤時數以曠職論外，當事人記大過1次，其證明主管則視情節輕重酌予連帶處分。
4.	In cases where card swiping anomalies occur despite arriving at work on time, the Personnel Office will send an "Attendance Time Checklist" through Notes to those with attendance anomalies. If the anomaly is due to forgetting to swipe the card at the correct time, the individual should indicate the type of forgetfulness and the actual attendance time on the "Attendance Time Checklist" in Notes. After approval by a supervisor of second-level or higher, the information must be sent to the Personnel Office within two days for correction. Forgetting to swipe the card is limited to once per day. If forgetting to swipe the card accumulates to 5 times within a year, a reprimand will be issued by the Personnel Office. If the information provided on the "Attendance Time Checklist" is found to be false, the individual will receive a major demerit, and the hours missed will be considered as absence from duty. The supervisor providing the certification may also face disciplinary action, depending on the severity of the situation.
五、識別證忘攜帶、遺失或無法刷卡使用之處理：
5.	Handling of situations where the identification card is forgotten, lost, or cannot be used for swiping:
（一）識別證忘攜帶、遺失或無法刷卡使用時，應至人事室填寫「臨時識別證借用單」（表號：A220240230），借用臨時識別證刷卡（識別證無法使用者同時繳交識別證），當日下班刷卡後將臨時識別證交還人事室。（識別證遺失或無法刷卡使用者，得待新證核發後再繳回。）識別證忘攜帶年累計每達5次者記警告1次。
(1)	If the identification card is forgotten, lost, or cannot be used for swiping, the individual should go to the Personnel Office to fill out a "Temporary Identification Card Borrowing Form" (Form: A220240230) and borrow a temporary identification card for swiping (those whose identification card cannot be used should also submit their card). The temporary identification card should be returned to the Personnel Office after swiping out at the end of the day. (For those who have lost their identification card or whose card cannot be used for swiping, the card can be returned after a new one has been issued.) A warning will be issued for every 5 occurrences of forgetting to bring the identification card within a year.
（二）識別證如有遺失，應於3日內填寫「教職員工服務證重製申請單」（表號：A220241130），備妥最近3個月一吋半身正面照片乙張及工本費新台幣 100元，非因執行公務損毀以舊換新者繳工本費60元，（因執行公務損毀以舊換新者免繳工本費）至人事室辦理補發（重製），若找到應立即繳回。
(2)	In the case of a lost identification card, an "Academic and Administrative Staff Identification Card Re-issuance Application Form" (Form: A220241130) should be filled out within 3 days, accompanied by a recent 1.5-inch passport photo and a processing fee of NT$100 (NT$60 for replacing a damaged card not due to official duties, and free of charge for replacing a card damaged during official duties). The form and accompanying items should be submitted to the Personnel Office for re-issuance. If the old card is found, it should be returned immediately.
（三）識別證遺失年累計2次後，自第3次起每增加1次由人事室簽請申誡1次（借用臨時識別證時即記遺失1次）。重領識別證後如舊識別證找到未立即繳回經發現者，記申誡2次。
(3)	After losing the identification card twice within a year, an additional reprimand will be issued by the Personnel Office for each subsequent loss (borrowing a temporary identification card is counted as a loss). If the old identification card is found but not returned immediately after receiving a new one, two additional reprimands will be issued.
第五條　公出及出差
Article 5: Official Business Leaves and Business Trips
一、公出
1.	Official Business Leave:
[bookmark: _Hlk87867430]（一）職員工因公外出處理公務應於離、返校時刷卡。公出時間若已超過下班時間或公出地點於外縣市者免刷卡。因公提前出校，應刷下班卡記錄離校時間。
(1)	Academic and administrative staff members must swipe their cards when leaving and returning to campus for official duties. If the official business leave extends beyond working hours or takes place in another county or city, swiping the card is not required. If leaving the campus early for official duties, staff members should swipe the card to record the departure time.
（二）因公外出應於事前以Notes填「公出單」呈上一級主管核准。連續5天（含）以上需另呈校長核准。
(2)	For official business leaves, staff members must submit an "Official Business Leave Form" via Notes for approval by their immediate supervisor in advance. If the leave extends for 5 consecutive days (inclusive) or more, additional approval from the President is required.
（三）當事人填報「公出單」如有不實經查獲者，除當日缺勤時數以曠職論外，當事人記大過1次，其證明主管則視情節輕重酌予連帶處分。
(3)	If any falsification is found on the "Official Business Leave Form", in addition to considering the absence as unauthorized leave, the person involved will receive a major demerit. The supervisor providing the proof will be subject to joint disciplinary action, depending on the severity of the circumstances.
[bookmark: _Hlk491159296]二、出差：教職員工出差應於出差日前以Notes填寫「出差單」，呈單位一級主管院（處）長以上主管核准。一級主管由校長核准。連續5天（含）以上呈一級主管及校長核准。人員於上班時間中返差時須刷上班卡，於上班時間中出差時須刷下班卡。同日出差（公出）兩地，不得分拆兩筆資料填報。
2.	Business Trip: Academic and administrative staff members on a business trip must submit a "Business Trip Form" via Notes before the date of the trip, for approval by the supervisor or first-level or higher. The first-level supervisors are approved by the President. For trips lasting 5 consecutive days (inclusive) or more, approval from both the first-level supervisor and the President is required. Staff members must swipe the card to clock in when returning from a business trip during working hours, and swipe the card to clock out when leaving for a business trip during working hours. If there are business trips (or official business leaves) to two different places on the same day, only one Business Trip Form should be filled.
第六條　加班
Article 6: Overtime
一、平日加班，須由主管評估工作量預估工作時間事前派工，不得由職員工逕自加班。加班人員以ERP填「加班單」之預定加班時間，呈二級主管派工核准，事後申請呈一級主管派工核准。二級主管以上加班呈一級主管及校長派工核准。加班人員於加班後，再以Notes填妥實際加班時間並詳述工作內容之必要性經主管核定後送人事室確認轉檔以核計加班時數。
1.	For overtime on weekdays, supervisors must assess the workload and estimate the working hours in advance before assigning overtime work; staff members are not allowed to work overtime on their own initiative. For planned overtime, staff must submit an “Overtime Request Form” via ERP, specifying the anticipated overtime hours for approval by the second-level supervisor, and subsequently apply for approval from the first-level supervisor after completing the work. For second-level supervisors and above, overtime must be approved by both the first-level supervisor and the President. After working overtime, staff members must fill out the actual overtime hours and detailed description of the work content via Notes, and submit it to the Personnel Office for verification and calculation of overtime hours after approval by the supervisor.
[bookmark: _Hlk87867599]二、平日加班應依勞動基準法第35條規定，勞工繼續工作4小時者，雇主至少應給予勞工30分鐘之休息，於下班後半小時開始起算，最低單位以1小時計算，超過1小時以上加班，可以0.5小時計算。超過3小時以上（含3小時）加班，須核簽至校長。當月累積加班時數達37小時（含37小時）再申請加班，須核簽至校長。職員工得依當事人意願選擇換(補)休或請領加班費，加班前2小時按日薪標準每小時加給三分之一，但一次加班超過2小時者，超過部份每小時加給三分之二。
2.	Overtime on weekdays should comply with Article 35 of the Labor Standards Act. If an employee works continuously for 4 hours, the employer must provide at least a 30-minute break. Overtime is calculated starting from 30 minutes after the end of the regular working hours, with a minimum unit of 1 hour. Overtime exceeding 1 hour can be calculated in 0.5-hour increments. For overtime exceeding 3 hours (including 3 hours), approval from the President must be obtained. For cumulative monthly overtime reaching 37 hours (including 37 hours), any additional overtime requests must also be approved by the President. Employees may choose to take Exchange for rest (compensatory leave) or request overtime pay according to their wishes. The overtime pay for the first 2 hours is calculated at one-third of the hourly rate based on the daily salary, while any overtime work exceeding 2 hours is paid at two-thirds of the hourly rate.
三、休息日加班須事前派工且不得超過8小時，「例假」及「休息日」可在週期內挪移（除緊急入校維修、突發特殊狀況處理外）。由派工主管確認該員工作內容必要性及時效性。事後按實際工作時數申請加班費或補休，並核簽至校長。
3.	Overtime work on rest days must be assigned in advance and should not exceed 8 hours. "Regular days off" and "rest days" can be rescheduled within the period, except for emergency school maintenance or handling of unexpected special situations. The assigning supervisor must confirm the necessity and urgency of the employee's work content. After the work, apply for overtime pay or compensatory time off, and obtain approval from the President.
四、單週六、日因業務需要皆出勤，須於事前簽辦獲准，並檢附「調休單」（表號：A220240630）先行調休，以避免連續出勤7日。派工主管須先確認該員加班後之出勤狀況符合法令工時規定。
4.	If staff members are required to attend work on both Saturday and Sunday due to work needs, prior approval must be obtained, and a “Compensatory Time Off Application Form” (Form: A220240630) must be submitted in advance to avoid continuous work for 7 days. The assigning supervisor must confirm that the employee’s attendance status after working overtime complies with legal working hour regulations.
五、緊急入校加班係因不可預測之突發事故（突發事故係指其發生為事先不可預知，且為須及時維持正常之必須者）經由單位一級主管通知至工作崗位修復或處理者，且被指派時間在晚上10時至翌日上午6時。
5.	Emergency overtime is due to unpredictable sudden incidents (defined as incidents that are unforeseeable in advance and must be dealt with promptly to maintain normal operations). This occurs when an employee is notified by the first-level supervisor to repair or handle the situation at the workplace, and the assigned time is between 10:00 PM and 6:00 AM the following day.
六、為考量門禁安全，除大型活動（如台塑運動會、畢業典禮或其他）外，一般行政事務，不得申請8點上班前加班。
6.	Except for major events (such as sports meets, graduation ceremonies, or others), regular administrative affairs should not apply for overtime before 8:00 AM, considering access control and security.
[bookmark: _Hlk87867636]七、參加試務及監試、招生相關工作、個人自發性培訓研習，或其他計畫案協助相關事務已支領工作酬勞者，當日不得申報加班。
7.	Participation in examination duties, invigilation, recruitment-related work, personal voluntary training, or assistance in other project-related affairs with received work remuneration, are not eligible for overtime claims on the same day.
八、依勞基法規定職員工每日工時不得逾12 小時。延長之工作時間，一個月不得逾46 小時（包含假日加班），每3個月不得超過138小時。每7日為一週期，每一週期內至少應有1日例假，不得連續工作逾6日以上。
8.	According to the Labor Standards Act, the daily working hours of staff members should not exceed 12 hours. The extended working hours should not exceed 46 hours per month (including holiday overtime), and should not exceed 138 hours in every 3 months. Each 7-day period is considered a cycle, and there should be at least one regular day off within each cycle, with no more than 6 consecutive working days.
第七條　請假、特別休假及寒暑假之規定
Article 7: Regulations on Leave, Annual Leave, and Winter/Summer Vacations
一、請假應於事前以Notes填「請假單」，呈二級主管核准，二級主管請假呈一級主管核准（系主任請假由院長核准），並檢附有關證件。一級主管請假須陳校長核准。一次請假5天（含）以上（不包括假日）者，應提前2週以上申請，但遇有急病或緊急事故者除外，需另呈校長核准。
1.	Leave applications should be submitted in advance via Notes using the “Leave Application Form”, and are subject to approval by the second-level supervisor. For second-level supervisors taking leave, approval from the first-level supervisor is required (for Chairs, approval from the Dean is required). Relevant documentation must be attached. Leave for first-level supervisors requires approval from the President. For leave of 5 days or more (excluding holidays), an application should be submitted at least 2 weeks in advance, except in cases of acute illness or emergency, which require separate approval from the President.
二、公傷假及病、喪假未及事前請假者，應於當日上班2小時內以電話向主管報備，並於翌日補辦請假手續（換休2小時以內之請假須於事前以Notes填單）或主管指派人員代辦。各類假別請假規定參照「各類假別彙總表」（表號：A220240130）。職員工、約聘人員事、病假日數，依學年度計算並檢附證明文件。
2.	For official injury, sick, or bereavement leave that could not be applied for in advance, notification must be given to the supervisor via telephone within 2 hours of the start of the workday, and leave procedures must be completed on the following day (leave of less than 2 hours that can be compensated by time-off should be applied for in advance via Notes) or handled by a staff member assigned by the supervisor. Refer to the “Summary Table of Various Types of Leave” (Form: A220240130) for regulations on various types of leave. The number of personal and sick leave days for academic and administrative staff and contracted staff are calculated on an academic year basis and must be accompanied by supporting documentation.
三、本校除教師固定核給每年十四日特休外（新進教師自到職日依當學年度所餘月數比例計給），職員工、約聘人員、研究助理、工讀生特休天數依照勞基法第38條規定。參照「特別休假核給日數對照表」（表號：A220240830）給假。
3.  In addition to the fourteen days of special leave granted to academic staff each year (new academic staff are granted a special leave calculated in proportion to the number of months remaining in the academic year starting from the date of employment), the number of special leave days granted to employees, contract personnel, research assistants, and part-time students shall be in accordance with Article 38 of the Labor Standards Act. Please refer to the “Days for Special Leave Comparison Table” (Form: A220240830) to grant leave.
四、職員工、約聘人員、研究助理、工讀生特別休假應於學年度內休完為原則，若確因工作需要無法全數休完時，可於公告期限內以ERP系統申請特休遞延，未選擇遞延者，依法支給特休未休代金。教師未休完特別休假部份不折發代金。
4.	Academic and administrative staff, contracted personnel, research assistants, and part-time workers are encouraged to take all their annual leave within the academic year. If it is not possible to take all the leave due to work requirements, an application for deferral of annual leave can be made within the announced deadline through the ERP system. Those who do not choose to defer will be compensated with allowances for unused annual leave according to the law.
五、適用私校公保職員工寒暑假依到校服務時間計算，參照「寒假日數對照表」（表號：A220240930）、「暑假日數對照表」（表號：A220241030），以配合大學部寒暑假期間安排休假為原則，因特殊事由經簽辦核准者得展延。寒暑假未休完部份不折發代金。
5.	Winter and summer vacations for public insurance employees of private universities and colleges shall be calculated based on the service time on campus, with reference to the “Winter and Summer Vacation Comparison Table” (Form: A220240930) and the “Summer Vacation Comparison Table” (Form: A220241030), in accordance with the principle of arranging leave during the winter and summer vacations of undergraduate departments. Leaves may be extended with approval due to special reasons. No cash will be granted for the unused part of the winter and summer vacations.
六、人員到職滿半年及未滿一年者於8月1日依比例合併計算核給特別休假。若個人離職時其服務年資已滿實足年數者（於到職日期之後離職者），其特別休假應再核給之差異部份，於離職時補發給代金。
6.	For staff who have been employed for six months to less than one year, annual leave will be calculated and granted on a pro-rata basis on August 1. If an employee resigns after completing a full year of service (calculated from the date of employment), the difference in annual leave entitlements should be compensated at the time of resignation.
七、專任教師應於暑假期間，在不影響暑修、四技三年級課程教學及碩士生、工讀實習生指導之原則下，進行研究計畫、進修研習、產學合作或下學年度之教學準備。
7.	Full-time academic staffs should engage in research projects, further studies, industry-academia cooperation, or preparation for the next academic year's teaching during the summer vacation, without affecting summer session teaching, third-year classes in four-year technical programs, and guidance for master’s students and student part-time workers.
八、教師兼任一、二級主管者，於寒暑假各給假6日及10日，但期間仍須參加例行會議及處理公務，因公不克出席會議或休假日應事先覓妥代理人。
8.	Academic staffs who also serve as first or second-level supervisors are entitled to 6 and 10 days of leave during winter and summer vacations, respectively. However, they are still required to attend routine meetings and handle official duties. Appropriate substitutes should be arranged in advance if they are unable to attend meetings or take leave due to official duties.
九、職員工、約聘人員不論請假或出差，均應自行覓請適當人員代理職務。教師請假期間之課務應先向教務處課務組辦理調、補課事宜。惟教師申請產假、陪產假，學校應安排代課教師並支應代課鐘點費。
9.	Academic and administrative staff, contracted staff, and research assistants should arrange for appropriate substitutes for their duties during leave or business trips. Academic staffs should coordinate with the Office of Academic Affairs’ Curriculum Development Division for class adjustments or make-up classes during their leave. However, for academic staffs applying for maternity leave or paternity leave, the school should arrange substitute teachers and cover the cost of their teaching hours.
十、已辦理請假手續需取消時，應於Notes將該筆請假資料取消，並陳報原核准主管。
10.	To cancel a leave that has already been processed, the leave information should be cancelled in Notes, and the cancellation should be reported to the original approving supervisor.
第八條　兵役召集及後備軍人小組會議之給假
Article 8: Leave for Military Call-up and Recalled Reservists Group Meetings
一、點閱召集：給公假4小時，召集時間若超過4小時，得依主辦單位之「離召時間證明」核給公假8小時。
1.	Muster Call-up: A 4-hour official leave is granted. If the call-up time exceeds 4 hours, an 8-hour official leave may be granted based on the “Time Away from Call-up Certificate” provided by the organizing entity.
二、後備軍人小組會議：當日小組會議時間（含往返路程）在4小時以內者給假4小時，4小時以上者給假8小時。
2.	Recalled Reservists Group Meetings: A leave of 4 hours is granted if the group meeting duration (including travel time) is within 4 hours. A leave of 8 hours is granted if it is more than 4 hours.
三、基地教育召集：依召集日數給予公假，若召集日數未確定者，應以較寬裕之日數先給公假，再按其實際教育召集日數，憑解召令辦理銷假。
3.	Base Education Call-up: Official leave is granted based on the number of call-up days. If the number of call-up days is not confirmed, a more generous number of days should be granted as official leave initially, and then adjusted according to the actual number of education call-up days, based on the discharge order.
四、教職員工應於到職三個月內辦理戶籍遷移至本校可通勤之縣市，否則發生他縣市兵役召集，概不給予路程所需時間，但緊急動員召集及其他依規定不能在服務縣市實施代點之兵役召集不在此限。
4.	Academic and administrative staff should relocate their household registration to a county or city within commuting distance of the institution within three months of employment. Otherwise, no time for travel will be granted for military call-ups from other counties or cities, except for emergency mobilization call-ups and other military call-ups that cannot be substituted within the service county or city as per regulations.
五、路程假給予應以鐵路里程為準（服務地點最近之車站起算），無法以鐵路測量者，再以公路里程為準。其單程距離及路程假給假標準如下：
5.	Travel leave is granted based on railway mileage (calculated from the nearest station to the service location). If railway measurement is not feasible, highway mileage should be used. The standards for one-way distance and travel leave are as follows:
（一）100公里以下不給假。
(1)	No leave is granted for distances below 100 km.
（二）101－200公里，往返給假0.5天。
(2)	A 0.5-day leave is granted for round trips between 101-200 km.
（三）201－400公里，往返給假1天。
(3)	A 1-day leave is granted for round trips between 201-400 km.
（四）401公里以上，往返給假1.5天。
(4)	A 1.5-day leave is granted for round trips over 401 km.
（五）兵役召集地為外島者，往返給假2天。
(5)	A 2-day leave is granted for round trips to outlying islands.
第九條　天然災害停止上班之規定
Article 9: Regulations on Work Suspension Due to Natural Disasters
一、適用範圍—上班地區政府宣布停止上班、居住地區或上下班必經地區。
1.	Applicable Scope: Areas where the local government has announced a suspension of work, areas of residence, or areas that must be passed through to commute.
二、適用時段—宣布全日停止上班時，為當日00:00～24:00。當日臨時宣布則為停止上班時間起至當日24:00。
2.	Applicable Time Period: From 00:00 to 24:00 on the day when a full-day work suspension is announced. If the announcement is made on the day, the period starts from the time work is suspended until 24:00 on that day.
三、未出勤處理—個人得免辦請假手續，考勤部門得逕以颱風未出勤處理（未出勤時數未滿半小時以半小時計），未出勤時數不減當月薪資。
3.	Handling of Absence: Individuals are exempt from applying for leave, and the attendance department can directly process it as a typhoon-related absence (absences of less than half an hour are rounded up to half an hour), without deducting from the monthly salary for the hours of absence.
四、颱風被指派留校備勤人員，依實際出勤時間給予特別臨時加班。
4.	Personnel assigned to stay on campus for duty during typhoons are given special temporary overtime compensation based on actual attendance hours.
第十條　國定假日及選舉投票日出勤
Article 10: Attendance on National Holidays and Election Voting Days
一、各部門配合工作需要，得指派教職員工於國定假日及其他由中央主管機關規定應放假日出勤，教職員工不得推諉，無正當理由而未配合出勤者，直屬單位主管依職員工考績評核辦法評核。
1.	Departments may assign academic and administrative staff to work on national holidays and other days designated as holidays by the central competent authority as required by work. Staff members cannot refuse without valid reasons. Those who fail to cooperate without justifiable reasons will be evaluated by their immediate supervisor according to the Guidelines for Performance Evaluation for Academic and Administrative Staff.
二、有選舉權且排定投票日出勤之輪班人員，依其出勤時數核給換休或假日加班津貼。
2.	Shift workers who have voting rights and are scheduled to work on election days are compensated with compensatory leave or holiday overtime allowances based on their working hours.
第十一條　值勤
Article 11: On-Duty
一、各單位得視需要安排星期例假日及國定假日之候傳人員，教官、輔導員、校安人員等。候傳二級主管（含）以上職務為1,400元，候傳二級主管（不含）以下職務為1,200元，在家候傳不分職務均為400元。候傳日期為休息日，加給0.58倍之補貼；候傳日期跨越休息日與平日（或國定假日），加給0.29倍之補貼。
1.	Each department may arrange standby personnel as needed during weekends and national holidays, such as academic staff, counselors, and security personnel. The standby allowance for second-level supervisors (inclusive) and above is NT$1,400, for positions below second-level supervisors, it is NT$1,200, and for those on standby at home, regardless of position, it is NT$400. If the standby date falls on a rest day, an additional 0.58 times the allowance is given; if the standby period spans both rest days and weekdays (or national holidays), an additional 0.29 times the allowance is given.
二、候傳時間加班：發生突發事故時，應優先通知候傳人員配合處理，並依實際工作時間申報加班。在家候傳者申報緊急加班，在校外生活區候傳者申報臨時、休息日、國定假日或特別臨時加班（最少核給半小時）。
2.	Overtime during standby: In the event of an emergency, standby personnel should be contacted first to assist with the situation, and overtime should be claimed based on actual working hours. Those on standby at home should claim emergency overtime, while those on standby in off-campus residential areas should claim temporary, rest day, national holiday, or special temporary overtime (with a minimum of half an hour granted).
三、候傳人員發給候傳補貼。如經主管指派執行搶修或處理突發事故以外之任務，申報加班時數達候傳時間之一半者，候傳補貼折半計算；候傳時間全程申報加班者，不核給候傳補貼。
3.	Standby personnel are given a standby allowance. If assigned by the supervisor to carry out emergency repairs or handle unexpected incidents outside of their regular duties, and the claimed overtime hours reach half of the standby period, the standby allowance is calculated at half. If overtime is claimed for the entire standby period, the standby allowance is not granted.
第十二條　考勤週期
Article 12: Attendance Cycle
一、每月份考勤週期係自上月21至當月20日，並按學年度彙總。
1.	The attendance cycle for each month runs from the 21st of the previous month to the 20th of the current month, and is summarized according to the academic year.
二、每年考勤週期為前一年7月21日起至本年7月20日止。
2.	The annual attendance cycle runs from July 21 of the previous year to July 20 of the current year.
第十三條　實施與修訂
Article 13: Implementation and Amendments
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 Regulations shall be implemented after approval by the University Administrative Meeting and the President. The same process applies to any amendments.


各類假別彙總表
	假別
	職工給假日數
	教師給假日數
	請假原因
	證件
	薪津
	說明

	事假
	全年合計14日，其中家庭照顧假全年以14日為限。
	全年事假以7日為限、與檢附證明申請家庭照顧假合計以14日為限。
	1、因事必需本人處理。
	免附證明文件
	1、職工不給薪
2、教師照給薪（二項合計以7日為限，超過者不給薪）
	1、事假一次不得超過5日，事假逾7日一概不准。
2、因親屬發生重大事故申請家庭照顧假每年准給14日，其請假日數併入事假計算。

	家庭
照顧假
	
	
	2、家庭成員預防接種、發生嚴重疾病或其他重大事故須親自照顧。
	家庭照顧假需檢附
預防接種通知、醫師診斷書
	
	

	病假
	未住院
	每學年30日，超過者以事假計。
	每學年30日，超過者以事假計。
	因普通傷害、疾病原因必須治療或休養時
	請假連續2日以上者須付繳醫師診斷書。未滿2日者，主管得視實際情況要求繳附診斷書。
	1、職員生理假逾3日部份與全年未住院病假及住院病假、安胎假合計六個月內給半薪，逾六個月部份不給薪。生理假未逾3日部份給半薪。
2、教師全年未住院病假及住院病假、安胎假合計六個月內薪資照給，但須扣除代課鐘點費。逾六個月不給薪，代課鐘點費由學校負擔。
	1、住院病假一律不得超過一年，係包含因同一病症起時年度之未住院病假時間至迄時年度內未住院病假時間。
2、未住院病假或住院病假逾期未能銷假者經以事假或特別休假抵充後仍未癒者得申請停薪留職，最長為一年，逾期未癒者得以資遣。
3、請事假後續請病假者，無論病假日數多少均應檢附診斷書，否則以事假論。
4、懷孕期間需安胎休養或罹患癌症採門診方式治療者，其休養或治療期間，併入「住院病假」日數計算。

	
	生理假
	女性生理假每月1日為限。
	女性生理假每月1日為限。全年生理假合計超過3日之部份，併入未住院病假計算。
	女性受僱者因生理日致工作有困難者。
	免附證明文件。
	
	

	
	住院
	住院病假、安胎假與未住院病假合計兩年內累計不得超過1年（跨年度須併計）。
	住院病假、安胎假與未住院病假合計兩年內累計不得超過1年（跨年度須併計）。
	1、因普通傷害，疾病原因必須住院治療時。
2、經醫師診斷需安胎休養者。
	醫師診斷書
	
	

	
	安胎假
	
	
	
	
	
	

	婚假
	8日
	14日
	本人結婚
	戶籍登記相關文件或喜帖
	給薪
	1、職員婚假應於結婚登記日或宴客日10日前起算三個月內請畢，得分次申請。
2、教師給婚假14日。應自結婚登記之日前10日起三個月內請畢。
3、但因特殊事由經學校核准者，得於一年內請畢。

	喪假
	父母、養父母、繼父母、配偶；翁姑喪亡給假8日
	父母、配偶死亡者，給喪假15日；繼父母、配偶之父母，給喪假10日
	
	訃聞或死亡證明書等相關證明文件
	給薪
	1、本人如為養子女者，所稱兄弟姐妹係指養兄弟姐妹。
2、喪假得分次申請，請假期限自親屬喪亡日起100日內為限，請假時應於請假單註明親屬喪亡日期。
3、養護關係之存續，以具有法律認養程序及戶籍登記為原則。

	
	祖父母、外祖父母、子女、岳父母、配偶養父母或繼父母喪亡給假6日
	子女死亡者，給喪假10日；祖父母、配偶之繼父母，給喪假5日。
	
	
	
	

	
	本人之兄弟姐妹、曾（外）祖父母、配偶之祖（外）父母喪亡給假3日
	配偶之祖（外）父母、(外)曾祖父母、兄弟姐妹死亡者，給喪假5日。
	
	
	
	

	
	伯父、叔父、姑媽、舅父、姨媽，或其配偶喪亡；兄弟姊妹之配偶、配偶之兄弟姊妹喪亡；子女之配偶喪亡，給假1日
	伯父、叔父、姑媽、舅父、姨媽，或其配偶喪亡；兄弟姊妹之配偶、配偶之兄弟姊妹喪亡；子女之配偶喪亡，給假1日
	
	
	
	

	公傷假
	所需時間
	所需時間
	因執行職務受傷需治療或休養時。
	職業傷害報告表及醫師診斷書
	按原領薪資額支給公傷墊付款及公傷補償費。
	1、治療終止時如因心神喪失或身體殘廢，不堪勝任工作時，應予命令退休。
2、醫師診斷書應請醫師記載療養所需日數。

	公假
	所需時間
	所需時間
	1. 兵役檢查、教育召集、軍政機關之調訓、證人及鑑定人之出庭等，但以有義務者為限。
2. 因法定傳染病經衛生主管機關認定應強制隔離者。但因可歸責於當事人事由而罹病者，不在此限。
	繳交相關證件，教育召集需檢附解召令。法定傳染病須附診斷證明書。
	給薪
	路程（不含50公里以內）所需時間應予核計在內，因其它特殊事由申請公假者，應由校長斟酌裁決。
強制隔離依照行政院人事行政局或衛生署公告辦理。

	產假
	56日
	分娩前8日（可分次申請，但不得保留至分娩後）；分娩後42日
	本人分娩前後
	醫師診斷書、預產期證明文件、或出生證明。
	給薪（到職未滿六個月給半薪）
	1、職員於產前4週可分次請產假。產假最遲自分娩之  日起算，應一次連續請足。
2、教師得於預產期前4週申請部分產假。
3、教師產假不含例假日，職員產假含例假日。
4、因流產而申請之產假應自流產日起一次申請。
5、產假為強制性規定，不得拋棄。
6、妊娠滿20週產出胎兒為  分娩，妊娠未滿20週產出  胎兒為流產。

	
	28日
	本人妊娠5個月以上流產給42日；本人妊娠3個月以上未滿5個月流產給21日
	本人妊娠3個月以上流產
	
	
	

	
	7日
	14日
	本人妊娠2個月以上未滿3個月流產
	
	
	

	
	5日
	5日
	本人妊娠未滿2個月流產
	
	
	

	產檢假
	7日
	8日
	本人妊娠期間產前檢查
	醫師診斷書或孕婦健康手冊核章、孕婦健康手冊及婦產科看診收據。懷孕初期產檢診所尚未發給孕婦健康手冊，則可檢附診斷證明書。
	給薪
	女性員工產前檢查請畢「產檢假一」5日以後，續申請「產檢假二」2日。適用勞基法人員欲申請「產檢假二」，須配合至人事室填寫產檢假薪資補助申請書。

	陪產假
陪產檢假
	7日
	7日
	配偶分娩
	醫師診斷書或出生證明或孕婦健康手冊核章、孕婦健康手冊及婦產科看診收據。
	給薪
	陪伴配偶產檢或生產。

	撫育假
	每日1小時
	每日1小時
	撫育未滿3歲子女
	戶籍謄本
	不給薪
	每天減少工作時間1小時

	原住民族祭儀假
	3日
	3日
	具原住民族身分者於所屬族群之歲時祭儀放假日
	免附證明文件
	給薪
	1、放假日依行政院原住民族委員會公告之年度「歲時祭儀放假日期」為準。
2、逢例休假日則翌日補假一天。
3、放假當日如因工作需要必須出勤，得呈一級主管核准後，以國定假日加班辦理。

	教職員身心調適假(舒心假)
	無
	每學年3日
	
	免附證明文件
	併入事假計算
	得以時計

	備註
	1. 請假之最小申請單位：婚假以日計，寒暑假及喪假以4小時計。特別休假、換休、事假、病假最低請假單位0.5小時，產檢假、陪產檢假得以小時計。
2. 公假、公傷假等假別之請假期間，或病假期間在一個月以上，如逢例、休假日時，該例、休假日應併計於請假期間內。
3. 請事假、病假及到職未滿六個月之產假，應依請假時間扣減薪津（加班津貼值勤津貼除外）。
4. 教職員請假或出差均應自行覓妥職務代理人，教師請假中之課程先辦妥調課事宜後，通知課務組辦理相關作業。
5. 育嬰留職停薪依人事管理規則第十五條第三款之規定辦理。
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Summary Table of Various Types of Leave
	Type of Leave
	Number of Leave Days for Administrative Staff
	Number of Leave Days for Academic Staff
	Reason for Leave
	Documentation
	Salary and Allowances
	Notes

	Personal Leave
	A total of 14 days per year, of which family care leave is limited to 14 days per year.
	Personal leave is limited to 7 days per year, and the total of personal leave and family care leave is limited to 14 days per year with attached proof.
	1.	Personal matters that must be handled in person.
	No documentation required.
	1.	Administrative staff: unpaid
2.	Academic staff: paid (combined total of both types limited to 7 days, unpaid if exceeded)
	1.	Personal leave cannot exceed 5 days at a time, and is strictly not allowed if it exceeds 7 days.
2.	Up to 14 days of family care leave per year is allowed for significant incidents involving relatives, which will be included in the personal leave total.

	Family Care Leave
	
	
	2.	Need to personally take care of family members for preventative vaccinations, serious illnesses, or other major incidents.
	Family care leave requires vaccination notice, medical certificate.
	
	

	Sick Leave
	Without hospitalization
	30 days per academic year, with excess days counted as personal leave.
	30 days per academic year, with excess days counted as personal leave.
	For treatment or rest due to general injuries or illnesses.
	A medical certificate is required for leave longer than 2 days. For leave less than 2 days, the supervisor may request a medical certificate based on the situation.
	1.	For administrative staff, any part of menstrual leave beyond 3 days, as well as the combined total of sick leave (with and without hospitalization) and prenatal leave within six months, is paid at half salary; unpaid if exceeded. Menstrual leave up to 3 days is paid at half salary.
2.	For academic staff, salary is paid for the combined total of sick leave (with and without hospitalization) and prenatal leave within six months, but substitute teaching fees will be deducted. Unpaid if exceeded six months, with the school bearing the substitute teaching fees.
	1.	Hospitalized sick leave cannot exceed one year, including sick leave without hospitalization from the beginning of the illness to the end of the year.
2.	Failure to return from sick leave on time may result in the leave being converted to personal leave or unpaid leave, and if still not recovered, an application for unpaid leave can be made, with a maximum duration of one year. Dismissal may occur if not recovered after the period.
3.	Applying for sick leave following personal leave requires a medical certificate, regardless of the duration; otherwise, it will be considered as personal leave.
4.	Pregnant women needing rest or outpatient cancer treatment are included in the "hospitalized sick leave" category.

	
	Menstrual Leave
	Limited to 1 day of menstrual leave per month.
	Limited to 1 day of menstrual leave per month. Any days beyond 3 days of menstrual leave per year are counted as non-hospitalized sick leave.
	For female employees having difficulty working due to menstruation.
	No documentation required.
	
	

	
	With hospitalization
	The combined total of sick leave (with and without hospitalization) and prenatal leave cannot exceed 1 year within a 2-year period (must be calculated across academic years).
	The combined total of sick leave (with and without hospitalization) and prenatal leave cannot exceed 1 year within a 2-year period (must be calculated across academic years).
	1.	For treatment in a hospital due to general injuries or illnesses.
2.	For rest prescribed by a doctor during pregnancy.
	A medical certificate is required.
	
	

	
	Prenatal Leave
	
	
	
	
	
	

	Marriage Leave
	8 days
	14 days
	Personal marriage
	Household registration related documents or wedding invitation.
	Paid leave
	1.	Administrative staff must complete their marriage leave within three months, starting 10 days prior to the registration of marriage or the wedding banquet. The leave can be taken in separate intervals.
2.	Academic staff are entitled to 14 days of marriage leave, which must be taken within three months, starting 10 days prior to the registration of marriage.
3.	Exceptions can be made for special circumstances with the approval of the school, allowing the leave to be completed within a year.

	Bereavement Leave
	Leave for the death of parents, foster parents, step-parents, or spouse: 8 days
	Leave for the death of parents or spouse: 15 days; leave for the death of step-parents or parents of the spouse: 10 days
	
	Death notice or death certificate, and other relevant proof.
	Paid leave
	1.	If the individual is adopted, the term "siblings" refers to adopted siblings.
2.	Bereavement leave can be taken in separate intervals within 100 days starting from the day of the relative’s death. The date of death must be stated on the leave application form.
3.	The continuation of the nurturing relationship is based on legal adoption procedures and household registration.

	
	Leave for the death of grandparents, grandparents-in-law, children, parents-in-law, or foster parents/step-parents of the spouse: 6 days
	Leave for the death of children: 10 days; leave for the death of grandparents, grandparents of the spouse: 5 days
	
	
	
	

	
	Leave for the death of siblings, great-grandparents, great-grandparents-in-law or great-grandparents, great-grandparents-in-law of the spouse: 3 days
	Leave for the death of great-grandparents and grandparents-in-law of the spouse, grandparents and grandparents-in-law, and siblings: 5 days
	
	
	
	

	Occupational Injury Leave
	As required
	As required
	For treatment or recovery from an injury sustained while performing job duties
	Occupational injury report form and a doctor's medical certificate
	Compensation is provided based on the original salary, including work injury advance payments and compensation.
	1.	If mental incapacitation or physical disability occurs as a result of the injury, making the employee unfit for work, a retirement order should be issued.
2.	The doctor’s medical certificate should specify the required number of days for recovery.

	Official Leave
	As required
	As required
	1.	For mandatory military examinations, education mobilization, training by military or governmental agencies, or appearances in court as a witness or expert witness. This is limited to obligatory cases.
2.	For compulsory quarantine determined by health authorities due to a statutory infectious disease, unless the illness is attributable to the individual's own actions.
	Relevant documents; discharge orders for education mobilization; diagnosis certificate for statutory infectious diseases.
	Paid leave
	1.	Travel time (excluding distances within 50 kilometers) should be included in the calculation of the leave duration. For other special circumstances requiring official leave, the President should make a discretionary decision.
2.	Compulsory quarantine will be conducted in accordance with announcements from the Directorate-General of Personnel Administration, Executive Yuan, or the Department of Health.

	Maternity Leave
	56 days
	8 days before childbirth (can be applied for in parts, but not to be reserved for after childbirth); 42 days after childbirth
	Before and after childbirth
	Doctor's diagnosis, expected date of delivery documentation, or birth certificate.
	Paid leave (half-pay if employed for less than six months)
	1.	Administrative staff may apply for maternity leave in parts starting 4 weeks before delivery. Maternity leave should be taken continuously and commence no later than ___ days from the date of delivery.
2.	Academic staff may apply for part of the maternity leave starting 4 weeks before the expected date of delivery.
3.	For academic staff, maternity leave does not include weekends; for administrative staff, it does include weekends.
4.	Maternity leave due to miscarriage should be applied for at once starting from the date of the miscarriage.
5.	Maternity leave is a mandatory provision and cannot be forfeited.
6. Delivery of a fetus after 20 weeks of pregnancy is considered childbirth, while delivery before 20 weeks is considered a miscarriage.

	
	28 days
	For miscarriage after 5 months of pregnancy, 42 days are granted; for miscarriage after 3 months but less than 5 months of pregnancy, 21 days are granted.
	For miscarriage after 3 months of pregnancy
	
	
	

	
	7 days
	14 days
	For miscarriage after 2 months but less than 3 months of pregnancy
	
	
	

	
	5 days
	5 days
	For miscarriage before 2 months of pregnancy
	
	
	

	Prenatal Check-up Leave
	7 days
	8 days
	For prenatal examinations during pregnancy
	Doctor's diagnosis or stamp in the Maternal Health Handbook, Maternal Health Handbook and receipt from the obstetrics and gynecology clinic visit. If the Maternal Health Handbook has not been issued during the early stages of pregnancy, a diagnosis certificate may be attached.
	Paid leave
	After using up the first 5 days of 'Prenatal Check-up Leave', female employees can apply for an additional 2 days of 'Prenatal Check-up Leave II'. Those under the Labor Standards Act who wish to apply for 'Prenatal Check-up Leave II' must coordinate with the Personnel Office to fill out an application form for prenatal check-up leave salary subsidy.

	Paternity Leave & Paternity leave

	7 days
	7 days
	Spouse's childbirth
	Doctor's diagnosis or stamp in the Maternal Health Handbook, Maternal Health Handbook and receipt from the obstetrics and gynecology clinic visit.
	Paid leave
	Accompany your spouse to prenatal checkups or childbirth.

	Nursing Leave
	1 hour per day
	1 hour per day
	For nursing children under 3 years of age
	Household registration transcript
	Unpaid leave
	One hour off from daily working hours

	Indigenous People's Ritual Leave
	31 days
	31 days
	For those of indigenous status during the ritual holidays of their respective tribes
	No documentation required
	Paid leave
	1.	The ritual holiday is based on the annual 'Ritual Holiday Dates' announced by the Council of Indigenous Peoples, Executive Yuan.
2.	If the ritual holiday falls on a weekend, an additional day off will be granted the following day.
3.	If attendance is required due to work needs on the ritual holiday, after approval by the first-level supervisor, it can be managed as overtime on a national holiday.

	Academic and Administrative
physical and mental adjustment leave
	not applicable
	3 days
	
	No documentation required
	Incorporate with sick leave calculations
	can be calculated by the hour

	Remarks
	1. The minimum unit for applying for leave: Marriage leave is calculated by the day, winter/summer break and bereavement leave by 4 hours. Annual leave, time-off in lieu, personal leave, sick leave have a minimum unit of 0.5 hours; prenatal check-up leave and paternity check-up leave can be calculated by the hour.
2. For official leave, work-related injury leave, or sick leave lasting more than one month, if weekends or holidays occur during this period, these days should be included in the leave period.
3. For personal leave, sick leave, and maternity leave for those employed for less than six months, the salary should be deducted according to the duration of leave (excluding overtime and duty allowances).
4. Academic and administrative staff must find their own substitutes when taking leave or being away on official business. Academic staffs should arrange for class adjustments before notifying the Curriculum Development Division for relevant procedures.
5. Childcare leave without pay is handled in accordance with the provisions of Article 15, Paragraph 3 of the Personnel Management Rules.


[bookmark: _Hlk87867868]Form: A220240130


	臨時識別證借用單

	姓名
	人員代號
	單位代號
	單位

	
	
	
	

	日期
	借用臨時識別證號碼
	原因代號
	原因別

	
	
	
	A.識別證忘攜帶
B.識別證遺失
  C.識別證無法使用

	人事室：


表號：A220240230


	Temporary Identification Card Borrowing Form

	Name
	Personnel Code
	Department Code
	Department

	
	
	
	

	Date
	Temporary ID Card Number
	Reason Code
	Reason Category

	
	
	
	A. Forgot to bring ID card
B. Lost ID card
C. ID card is not working

	Personnel Office:


Form: A220240230


公　 出 　單

	姓
名
	
	人員
代號
	
	單位
	  

	出
入
校
事
由
	

	原

因

代

號
	□31 因公延遲入校
□32 因公提早出校
□33 全天在外洽公
□34 上班中公出入

	預
定
時
間
	月  日  時  分出
	到
達
	地點
	

	
	
	
	月  日  時  分入
	
	單位
	

	
	
	實
際
時
間
	本
校
	月  日  時  分出
	警簽
衛章
	

	
	
	
	
	月  日  時  分入
	
	


　　　　　　　　　　　　　　　　　　　　　　　　　
主管：
表號：A220240330


Official Business Leave Request Form

	Name
	
	Personnel Code
	
	Department
	  

	Reason for Entering/ Exiting School
	

	Reason Code
	□31 Delayed entry to school for official reasons
□32 Early departure from school for official reasons
□33 Away from school for official reasons for the entire day
□34 Official entry and exit during working hours
	Scheduled Time
	From
	Arrival
	Location
	

	
	
	
	To
	
	Department
	

	
	
	Actual Time
	MCUT
	From
	Security Officer's Signature
	

	
	
	
	
	To
	
	



Supervisor:
Form: A220240330


加　　班　　單
	加　　　班　　　別
	
	單     位
	
	加班日期
	□換休
	一
式
一
聯
：
派
工
主
管
↓
加
班
人
員
↓
核
定
主
管
↓
考
勤
部
門

	
	1.假日加班
2.臨時加班
3.緊急入校加班
	
	
	
	|
	|
	|
	
	

	
	

	姓　　名
	人員代號

	預 計 加 班 時 間
	實 際 加 班 時 間
	

	
	
	起
	訖
	時數
	起
	訖
	時數
	

	
	
	|　|　|
	|　|　|
	
	|　|　|
	|　|　|
	
	

	工
作
內
容


	
	



主管核定：            加班人：              派工主管：

表號：A220240430


Overtime Request Form
	Overtime Type
	
	Department
	
	Date of Overtime
	□Time-off in lieu
	One copy: Dispatching Supervisor ↓ Overtime Employee ↓ Approving Supervisor ↓ Attendance Department

	
	1. Holiday Overtime
2. Temporary Overtime
3. Emergency On-campus Overtime
	
	
	
	|
	|
	|
	
	

	
	

	Name
	Personnel Code
	Estimated Overtime Hours
	Actual Overtime Hours
	

	
	
	From
	To
	Hours
	From
	To
	Hours
	

	
	
	|　|　|
	|　|　|
	
	|　|　|
	|　|　|
	
	

	Work Content
	
	



Supervisor Approval:         Overtime Employee:         Dispatching Supervisor:

Form: A220240430


出     差     單
	· 建檔
· 取消
	
	明志
科技大學
	單      位一式一聯：出差人↓會簽部門↓考勤部門


	
	
	
	



	出     差     人
	代理人簽認

	姓    名
	職    別
	人  員  代  號
	

	
	
	
	



	出
差
目
的
	
	出
差
時
間
	起　　　　　　　　　迄
	共

	
	
	
	月    日     時     分
	月    日     時     分
	
日

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	暫支
旅費
	

	出差地點
	
	單獨
出差
	□是         □否


校長：                  會簽部門：                      主管：
(課務組)
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Business Trip Form
	· File creation
· Cancellation
	
	Ming Chi University of Technology
	DepartmentOne copy: Traveler ↓ Co-signing Department ↓ Attendance Department


	
	
	
	



	Traveler
	Substitute's Signature

	Name
	Position
	Personnel Code
	

	
	
	
	



	Purpose of Trip
	
	Time
	Period
	Total

	
	
	
	(mm)    (dd)     (time)
	(mm)    (dd)     (time)
	
Days

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Advance for Travel Expenses
	

	Location
	
	Traveling Alone
	□Yes         □No


President:             Co-signing Department             Supervisor:
(Curriculum Development Division)


Form: A220240530



調   休   單
□假日□單週六（務必勾選）
	姓  名
	
	人員代號
	
	部門
	
	一︵
式使跨
一用月
聯對換
：象休
填為者
表休︶
人例
↓假
考日
勤人
部員
門或
。排
　休
　人
　員

	
	

	原休假日期
	擬調休日期
	說                          明
	

	|　｜　|　｜　|
	|　｜　|　｜　|
	
	

	|　｜　|　｜　|
	|　｜　|　｜　|
	
	

	|　｜　|　｜　|
	|　｜　|　｜　|
	
	

	|　｜　|　｜　|
	|　｜　|　｜　|
	
	

	|　｜　|　｜　|
	|　｜　|　｜　|
	
	


一級主管：　　　　      二級主管：             填表人：　   

表號：A220240630


Compensatory Time Off Application Form
□Holiday □Saturday (Please tick as appropriate)
	Name
	
	Personnel Code
	
	Department
	
	One copy: Applicant > Attendance Department. (For use by staff who take holidays or whose compensatory leave spans two months)

	
	

	Original Date of Time-off
	Proposed Date of Compensatory Time-off 
	Explanation
	

	|　｜　|　｜　|
	|　｜　|　｜　|
	
	

	|　｜　|　｜　|
	|　｜　|　｜　|
	
	

	|　｜　|　｜　|
	|　｜　|　｜　|
	
	

	|　｜　|　｜　|
	|　｜　|　｜　|
	
	

	|　｜　|　｜　|
	|　｜　|　｜　|
	
	


[bookmark: _Hlk502231120]First-level Supervisor:        Second-level Supervisor:        Applicant:        

[bookmark: _Hlk502231134]Form: A220240630


調  班  單
	公司
	部　　　　　　門

	
	


年　　月　　日
	姓　名
	人員代號
	原班別
代　號
	調  換
班  別
代  號
	生效日期
	停止日期
	調　班　原　因
	一︵
式長
一期
聯調
：班
填者
單不
部需
門填
↓停
考止
勤日
部期
門︶

	
	
	
	
	年 月 日
	年 月 日
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


一級主管：　　　　      二級主管：             填表人：　   
表號：A220240730


Shift Change Form
	Company
	Department

	
	


Date:            
	Name
	Personnel Code
	Original Shift Code
	New Shift Code
	Effective Date
	End Date
	Reason for Shift Change
	One copy: Requesting Department > Attendance Department (For long-term shift changes, the end date is not required)

	
	
	
	
	yyyy/mm/dd
	yyyy/mm/dd
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


First-level Supervisor:        Second-level Supervisor:        Applicant:        
Form: A220240730


特別休假核給日數對照表
	到職月份


服務年資
	8
月
	9
月
	10
月
	11
月
	12
月
	1
月
	2
月
	3
月
	4
月
	5
月
	6
月
	7
月
	滿實足年資之法定特休日數

	0年
	3
	2
	2
	1
	1
	0
	－
	－
	－
	－
	－
	－
	3

	1年
	7
	7
	6
	7
	6
	7
	6
	5
	5
	4
	4
	3
	7

	
	0 + 7
	1 + 6
	1 + 5
	2 + 5
	2 + 4
	3 + 4
	3 + 3
	3 + 2
	3 + 2
	3 + 1
	3 + 1
	3 + 0
	

	2年
	10
	10
	10
	9
	9
	8
	9
	9
	8
	8
	7
	7
	10

	
	0 + 10
	1 + 9
	2 + 8
	2 + 7
	3 + 6
	3 + 5
	4 + 5
	5 + 4
	5 + 3
	6 + 2
	6 + 1
	7 + 0
	

	3年
	14
	13
	13
	13
	13
	13
	12
	11
	11
	11
	11
	11
	14

	
	0 + 14
	1 + 12
	2 + 11
	3 + 10
	4 + 9
	5 + 8
	5 + 7
	6 + 5
	7 + 4
	8 + 3
	9 + 2
	10 + 1
	

	4年
	14
	14
	14
	14
	14
	14
	14
	14
	14
	14
	14
	14
	14

	
	0 + 14
	2 + 12
	3 + 11
	4 + 10
	5 + 9
	6 + 8
	7 + 7
	9 + 5
	10 + 4
	11 + 3
	12 + 2
	13 + 1
	

	5年
	15
	15
	15
	15
	15
	14
	14
	15
	15
	14
	14
	14
	15

	
	0 + 15
	2 + 13
	3 + 12
	4 + 11
	5 + 10
	6 + 8
	7 + 7
	9 + 6
	10 + 5
	11 + 3
	12 + 2
	13 + 1
	

	6年
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15

	
	0 + 15
	2 + 13
	3 + 12
	4 + 11
	5 + 10
	7 + 8
	8 + 7
	9 + 6
	10 + 5
	12 + 3
	13 + 2
	14 + 1
	

	7年
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15

	
	0 + 15
	2 + 13
	3 + 12
	4 + 11
	5 + 10
	7 + 8
	8 + 7
	9 + 6
	10 + 5
	12 + 3
	13 + 2
	14 + 1
	

	8年
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15

	
	0 + 15
	2 + 13
	3 + 12
	4 + 11
	5 + 10
	7 + 8
	8 + 7
	9 + 6
	10 + 5
	12 + 3
	13 + 2
	14 + 1
	

	9年
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15

	
	0 + 15
	2 + 13
	3 + 12
	4 + 11
	5 + 10
	7 + 8
	8 + 7
	9 + 6
	10 + 5
	12 + 3
	13 + 2
	14 + 1
	

	10年
	16
	16
	16
	16
	15
	16
	16
	15
	15
	16
	15
	15
	16

	
	0 + 16
	2 + 14
	3 + 13
	4 + 12
	5 + 10
	7 + 9
	8 + 8
	9 + 6
	10 + 5
	12 + 4
	13 + 2
	14 + 1
	

	11年
	17
	17
	17
	16
	17
	16
	16
	17
	16
	16
	16
	16
	17

	
	0 + 17
	2 + 15
	3 + 14
	4 + 12
	6 + 11
	7 + 9
	8 + 8
	10 + 7
	11 + 5
	12 + 4
	14 + 2
	15 + 1
	

	12年
	18
	18
	18
	18
	18
	18
	18
	17
	18
	17
	18
	17
	18

	
	0 + 18
	2 + 16
	3 + 15
	5 + 13
	6 + 12
	8 + 10
	9 + 9
	10 + 7
	12 + 6
	13 + 4
	15 + 3
	16 + 1
	

	13年
	19
	19
	18
	19
	18
	19
	18
	18
	18
	18
	18
	18
	19

	
	0 + 19
	2 + 17
	3 + 15
	5 + 14
	6 + 12
	8 + 11
	9 + 9
	11 + 7
	12 + 6
	14 + 4
	15 + 3
	17 + 1
	

	14年
	20
	20
	20
	20
	20
	19
	20
	20
	19
	20
	19
	19
	20

	
	0 + 20
	2 + 18
	4 + 16
	5 + 15
	7 + 13
	8 + 11
	10 + 10
	12 + 8
	13 + 6
	15 + 5
	16 + 3
	18 + 1
	

	15年
	21
	21
	21
	20
	21
	21
	20
	20
	21
	20
	20
	20
	21

	
	0 + 21
	2 + 19
	4 + 17
	5 + 15
	7 + 14
	9 + 12
	10 + 10
	12 + 8
	14 + 7
	15 + 5
	17 + 3
	19 + 1
	

	16年
	22
	22
	22
	22
	21
	21
	22
	22
	21
	21
	21
	21
	22

	
	0 + 22
	2 + 20
	4 + 18
	6 + 16
	7 + 14
	9 + 12
	11 + 11
	13 + 9
	14 + 7
	16 + 5
	18 + 3
	20 + 1
	




特別休假核給日數對照表
	
到職月份


服務年資
	8
月
	9
月
	10
月
	11
月
	12
月
	1
月
	2
月
	3
月
	4
月
	5
月
	6
月
	7
月
	滿實足年資之法定特休日數

	17年
	23
	23
	23
	23
	23
	23
	22
	22
	22
	22
	22
	22
	23

	
	0 + 23
	2 + 21
	4 + 19
	6 + 17
	8 + 15
	10 + 13
	11 + 11
	13 + 9
	15 + 7
	17 + 5
	19 + 3
	21 + 1
	

	18年
	24
	24
	24
	24
	24
	24
	24
	24
	24
	24
	24
	24
	24

	
	0 + 24
	2 + 22
	4 + 20
	6 + 18
	8 + 16
	10 + 14
	12 + 12
	14 + 10
	16 + 8
	18 + 6
	20 + 4
	22 + 2
	

	19年
	25
	24
	24
	24
	24
	24
	24
	24
	24
	24
	24
	24
	25

	
	0 + 25
	2 + 22
	4 + 20
	6 + 18
	8 + 16
	10 + 14
	12 + 12
	14 + 10
	16 + 8
	18 + 6
	20 + 4
	22 + 2
	

	20年
	26
	26
	26
	26
	26
	26
	26
	25
	25
	25
	25
	25
	26

	
	0 + 26
	3 + 23
	5 + 21
	7 + 19
	9 + 17
	11 + 15
	13 + 13
	15 + 10
	17 + 8
	19 + 6
	21 + 4
	23 + 2
	

	21年
	27
	27
	27
	27
	27
	26
	26
	27
	27
	26
	26
	26
	27

	
	0 + 27
	3 + 24
	5 + 22
	7 + 20
	9 + 18
	11 + 15
	13 + 13
	16 + 11
	18 + 9
	20 + 6
	22 + 4
	24 + 2
	

	22年
	28
	28
	28
	28
	27
	28
	28
	27
	27
	28
	27
	27
	28

	
	0 + 28
	3 + 25
	5 + 23
	7 + 21
	9 + 18
	12 + 16
	14 + 14
	16 + 11
	18 + 9
	21 + 7
	23 + 4
	25 + 2
	

	23年
	29
	29
	29
	28
	29
	28
	28
	29
	28
	28
	28
	28
	29

	
	0 + 29
	3 + 26
	5 + 24
	7 + 21
	10 + 19
	12 + 16
	14 + 14
	17 + 12
	19 + 9
	21 + 7
	24 + 4
	26 + 2
	

	24年
	30
	30
	30
	30
	30
	30
	30
	29
	30
	29
	30
	29
	30

	
	0 + 30
	3 + 27
	5 + 25
	8 + 22
	10 + 20
	13 + 17
	15 + 15
	17 + 12
	20 + 10
	22 + 7
	25 + 5
	27 + 2
	

	25年
以上
	30
	30
	30
	30
	30
	30
	30
	30
	30
	30
	30
	30
	30

	
	0 + 30
	3 + 27
	5 + 25
	8 + 22
	10 + 20
	13 + 17
	15 + 15
	18 + 12
	20 + 10
	23 + 7
	25 + 5
	28 + 2
	

	說
明
	一、新進人員申請特別休假係自服務滿半年後至當年考勤週期結束，其餘人員之申請期間為年度考勤週期內，其特別休假核給日數查閱方式如下：
查閱學年度－到職學年度＝服務年資，再與到職月份對照即得當年度特別休假日數。
以108學年度時查閱為例：104年1月11日（103學年度）到職，服務年資為五年（108-103），與到職月份（1月）對照，即得108學年度可享有特別休假14天，申請特別休假期間為108.8.1~109.7.30。
二、特別休假之核給日數，以11月新進到職者之到職當學年度及次學年度為例：
(一)到職當學年度：服務滿半年之法定特休3天，服務滿半年（翌年5月）至翌年7月間之月數（2個月）÷6個月=1/3，3天×1/3即得應核給特休1天（剩餘2天於翌學年度核給）。
(二)到職次學年度：前一年剩餘未給之法定特休2天，另服務滿1年之法定特休7天，服務滿1年（11月）至翌年7月之月數（8個月）÷12個月=8/12，7天×8/12並以完整之一日計算，即得應核給特休4天（剩餘3天於翌年度核給），合計全年特休6天（2天+4天）。
三、特別休假係於服務每滿實足年資後即核給，而本校除新進人員於到職滿半年至當學年度（翌年7月）底依比例核給特別休假外，其餘人員均於考勤週期開始時核給。
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Days for Special Leave Comparison Table
	Month of Employment

Service seniority
	August
	September
	October
	November
	December
	January
	February
	March
	April
	May
	June
	July
	Days for statutory special leave for full service seniority

	0 year
	3
	2
	2
	1
	1
	0
	－
	－
	－
	－
	－
	－
	3

	1 year
	7
	7
	6
	7
	6
	7
	6
	5
	5
	4
	4
	3
	7

	
	0 + 7
	1 + 6
	1 + 5
	2 + 5
	2 + 4
	3 + 4
	3 + 3
	3 + 2
	3 + 2
	3 + 1
	3 + 1
	3 + 0
	

	2 years
	10
	10
	10
	9
	9
	8
	9
	9
	8
	8
	7
	7
	10

	
	0 + 10
	1 + 9
	2 + 8
	2 + 7
	3 + 6
	3 + 5
	4 + 5
	5 + 4
	5 + 3
	6 + 2
	6 + 1
	7 + 0
	

	3 years
	14
	13
	13
	13
	13
	13
	12
	11
	11
	11
	11
	11
	14

	
	0 + 14
	1 + 12
	2 + 11
	3 + 10
	4 + 9
	5 + 8
	5 + 7
	6 + 5
	7 + 4
	8 + 3
	9 + 2
	10 + 1
	

	4 years
	14
	14
	14
	14
	14
	14
	14
	14
	14
	14
	14
	14
	14

	
	0 + 14
	2 + 12
	3 + 11
	4 + 10
	5 + 9
	6 + 8
	7 + 7
	9 + 5
	10 + 4
	11 + 3
	12 + 2
	13 + 1
	

	5 years
	15
	15
	15
	15
	15
	14
	14
	15
	15
	14
	14
	14
	15

	
	0 + 15
	2 + 13
	3 + 12
	4 + 11
	5 + 10
	6 + 8
	7 + 7
	9 + 6
	10 + 5
	11 + 3
	12 + 2
	13 + 1
	

	6 years
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15

	
	0 + 15
	2 + 13
	3 + 12
	4 + 11
	5 + 10
	7 + 8
	8 + 7
	9 + 6
	10 + 5
	12 + 3
	13 + 2
	14 + 1
	

	7 years
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15

	
	0 + 15
	2 + 13
	3 + 12
	4 + 11
	5 + 10
	7 + 8
	8 + 7
	9 + 6
	10 + 5
	12 + 3
	13 + 2
	14 + 1
	

	8 years
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15

	
	0 + 15
	2 + 13
	3 + 12
	4 + 11
	5 + 10
	7 + 8
	8 + 7
	9 + 6
	10 + 5
	12 + 3
	13 + 2
	14 + 1
	

	9 years
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15
	15

	
	0 + 15
	2 + 13
	3 + 12
	4 + 11
	5 + 10
	7 + 8
	8 + 7
	9 + 6
	10 + 5
	12 + 3
	13 + 2
	14 + 1
	

	10 years
	16
	16
	16
	16
	15
	16
	16
	15
	15
	16
	15
	15
	16

	
	0 + 16
	2 + 14
	3 + 13
	4 + 12
	5 + 10
	7 + 9
	8 + 8
	9 + 6
	10 + 5
	12 + 4
	13 + 2
	14 + 1
	

	11 years
	17
	17
	17
	16
	17
	16
	16
	17
	16
	16
	16
	16
	17

	
	0 + 17
	2 + 15
	3 + 14
	4 + 12
	6 + 11
	7 + 9
	8 + 8
	10 + 7
	11 + 5
	12 + 4
	14 + 2
	15 + 1
	

	12 years
	18
	18
	18
	18
	18
	18
	18
	17
	18
	17
	18
	17
	18

	
	0 + 18
	2 + 16
	3 + 15
	5 + 13
	6 + 12
	8 + 10
	9 + 9
	10 + 7
	12 + 6
	13 + 4
	15 + 3
	16 + 1
	

	13 years
	19
	19
	18
	19
	18
	19
	18
	18
	18
	18
	18
	18
	19

	
	0 + 19
	2 + 17
	3 + 15
	5 + 14
	6 + 12
	8 + 11
	9 + 9
	11 + 7
	12 + 6
	14 + 4
	15 + 3
	17 + 1
	

	14 years
	20
	20
	20
	20
	20
	19
	20
	20
	19
	20
	19
	19
	20

	
	0 + 20
	2 + 18
	4 + 16
	5 + 15
	7 + 13
	8 + 11
	10 + 10
	12 + 8
	13 + 6
	15 + 5
	16 + 3
	18 + 1
	

	15 years
	21
	21
	21
	20
	21
	21
	20
	20
	21
	20
	20
	20
	21

	
	0 + 21
	2 + 19
	4 + 17
	5 + 15
	7 + 14
	9 + 12
	10 + 10
	12 + 8
	14 + 7
	15 + 5
	17 + 3
	19 + 1
	

	16 years
	22
	22
	22
	22
	21
	21
	22
	22
	21
	21
	21
	21
	22

	
	0 + 22
	2 + 20
	4 + 18
	6 + 16
	7 + 14
	9 + 12
	11 + 11
	13 + 9
	14 + 7
	16 + 5
	18 + 3
	20 + 1
	




Days for Special Leave Comparison Table
	
Month of Employment

Service seniority
	August
	September
	October
	November
	December
	January
	February
	March
	April
	May
	June
	July
	Days for statutory special leave for full service seniority

	17 years
	23
	23
	23
	23
	23
	23
	22
	22
	22
	22
	22
	22
	23

	
	0 + 23
	2 + 21
	4 + 19
	6 + 17
	8 + 15
	10 + 13
	11 + 11
	13 + 9
	15 + 7
	17 + 5
	19 + 3
	21 + 1
	

	18 years
	24
	24
	24
	24
	24
	24
	24
	24
	24
	24
	24
	24
	24

	
	0 + 24
	2 + 22
	4 + 20
	6 + 18
	8 + 16
	10 + 14
	12 + 12
	14 + 10
	16 + 8
	18 + 6
	20 + 4
	22 + 2
	

	19 years
	25
	24
	24
	24
	24
	24
	24
	24
	24
	24
	24
	24
	25

	
	0 + 25
	2 + 22
	4 + 20
	6 + 18
	8 + 16
	10 + 14
	12 + 12
	14 + 10
	16 + 8
	18 + 6
	20 + 4
	22 + 2
	

	20 years
	26
	26
	26
	26
	26
	26
	26
	25
	25
	25
	25
	25
	26

	
	0 + 26
	3 + 23
	5 + 21
	7 + 19
	9 + 17
	11 + 15
	13 + 13
	15 + 10
	17 + 8
	19 + 6
	21 + 4
	23 + 2
	

	21 years
	27
	27
	27
	27
	27
	26
	26
	27
	27
	26
	26
	26
	27

	
	0 + 27
	3 + 24
	5 + 22
	7 + 20
	9 + 18
	11 + 15
	13 + 13
	16 + 11
	18 + 9
	20 + 6
	22 + 4
	24 + 2
	

	22 years
	28
	28
	28
	28
	27
	28
	28
	27
	27
	28
	27
	27
	28

	
	0 + 28
	3 + 25
	5 + 23
	7 + 21
	9 + 18
	12 + 16
	14 + 14
	16 + 11
	18 + 9
	21 + 7
	23 + 4
	25 + 2
	

	23 years
	29
	29
	29
	28
	29
	28
	28
	29
	28
	28
	28
	28
	29

	
	0 + 29
	3 + 26
	5 + 24
	7 + 21
	10 + 19
	12 + 16
	14 + 14
	17 + 12
	19 + 9
	21 + 7
	24 + 4
	26 + 2
	

	24 years
	30
	30
	30
	30
	30
	30
	30
	29
	30
	29
	30
	29
	30

	
	0 + 30
	3 + 27
	5 + 25
	8 + 22
	10 + 20
	13 + 17
	15 + 15
	17 + 12
	20 + 10
	22 + 7
	25 + 5
	27 + 2
	

	Over 25 years
	30
	30
	30
	30
	30
	30
	30
	30
	30
	30
	30
	30
	30

	
	0 + 30
	3 + 27
	5 + 25
	8 + 22
	10 + 20
	13 + 17
	15 + 15
	18 + 12
	20 + 10
	23 + 7
	25 + 5
	28 + 2
	

	Description
	1.	Newly recruited employees may not apply for special leave until they have served for more than half a year and the attendance cycle for that year ends. The other personnel may apply for special leave within the annual attendance cycle. The days for special leave may be checked in the following ways:
Academic Year in which the check takes place - Academic Year of Employment = Service Seniority. Then, compare it with the month of employment to determine the days for special leave in the current year.
Assuming that the check took place in the academic year of 2019: in the case of onboarding on January 11, 2015 (the academic year of 2014), the service seniority is five years (2014–2019). After comparing it with the month of employment (January), you may be entitled to special leave for 14 days in the academic year of 2019. The period during which you may apply for the special leave is from August 1, 2019, to July 30, 2020. 
2.	The days for special leave: Taking the academic year of employment and the following academic year as an example for newly recruited employees who are hired in November: 
(1)	Current academic year of employment: Statutory special leave for three days will be granted upon the completion of six months of service. The number of months from the expiration of six months of service (May of next year) to July the next year (2 months) ÷ 6 months = 1/3, 3 days x 1/3 = 1 day, i.e. the statutory special leave to be granted (the remaining 2 days will be granted in next academic year).
(2)	Next academic year of employment: The remaining 2 days of statutory special leave to be granted from the previous year, and the statutory special leave of seven days to be granted upon the expiration of one year of service. The number of months from the expiration of one year of service (November) to July the next year (8 months) ÷ 12 months = 8/12, 7 days x 8/12 = counted as 4 days, i.e. the statutory special leave to be granted (the remaining 3 days will be granted in next year). Therefore, the annual special leave shall be a total of 6 days (2 days + 4 days).
3.	Special leave will be granted upon the expiration of full service seniority each time. Except for the newly recruited staff, whose special leave shall be granted on a pro rata basis subject to the number of months worked upon expiration of six months of employment until the end of the current academic year (July of next year), MCUT grants special leave to the other staff at the beginning of the attendance cycle.
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適用私校公保職員工寒假核給日數對照表
	到職月份

服務年資
	8月
	9月
	10月
	11月
	12月
	1月
	2月
	3月
	4月
	5月
	6月
	7月

	0年
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0

	1年
	3
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0

	2年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	3年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	4年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	5年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	6年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	7年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	8年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	9年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	10年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	11年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	12年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	13年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	14年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	15年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	16年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	17年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	18年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	19年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	20年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	21年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	22年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	23年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	24年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	25年
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	26年以上
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	說明
	· 新進人員申請寒假係自服務滿一年始核給寒假，申請期間依本校教學行事曆之寒假期間內，其核給日數查閱方式如下：
· 查閱學年度－到職學年度＝服務年資，再與到職月份對照即得當年度特別休假日數。
· 以106學年度時查閱為例：105年1月11日（104學年）到職，服務年資為二學年（106-104），與到職月份（1月）對照，即得106學年度可享有寒假3日，申請寒假期間依學年度行事曆為107.1.16~107.2.19。
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Comparison Table of Days for Winter Vacation of Public Insurance Employees of Private Universities and Colleges
	Month of Employment

Service seniority
	August
	September
	October
	November
	December
	January
	February
	March
	April
	May
	June
	July

	0 year
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0

	1 year
	3
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0

	2 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	3 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	4 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	5 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	6 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	7 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	8 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	9 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	10 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	11 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	12 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	13 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	14 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	15 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	16 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	17 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	18 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	19 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	20 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	21 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	22 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	23 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	24 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	25 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	Over 26 years
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3
	3

	Description
	· The winter vacation for new recruits will be granted only upon the completion of one year of service, according to the application submitted by the new recruits. Subject to the winter vacation indicated in MCUT’s calendar during the application period, the days to be granted may be checked in the following ways:
· Academic Year in which the check takes place - Academic Year of Employment = Service Seniority. Then, compare it with the month of employment to determine the days for special leave in the current year.
· Assuming that the check took place in the academic year of 2017: in the case of onboarding on January 11, 2016 (the academic year of 2015), the service seniority is two academic years (2015–2017). After comparing it with the month of employment (January), you may be entitled to a winter vacation of 3 days in the academic year of 2017. The period during which you may apply for special leave is from January 16, 2018, to February 19, 2018, according to the calendar for the academic year.


Form No.: A220240930


適用私校公保職員工暑假核給日數對照表
	到職月份

服務年資
	8月
	9月
	10月
	11月
	12月
	1月
	2月
	3月
	4月
	5月
	6月
	7月

	0年
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0

	1年
	4
	4
	4
	4
	4
	4
	4
	0
	0
	0
	0
	0

	2年
	6
	6
	6
	6
	6
	6
	6
	4
	4
	4
	4
	4

	3年
	7
	7
	7
	7
	7
	7
	6
	6
	6
	6
	6
	6

	4年
	8
	8
	8
	8
	8
	8
	7
	7
	7
	7
	7
	7

	5年
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	6年
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	7年
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	8年
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	9年
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	10年
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	11年
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	12年
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	13年
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	14年
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	15年
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	16年
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	17年
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	18年
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	19年
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	20年
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	21年
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	22年
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	23年
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	24年
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	25年
	9
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	26年以上
	9
	9
	9
	9
	9
	9
	9
	9
	9
	9
	9
	9

	說明
	· 新進人員申請暑假係自服務滿半年始核給寒假，申請期間依本校教學行事曆之暑假期間內，其核給日數查閱方式如下：
· 查閱學年度－到職學年度＝服務年資，再與到職月份對照即得當年度特別休假日數
· 以105學年度時查閱為例：104年1月11日(103學年)到職，服務年資為二學年（105-103），與到職月份（1月）對照，即得105學年度可享有暑假7日，申請暑假期間依學年度行事曆為106.6.27~106.8.31。
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Comparison Table of Days for Summer Vacation of Public Insurance Employees of Private Universities and Colleges
	Month of Employment

Service seniority
	August
	September
	October
	November
	December
	January
	February
	March
	April
	May
	June
	July

	0 year
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0

	1 year
	4
	4
	4
	4
	4
	4
	4
	0
	0
	0
	0
	0

	2 years
	6
	6
	6
	6
	6
	6
	6
	4
	4
	4
	4
	4

	3 years
	7
	7
	7
	7
	7
	7
	6
	6
	6
	6
	6
	6

	4 years
	8
	8
	8
	8
	8
	8
	7
	7
	7
	7
	7
	7

	5 years
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	6 years
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	7 years
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	8 years
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	9 years
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	10 years
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	11 years
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	12 years
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	13 years
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	14 years
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	15 years
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	16 years
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	17 years
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	18 years
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	19 years
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	20 years
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	21 years
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	22 years
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	23 years
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	24 years
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	25 years
	9
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8
	8

	Over 26 years
	9
	9
	9
	9
	9
	9
	9
	9
	9
	9
	9
	9

	Description
	· The summer vacation for the new recruit will be granted only upon the expiration of six months of service, as per the application filed by the new recruit. Subject to the summer vacation indicated in MCUT's calendar during the application period, the days to be granted may be checked in the following ways:
· Academic Year in which the check takes place - Academic Year of Employment = Service Seniority. Then, compare it with the month of employment to determine the days for special leave in the current year.
· Assuming that the check took place in the academic year of 2016: in the case of onboarding on January 11, 2015 (the academic year of 2014), the service seniority is two academic years (2014–2016). After comparing it with the month of employment (January), you may be entitled to a 7 day summer vacation in the academic year of 2016. The period during which you may apply for summer vacation is from June 27, 2017, to August 31, 2017, according to the calendar for the academic year.
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明 志 科 技 大 學
教職員工服務證重製申請單
                                         申請日期：    年    月    日
	姓   名
	
	單  位
	
	職  稱
	

	英文姓名
	
	單位
(英文)
	
	職稱
(英文)
	

	出生日期
	
	聯絡電話
	
	照片黏貼處

	
	
	
	
	(請浮貼)

	申請類別
	　□教職員服務證　　□臨時服務證
	

	原證編號
	
                                                           (備註三)

	重製原因
	　□遺失　　　　　　□汚損

	遺失時間
	     年      月      日

	單位主管
	

	出 納 組
	

	人 事 室
	

	一、教師證、員工服務證遺失或汚損申請補發時：
請填寫申請表格 → 出納組（繕製繳款單繳交工本費100元（損毀以舊換新者繳工本費60元）） → 人事室（繳款單影本一份）。
二、廠商重製完成後由人事室業務承辦人通知申請人簽收。
三、原證編號：1.申請教職員服務證時填寫個人身分證字號。
2.申請臨時服務證時填寫臨時證編號，編號可洽人事室查詢。
四、遺失人須承諾切結所遺失之服務證不得轉於其他用途，違者悉依相關法規處理。
          遺失申請人簽章：                                 
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Ming Chi University of Technology
Academic and Administrative Staff Identification Card Re-issuance Application Form
                                   Application Date:           
	Name
	
	Department
	
	Job Title
	

	English Name
	
	Department
(in English)
	
	Job Title
(in English)
	

	Date of Birth
	
	Contact Number
	
	Photo

	
	
	
	
	(Attach photo here)

	Application Type
	□Academic and Administrative Staff ID
□Temporary ID
	

	Original ID Card No.
	                                                           
(Note 3)

	Reason for Re-issuance
	□Lost     □Damaged

	Report Time
	

	Department Supervisor
	

	Cashier Section
	

	Personnel Office
	

	1. When applying for a replacement due to loss or damage of an academic staff or employee ID:
Please fill out the application form → Cashier Section (prepare a payment slip to pay the cost of NT$100 for a new card or NT$60 for a replacement due to damage) → Personnel Office (submit one copy of the payment slip).
2. After the ID card manufacturer completes the reproduction, the handling personnel from the Personnel Office will notify the applicant to sign for receipt.
3. Original ID Number: 
1. When applying for an Academic and Administrative Staff ID, fill in your personal national ID number.
2. When applying for a temporary ID, fill in the temporary ID number, which can be inquired at the Personnel Office.
4. The person who lost the ID must promise by declaration that the lost service card will not be used for other purposes, and violators will be dealt with according to relevant regulations.
Signature of Applicant:                                 
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