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明志科技大學
Ming Chi University of Technology
教職員工年終獎金發給辦法
Guidelines for Disbursement of Year-End Bonuses for Academic and Administrative Staff
96.05.16校務會議制定
Established by the University Council Meeting on 2007.05.16.
114.12.24校務會議修訂
Amended by the University Council Meeting on 2025.12.24.
第一條　目的
Article 1: Purpose
為使教職員工年終獎金發給有所遵循，依據人事管理規則第26條之規定，訂定「教職員工年終獎金發給辦法」（以下簡稱本辦法）。
To establish a standard for the disbursement of year-end bonuses to academic and administrative staff, these guidelines are formulated in accordance with Article 26 of the Personnel Management Rules.
第二條　適用對象
Article 2: Scope of Application
本辦法所稱教職員工係指本校編制內之專任教師、職員工。
The term "academic and administrative staff" refers to full-time academic and administrative staff within the organizational structure of the MCUT.
第三條　年終獎金獎勵標準
Article 3: Standards for Year-End Bonuses
一、本校教師年終獎金依公立學校標準，發給1.5個月之本俸、學術研究費及職務加給，職員工年終獎金為2.5個月全薪（即本俸、職務獎金、伙食津貼、地區津貼及職務加給）。
1.	The year-end bonus for faculty members at this institution is based on the standard for public schools, which is 1.5 times the base salary, academic research fees, and duty allowances. For administrative staff, the year-end bonus is 2.5 times the full salary (which includes the base salary, performance bonus, meal allowance, location allowance, and duty allowance).
二、考勤與考績獎勵：
2.	Attendance and Performance Evaluation Awards
　　（一）教師1.5個月各分0.5月為基本、考績、考勤獎勵，考績甲等為100%，乙等為80%；考勤獎勵依附件一方式辦理。
　　(1)	For academic staff, 1.5 months are divided into three parts: 0.5 month for base, performance, and attendance rewards, with an 'A' performance rating at 100%, and a 'B' rating at 80%; attendance rewards are handled according to the method outlined in Annex I.
　　（二）職員工除0.5個月為基本獎勵，固定不變外，另2個月劃分考績、考勤獎勵各1個月，考績優等獎勵比率為130%，良等為115%，甲等為100%，乙等為80%；考勤獎勵方式依附件一方式辦理。
　　(2)	For administrative staff, aside from 0.5 month fixed as a basic reward, the remaining 2 months are divided into performance and attendance rewards, one month each, with a excellent performance award ratio of 130%, good at 115%, 'A' at 100%, and 'B' at 80%; attendance rewards are handled according to the method outlined in Annex I.
第四條　按實際工作月數比例計算之範圍
Article 4: Calculation Based on Actual Months of Work
教職員工在年度內有下列情形之一者，年終獎金按其該年度內實際工作月數之比例計算（不足整月部份，在十五天（含）以內者以半個月計，超過十五天以一個月計）。
For academic and administrative staff who fall under one of the following conditions within the year, the year-end bonus is calculated based on the proportion of actual months worked within that year (fractions of a month less than 15 days are counted as half a month, more than 15 days are counted as a full month):
一、停薪留職者：其年終獎金，於復職滿三個月後核給。
1.	Those on unpaid leave: their year-end bonus will be granted after they have resumed work for three months.
二、中途到職者。
2.	Those who join the school mid-year.
三、退休者。
3.	Retirees.
四、資遣者。
4.	Those who are laid off.
五、在職死亡者。
5.	Those who pass away while in service.
第五條　教師帶職帶薪之年終獎金
Article 5: Year-End Bonuses for Academic Staff during Temporary Leave with Pay
教師帶職帶薪（即留職留薪，如：國外進修、教授休假研究等），按年終獎金之1/2發給。
Academic staffs on temporary leave with pay (such as overseas study, sabbatical leave, etc.) are awarded half of the year-end bonus.
第六條　不發給年終獎金之狀況
Article 6: Situations Where Year-End Bonuses Are Not Issued
[bookmark: _Hlk87948798]一、離職：當年度一月三十一日前離職者。
1.	Resignation: those who resign before January 31 of that year.
二、免職：當年度年終獎金發放日期前受免職處分者。
2.	Dismissal: those who are dismissed before the date of year-end bonus disbursement within that year.
三、客座教授：單一薪俸。
3.	Visiting professors: only base salary.
第七條　發放日期
Article 7: Disbursement Date
每年度（自元月一日至十二月三十一日）年終獎金於翌年元月廿日發放，但元月廿日與農曆除夕相距在十五日以上時，以農曆除夕前第十五日為發放日。
The year-end bonus for each year (from January 1 to December 31) is disbursed on January 20 of the following year. However, if January 20 is more than 15 days away from Lunar New Year's Eve, the bonus will be disbursed 15 days prior to Lunar New Year's Eve.
第八條　獎懲之加扣標準
Article 8: Standards for Adjustments Based on Rewards and Penalties
教職員工在當年度曾受獎懲者，依下列標準加扣其年終獎金：
For academic and administrative staff who have received rewards or penalties during the year, their year-end bonus will be adjusted according to the following standards:
一、嘉獎一次：加發三日本俸。
1.	One commendation: an additional three days of base salary.
二、記功一次：加發十日本俸。
2.	One merit: an additional ten days of base salary.
三、記大功一次：加發三十日本俸。
3.	One major merit: an additional thirty days of base salary.
四、申誡一次：扣減三日本俸。
4.	One reprimand: a deduction of three days of base salary.
五、記過一次：扣減十日本俸。
5.	One demerit: a deduction of ten days of base salary.
六、記大過一次：扣減三十日本俸。
6.	One major demerit: a deduction of thirty days of base salary.
第九條　實施與修訂
Article 9: Implementation and Amendment
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.


附件一
一、考勤獎勵比率表：
	請假日數
	獎勵比率
	請假日數
	獎勵比率

	0
	110 %
	10 ~＜11
	56 %

	1/32 ~ 3/32
	108 %
	11 ~＜12
	51 %

	1/8 ~ 7/32
	106 %
	12 ~＜13
	47 %

	1/4 ~ 11/32
	104 %
	13 ~＜14
	42 %

	3/8 ~ 15/32
	102 %
	14 ~＜15
	38 %

	1/2 ~ 31/32
	100 %
	15 ~＜16
	33 %

	1 ~＜2
	96 %
	16 ~＜17
	29 %

	2 ~＜3
	92 %
	17 ~＜18
	24 %

	3 ~＜4
	86 %
	18 ~＜19
	20 %

	4 ~＜5
	82 %
	19 ~＜20
	16 %

	5 ~＜6
	78 %
	20 ~＜21
	11 %

	6 ~＜7
	73 %
	21 ~＜22
	7 %

	7 ~＜8
	69 %
	22 ~＜23
	2 %

	8 ~＜9
	65 %
	23 以上
	不獎勵

	9 ~＜10
	60 %
	
	 


二、各種假別換算請假日數標準如下：
	[bookmark: _Hlk216688353]假別
	事假
一日
	病假
一日
	撫育假
家庭照顧假
公傷假
舒心假一日
	曠職
一日
	遲到
早退
一次
	生理假
一日
	安胎假
一日

	換算
日期
	1
	1/2
	1/32
	5
	1/16
	1/16
	1/64


三、年度中有撫育、生理、家庭照顧、安胎假、公傷假紀錄，依下列方式合計考核獎勵比率：
　　（一）事病假、遲到、早退、曠職等換算請假日數後之獎勵比率若高於100%，則併計安胎、撫育、生理、家庭照顧、公傷假換算請假日數：
   1. 併計後若仍高於100%，依實際比率合計。
   2. 併計後若等於或低於100%，以100%計。
　　（二）事病假、遲到、早退、曠職等換算請數後之獎勵比率若等於或低於100%，則安胎、撫育、生理、家庭照顧、公傷假不予併計，併按事病等假換算後核計考勤獎勵比率。
　　（三）准給公傷假者（但因執行職務，奮勇負責而准公傷假者，得經專案簽准，免按比例計算）。
四、組長（含代理組長）以上人員平日考勤獎勵比率最高以100%為限。

Annex I
1.	Attendance Award Ratio Table:
	Number of Days of Leave
	Award Ratio
	Number of Days of Leave
	Award Ratio

	0
	110 %
	10 ~<11
	56 %

	1/32 ~ 3/32
	108 %
	11 ~<12
	51 %

	1/8 ~ 7/32
	106 %
	12 ~<13
	47 %

	1/4 ~ 11/32
	104 %
	13 ~<14
	42 %

	3/8 ~ 15/32
	102 %
	14 ~<15
	38 %

	1/2 ~ 31/32
	100 %
	15 ~<16
	33 %

	1 ~ <2
	96 %
	16 ~<17
	29 %

	2 ~ <3
	92 %
	17 ~<18
	24 %

	3 ~ <4
	86 %
	18 ~<19
	20 %

	4 ~ <5
	82 %
	19 ~<20
	16 %

	5 ~ <6
	78 %
	20 ~<21
	11 %

	6 ~ <7
	73 %
	21 ~<22
	7 %

	7 ~ <8
	69 %
	22 ~<23
	2 %

	8 ~ <9
	65 %
	23 or above
	0%

	9 ~ <10
	60 %
	
	 


2.	The standards for converting various types of leave into the number of days of leave are as follows:
	Type of Leave
	Personal Leave

1 day
	Sick Leave

1 day
	Family Care Leave
Nursing Leave
Occupational Injury Leave
Mental health leave
1 day
	Absence Without Leave

1 day
	Tardiness
Leaving Early

1 time
	Menstrual Leave

1 day
	Pregnancy Bed Rest Leave

1 day

	Conversion Days
	1
	1/2
	1/32
	5
	1/16
	1/16
	1/64


3.	For records of nursing, menstrual, family care, and occupational injury leave during the year, the attendance award ratio is calculated as follows:
(1) If the award ratio after converting the number of days for personal and sick leave, tardiness, early departure, and AWOL is higher than 100%, then add the converted number of days for menstrual and family care to the calculation:
1.	If still above 100% after adding, calculate based on the actual ratio.
2.	If equal to or below 100% after adding, calculate at 100%.
(2) If the award ratio after converting the number of days for personal and sick leave, tardiness, early departure, and AWOL is equal to or below 100%, then menstrual, family care, and occupational injury leave are not combined, and the attendance award ratio is calculated based on the converted number of days for personal and sick leave, etc.
(3) Those granted occupational injury leave (however, those granted leave due to bravely performing their duties may, with special approval, be exempt from proportional calculation).
4.	The maximum daily attendance award ratio for division chiefs (including acting chiefs) and above is limited to 100%.
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