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明志科技大學
Ming Chi University of Technology
停職人員管理辦法
Guidelines for Management of Suspended Personnel
93.08.01校務會議制定
Established by the University Council Meeting on 2004.08.01.
100.10.14校務會議修訂
Amended by the University Council Meeting on 2011.10.14.
第一條　目的
Article 1: Purpose
為使本校停職人員之管理作業有所遵循，依人事管理規則第廿六條規定，訂定「停職人員管理辦法」（以下簡稱本辦法）。
To establish a procedural framework for the management of suspended personnel at Ming Chi University of Technology, these "Guidelines for Management of Suspended Personnel" (hereinafter referred to as these Guidelines) are set in accordance with Article 26 of the Personnel Management Rules.
第二條　範圍
Article 2: Scope
凡本校停職人員之停職核定、人事通知單之開立、處理提報、處分及復職等有關事項，除「人事管理規則」已有規定者外，悉依本辦法之規定辦理。
This applies to the approval of suspension, issuance of personnel notifications, handling and reporting, disposition, and reinstatement of suspended personnel at Ming Chi University of Technology, in addition to what is already stipulated in the "Personnel Management Rules."
第三條　停職之核定
Article 3: Approval of Suspension
本校教職員工因涉及刑（民）事案件、財務糾紛或其他原因須予停職調查時，人事室應以書面報告敘明案件內容及須予停職理由陳校長核定。
When academic and administrative staff at Ming Chi University of Technology are involved in criminal (civil) cases, financial disputes, or other reasons necessitating suspension for investigation, the Personnel Office should submit a written report detailing the case and reasons for suspension for approval by the President.
第四條　人事通知單之開立
Article 4: Issuance of Personnel Notification
停職處分人員之案件經核定後，人事室應即憑以開立「人事通知單」送各有關單位。
Once the suspension decision is approved, the Personnel Office should immediately issue a "Personnel Notification" to all relevant units.
第五條　定期報告
Article 5: Regular Reporting
人事室應於每一、四、七、十月各月份十日前將仍未結案及最近三個月已結案之「停職人員處理報告」（表號：A220310102）陳校長核閱。
The Personnel Office should submit a "Report on the Handling of Suspended Personnel" (Form: A020310102), covering unresolved cases and those resolved in the past three months, to the President for review by the 10th of January, April, July, and October.
第六條　結案報告
Article 6: Final Report
停職處分人員之停職原因如已調查、處理終結或經司法機關判決確定，人事室應於七日內作成報告，並就受停職處分人員之情形擬訂處分建議，陳校長核定。
If the reasons for the suspension of personnel have been investigated, resolved, or adjudicated by a judicial authority, the Personnel Office should prepare a report within seven days and propose a disposition suggestion for the suspended individual, for approval by the President.
第七條　停職人員之處分與復職
Article 7: Disposition and Reinstatement of Suspended Personnel
停職人員之處分為免職、大過、小過、申誡、警告等五種，除免職外，其餘均應准予復職。人事室依核定結果開立「人事通知單」，並溯自停職日起生效。
The dispositions for suspended personnel include dismissal, major demerit, minor demerit, reprimand, and warning. Except for dismissal, reinstatement should be allowed for all other dispositions. The Personnel Office should issue a "Personnel Notification" based on the approved results, effective retroactively from the date of suspension.
第八條　停職人員之薪資給付
Article 8: Salary Payment for Suspended Personnel
停職人員自停職日起薪資及獎金計給及受處分年度之年終獎金暫停發給。
Salary and bonus payments, as well as the annual bonus for the year of the disposition, are suspended from the date of suspension.
第九條　復職
Article 9: Reinstatement
一、復職人員復職後，其原有薪資溯自停職日回復，停職期間之薪資及獎金，應於復職後十五日內一次補發。但復職當月之薪資得於發薪日發給。
1.	Upon reinstatement, the original salary of the reinstated staff is retroactively restored from the date of suspension, and the salary and bonus for the period of suspension should be paid in full within fifteen days after reinstatement. However, the salary for the month of reinstatement can be paid on the salary payment day.
二、停職期間之年資應予照計。
2.	The years of service during the suspension period should be duly counted.
第十條　實施與修訂
Article 10: Implementation and Amendment
[bookmark: _Hlk40424818]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 are implemented following approval by the University Council Meeting and ratification by the President. The same applies to any amendments.
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停職人員處理報告
年  月  日
	姓名
	職(稱)位
	任職單位
	停職
	結案註記
	結案報告摘要或
未結案原因及處理對策
	預定結案
日期
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	結案
	未結案
	
	

	
	
	
	
	
	
	
	
	


校長：                 院級主管：                 系級主管：                 人事室：
表號：A220310102


Report on the Handling of Suspended Personnel
Date:
	Name
	Position (Title)
	Department
	Suspension
	Case Status
	Summary of Resolved Cases or Reasons for Unresolved Cases and Handling Strategies
	Expected Resolution Date

	
	
	
	Date
	Reason
	Resolved
	Unresolved
	
	

	
	
	
	
	
	
	
	
	


President: ___________ Dean: ___________ Chair: ___________ Personnel Office: ___________
Form: A220310102
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