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Personal Leave

LA | B SRABIRIEBRARLPETSE - A2 | HEM 1 Het -
Leave entitlement for those who have served for less than one academic year is
calculated in proportion to the number of months of employment, and less than one day
shall count as one day.

21300 TER ) RERArEER - RETE 8 /NIFE - L1 HiEt -
Leave can be taken in hours, and if the total number of hours reaches eight shall count as
one day.

3. RE R R B R A B AR RETE - aetiBEiie D8 - 2 HIbR#EE -
The number of days taken for family care leave shall be counted as personal leave, and if]
the total number of days exceeds the required days, the salary shall be deducted on a
daily basis.

R JrE IR (R
Family Care Leave

PRSIk S TRPG R ~ 584 B EE 2 o A R R AR B IR - 15385 E R
B - HARA B ABEETR -

Family care leave is for taking care family members due to vaccination, serious illness or
other major incidents, and the number of days taken shall count as personal leave.
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Sick Leave
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1. R HEEE - DB - 500 T REEArSE R - REtE 8 /N - DL 1
Hat -
If the number of days taken exceeds the required days, the leave shall be offset by
personal leave. Leave can be taken in hours, and if the total number of hours reaches
eight shall count as one day.

2. R 2 HULE » JEMR R BRIEREEIE -

Those who apply for more than two consecutive days of sick leave shall provide a
certificate issued by a medical institution.

3. BEAG IR e A ZRa s BET2 B A R EF R EE  SERRZ

ARERY  HERFHEH —THERFRZEHER - 2 FAaHEIEASE
W 1A HEERETE 1 FLEE - HERHRRSERER - MRam > HENE
REBIES - TEIEURINEEE | REFESE - 8845 3 (B H G 2 B - JE
RITEfER -
If a major injury or illness cannot be cured in a short period, or if a doctor diagnoses that
it is necessary to take leaves for recuperation due to pregnancy, the leave may be
extended with the approval of the President. The extended leave period counts from the
first day of the first extended sick leave. The whole extended period shall not exceed one
year within two years cumulatively. The extended sick leave can be re-counted for after
cancellation and reinstatement for more than a year. If employees have not recovered,
they shall be retired if they are eligible for retirement or redundancy. If not, they shall be
given a medical allowance of three months' salary and discharged immediately.

4. R B - [Eie AR R BT I E R B REUE R - ZiaiiE®E » AR
MR -

A medical certificate is required for staff to cancel leave without pay or apply for
reinstatement (exempted for those on recuperation due to pregnancy).

5 ERPIRE - IRERAERIRE A (n ZtEBET R dis: -

The year-end bonus for those who have taken extended sick leave is calculated based on
the percentage of the actual months of service.

6. A= {Eda 3 H 255 R H B AdmfiEt & -

Menstrual leave over 3 days should be counted as sick leave.

A
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L 2 NBRAM AT FARNEE - GaEEE KR -

Female staff suffering from menstrual pain can take a day's leave.

1 day per |2- BARGE 1 B> 2FFEHECRE 3 H A AREER > Heg HEGF A IREGETR -
Menstrual Leave month Allow taking a day's leave each month. If the number of days taken exceeds three days a
year, the remaining days shall count as sick leave.
L e R e SR 2 FREIE A S O A RS -
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Marriage Leave

14

Please submit the Household Registration Transcript or photocopy of the Household
Certificate to apply for the marriage leave.

2. BRINFFAR S AR Rz IR SE BeE SN IEE S5 HE S aC H AT 10 HEE 3 (8 H AaE & -
Marriage leaves shall be taken within three months from the 10th day before the date of]
marriage registration, except for those whose leaves are approved by the President to be
taken later due to specific situations.

3B B T R ERAEER -

Leave can be taken in hours and in separate applications.

4. ZEN Bt ANARERZ E AR 72 (- i sRE a2 (SRR & th e B -
The school shall pay the basic hourly pay to the substitute teacher, but the applicant shall
bear the extra hourly pay.
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L. HEER Al B B S S s A iR T A -
Please submit a certificate from a medical institution or a photocopy of the Maternal Health
Booklet to apply for pre-maternity leave.

21300 TER ) RERAISER - AMHRE R -
Leave can be taken in hours and shall be taken before delivery.

3. MIGHTC SR AERTEGE » DB AT AR (R - 12L 21 H AR » AIR—XK
sae o RIS - HoUERIETRES 2R H % -

. 8
Pre_matemlty Leave Maternity leave can be taken instead, if necessary, for a maximum of 21 days in separate
times if the applicant has taken all the pre-maternity leave before delivery. If there is a
miscarriage during this period, the miscarriage leave shall deduct the maternity leave
taken.
4. ZEN Bt ANARERZ E AR MR 72 (- dE sRE a2 (SRR & th e B -
The school shall pay the basic hourly pay to the substitute teacher, but the applicant shall
bear the extra hourly pay.
IERE ik 4
Normal Delivery
AR 12 RS
gpfy [Miscamiageinthe fist 12014y igp nsmm et s s
t\.f_ﬁ{ﬁ weexs . . Please submit a birth certificate or a certificate from a medical institution.
(FZEf 19z 12 DL E 56 20 2. DR & IS RAPIRE » IE—ZEAE » AR B e -
Matermty R EH Leaves shall be taken in one go starting from the day of occurrence, excluding regular
leave |Miscarriage after 12 21 holidays. Sum\n}er/winter vacations ihall not be deducted. N
(Miscarﬁaweeks and less than 20 3. A N\ AR B AR R AT SO - R o 2 AERER S BT B (T -
weeks The school shall pay the basic hourly pay to the substitute teacher, but the applicant shall
ge leave) 25 20 L. FiE bear the extra hourly pay.
a5 42
Miscarriage after 20
weeks
L. e A BRI 2E E e i AR S -
Please submit a birth certificate or a certificate from a medical institution.
2 A5 DT RERIEER o AR R - TERICEBR RS R E
S s T o e KR A H SRR DA AE 15 0 CRIEHIRA) FIHeE -
Leave can be taken in hours and in separate applications. Leave for accompanying a
Pregnancy. CheCkup 7 spouse for prenatal checkups shall be taken during the spouse’s gestation period.
Accompaniment and Paternity leave shall be taken during a 15-day window (including regular holidays)
Patemity Leave before and after the day of delivery or miscarriage.
3. FEm bt AARERZ ARG A 5 S () B SRl oy 2 (RS R R A -
The school shall pay the basic hourly pay to the substitute teacher, but the applicant
shall bear the extra hourly pay.
CRE -~ FCfESET 15
Death of parent/spouse
BCEE - FLRZ RS
TAIET
Death of step 10
. |parent/spouse’s 1. fEI AEMNE SR EHE R -
%I\%EX parent/child Please submit the obituary or the death certificate.
Funeral | EGHCRE ~ tHACRE ~ B 25 DL T BB EFSEC Z HEEE H S -
leave |[{E2Z1HCEE o> 4 Leave can be taken in hours and in separate applications. It shall be taken within 100
ORE -~ SRR days from the date of death.
Death of great 5
grandparents/grandpare
nts/spouse’s
grandparents/spouse’s
step-parents/siblings
i 1B 5 2 B
After | academic yearl g1 fgbL "B, ATAHIE SR EH IR CRIFME00-17:00) 5
Ot service, from the 2 Leave can be taken in hours. Leave applications during winter and summer vacations
?Caderxmc year _ shall base on normal working hours (8:00-17:00).
N[ i 3 B 5 4 BRI 2. FMEABRTLA MRS - IR EFEE(ERI - (7 2 E 22 AE R H BEe s
Annual After 3 academic years 14 EASIRE CRE 1 HEL 1 HED) -
of service, from the 4% Those who join after September shall be granted proportionate leaves in the next
leave academic year academic year when the school continues to employ them, according to months of]
S 6 ERAE 55 7 EARE service in the first academic year (less than one day shall count as one day).
After 6 academic vears XPBFETTH(FE 8 A 1 FEEFZ4E -
Y 21 Leaves are granted according to academic year (1 August each year).

of service, from the 7™

academic year




W 9 B 0 55 10 EEAEHE
After 9 academic years of] 28
service, from the 10"
academic year
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After 14  academic 30
years of service, from
the 15" academic year
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PR EERIRpRI SRR H (RIS SRR - (SR -
http://www.apc.gov.tw/portal/docList. Those having an indigenous identity may apply for leave during the annual festival days
html?CID=0991B05985DBFF77 1 as announced by the Council of Indigenous People following the Regulations for the
Indigenous Ceremonial Implementation of Memorial Days and Festivals.
Holiday 2. PR EL LIRS AR -

Applicants shall submit documents proving their ethnicity and family registration.

1. R BAZ AR N SCEARRRRE A S -
Applicants shall submit relevant documents such as official documents of approval.
i 2. HBUREISF EZof > JERNEATRZAE - JE LB (BR) HEBURBRE -
A 1EX Applicants shall submit business leave application for approval in advance, and the number of days shall
Business Leave be approved according to actual needs, same for non-working/studying days or holidays.
3. RAHZEBERIESL - SIRAR T HRE SR | FUE . -
Reimbursement of business travel expenses are administered per the university's Travel Expenses
Guidelines.

fff5F Note :
. ZOREFBRIERARANTILE  CAERGEEHRER - (HASRREEEN  SHESEIE AR - ihEREH

Mg EE - A 3 H AR T @RS DG -

Faculty members shall apply for leave in advance by person and be allowed to leave only after approval. However, in case
of urgent illness or emergency, a colleague or relative may act on behalf of the faculty member or notify the supervisor on
the day of the incident, and complete the leave application within three days, or else deem absenteeism.

. BREAERMEE Z H 2 9RRZAS N - 5B 3 BN 4R e - @83 1 (R EERIXE - AR
A — RN FE AR RAZ A - Other than business leave applications to be approved by the President, leave of absence
within three days shall be approved by the Level 1 Unit In-Charge, and leave of absence of more than three days shall be
reviewed by the Level 1 Unit In-Charge and then the President for approval. Leave applications of Level 1 Unit
In-Charges shall be approved by the President.

B AR T B A ERA -

This document is according to the Regulations of Leave Application for CYUT Staff.
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