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Student Leaves of Absence
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These Regulations are instituted in accordance with the “Chang Jung Christian
University Regulations” to govern the leaves of absence of students.
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Students are required to take leaves of absence if they are unable to attend classes,
meetings or others activities; students that fail to take a leave of absence or if the leave
of absence has not been approved, will be deemed absent from class.
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Students' leave shall be divided into official leave, sick leave, personal leave,

bereavement leave, maternity leave, marriage leave, physiological leave, mental health

leave, epidemic prevention leave, nursing leave, and Aboriginal New Year's Day of

Worship, which shall be handled in accordance with the following provisions:
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(1) Official leave: The competent authority of the university shall issue a certificate
and an approval document for this purpose. Students who respond to the call of
conscription service shall present documentation issued by the related entities.
Upon approval, the duration of the official leave shall be deemed normal
attendance in class.
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(2) Sick leave: Those who take leave for more than one day due to illness must have



a certificate from the medical institution.
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(3) Personal leave: If the personal leave lasts for more than one day, proof of
participation in related events WiII be necessary.
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(4) Bereavement leave: For the decease of parents, grandparents, great grandparents,
next of kin (including siblings) with the proof of related valid documents, one
week of leave for this purpose will be granted as official leave. Over one week
will be granted as personal leave.
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(5) Maternity leave:
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@ Eight days of prenatal leave before childbirth.
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@ Eight weeks of maternity leave shall be granted to those who give birth, and
seven days of abortion leave shall be given to those who have miscarried before
three months of pregnancy; If the pregnancy is more than three months but less
than seven months old, the abortion leave shall be 28 days.
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® For those who have miscarriage due to accompanying their pregnant spouse or
partner for prenatal check-ups, childbirth, or pregnancy of more than 20 weeks,
they will be given seven days of paternity examination and paternity leave, and
the application shall be divided into batches.
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@ Leave for paternity check-up shall be made during the pregnancy of the spouse
or partner; Leave for paternity shall be granted within a total of 15 days
(including holidays) before and after the date of childbirth or miscarriage of the
spouse or partner.
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All of the above should be applied for with relevant supporting documents such
as hospitals or clinics.
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(6) Matrimonial leave: one week of holiday will be granted for students who are

getting married with the proof of valid documents.
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(7) Menstrual leave: Female students who have difficulties in attending school due to

their menstrual days are entitled to take one day of menstrual leave per month

without the need to present a certificate.
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(8) Mental health leave : Students encountering mental stress can apply for leave
without documentary evidence for up to three days per semester.
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(9) Epidemic prevention leave : Students suffering from notifiable infectious diseases
defined by the Centers for Disease Control and Prevention can apply for epidemic
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prevention leave.
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(10) Nursing leave: Limited to the breastfeeding of children under the age of three
(subject to medical care, vaccination, childcare without relatives and other related
matters), the child's birth certificate, photocopy of household registration book or
other documents that can be proved must be attached when applying for leave,
and the individual status of the leave shall be applied for according to the items.
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(11) Aboriginal New Year's Day of Worship: Those who have the status of aboriginal
people may apply for a day off on the annual ceremonies of each aboriginal ethnic
group announced by the aboriginal people's committee in accordance with the
measures for the implementation of anniversaries and festivals.
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A leave of absence must be taken by petition in advance except for sick leave, which
shall be taken within three days after the end of the leave. If an extension of leave is
necessary at the expiration of the previous period of leave, proceed to the procedure
for taking leave as stated in These Regulations. The approval of leave is counted on a
cumulative basis.

éﬁ 4 u@;JmF REEBH el iTE 1;;;—1;5,1% B d HEF S BTk S
’V‘ Bis = A FH 7 Bod S AT E S IET o % B3 P (2)-%E7~5p(%)-
,]“:1?{ ~10 P (F)-Bek > QB 10 P F 4 REPUE
Students who ask for a leave must fill in the leave form online via the University’s
e-system, the leave should be completed according to the number of days approved by
the tutor, department head, dean or principal. The instructors will be notified by the
system. Approval authorization of leave: three days or less-class tutor, five days or
less-department head, 10 days or less—dean of college, more than 10 days—University
President.
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If the leave of absence overlaps with the examination period, notify the Office of
Academic Affairs. If it overlaps with important assembly hours (class meetings, the
time of the department head, orientation of new students, weekly meetings of students
and faculty, and other approved as major assemblies by the University President),
notify the related functional units.
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If any of the following is applicable to students who have taken leave, fill in the
application form online, and print out a hard copy from the system. Present the hard
copy of the application form to the related faculty member for approval and forward it
to the Student Life and Residential Services Section for registration. The system will
inform the teachers of related classes.
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(1) Absence without taking leave for more than 20 cumulative hours in one semester.
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(2) The accumulated personal leave or sick leave exceeds 7 days during the same
month.
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(3) Failure to take leave by the designated deadline.
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Article VIII: Academic performance and taking a deferred examination for students who are absent
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due to taking leave will be arranged by the related faculty members or competent
authority of the university.
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These Regulations shall be subject to the resolution of the Student Affairs Committee
Meeting and the final approval of the President for coming into full force. The same
procedure is applicable to any amendment thereto.



