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Chang Jung Christian University Faculty and Staff Leave and Vacation Regulations
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Approved on November 6, 2001 by the Executive Meeting.
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Revised and approved on October 17, 2007 by the beginning-of-semester University Affairs Meeting of Academic Year 2007 Semester 1.
Revised and approved on October 2, 2012 by the 2nd Administrative Meeting of Academic Year 2012 Semester 1.

Revised and approved on October 3, 2012 by the beginning-of-semester University Affairs Meeting of Academic Year 2012 Semester 1.
Revised and approved on September 18, 2014 by the 2nd Administrative Meeting of Academic Year 2014 Semester 1.

Revised and approved on October 1, 2014 by the beginning-of-semester University Affairs Meeting of Academic Year 2014 Semester 1.
Revised and approved on October 16, 2014 by the 18th Meeting of the 8th Board of Directors.

Revised and approved on March 13, 2017 by the beginning-of-semester University Affairs Meeting of Academic Year 2016 Semester 2.
Revised and approved on September 21, 2017 by the 2nd Administrative Meeting of Academic Year 2017 Semester 1.

Revised and approved on October 2, 2017 by the beginning-of-semester University Affairs Meeting of Academic Year 2017 Semester 1.
Revised and approved on February 21, 2019 by the 1st Administrative Meeting of Academic Year 2018 Semester 2.

Revised and approved on March 11, 2018 by the beginning-of-semester University Affairs Meeting of Academic Year 2018 Semester 2.
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Article I The Regulations are formulated to govern matters pertaining to the leave and vacation time
of faculty and staff.
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Article II The Regulations are in accordance with the Teachers Act, the Act of Gender Equality in

Employment, the Labor Standards Act and relevant laws and regulations governing leave

for teachers, civil servants and laborers.
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Article IIT The University's leave regulations for teachers and faculty shall be as follows:
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1.  Personal leave: Personal leave is divided into ordinary leave and family care
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leave.

Seven days of ordinary leave per academic year are allowed for personal



business.

Seven days of family care leave per academic year are allowed to personally
take care of family for immunization, major illness or other major accidents. The
number of days for family care is included into the calculation of personal leave.
If total ordinary leave and family care leave exceeds seven days, salary for the
number of days shall be deducted accordingly.
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Sick leave: Sick leave may be taken for treatment of illness or recuperation.
Those who take two days of sick leave must submit receipt for medical treatment;
those who take three or more days of leave must submit a medical certificate
issued by a medical institution contracted by the National Health Insurance or
qualified clinics. Total sick leave is 28 days per academic year, and excess shall
be offset by remaining personal leave.
Female faculty and staff who have difficulty working during their menstrual
period shall have one day of menstrual leave per month. Total menstrual leave
shall not exceed three days per year, and shall not be included with sick leave.
Remaining days of menstrual leave shall be included into sick leave.
Those with major illness requiring longer term of treatment may extend leave
upon approval by the University President. The limit of extension is three
months. Those exceeding the limit shall apply for one year of leave without pay.
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3. Wedding leave: Wedding leave is 14 days for those getting married. Except for
special circumstances approved by relevant organizational authority for delayed
leave, wedding leave must used up within one month of the date of marriage.
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4.  Maternity leave: Maternity leave for childbirth is forty-two days (excluding
national holidays. However, the University's flexible leave for winter, summer
and spring break is included).

Those who miscarry a pregnancy of more than three months but less than seven
months shall be given twenty-eight days of maternity leave.
Those who miscarry a pregnancy of less than three months shall be given seven

days of miscarriage leave.
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Prenatal leave: Eight days (shall be applied per time, and shall not be
accumulated for after childbirth).
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6.  Accompanying matemity leave: The spouse of childbirth is given five days to
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accompany the childbirth.
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7.  Bereavement leave: For the death of parents, spouse: 15 days.
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For the death of step-parents, parents of spouse, children: 10 days.
For the death of great grandparents, grandparents of self or spouse, step-parents
of spouse, brothers and sisters: 5 days.
Except for the stepparents of self or spouse where the self or spouse was raised
by the step-parents or is still living with the step-parents prior to their death, the
other bereavement leave shall be limited to natural blood relation or blood
relations in fiction of law to the deceased at the time of death. Bereavement
leave shall be applied per incident, and shall be used up within 100 days of the
death.
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8.  Indigenous ceremonial leave: In accordance with the Regulations on Memorial

Days and Holidays, those with indigenous identity shall apply for leave for
ceremonies pertaining to their tribe, as specified by the Council of Indigenous
Peoples
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9. Teacher apphcatlon for leave shall be handled in accordance with the
Regulations. For teachers with concurrent administrative supervisory position, if
their leave exceeds one month, their supervisory pay shall be transferred to the
acting supervisor.
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Leave for the University's janitorial workers, technicians and non-staff employees

shall be handled in accordance with the Labor Standards Act and the Labor Rules for

Leave.
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Article IV University faculty and staff shall be given statutory leave for the following reasons:
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1. Assigned to participate in meetings convened by the government.
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Participation in job related government examination, as approved by the
University.
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3. Recall into military service in accordance with the law.
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4. Participation in government elections.
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5. Recuperation or treatment for injury or illness sustained in the course of official
duties or commute to work. Leave shall be based on actual need.
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6. Assigned to participate in job related training and advanced studies that are less

than one year.
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7. Assigned to conduct review or participate in international conference.
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8.  Invitation by domestic or foreign orgamzatlons to participate in job related
meetings or activities, or to testify or defend in a sexual assault, sexual
harassment and bullying case, upon approval by the head of the organization.
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Private invitation by other organizations to attend activities such as school
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celebrations, speeches, seminars, observation and reviews.
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10. Invitation to attend conference, listen to thesis presentation, participate in board
of supervisors meeting, participate in Ministry of Science and Technology
research project or non-executive specially funded industry-university
cooperation research.
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11.  Participate in University events, as approved by the University President.

BT OB AREBELIGTAHE AL SLR:
Article V University faculty and staff shall be given public affairs leave for the following

circumstances:
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1. Participation in job related seminars orgamzed or commissioned by the Ministry
of Education.
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2. Participation in inter-university job related seminars, as approved by the



University President.
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3. Assigned as a University representative to participate in or attend a celebration,
event or seminar organized by the government or organizations relevant to the
University.
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4.  Assigned as a University representative to attend international academic

exchanges or seminars and other matters pertaining to establishing sister schools.
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5. Chairing job related international conferences or participation in executive
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specially funded Ministry of Science and Technology project or industry-study
cooperation.
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6.  Assigned by the Board of Directors to handle relevant tasks.
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Article VI Annual leave provisions for employees are as follows:
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1. Those who have been with the University for six months to less than one year shall be
given 3 days of annual leave.

2. Those who have been with the University for one year to less than two years shall be
given 7 days of annual leave.

3. Those who have been with the University for two years to less than three years shall
be given 10 days of annual leave.

4. Those who have been with the University for three years to less than five years shall
be given 14 days of annual leave.

5. Those who have been with the University for five years to less than ten years shall be
given 15 days of annual leave.

6. Those who have been with the University for ten or more years shall be given an
additional one day of annual leave per year to the maximum limit of 30 days.

7. Annual leave for employees shall be calculated from the date of employment and shall



be used up by the end of the current year of employment.

8. Those on leave for 5 consecutive days (excluding Saturdays, Sundays and public
holidays) or going abroad must have prior approval from the University President.
Those leaving without permission shall have their salary deducted according to the
number of days.

9. Unit heads shall properly coordinate and make arrangements for leaves, and fully

implement the substitute system.
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Article VII Staff faculty has no annual leave. However, teachers with concurrent administrative
positions in the previous academic year and who are currently in office shall be given 14
days of leave per academic year. Those on leave for 5 consecutive days (excluding
Saturdays, Sundays and public holidays) or going abroad must have prior approval from
the University President.
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Article VIII University faculty and staff may apply for leave without pay for parenting, caring for
family, temporary transfer or other matters upon special approval from the University

President.
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Article IX The authority for approval of leave for University faculty and staff are as follows:
LK
For Teachers:
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1. Teachers shall be at work for no less than four days per week. Teachers with
concurrent administrative duties shall be handled in accordance with regulations
for administrative staff.
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2. Teachers shall submit make-up class notification together with their leave

application to the Office of Academic Affairs for approval. Those applying for no
more than two days shall be approved by their department director; those for no
more than three days, their college dean; those for no more than five days, the
University Vice-President; and those for more than five days, the University



President. Teachers with concurrent administrative position shall obtain consent
from their unit director and complete a form for substitute. Those going abroad on
leave shall include application for overseas travel, and must be approved by the
University President. Absence from the University without approval is regarded as
absence without leave, and salary shall be deducted according to the number of
days absent.
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3. Leave for teachers with concurrent Level 1 supervisory duties shall be approved

by the University President.
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4. Teachers applying for leave shall give advanced written notice to the Academic
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Affairs Section of the Office of Academic Affairs. Those on leave for more than
one week shall obtain approval from their department director and Dean of
Academic Affairs, find colleagues to substitute for their classes or make up for all
the classes within two weeks after their leave.
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5. Teachers absent for more than 7 days without leave shall be referred to the

University Teacher Evaluation Committee for dismissal.
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6. In addition to complying with the provisions of Article 8 of the Regulations,

teachers applying for leave without pay shall submit their application to all levels
of teacher evaluation committees in accordance with procedure for review and

approval prior to proceeding with matters pertaining to leave without pay.
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For Staff:
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Staff members unable to work due to illness or business shall apply for leave in
accordance with regulations: Leave for no more than two days shall be approved
by Level 2 supervisors; for no more than three days, Level 1 supervisors; for no
more than five days, the University Vice-President; and for more than five days,
the University President.
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2.
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Staff members on leave and annual leave shall have substitutes covering their
duties. The substitute shall confirm the substitution on the leave and vacation

e-system to complete the substitute mechanism.
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3. Staff on leave or on vacation (including those approved by the University
President) shall complete the leave application procedure on the leave and
vacation e-system in advance or within prescribed time. Except for sick leave,
applications shall not be made after the fact. Those who fail to comply are
regarded as absent without leave. However, those with valid reasons approved by
the University President shall be excused.
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4. Staff members who are absent without leave for three consecutive days without
valid reasons, or who are absent without leave for up to 6 days within a month
shall be referred to the Employment Advisory Committee for removal from office
or dismissal.
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5. Except for parental leave without pay in accordance with the for the Act of
Gender Equality in Employment, University staff application for other leave
without pay shall be submitted by the Office of Human Resources Development
to the Employment Advisory Committee for review. Approval shall be obtained

prior to proceeding with matters pertaining to leave without pay.
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Article X The Regulations are implemented upon approval by the Administrative Meeting and
University Affairs Meeting, and subsequent approval by the University President; the

same procedures shall be applied to any amendment.



