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Amendment passed by the Student Affairs Meeting on May 26, 2021.
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Obijective/Purpose

The “Guidelines of Leave Application for Students”
(hereinafter called these “Guidelines”) is established to
provide a reference for leave application when students
cannot come to class, join the assembly, or need to go out of
the school for some reason.
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Applicability
These Guidelines shall apply to all MCUT students
(including students with delayed graduation).
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Method of Application
Leave shall be applied for over the online leave application
system.
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Types of Leave

The nine types of leave are: personal leave, sick leave,

duty-related leave, compassionate (bereavement) leave,

marriage leave, maternity leave, leave for the annual ritual

of indigenous peoples, parenting leave, and breastfeeding

leave.

1. Personal leave
Leave shall be applied for in advance with valid
documents of proof. When there is a major accident or
special occurrence that advance leave application is
prevented, students shall first report to the warden, class
advisor, or counseling military training and education
officer in advance and make up the leave application
procedures after returning to school.

2. Sick leave:
Ordinary sick leave: A proof of medical attention,
parent’s proof shall be submitted for leave of one day or
a certificate of diagnosis issued by a medical institution
shall be submitted for leave of two or more days.
Students shall complete the leave application
procedures within six days after returning to school.
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Menstrual leave: Female students may apply for
menstrual leave for one day for the physical discomfort
due to menstruation. To response the menstruation
privacy of students, no proof shall be needed (this shall
be considered as ordinary sick leave from the second
day onwards).
3. Duty-related leave
On-campus duty-related leave shall be approved by the
assigning unit by signing and affixing the seal and the
consented by the responsible person. Off-campus
duty-related leave shall be applied for in advance with
the military service documents or the documents of the
on-campus and off-campus competent administrative
units. No application afterwards shall be accepted.
4. Compassionate (bereavement) leave
The relevant documents (death certificate or obituary)
shall be submitted to apply for the leave. Eight days of
leave shall be granted for the decease of the lineal
relatives (including adopted parents and step parents) of
the student or his or her spouse; and five days of leave
shall be granted for the decease of the siblings of the
student or his or her spouse. (Leave in excess of these
lengths shall be considered as personal leave.)
5. Marriage leave
The relevant documents (wedding invitation or
moving-in household registration transcript) shall be
submitted to apply for the leave. Eight days of leave
shall be granted. Students shall take the leave in one
time. One time of marriage leave shall be allowed for
each academic year.
6. Maternity leave
(1) The relevant documents (birth certificate or
hospital’s certificate) shall be submitted to apply
for the leave. Thirty days of leave shall be granted
for normal childbirth. Fourteen days (including
public holidays) of leave shall be granted for
miscarriage within pregnancy for three months.
Leave shall be taken in one time and will not be
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included in the absence length (hours) for rejection
of examination.

(2) Male students are entitled to a two-day paternity
leave for the childbirth of their spouse. Leave will
not be included in the absence length (hours) for
rejection of examination.

7. Leave for the annual ritual of indigenous peoples

(1) Students who are indigenous peoples may apply for
the one-day ritual leave (the actual date shall be
subject to the dates announced by the Council of
Indigenous Peoples, Executive Yuan, each year) for
the annual ritual of indigenous peoples.

(2) When applying for the ritual leave, indigenous
students shall submit the household registration
transcript, household certificate, or documents of
proof issued by the government agency. (Such as
documents issued by the village office.)

8. Parenting leave

Students needing to apply for parental leave due to an

occurrence of their children aged under three years shall

submit the household certificate or birth certificate.

Leave will not be included in the absence length (hours)

for rejection of examination.

9. Breastfeeding leave

Students needing to breastfeed children aged under one

year may collect milk two times a day on principle, and

each time shall be one period. Leave will not be
included in the absence length (hours) for rejection of
examination.
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Article 5 Regulations for Leave Application
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1. Students shall fill in the “Student Leave Application
Form” before applying for leave and upload the
relevant documents of proof for the system to
automatically deliver them to the class advisor or
counseling military training and education officer to
forward to the Student Assistance Division to proceed
with leave application. When dormitory housing is
prevented for leave in the evening or for multiple days,
students shall also report and register to the warden.

2. When advance application for sick leave or
compassionate leave is prevented, students shall first
report to the warden, class advisor, and military training
and education officer orally or over the phone and make
up the leave application procedures within six days
after returning to school. Students failing to make up
the leave application procedures within six days
(excluding holidays) after returning to school, the
system shall reject online application from the seventh
day onwards, and students shall make up the leave
application procedures in paper format. Students shall
be disciplined with a reprimand for make up the leave
application procedures within the seventh to the twelfth
days. Make up the leave application procedures from
the thirteenth day onwards shall not be accepted.
However, application for leave one week before the end
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of a semester shall be completed before the end of
semester.

Students using forged seals of parents or engaging in
deception shall be deemed as unexcused absence and
disciplined according to the “Guidelines of Reward and
Discipline for Students”.

The maximum length of duty-related length shall be 45
hours each semester. The length in excess of 45 hours
shall be considered as personal leave, except for
participation in various events led by academic staff.
The mark deduction for leave shall be subject to the
“Guidelines for Conduct Evaluation of Students”.

After discovering errors in the incomplete leave
application or unexcused absence records shall apply
for corrections within two weeks. Extension to thirty
days may be allowed for special situations.
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Article 6 Responsibility and Authority for Leave Approval
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1.

Leave for one day (including off-campus housing) shall
be approved by the class advisor and counseling
military training and education officer.

Leave for two to three days shall be approved by the
director of the Student Assistance Division.

Leave for four to six days shall be approved by the
associate dean of student affairs.

Leve for seven days or long 7 shall be approved by the
dean of student affairs.

Leave application of students with delayed graduations
of all programs and year 2 students of master’s
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programs shall be approved by the department
(graduate institute) chair and the counseling military
training and education officer.

6. Leave application of internship students shall be subject
to the regulations of the relevant internship units
(employers).
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Article 7 Implementation and Amendment
These Guidelines shall be promulgated and implemented
after the passage of the Office of Student Affairs and the
approval of the president. The same shall apply to the
amendments hereto.
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