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Guidelines of Leave Application for Students

95 & 11 % 30 p i3 ¢RI 77 B
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Amended passed by the Student Affairs Meeting on November 30, 2006.
Amendment passed by the Student Affairs Meeting on August 19, 2025.
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Article 1  Objective/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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Article 2 Applicability
These Guidelines shall apply to all MCUT students (including students with delayed

graduation).
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Article 3 Method of Application
Leave shall be applied for over the online leave application system.
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Article 4
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Types of Leave

The ten types of leave are: personal leave, sick leave, official leave, bereavement leave,
marriage leave, maternity leave, indigenous ceremonial leave, parental leave,
breastfeeding leave, and special leave.

1. Personal leave

36



Leave shall be applied for in advance with valid proof documents. When there is a

major accident or special occurrence that prevents advance leave application,

students shall first report to the housemaster, class advisor or military instructor

training and education officer and complete the leave application procedures upon

returning to school.

Sick leave

Ordinary sick leave: For a one-day leave, a proof of medical attention or a parent's

note must be submitted. For leave of two or more days, a certificate of diagnosis

issued by a medical institution is required. Students shall complete the leave

application procedures within six days after returning to school.

Menstrual leave: Female students may apply for one day of menstrual leave due to

physical discomfort from menstruation. To respect students' privacy, no proof is

required (from the second day onwards, this will be considered ordinary sick

leave).

Official leave

On-campus official leave shall be approved by the assigning unit, signed, and

affixed with the seal, and consented to by the responsible person. Off-campus

official 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 retroactive applications will be accepted.

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 death of a student's lineal

relatives (including adopted parents and step parents) or those of their spouse. Five

days of leave shall be granted for the death of a student's or their spouse's siblings.

Leave exceeding these durations will be considered personal leave.

Marriage leave

The relevant documents (wedding invitation or household registration transcript for

moving-in) shall be submitted to apply for the leave. Eight days of leave shall be

granted, to be taken all at once. One time of marriage leave shall be allowed for

each academic year.

Maternity leave

(1)Relevant documents (birth certificate or hospital certificate) must 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 a miscarriage within the first three months of pregnancy. Leave shall be
taken all at once and will not be counted towards the absence length (hours)

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

7.  Indigenous ceremonial leave

Students with indigenous status may take three days off during the year from the

traditional festivals of their own, their parents', or their spouse's indigenous tribes

(the holiday dates for each year are based on the announcement by the Council of

Indigenous Peoples, Executive Yuan for that year).
8.  Parental leave

Students needing to apply for parental leave due to the care of their children under

three years old must submit a household certificate or birth certificate. This leave

will not be counted towards the absence length (hours) for examination rejection.
9. Breastfeeding leave

Students needing to breastfeed children under one year old may collect milk two

times a day on principle, and each time shall be one section. This leave will not be

counted towards the absence length (hours) for examination rejection.
10. Mental health leave

In cases of psychological discomfort or poor mental condition leading to

difficulties attending classes, mental health leave may be requested (up to 2 days

each time, with a maximum of 7 days per semester). No documentation is required
for the first request each semester, but starting from the second request, students
must submit a 'Student Counseling Certificate' from the Student Counseling

Division of the Student Affairs Office.

11. Epidemic prevention leave

In accordance with the guidelines of the Central Epidemic Command Center and

the Ministry of Education, epidemic prevention leave may be requested in

accordance with the school's epidemic prevention regulations based on relevant
documents recognized by the health authority.
12. Special leave

Students who need to take leave due to special circumstances must submit an

application with relevant supporting documents, which will be reviewed and

processed by the Office of Student Affairs.
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Regulations for Leave Application

1.

Students shall fill in the “Student Leave Application Form” before applying for
leave and upload the relevant proof documents for the system to automatically
deliver them to the class advisor and military instructor. These will then be
forwarded to the Student Assistance Division to process the leave application.
When dormitory housing is prevented for leave in the evening or for multiple days,
students shall also report and register to the housemaster.

When advance application for sick leave or bereavement leave is prevented,
students shall first report to the housemaster, class advisor and military instructor
officer orally or over the phone and complete the leave application procedures
within six days after returning to school. If students fail to complete the leave
application procedures within six days (excluding holidays) after returning to
school, the system will reject online applications from the seventh day onwards,
and students must complete the leave application procedures in paper format.
Students who complete the leave application procedures between the seventh and
twelfth days will be disciplined with a reprimand. Leave application procedures
completed from the thirteenth day onwards will not be accepted. However,
applications for leave one week before the end of a semester must be completed
before the end of the semester.

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

The maximum length of official leave shall be 45 hours each semester. Any leave
exceeding 45 hours will be considered 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 incomplete leave applications or unexcused absence
records, students shall apply for corrections within two weeks. An extension to

thirty days may be allowed for special situations.
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Responsibility and Authority for Leave Approval

1.
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Leave for one day (including off-campus housing) shall be approved by the class
advisor and military instructor.

Leave for two to three days shall be approved by the Division Chief of Discipline
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 programs shall be approved by the department (graduate
institute) chair and the counseling military training and education officer.

Leave of absence for work-study internships should be handled according to the

regulations of each respective internship unit.
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Implementation and Amendment

These guidelines are approved by the Student Affairs Meeting Committee and

implemented upon the president's approval. The same procedure applies to any

revisions.
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Guidelines of Offsetting Demerits for Students After Self-Reflection and
Self-Corrections
B #05 " 25 P Farg kiR
Established by the School Council Meeting on May 25, 2004.
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Amended by the Student Affairs Meeting on May 07, 2025.
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Article 1  Objective/Purpose
In order to encourage students to reflect on their behavior, make positive changes, strive

for improvement, and cultivate good character and academic diligence, the university
has established the “Guidelines of Offsetting Demerits for Students After

Self-Reflection and Self-Corrections™ (hereinafter referred to as “Guidelines”).
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Article 2 Application for Demerit Cancellation
1. Students who have received a reprimand, minor demerit or major demerit in

accordance with the Regulations of Reward and Discipline may apply for demerit
cancellation through the Discipline Division.

2. Only one punishment may be applied for per request..

¥z THE, £33
U HHE LY R o AREECFEFERFE IR 2 2 P A 4
JRE (B 2R B ER ) MEBL PR W ey
SV FHEL LY ) ARG R ERFERORB T 1 B R
120 (B9 6/ ]t d i $RE) - MEBRL P Ed ff aype
Piad o
S L A ) R E R ER G ERIRE 3B P RS 36
P e BRRCE P RIS A i myRm g o
CHEY R EDEFRI D A T L s k8 TR
QLR IS R R A MRl E SR R ST

[

5]

41



Article 3

Article 4
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Requirements for Demerit Cancellation

1. For the cancellation of a reprimand, students shall perform 4 hours of campus service
under the guidance of faculty or staff from relevant university units within 2 weeks
(at least 2 of the 4 hours must be supervised and arranged by the Office of Student
Affairs). Upon approval by the Dean of Student Affairs, the case shall be forwarded
to the Discipline Division for processing.

2. For the cancellation of a minor demerit, students shall perform 12 hours of campus
service under the guidance of faculty or staff from relevant university units within 1
month (at least 6 of the 12 hours must be supervised and arranged by the Office of
Student Affairs). Upon approval by the Dean of Student Affairs, the case shall be
forwarded to the Discipline Division for processing.

3. For the cancellation of a major demerit, students shall perform 36 hours of campus
service under the supervision of the Office of Student Affairs units within 3 months .
Upon approval by the University President, the case shall be forwarded to the
Discipline Division for processing.

4. If a demerit cancellation application is completed before the submission of semester
grades, the disciplinary record for that semester may be removed, and the conduct
score deducted due to the punishment may be restored. If the application is
completed after the submission of grades, only the disciplinary record may be

removed; the conduct score may not be restored.
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Implementation and Amendment
These Guidelines shall be promulgated and implemented after the resolution of the
Student Affairs Meeting and the approval of the president. The same shall apply to the

amendments hereto.
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Emergency Injury Management Regulations for Students
89 # 07 * 11 p 7% ¢ &+ %
School Affairs Meeting Formulation on July 11, 2000
110 # 09 * 08 p & 4 iz&ﬁézl'} 3T
Revised Student Affairs Conference on September 8, 2021

112 & 08 % 24 p 52 F 546 R 137
Revised Student Affairs Conference on August 24, 2023

$ - 15 @A
PEARO2 AT 16D RTINS AF F 0920104837A FL
EORTVAY L ERFEGpAZER > AT HLY
& pAIEPEE | (0T AR R -
Article 1 Legal Basis
In accordance with the Ministry of Education Directive Tai-Can
No. 0920104837A dated July 16, 2003, and the Ministry’s
guidelines for emergency injury and illness management in
schools, these “Emergency Injury Management Regulations for
Students” (hereinafter referred to as “these Regulations™) are
hereby established.

N
~

Iy
IR

RN LR
i%éﬁ?*%iﬁ?ﬂﬁﬂ’%ﬁﬁﬁéﬁi#@ﬁ##
@é%%ﬁzgiﬁlf@TM&ﬂ 2 A2 R 0 1 p P A
R ACE R E G A -

Article 2 Scope and Purpose of Application

These Regulations apply to situations in which students
experience sudden injuries or illnesses (including unstable
mental or emotional conditions) during their studies. Emergency
procedures shall be followed to ensure appropriate medical care
is provided, thereby minimizing the severity of the injury or
illness.
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Article 3

Article 4
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Article 5

Article 6
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Processing Flow
Emergency procedures shall follow the Student Emergency
Injury and Illness Response Flowchart (Annex 1). In cases
occurring during holidays or non-office hours, on-site personnel
shall notify the dormitory counselor, on-duty instructor, or the
campus security office for assistance.

7 2R R

ERERFRE WA pRERY  FAL FRAAEN
o od BREEF L -

Administrative Legal Issues
If any administrative or legal issues arise during medical escort,
examination, or treatment, the school shall handle the matter in
accordance with its designated authority and responsibilities.
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Sign-off Process
A Student Emergency Injury and Illness Report Form (Form No.:
A043020113) shall be completed, and an evaluation conducted
to determine whether psychological counseling or case
management is required.
The electronic sign-off procedure shall follow this sequence:
handler — head of Health Services — advisor — department
chair — guidance instructor — deputy dean of student affairs —
dean of student affairs — vice president — president.
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On-duty Instructor Responsibilities
On-duty instructors shall record relevant incidents in their work
logs and submit the reports to the Student Life and Counseling
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Article 7

Division for inclusion in the campus safety statistics.
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Application for Fares and Condolences

Round-trip transportation expenses and consolation allowances
for medical escort must be applied for afterward using the
“Emergency Medical Escort Expense Application Form” (Form
No.: A043020213).The one-way transportation subsidy is
capped at NT$150. Any excess shall be borne by the applicant.
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Article 8 Exclusion of Subsidy Clause
Subsidies for emergency medical expenses shall not be granted
to students who, upon investigation, are found to have left
without permission, driven without a license, caused the
accident due to personal negligence, or committed disciplinary
violations.

Y4 0E Bamrriga
kPR SH AR B M RE PRI AT R BT
7t e o

Article 9 Implementation and Revision
These Regulations shall take effect upon approval by the
Student Affairs Meeting and promulgation by the President. The
same procedure shall apply to any amendments.
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Ming Chi University of Technology — Emergency Injury/lliness Handling

Flowchart for Students

Student injury or illness

A

y

Daytime (08:00-20:30)

— Students can go to the Division of Health Services or the

Student Dormitory by themselves

Reported or accompanied by a witness to the
Division of Health Services or the Student
Life and Counseling Division

Nighttime (20:30-08:00)

Y

Dorm counselor, on-duty staff, or security
assesses and handles the situation

> Assessed, treated, and recorded by

healthcare personnel

Under observation and

rest in the dormitory

=

Under observation and rest

at the Division of Health

Symptoms relieved

Leave

Call 119 for ambulance transport or—
Accompanied by on-duty security,
dorm counselor, nursing staff, or
classmates— Notify parents/guardians

and administrative supervisors

A 4

¢ Symptoms not

relieved

/

Symptoms not relieved

Escorting personnel must report the
student’s condition and handling

measures to the Division of Health

A 4

Hospital observation

Notify relevant personnel and report to a

higher-level administrative authority

%‘?iﬂj%%@@?’—_%é 86
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Ming Chi University of Technology

Student Emergency Injury and Illness Report Form

Reference No. :

Date

Time

Location of
Incident

Class

Student ID

Name

Incident
Description

Handling
Measures

Follow-up
Condition

Case
Closure
Date

Remarks

Referral to the Student Counseling Division: [ | No [ | Yes (Notification Date:

Included in Case Management Follow-up: [ | No [ ] Yes (Registration Date:

NO : A243020113

%‘i‘iﬁj%%}ﬁs@?—_?‘% 88
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Ming Chi University of Technology

Student Emergency Medical Expense Application Form

Date .
Time )
(Year/M/D) (Hours/Minutes)
Class Student ID
Name Applicate
Transportation | [ Taxi I Private Car Hospital
Transportation Consolation
NTD NTD
Fee Item(s)
Total Amount: NTD
[ Instructions )
1. Transportation Fee: Reimbursement is based on taxi fare, with a
maximum of NT$150 per trip.
2. Consolation Item Allowance:
For mental illness or observation: up to NT$1,000
For hospitalization: up to NT$1,500
For ICU: up to NT$2,000
Remarks 3. Medical Escort:
(1) Escorts outside working hours may apply for compensatory leave.
(2) Transportation and consolation item expenses shall be advanced by
the escort and reimbursed with receipts.
4.  Exclusion Clause:
If, upon investigation, the student is found to have left without
permission, driven without a license, caused the accident due to
negligence, or violated disciplinary rules, the emergency medical
expenses will not be subsidized.
NO:A243020213
£ 28 & A 9
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Ming Chi University of Technology
Advising Performance Evaluation Specific Rules

95.07.13 3% € ki i

Amended by the University Council Meeting on 2006.07.13
113.07.03 ¥ci% € & 2 37

Amended by the University Council Meeting on 2024.07.03
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Article 1 Purpose
Based on the school's teacher performance and competency evaluation
Regulations, the " Advising Performance Evaluation Specific Rules"
(hereinafter referred to as these specific rules) are specially formulated to
maintain and improve the quality of teacher guidance.
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Article 2 Evaluation items
These specific rules apply to full-time teachers in our school. The evaluation
items include: Online Student Advising Evaluation by Students, Supervisor
Assessment, Student Assistance (includes Student Attendance, Assistance for
Morning Activities, Boarding Assistance, Class Meeting Assistance,
Housing Assistance), Extracurricular Activities (includes Participation in
On-Campus and Off-Campus Student Extracurricular Activities, Learning
Participation or Assistance Project Courses), Student Counseling (Student
concerns and student interviews, Participation in the Advising of the Office
of Student Affairs Competency training or forums, Career Advising),
Academy Education (includes Classroom Cleaning, Leading or Assistance

for Academy Education Activities, Participation in Sports Competitions) and
Student Affairs Service.
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Article 3 Evaluation operations

1. Online Student Advising Evaluation by Students: only applicable to tutors.

2. Supervisor Assessment: The maximal average points of a
departments/institutes, center (office) is 25. The minimal and maximal points
of each teacher are 20 and 30. The points of teacher in departments/institutes,
center (office) are evaluated by chairs. Chairs of department are evaluated by
Deans of collage. Vice president, chair of General Education Center,
First-level supervisor of administrative unit, Research Center Director,
Lecturer Chair professors, etc. are evaluated by the President. However, the
points evaluated by Deans of collage and president are excluded from the
calculation of average.

3. Student Assistance, Extracurricular Activities, Student Counseling, Academy
Education and Student Affairs Service: The evaluation units can evaluate
based on the items in the attached assessment sheet. The assessment
principles for each item are separately amended and announced in the annual
plan of office of student affairs.
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Article 4 Implementation and Amendment

These rules shall be promulgated and implemented after passage of the

university council meeting, and approval of the president. The same shall
apply to the amendments hereto.
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2024-2025 Student Advising Performance Assessment Sheet-Assessment Principles

Item | Assessment Number | Description Principles of Assessment
Contents of Points
Cl Online Student | 20 (D) | Data provision by the Office | 1. After calculating the response rate (actual number of respondents/total
Advising of Student Affairs (Student number of respondents), the score percentage shall be calculated with the
Evaluation by Advisor) response rate.
Students
Response >70% | 60%-70% | 50%-60% | 30%-50% | <30%
Rate
Score 100% | 90% 80% 70% 60%
Percentage
2. Number of Points = Average Questionnaire Score x 1/70 x 20 x Score
Percentage
C2 Supervisor 30 Evaluation of overall 1. After the preliminary evaluation of the points of the academic staff of all
Assessment student advising departments/institutes, center (office) directors and department chairs shall
performance of academic submit the results to the college deans for approval. Point Average = Total
staff (course guidance, Number of Points/Number of Academic Staff, with a maximum of 25
participation in class or points.
department/institute student | 2. The president shall evaluate the points for deans/chairs/directors.
activities, involvement in
various university activities)
C3 Student 26 Recommended Number of
Assistance Points
C3-1 | Student Attendance Maximum 8 points (D) 1. Deduction of points based on the student leave and absence statistics.
2. Ranking among similar programs by point deduction for student leaves
and absences.
3. Point granting criteria: Divided into 10 grades (rounded) by ranking,
points from high to low shall be 8 points, 7 points, 6 points, 5 points, 4
points, 3 points, 2 points, 1 point, 1 point and 0 points, respectively.
C3-2 | Assistance for Morning Maximum 2 points 1. School assembly: 0.5 point/time
Activities 2. Sports meeting opening ceremony: 1 point/time
3. Points Obtained Each Time = Points x Class Attendance Rate
4. Point calculation for PE teachers and administrative and academic
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Item | Assessment Number | Description Principles of Assessment
Contents of Points
officers: 0.4 point/time
C3-3 | Boarding Assistance Maximum 8 points Quantity Part (maximum 4 points)

1. Maximum one copy of record per day. Supposed that a student advisor
fills in M copies of the dormitory visit and assistance record, points will
be calculated as follows:

2. M<8 — 0 point; =M < 12— 1 point; 12=M < 16— 2 points; 16=M <
20 — 3 points; 20=M — 4 points.

Quality Part (maximum 4 points):

3. Points will be granted according to the contents of the accommodation
visit and assistance records.

4. Points Obtained = Quantity Points + Quality Points

C3-4 | Class Meeting Assistance | Maximum 3 points (D) Supposed that M copies are actually submitted, points will be calculated as
follows:

M <11 — 0 point; 11=M < 13 — 1 point; 13=M < 14 —2 points;

14 =M = 16 —3 points

C3-5 | Housing Assistance Maximum 5 points Student advisors of year 4, graduate programs, and continuing and extension
education section.

1. Filling in and submission of the class housing status survey form: 0.5
points per semester.

2. On-site visit and submission of visit records: 0.5 points/student
(maximum 4 points).

C4 | Extracurricular | 25 Recommended Number of
Activities Points
C4-1 | Participation in Maximum 15 points 1. Participation in student club activities and department association

On-Campus and
Off-Campus

Student Extracurricular
Activities

activities (1 point/time, maximum 4 points)

2. Acting as a student club appraiser (2 points).

Acting as a student club advisor (0-9 points)

(1) Student club advisor meeting (1 point/time)

(2) Supposed that the activity budget execution rate is X: X<85%—0
point; 85%=X <90%— 1 point; 90%=X—2 points.

(3) Supposed that count of student club activity organization service is
Y: Y<2—0 point; 25Y<4—1 point; 4=Y—2 points.
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Item | Assessment Number | Description Principles of Assessment
Contents of Points
(4) Supposed that the student club evaluation score is Z: Z<60—0
point; 60=Z<70—1 point; 70=Z<80—2 points; 80=7<90—3
points; 90=7—4 points.
C4-2 | Learning Participation or | Maximum 10 points 1. Accompany students to participate in off-campus service-learning practice
Assistance (4 points/time, e.g. voluntary service, educational priority area,
Project Courses development of junior high and elementary schools, orientation camp)
2. Reviewer of the self-learning activities of student clubs (3
points/semester)
C5 Student 25 Recommended Number of
Counseling Points
C5-1 | Student concerns and Maximum 10 points Quantity Part (4 points)
student interviews 6—14 records: 1 point; 15—18 records: 1.5 points; 19-22 records: 2.5 points;
23-26 records: 3.5 points; 27 or more records: 4 points.
Quantity Part (6 points):
Points will be granted based on the contents of the interview record (including
student’s problem and incident, emotional state, advisor management)
C5-2 | Participation in the Maximum 10 points 1. Participation in advising competency and case seminars: 1 point/time.
Advising of the Office of 2. Advising workshops and seed instructor training: 2 points/time.
Student Affairs 3. Advising community: 1 point/time.
Competency training or 4. Special education advising activities: 1 point/time.
forums 5. Career advising training courses: 1 point/time.
C5-3 | Career Advising Maximum 5 points 1. Acting as a seed instructor of career advising to offer career consultation
for service: 0.5 points/time.
2. Assistance and participation in career advising test administration: 0.5
point/time, maximum 1 point.
C6 | Academy 20 Recommended Number of
Education Points
C6-1 | Classroom Cleaning Maximum 5 points (D) Points shall be granted by the ranking in classroom cleaning performance.

Calculations are as follows (If two classes share a classroom, points will be
divided equally):
Rank  Number of Points

Rank Number of Points
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Item

Assessment Number
Contents of Points

Description

Principles of Assessment

1-5 5 6-10 4.5
11-15 4 16-20 3.5
21-25 3 26-29 5
30-33 2 34-37 1.5
38-41 1 42-45 0.5
46-0

C6-2

Leading or Assistance for
Academy Education
Activities

Maximum 10 points

1. The points for “A University Primer” and “Design Thinking” courses
shall be approved by the activity or course responsible units according to
the activity or course contents. (1-4 points/time)

2. The points for leading or assistance for academy education activities shall
be approved by the activity or course responsible units according to the
activity or course contents. (1 point/time, maximum 4 points)

3. Guidance for students to join the Great Ambition (Swan) Project: Points
will be granted based on the actual guidance records and course
assistance, 0.5 point for one Swan Student each semester. (maximum 4
points)

4. Course assistance at the Teaching and Learning Resource Classroom. (1
point/course, maximum 3 points)

C6-3

Participation in Sports
Competitions

Maximum 5 points (D)

For the average times of participation in sports competitions per student in
each class, the Office of Physical Education shall calculate the total number of
participants in the academic year (group competitions with a limit of
participants) and divide the results by the total number of students in class.
Rank Number of Points Rank Number of Points

1-5 5 6-10 4.5

11-15 4 16-20 3.5

21-25 3 26-29 2.5

30-33 2 34-37 1.5

38-41 1 42-45 0.5

46- 0

C7

Student Affairs Service

Maximum 10 points

1. Assistance for getting medical attention or hospital or home visits of
students in emergency medical conditions: 1 point. (maximum 2 points)
2. Collaboration with class counseling seminars, e.g. emotion, interpersonal
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Item

Assessment
Contents

Number
of Points

Description

Principles of Assessment

learning, and affective topics, and Pre-Internship Workshop for year 3
students. (0.5 point/time, maximum 2 points)

3. Seed instructor of teacher advising community. (1 point/time, maximum 2
points)

4. Collaboration with e-portfolio assistance (0.5 point/session)

Participation in campus safety, traffic safety, character education, Purple

Coneflower (Drug-Free Campus) Campaign, tobacco education seminars

and activities. (0.5 point/session, maximum 3 points)

6. Leading or assistance for the project activities organized by the Office of
Student Affairs. (0.5—-1 point/time, maximum 4 points)

V)]

(D) : For classes with dual tutors, the score will be divided equally between the two tutors.
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Ming Chi University of Technology
Regulations for the Selection of Excellent Counseling Mentors

95.05.06 {7 5x € &R A4157

109.03.31 {7 57c € & 12 37

110.10.05 7 5x € R 12 37

111.05.10 7 ¥z € 38 13 37

112.05.09 7 5x € X 12 37

114.729 7o € 3212 37

Established by the University Administrative Meeting on May 6, 2006
Amended passed by the University Administrative Meeting on March 31, 2020
Amended passed by the University Administrative Meeting on October 5, 2021
Amended passed by the University Administrative Meeting on May 10, 2022
Amended passed by the University Administrative Meeting on May 9, 2023
Amended passed by the University Administrative Meeting on July 29, 2025
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Article 1: Purpose
In order to reward outstanding mentors, enhance teacher-student interaction,
strengthen class cohesion, encourage mentors to participate in student
counseling, and guide departments in actively promoting mentoring reforms,
this university establishes the “Selection Guidelines for Outstanding Mentors”
(hereinafter referred to as “the Guidelines”) to reinforce the mentoring system.
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Article 2: Eligibility for Selection
All full-time faculty members who have served as mentors for a full academic
year are eligible to be nominated as candidates for Outstanding Mentor.
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(#) %5 B2 LR -
Article 3: Evaluation Criteria for Selection
Performance evaluation in mentoring.
Active assistance in helping students overcome difficulties and solve problems.
Guidance in students’ academic learning.
Establishing positive relationships with students and demonstrating
understanding and care.
Active participation in counseling-related training and seminars.
Participation in various student activities.
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Article 4: Award Quota and Method of Recognltlon
Each academic year, 3 to 5 Excellent Mentor shall be selected in principle. Each
awardee will receive a plaque and a cash reward of NT$50,000. The award will
be presented publicly.
A mentor who has been selected as an Excellent Mentor five times in total, or
who has served at the university for 20 years and has been selected four times as
an Excellent Mentor, will be recognized as a Distinguished Excellent Mentor,
receiving the Taigang Mentorship Award plaque and a cash reward of
NT$100,000.
Those awarded as Distinguished Excellent Mentor will no longer be eligible for
future selections as Excellent Mentor.
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Article 5: Recommendation and Selection Procedure
Each department shall consider the opinions of its faculty members and
determine the nominee(s) based on concrete evidence aligned with the selection
evaluation criteria. In principle, the number of nominees should not exceed 15%
of the total number of mentors in the department. If this percentage results in

?i?%%%@ﬂﬁ% 111

Emergency Injury Management Regulations for Students



fewer than one nominee, one may still be recommended.

The nominees recommended by each department shall be reviewed by the
college-level meeting. Each college may recommend up to 10% of its total
number of mentors.

Mentors not affiliated with any specific college shall be recommended during

the review of all university mentors by the Office of Student Affairs. In principle,
the number of recommended mentors should not exceed 5% of the total number
of mentors at the university.

If the nominees recommended by colleges and the Office of Student Affairs
overlap, no additional replacements shall be nominated.
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Article 6: Selection Timeline
The initial selection by recommending units shall be completed by mid-July
each year, using the “Recommendation Form for the Selection of Excellent
Counseling Mentors” (Form No.: A2400201112), and submitted to the Office of
Student Affairs for compilation. The final selection process shall be completed
by the end of August.
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Article 7: Selection Committee
The selection committee shall be composed of the President, Vice President,
Provost, Dean of Student Affairs, Dean of Research and Development, Dean of
Library and Information Services, Dean of International Affairs, Deans of all
Colleges, Director of the General Education Center, Secretary General, and
Excellent Mentors.
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Article 8: Selection Method

At least two-thirds of the selection committee members must be present. Voting
shall be conducted by secret ballot, and each attending member may cast up to
five votes. The five nominees receiving the highest number of votes, each
surpassing half of the total votes cast by attending members, shall be deemed
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selected.
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Article 9: Implementation and Amendments

These regulations are approved by the University Administrative Meeting and
implemented upon the president's approval. The same procedure applies to any

revisions.
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"+ % Attached Form
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MCUT Recommendation Form for the Selection of Excellent Counseling Mentors

& & B Academic Year

,% %7 Department

e

s
Name gﬁ& =5
Z R Y

e Please attach a

o F L 2-inch photo
Class Advised
JRI% & F A AR ( q B)‘L,
Years of Service |[fEFHE 2 A8 H F1 T2 JRIFEF

As of (Month / Day) of the current academlc year, the total years
and months of service in student affairs or counseling:

E - # Years i# * Months
T Fw AR E . . ez s s g
{m\?@;{ i@;m OfF:  BepaEiprLf
-0 E F Yes: Academic Year
Has the nominee ever
been sele.cted asan |[J% No
Outstanding Mento
R R (R EFFRLER (T (s EfrR a1 iTE
B L AT i Implementation of Duties as |#8 i 4 R i » 4orfT i g ~ &
Based on Evaluation Pefined by Mentor Guidelines | # # ... » NFE A B *
Criteria, Please Fill in pimsemal) _
Notable Achievements (Please describe specific
outstanding practices, such as
class  management,  student
counseling, etc. Add rows if
necessary.)
fadE v (ZHF BN GRRAS L FEIFEL
) 2 EHEH L g fepim s gl G LR
Specific ~ Achievements — or|% ¥ B » 4o A4 3 ZxiE ¥ 3p (7
Performance in Promoting H 4o 175 1)
Mentorship (including|(pjease provide actual work
developmental counseling)  |content and quantity related to
the above activities. Add rows if
necessary.)
2 REG padlyys 114
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H) Please process the case
Speciﬁc Counseling Cases|information in accordance with
(including collaboration with|confidentiality principles.
other on- and off-campus
units)

S

Mentor’s Message

(372 30 F 1 p )
(Within 30 characters/words)

7 it % v
Practical Case
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© ~3E P ¥ P‘Jriét\:iﬁ% ﬁ’ﬁ%g"”aﬁ%uﬂ&‘{ﬁrﬁ

Example X FH#M800F LT o
© The content should present a real-life counseling case, and all
case information must be handled in accordance with
confidentiality principles.
© This section may be a condensed version of a specific student
counseling case described above under “Outstanding
Achievements.” The length should not exceed 800 words.
fxE Dean - 4 #7312 Chair ¥7EF Mentor -

% % Form No. : A240020112
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