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AT T R F AR ERE LGB (T
#~ %2 ) - Developed in accordance with the spirit of university law,

“ Wenzao Ursuline University of Languages Guidelines for Requesting
Leave” (the following abbreviates these measures)

FA2AeFled it et S € 2 H s LT B P 2R 7EL 5B
& F R 3k - Students who cannot attend class, important assemblies

or other required activities must complete leave request procedures; otherwise,
they are considered absent.

iR R : Principles of leave



L FEERYY Gzt gel A% g - Leave
requests adopt online application, while only students under regular
inspection need a printed version signed by each of the leave granting

authorities.
2. %ﬁ—&%%ﬁwﬂﬁm’ﬁ%ﬁlﬁﬁ:ﬂﬁdu*@%ﬁw
K22 P < i o Medical leave and other leave requests that are over two

or more days must submit with relevant documentation.

3. %ﬁ%—iiﬁ&%iﬂﬁ@ﬂ%~$%ﬂMﬁ’%ii%ﬁ%
PR R IR E D BRERCEBMERE B
B> ESRETR D Bl 4 - Students in the first, second, and
third years of Junior College that need an outing due to medical or
personal reasons, must leave by means of acquiring a temporary outing
document from the Student Assistance Section. Parents should be
contacted if it’s an emergency, and students should complete the
required leave procedures after the event.

4. @ ¥ B LS = p g & #ic=r - Continuous leave requires a
detailed list of daily leave.

FAE FAGERLSSFE S RE S 2B(F 2 LBEREF SRS FRdpy) ~ &
B~ &‘érll?;»‘ WESSBESTRABCRBABR S R RLTEE ATEE
-+ # % %] - Student may request 10 kinds of leave including personal leave,
medical leave, official leave(including people who need treatment or isolation
for a legal infectious disease), bereavement leave, wedding leave, prenatal
leave, maternity leave, miscarriage leave, paternity leave, natural disaster
leave and menstrual leave.

Lo opk: FAFER IR o RESF A AL AT R L
WIS - A ;/*% lﬁ)si & - Medical leave:When a student
cannot attend class due to medical reasons, the parents or thestudent
must notify the class supervisor. Within one week after returning to the
University, the student must complete procedures for requesting medical
leave retroactively.

2. THEICETAMAE LR Ed g2t ARA 0 ZNER
3 X PN =AM FEFEE - Personal leave: Personal leave must be
requested in advance; temporary occurrences must be requested within
three days online after the occurrence.

3 B IRFEAE FL ERHME Flad e £0hF Y e F
RAFF(§eR~ v FA RS ) R ()L EFE o 'p L H
FEryEE s AR TR SR E 4 O By kB o Official leave:
official leave must be requested in advance; Students may request
official leave for military service physical examinations, court
appearances, off-campus seminars, conferences, competitions and
award ceremonies. Official can also be requested for activities on or off
campus. Detailed regulations appear in the Student Official Leave
Approval Principles.

4, HEFHRUEPSREDELEP P ha B AR 2 E Lk
2B RSP FAIIEL QE- P UEEFECHEER
Kz # & 2 BE%E - Bereavement leave: must submit with relevant



10.

documentation or documentation from parents. A maximum of seven
days, which can be taken separately, over seven days should be
requested as personal leave. Can be granted for death of immediate
family members, siblings or adoptive parents. For bereavement for other
family members, personal leave should be requested.

Wit = p > & B A 7$2 - Wedding leave: Three days are granted.

They must be requested in advance.

AL AR A B L2 p (3 R ) o EFFRER

2 it y#3@ o Maternity leave: Forty-two days (not including holidays)

are granted after childbirth. Maternity leave must be requested with

documentation provided by a hospital.

A B :Tf 3?8 P < & 732 - Miscarriage leave: Miscarriage

leave must be requested with documentation provided by a hospital.

1) mEBIBPIEAE  RABRE 2P (3 FHER)
Forty-two days (not including holidays) of miscarriage leave are
granted for pregnancies over five months.

(2 WA2=B" M XBT B IRAE  HABS -p (33
7 B p ) - Twenty-one days (not including holidays) of
miscarriage leave are granted for pregnancies over three and under
five months.

@ MEAB=BIRAF  mABTep (FFHER) o
Fourteen days (not including holidays) of miscarriage leave are
granted for pregnancies under three months.

AR - p o FFREP ¥ 5L - Paternity leave: Two days is

granted for paternity leave. Hospital documentation must be presented

to request leave.

AARRT B REFHE P RTE LG B2 - Natural disaster leave:

Can be requested using official news releases.

ARB LA ERIAREFERR 2 5T - P o Menstrual
leave:Female student may request a maximum of one day of leave per
month.

%5i% A EA4Z5  Procedures and authorities for approving leave

1.

4,

FERHESATBEARBE AR - RABR S X RLTRE
4 3% 748 1. 7 kinds of leave including bereavement leave, wedding
leave, prenatal leave, maternity leave, miscarriage leave, paternity leave,
natural disaster leave and menstrual leave.

2R AR R AR ORI o TR
BB AU ARk 84 A4 2 4 ¥ = - The procedure
for statutory leave: student online request— class supervisor
authorization—upload to conduct management system— a copy notifies
the class instructor, the student, and the Student Assistance Section.
FoRBIFIRIY GORFFRORFRFFIOR A HE
Bk Siog A g 4 A 4 o Personal and medical leave: student
online request— class supervisor authorization— class instructor
authorization— upload to conduct management system—a copy notifies
the student.

= B Official leave

o



5705

(1) 2@ Y FohpFEFohEEiFL 0§ o2 EgEeK
PEA o4 F e e L SEF SRARKFoR 2 F TR
o @ A+ F 4 X~ A o student online request—class
supervisor— head of class supervisor— undertaker of Student
Assistance Section— manager of Student Assistance Section—
class supervisor—class instructor— upload to conduct
management system—a copy notifies the student

(2) @ ApFEirat Y GodpEEir 3 g2 Bl e kR
A FH e R SEFSRFKRFoR 2R FEE L N
Bl & w8 4 A L o class supervisor online request—head of
class supervisor— undertaker of Student Assistance Section—
manager of Student Assistance Section— class supervisor—class
instructor—upload to conduct management system—a copy
notifies the student

ORI TE L B R RER 0 RE T kR RN E TS
o A RE R EE EF L 20 Aap 0 T Rk e
I3 g P %%5 AEPEE o AUHELE D KA SR e R (R G
&) o PIRCIE Mgl ¢ & ik et e o PR RS - To request
leave from a uniform exam scheduled by the Office of Academic Affairs,
students must follow procedures stipulated by the Office of Academic Affairs.
In cases of medical emergency, the Curriculum Section of the Office of
Academic Affairs must be notified by phone within the first 20 minutes of the
start of the examperiod. On the same day, a doctor’s note should be presented
at or sent by registered mail to the Curriculum Section of the Office of
Academic Affairs.(The postmark can serve as proof.) Students must complete
leave-taking procedures at the Curriculum Section of the Office of Student
Affairs upon their return.

AR TR G B A ﬁ?'}f{ CRTEIE LY W s BT
Mo 4oz 37 2 77 o Students who do not follow procedures for requesting

leave or present false documentation to request leave may be given a warning
or a more severe disciplinary action.

oL L@ gEe AN E RN AR A P DA AF RS
Pl E [ MR ~ AR RGP BTE] > G
72 . Students who have questions about records of absences should proceed
to the Student Assistance Section to inquire or request a correction between
the day absences are announced to the end of the business day on the following
Friday. (The deadline is pushed back when there are holidays or make-up
days.) Late inquiries or requests will not be accepted.

APEZ AT ERE FHRERTLE > Mg REP LW (7 B2 @
7= | o These Guidelines become effective after approval by the Student

Affairs Committee and ratification by the University President. Amendments
must follow the same procedure.



