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Article 1

Wenzao Ursuline University of Languages (hereinafter referred to as “the University”)
has enacted the Leave Rules for Faculty and Staff (hereinafter referred to as “the
Regulations”) according to the Executive Yuan’s Leave Rules for Civil Servants, the
Ministry of Education’s Leave Rules for Faculty, and actual conditions of the University.
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Article 2
The Rules apply to full-time faculty and staff (hereinafter referred to as “faculty and

staff””). Contract employees take leave according to the Labor Standards Act and work
rules of the University.
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Article 3
Faculty and staff of the University take leave according to the following rules:
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1. Personal leave: Seven days of personal leave are permitted every academic year.
Family leave may be taken when a family member needs a vaccine, suffers a serious
iliness or has to be personally taken care of due to a serious incident. Seven days of
family leave are permitted every academic year. If there are more than seven days of
personal leave or family leave, the University will deduct daily pay for any day in which
an employee does not perform duties and pay the substitute to complete necessary tasks.
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2. Sick leave: Sick leave may be taken for medical treatment or necessary rest due to
illness or pregnancy. Twenty-eight days of sick leave are permitted every academic year.
Personal leave can be substituted for sick leave if the limit is reached. The following rules
shall be complied with:
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(1) A female teacher may take one day of menstrual leave if she is unable to work due
to menstruation. Three days of menstrual leave throughout the whole academic year
will not be cumulative. Excess days of menstrual leave are considered sick leave.
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(2) If a seriously ill employee cannot recover on a short-term basis or a doctor gives a
diagnosis that a pregnant employee needs to take a rest and sick leave, and personal
leave and any other leave have been exhausted, then leave of absence may be extended
upon the President’s approval. The extension period starts from the first day of the
first extended leave requested by the employee. A maximum of one-year leave
extension in two years is permitted. The extended leave previously taken will not be
accumulated if the employee returns earlier and has been working for over one year.
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3. Marriage leave: Fourteen days of marriage leave are permitted. Marriage leave has to
be taken within three months starting from 10 days prior to the marriage registration date.
An employee who obtains the President’s approval for special circumstances is allowed
to take marriage leave within one year.
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4. Maternity leave: Eight days of pregnancy leave are permitted and can be split in
several parts. Pregnancy leave must be used after delivery. Forty-two days of maternity
leave are permitted after delivery. Forty-two days of miscarriage leave are permitted for a
miscarriage which happens after 20 weeks. Twenty-one days of miscarriage leave are
permitted for a miscarriage which happens between 12 and 20 weeks. Fourteen days of
miscarriage leave are permitted for a miscarriage which happens before 12 weeks.
Maternity leave or miscarriage leave has to be taken in one single continuous period
(including summer and winter vacations). A maximum of 21 days of maternity leave can
be used and split in several parts before delivery when pregnancy leave is exhausted.
Days of maternity leave taken before miscarriage shall be deducted from the total days of
miscarriage leave.
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5. Paternity leave: Five days of paternity leave are permitted and can be split in several
parts for delivery or a miscarriage which happens after 20 weeks. Paternity leave shall be
used within 15 days (including weekends) from the day of delivery or miscarriage.
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6. Funeral leave: Funeral leave can be split in several parts within a hundred days from
the day of death.
(1) Fifteen days of funeral leave are permitted for the death of a parent or spouse. Ten
days of funeral leave are permitted for the death of a step-parent, parent-in-law or
child.
(2) Five days of funeral leave are permitted for the death of a great-grandparent,
grandparent, grandparent-in-law, step-parent-in-law, brother or sister. Any other
funeral leave may only be taken for the death of a person who is related to an
employee by consanguinity or adoption at the moment of death, except for a step-
parent or step-parent-in-law who raised the employee or his/her spouse before

adulthood or live with the employee or his/her spouse until death.
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7. Bone marrow and organ donation leave: Bone marrow and organ donation leave may
be taken based on actual needs.
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8. Indigenous ceremonial leave: Indigenous ceremonial leave may be taken according to
the schedule posted by the Council of Indigenous Peoples.
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Article 4

The University may grant official business leave based on actual needs in advance if a

teacher or staff member meets one of the following conditions:
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1 Assigned to attend a meeting held by the government.
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2. Assigned to go on a field trip or attend an international meeting.
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3. Attend an occasion for compulsory military service according to law.
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4. Vote in an election held by the government according to law.
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5. Take leave granted by the competent education authority for rewarding outstanding

teachers.
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6. Injured due to an accident at work, on the way to work, or while returning home after
work and need a rest or medical treatment within 2 years. Business leave will not be
granted in the case that the accident is attributable to himself/herself.
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7. Actively recommended or sent by the University or the competent education authority
to pursue domestic or foreign full-time study or research for a maximum of one year, in
order to meet teaching or research needs.
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8. Take an exam related to work and held by the government with the approval of the
University.
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9. Attend an event held by the University with the approval of the University.
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10. Accept an invitation sent by a domestic or foreign organization or educational
institution to a meeting or activity related to work; testify or plead to fulfill legal
obligations with the approval of the University.




Lo IREAFTRE RARAPM R AR ED FRT FRH AR iR
BRE ’?#”p%v~‘"79*i | WL FESPERED F‘"’ P EF AN o
11. Recommended/assigned by the University according to relevant regulations or the
competent education authority or agree to use non-teaching time up to eight hours per
week to pursue further study or research, in order to meet teaching or research needs.
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12. Develop a plan for going abroad and obtain approval to pursue further study or
research related to work at a foreign school or institute at an employee’s own expense

during summer or winter vacation without interrupting teaching and Executive tasks.
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13. Approved to teach at another school for inter-school teaching needs.
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14. Approved to take a part-time job or provide service for a partner for academia-

industry collaboration.
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15. Must be isolated due to a legal infectious disease (such decision is made by the

competent health authority) except catching an infectious disease due to a fault

attributable to an employee himself/herself.
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16. Offrcral business leave shall be granted to testify for a sexual assault/harassment or

bullying case to fulfill legal obligations.
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Article 5

If faculty and staff are approved to take official business leave, a corresponding
procedure can be completed to request a full or partial subsidy for fee of attendance or
business trip.
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Article 6
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If faculty and staff need to take official business leave, sick leave or any other leave and
cannot come to teach or work, they are required to complete the leave procedure, find a
substitute, provide supporting documents, obtain approval from the responsible unit heads



and notify the units involved in advance. The leave procedure can be completed after
returning to work or by the substitute in case of sudden illness or an emergency. Personal
leave, family leave, sick leave, menstrual leave, pregnancy leave and paternity leave may
be taken on an hourly basis. Marriage leave, funeral leave and maternity leave granted
before delivery shall be taken at least half a day per time.
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A written diagnosis shall be submitted for taking maternity leave, miscarriage leave,
paternity leave, more than two days of sick leave, official business leave due to injury at
work, and bone marrow and organ donation leave. Maternity leave granted before
delivery is not subject to this rule.
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Weekends are not included for leaves stated in the Rules. If sick leave or official business
leave due to injury at work is extended, weekends will be included.

FTEE B BEERYY > ERAG- FEH 0 RAKY FOt R B A
MEPH o NMEPIAREEPABLEF o Ll
Personal leave and sick leave are accumulated every academic year. When an employee
has not served for one year, being absent for less than half a day is deemed a half-day
leave and being absent for less than one day is deemed a one-day leave on a pro-rata
basis.
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An employee may request additional leave within six months upon performing duties
outside of working hours. If monetary benefit (allowance, bonus, etc.) is provided
correspondingly, no additional leave can be requested.
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Article 8
When an approved leave needs to be extended, the leave procedure shall be followed for
requesting extension. An employee who is absent without extension permission or
postpone to complete relevant procedures after the end of the approved leave will be
deemed absent without leave and daily pay and hourly overtime fee will be deducted. A



case of absence without leave for five consecutive days or 10 accumulated days per
semester is processed according to relevant regulations.
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Article 9
A teacher who can not teach a scheduled class due to official business is not required to
take leave, but he/she needs to change the class schedule or arrange a make-up class with
the Curriculum Section (or Academic Affairs Section) in advance.
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Article 10

The substitute for an executive at Level 2 shall be approved by the responsible unit head.
The substitute for an executive at Level 1 or higher shall be approved by the President. A
homeroom teacher who is leaving for five days or less may assign his/her substitute
(signature of the substitute is required). The Office of Student Affairs (or the Division of
Continuing Education) shall be notified by the Leave Form. If a homeroom teacher is
leaving for more than six days, the Office of Student Affairs (or the Division of
Continuing Education) can assist to make an agreement with the substitute.
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Article 11
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Duty allowance, homeroom teacher allowance or substitute hourly pay accrued due to
leave is granted according to the following rules:
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1. No duty allowance is granted from the first day of leave if an executive takes seven or

more consecutive days of personal leave or family leave (excluding weekends).
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2. Executive allowance is granted to an executive substitute from the first day of

substitution for seven or more days (excluding weekends). A substitute who is not an

executive receives executive allowance in full. A substitute who is an executive receives

1/3 of executive allowance originally paid to the absent executive.
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3. If a homeroom teacher takes five or more consecutive days of leave (excluding
weekends), the Office of Student Affairs will notify the Cashier Section to deduct
homeroom teacher allowance from the absent teacher’s salary and pay the deducted
allowance to the substitute (the University will pay homeroom teacher allowance to the
substitute of a teacher who takes marriage leave, funeral leave, maternity leave,
miscarriage leave, pregnancy leave and paternity leave).
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4. The University pays teaching fee to a substitute of a teacher who takes marriage leave,
funeral leave, maternity leave, miscarriage leave, pregnancy leave, paternity leave and
indigenous ceremonial leave, but hourly overtime pay will not be granted during
substitution (weeks or months).
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5. A teacher shall arrange a make-up class due to official business leave, personal leave
or sick leave. If a substitute is required, the teacher needs to obtain the approval of the
head of the responsible department/graduate institute/center and the substitution fee is
paid by the teacher himself/herself.
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6. For any situation not stated above, a teacher requesting leave or the unit involved shall
submit the case with signature and comments to the President to make a decision for the
unit involved to further handle the case.
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Article 12
Faculty and staff shall fill in the Report Form and complete the Executive procedure
before going abroad (including summer and winter vacations).
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Article 13
No salary grade advance will be made in the next academic year if an employee exceeds
the limits of personal leave and sick leave. If the duration of leave is unpredictable, an
employee may request to retain position without pay according to the Guidelines for

Position Retained without Pay of the University. The length of time for retaining position
without pay is based on the contract for teachers and only one academic year is allowed



for staff. One more year can be extended if necessary. An employee who is unable to
return to work shall retire or be laid off according to relevant regulations.
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Article 14
The Rules apply to the President. The Chairperson of the Board of Trustees approves
leave to be taken by the President.
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Article 15
Staff (including teaching assistants) will be given annual leave in each academic year
after continuously serving in this school for a certain period of time:
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1. Having completed one full year of service, 7 days will be given in the 2" academic

ear.
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2. Having completed two full years of service, from the 3™ academic year on, two
days will be added in each academic year, up to twenty-five days.
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3. Having completed eleven years of service, from the 12" academic year on, twenty-
six days of annual leave will be given in each academic year.
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The unused days of annual leave (having deducted personal leave, family leave, sick
leave and menstruation leave with pay) could be deferred once to the next academic
year, however, these deferred days would be deemed to have been waived if they are
not used in that academic vear.

%L iE
AR FEF A ET > ERBRFESE AL 2 MUPH AR TIHL -
Avrticle 16
Matters not covered by the Rules are handled according to law, government orders and
relevant regulations of the University.

¥ L= ix
ARG R E > REP AR T BRI
Article 17

The Rules become effective after being approved at the Executive Meeting and ratified by
the President. Amendments must follow the same procedure.
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( The English translation is for reference only. In case of any discrepancy between Chinese
version and English version, the Chinese language version shall prevail. )
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1. Official Business Leave:

(1) Official document with an internal document number: Please complete the Executive
procedure to obtain signature and approval before leave.

(2) Other paper-based official documents or attachments (without a document number
assigned by the Documentation Section): They can be submitted as supporting
documents if no fee is paid to the employee taking no more than three days of leave.

2. An official document signed and approved must be attached or it must be signed and
approved through the Executive procedure in advance if more than three consecutive
days of leave are requested.

3. Annual leave will be approved by the responsible unit head.
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