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National Chung Cheng University Regulations for

Student Leave of Absence
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Approved by the 155th Administrative Meeting on October 24, 1994
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Amended pursuant to the Ministry of Education Letter No. Kao-Tzu-015949 dated April 10, 1995, revising the titles of offices,
divisions, and sections under the University’s Organizational Regulations
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Amended and approved by the 30th Student Affairs Meeting on May 11, 2011
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Amended and approved by the 372nd Administrative Meeting on September 26, 2011
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Amended and approved by the 34th Student Affairs Meeting on April 24, 2014
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Amended and approved by the 404th Administrative Meeting on May 19, 2014
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Amended and approved by the 50th Student Affairs Meeting on October 19, 2022
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Amended and approved by the 506th Administrative Meeting on November 21, 2022
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Amended and approved by the 52nd Student Affairs Meeting on December 5, 2023
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Amended and approved by the 520th Administrative Meeting on January 24, 2024
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I. All student applications for leave at National Chung Cheng University shall be handled
in accordance with these Regulations.
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II. A student’s absence from class (attendance) shall be deemed an excused absence if
leave has been duly approved. Absence without approved leave shall be deemed an

unexcused absence.
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II1. Student leave shall be classified by type as follows:

(I) Academic Leave: For students who are unable to attend classes due to legitimate
reasons.

(I) Examination Leave: For students who are unable to take scheduled examinations

due to legitimate reasons.
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IV. Student leave shall be classified by cause as follows:
(I) Personal Leave.
(II) Sick Leave.
(IIT) Official Leave.
(IV) Maternity Leave and Prenatal Examination Leave.
(V) Bereavement Leave.
(VI) Menstrual Leave.
(VII) Mental Health Leave.
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V. For leave exceeding three days, or where prior application for leave is not possible
and procedures are completed retroactively, relevant supporting documents shall be
submitted together with the leave application.
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VI. Leave application procedures are as follows:
(I) Obtain a leave application form from the department (or graduate institute) office
or submit an application online.
(IT) After completing the form, submit it to the competent authority or submit it
online.
Academic Leave: After review by the department (or graduate institute), the
application shall be forwarded to the course instructor for record purposes.
Examination Leave: After being signed by the course instructor, the application

shall be submitted to the department (or graduate institute) for record purposes.

S S FEMLRLEA

(=) % F FBEUFHAAPHLL R > R RHIRS £ ia’ﬁmi@m'
PRLGHEREEF > T UL AR AT e TS Lk (U)o
”ﬁ&éﬁ%‘fiﬁ‘ﬁ% P e g iR T o B 2 TR v R A zfa“ﬁc
FiEE e

() F&Eg B 28 he M B AR el s R d ek HE LT

(Z) 2B 5 @5E- P £FTEP -

(2 ) “HEEBEFEH VX3 AFHRGED > F2 72 @50 G454
Rz FEEL DA R MR-

() H2 ~ 32 Pl ol g - ik BAs K-

2



(=) TRBEFEFLH Y rik= =8 ;‘F—i °

VII. Matters requiring attention when applying for leave are as follows:

(I)As a general rule, all leave shall be applied for in person in advance. In cases of special
circumstances or major incidents where prior personal application is not possible,
students may notify the course instructor or department (or graduate institute) by
telephone or written communication in advance. Upon receiving such notification,
the department (or graduate institute) shall promptly inform the course instructor.
Students shall complete the leave procedures in person upon returning to campus.

(I) Bereavement leave is limited to funerals of the applicant’s lineal blood relatives,
lineal relatives by marriage, spouse, siblings.

(IIT) Menstrual Leave: One day per month may be taken without supporting
documentation.

(IV) Mental Health Leave shall be limited to three days per semester without supporting
documentation. Such leave may not be used as a basis for applying for make-up
examinations. Upon the third application, a self-assessment form shall be completed,
and the student’s academic advisor and the Counseling Center shall be notified for
follow-up care.

(V) Overseas Chinese students and international students who need to leave the country
due to legitimate reasons shall apply for leave in accordance with these procedures.

(VI) Examination Leave may not be applied for under any other category of leave.
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VIII. The handling of excused and unexcused absences shall be governed by the
following provisions:

(I) One hour of unexcused absence shall be counted as three hours of excused
absence.

(I) Where absences in a single course do not reach one-third of the total class hours
for the semester, the course instructor may, at their discretion, deduct points from
the student’s grade.

(IIT) Where absences in a course exceed one-third of the total class hours for the
semester, the student shall be barred from taking the final examination of that

course, and the final grade shall be recorded as zero.
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(IV) Where a student’s cumulative absences in each course exceed one-third of the
total class hours for the semester, the student shall be required to take a leave of
absence from the University.

(V) A student who is required to take a leave of absence but fails to complete the
leave procedures within the announced deadline shall be deemed to have
voluntarily relinquished student status and shall be dismissed from the
University.

(VI) Absences due to official leave, maternity leave, or bereavement leave shall not be

included in the calculation of absence hours.
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IX. If a student returns to campus earlier than the approved leave period, the student may
present the approved leave form to the course instructor and the department (or graduate

institute) respectively to report and cancel the remaining leave.
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X. These Regulations shall be implemented upon approval by the Student Affairs
Meeting and the Administrative Meeting, and after being ratified by the President of the

University.
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Reference documents for leave applications are as follows:

I. Personal Leave: Sufficient supporting documents.

II. Sick Leave: Diagnostic certificate issued by a medical institution.

II1. Official Leave:

(I) For those representing the nation in international activities, supporting

documents issued by government agencies or relevant organizations shall be
provided.

(IT) For those representing the University in off-campus activities, supporting
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documents issued by the relevant units shall be provided.

(IIT) For those assigned by the University to perform official duties, supporting
documents issued by the head of the assigning unit shall be provided.

(IV) For matters related to military service in Taiwan, supporting documents
issued by the military service authority shall be provided.

(V) Taiwanese Indigenous students participating in traditional annual tribal
ceremonies may apply for one day of official leave and shall submit a
household registration transcript, household registration book, or
certification issued by a government authority.

IV. Maternity Leave and Prenatal Examination Leave: Hospital-issued certification.

V. Bereavement Leave: Obituary or death certificate.

The English version was translated from the original Chinese text. In the event of any
discrepancy, the Chinese will take precedence.



