National Cheng Kung University

Student Leave Management System

NCKU students shall apply for a leave of absence
online, starting from the fall

semester of the 2017-18 academic year.

Responsible Office: The Student Assistance Division under the Office of Student Affairs
Responsible staffer: Hsieh, Yen-Chu, ext. 50340
Date of Presentation: August o1, 2019
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Login : NCKU Homepage - Cheng Kung Portal = Student Leave Application Online
system http://leavesys.ncku.edu.tw (scheduled to begin operation from September 27)



http://leavesys.ncku.edu.tw/
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After login, please read “the NCKU Student Leave Application Flow Chart” and select the
type of leave under the link of Leave Application: select Official Leave or Non-official Leave.



NCOCKU Stmdent Leave Applicatdion Flow Chart
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Select “Type of Leave” and please read “Instructions for Type
of Leave” and “Important Notes” to safeguard your rights and
interests.

B B Home Page / BREBRE-FEAR ZAE Login:
Non-official Leave Application

= 2wy 7] | English
To protect vour rights and interests, please read the following notes for yvour leave application.

1. Applications should be submitted for approval in advance of the leave. In case of severe illness, emergency, or unforeseen contingencies,
applicants will be allowed to complete a leave application within 5 days from the last day of the leave. Those who submit an overdue application
shall specify reasons in the designated form, which shall be approved by course instructors before being processed by

the Student Assistance Division. Applications with inconsistent or unspecified reasons will not be processed.

CApplications for leave during the end-of-term examination period (with certificates) shall be approved by course instructors and
the department chair {(or director of the graduate institute or the program).

. Applications shall be submitted with relevant certificates or documents for approval, which shall be uploaded online. Those found to be incomplete

or inconsistent with attachments shall not be processed.

. If the roster of course instructors is not finalized in the first week of classes, applicants should submit their applications from the second week.

An overdue application shall be processed according to the instruction in Rule No. 1.

AR applicant whose application fails to be processed through the stage of approval procedures online due to a replacement of the department chair
(graduate institute or program director) shall contact the Student Assistance Division at (06)2757575#50340 to process an application.

. Semester Duration
1) Fall semester: from August 1 to Janua




Select type of leave based on your reasons.

R . FEE 23 Student ID No. test
Name of applicant
EYS
Year of st

Department/Institute fest SRRy !
#BER Type of J —
iz E4& Personal leave(fEE 5L =2 requiring prior approval)
#EBER 7= Sick leave
Reasons £3EE Menstrual leave(EFE—1 * [E%EE A maximum of one day in a month for females only)

EE Maternity leave(ZEz) - 98 - EEEEEE including prenatal care, postnatal care, baby nurturing, and paternal leave)

Ove 2= Bereavement leave

thig Overseas ZBEZH{E Leave from term examinations

2 E158(E Leave for organ donation(Z &% - #E including bone marrow and organ)
iTEIER \
Mobile Phone No.
=HERGREENR)

Frequently-used

email

(for notification)




Please select “Type of Leave” and please read “Instructions
for Type of Leave” and “Approval Procedures”.

A Explanation % |
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1. Applications for personal leave for more than three days shall be submitted with | certificates. Attachments shall be uploaded online.
2. Approval procedures:

(1) No more than two days: approved by course instructors.

(2) Three or more days: approved by course instructors and the department chair (institute or program director).

a5 0A Explanation %
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2EBRAERER | (V"RLRA : ARRERZMLE - Q=KDLL : BEREFEARAIAE (FIRIBUSERIE ) BE -

1. Applications for sick leave for more than three days shall be submitted with a medical certificate issued by the hospital or clinic.
Attachments shall be uploaded online.

2. Approval procedures:
(I)No more than three days: approved by course instructors and the academic advisor.
(2) More than three days: approved by course instructors, the academic advisor, and the department chair (institute or program director).




Please complete all required columns in order. Submission
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[test | FESYear of study [1 |
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[ ]

|W—rnrr1—-l:ld | — |W—rnrr1—dd | EH EsE SR EAREERIE Course search
[EX : ERE Z=FEiF=ENtEa r EoEEEEE - LER=870 - ]
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Personal Leave Application Examples and Instructions (1):

XEERE(])  EREZLFEER  ARZERPEEARAEEVUIARAERER  2AFEHEF(GRAEELENEREFHELEESEZERE) -
MERFETNEREEE EREZAPENMESEFE -
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N : B E E25E Student ID No. test
ame of applicant
#Ff
Department/Institute test FfYear of study 1
fﬁfﬁﬂ Type of Z {8 Personal leave(fEE %88 requiring prior approval) v
e — All columns must be completed. Submission
Reasons will fail with uncompleted columns.
O No
H1& Overseas OF ves| =R |
L Please select duration of leave (and check out courses
bile Phone No 0900111111 . .
Mobile - scheduled during the period of leave.
= AT (% B \ .
Freq.uently—used z8809006@email.ncku.edu.tw /
email
(for notification) / v




Personal Leave Apphcatlon Examples and Instructions (2):

IU_P'UUJ_.I.J.J.J_J_

Mobile Phone Mo.
= (R A ) 1. Check out the courses scheduled for dates during the
_reauently-used  [z8809006@emailncku.sdu.tw period of leave and select the ones for the leave application
(for notification)
2. Select the :018—09—12 S ~|2018-09-13 I EREEDP - EHIE Please wait for data processing. \
i
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Personal Leave Application Examples and Instructions (3):

|2018-09-12 | - [2018-09-13 | smmE=m=E course search |
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= pag:
HEA =R mEAE TEEFERM et
[%E SEIECtHlDI Date Session Course title Instructor TEIEph?nE Remarks
HViE Cancel Day extension
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= B B 55 i 09.12 = 9 EITRE LINEAR ALGEBRA the tWO—day duration
Duration of Leave
v 20 m 4 sme—  smmucso |of leave from September
o [l s e s | 12 to 13, p.leas.e submit
your application for
v 20180 EX(Z) FRENCH(3)
09-13 approval by your
¢ |z 10 smxcs) rencia) | instructor and advisor.
L 2 stEEE F &1 Days of leave calculation EFHEESEE Re-select courses
Total days of leave




Personal Leave Application Examples and Instructions (4):
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Personal Leave Application Examples and Instructions (5):

=HEE 2 $tEZEXE Days of leave calculation | E¥HQEEZE Re-select courses
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Personal Leave Application Examples and Instructions (6):

E5E Home Page / [RE&E

Leave application inquiry

1. Upon submission, you are allowed to check
out review results under the link of Student

‘ --EEIEEHIEE S Select queries

&=

y
=lE De ete

Leave Application Inquiries.

EEEHEFE T Hide query conditions A

2. Checkout = Check out the review results of each
application .

3. You are allowed to delete/cancel a mistaken or unnecessary application.

[ &0 Checkout | B Cancel (Please delete with care. If a required application is deleted, you are allowed
to submit a new application.)
1= m B = -
B3 BEER BREBWE)  mrmey TR WA | AR
Serial No¥ Type of leave Duration Duration (to) No. of Approval Status Approval Overdue Depart
(from) Days Authority Time
= Bgs Jp3 -.—-.T-é oy
1 107090059 & E R L?ave for 2018-09-11  2018-09-13 2 ﬁ&%ﬁfﬁ%ﬁqﬂ Under ?ﬁﬁ%ﬁﬁ 2018-10-03 T&%
organ donation review by instructors  instructors

2 107090057 = Personalleave 2018-09-19 2018-09-19 1 REHMERT Under BREE 000 1003 THE

review by instructors  instructors




Personal Leave Application Examples and Instructions (7):

[ ‘ szmesii nstucior approval status | You are allowed to check out review results and keep in contact with
your instructors and advisor to facilitate the application process.

VaL:
= ey
Sl Pl - Rz &8 Course title #hﬁﬁ@j{}. i Telephone st
Date Day Session Course title (English) Instructor . Approval stat
extension
1 |98 = 3 EEs MANAGEMENT it Al
09-19 review by instructol
2 8= SlEdae LINEAR ALGEBRA EEEAEET Unc
09-19 review by instructo

[‘ s2 12 & #th B Instructor approval status

J
~ B G

#E(E) eI R e e E&OH EiSE Rl

_ : Telephone : Reasons for

le (English) Instructor . Approval status Date of approval Time of approval -
extension rejection

NT REEMEET Under

' review by instructors

CBRA ?ﬁ%%%ﬁfﬁﬁlﬁq[ Under \_ )
@ew by instructors /




Personal Leave Application Examples and Instructions (8):

EE &2 HA = Dryetails of Leawe Application

BESE A7 OSOO5E
Serial MNo.

EEEEI == Personal leavs
Twpe of leawse

BFREEe | = ey

Feasons

o=z o=t | P s
rlare Student ID Mo

Cept  Institute ear of Study

e - Mo H= atE=

P | AR | o
Crearseas = wes CountnyRegion |

SSEREERT 2018-09-19 =8 1
Cruraticm 201 &F-09-19 Mo, of days=

IBEENEESS | o911
Phorne MNo

HEREE |
Frecuenitiy—

c=asha | Select “Checkout” to read the details
Reasons == of your application and review results.

Reasons for
owerncue
applicatiocn

{EET FEHEEAEEE File prewviews
Urploadimng
files

3m - EE
Reasons for
rejectiomn:

=iESE EEEFTRA EIEIERES
Approwal authorty Processimng Tirme Processing Results

20180919 13:57:249 EEEEs=







Select “Type of Leave” and please read “Instructions for Type of
Leave” and “Important Notes” to facilitate the application process.

2 mne ranenan = = 2=
Leave application inquiry - - ooe - hams ‘ Structions — Logout

= = 22 1PR o B
== ‘.1 Imlhxgéﬁ’:t al Official Leave

= s Home Page / {E2 BN v 298 - 2 1BEF I ,.'_'.”” .
Student Leave Application Official
Leave Application

= A Login:

kR || English ’

To protect your nights and interests, please read the following notes for your leave application.

1. Applications for official leave should be submitted for approval in advance of the leave. In case of severe illness, emergency, or unforeseen
contingencies, applicants will be allowed to complete an application for official leave within 5 days from the last day of the leave.
Those wheo submit an overdue application shall specify reasons in the designated form, which shall be approved by the department chair
(graduate institute or program director)or the chief administrator of the office responsible for the leave before being processed by the
Student Assistance Division. Applications with inconsistent or unspecified reasons will not be processed. -

2. Applications for official leave shall be submitted with relevant certificates or documents for approval. Please refer to example instructions.
Applicants must upload attached documents online. Those found to be iIncomplete or inconsistent with attachments shall not be processed.
Applicants who fail to provide valid certificates or documents shall download and complete thel MCEL Student Official Leave Approval form,
which shall be approved by instructors from the department, institute, or college, or by officials from the responsible unit.

The completed form shall be submitted online as a certificate before an application for official leave is approved and completed.

3. Applicants should cancel an application that fails to be processed through the stage of approval procedures online due to a replacement of the
department chair {graduate institute or program directer), or chief administrator of the office responsible for the leave before they are allowed to
submit a new applicabion_Applicants must upload attached documents online. Those found to be incomplete or inconsistent with attachments
shall not be processed.
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==
Name of applicant

=FE
Department/institute

LS —2 -SivE—4 -1
Unit of authority

S ENIEES
Venue of activity

s =8--3-<]
Reasons

s=sga=smal
Type of Reason

TENSEES
Mobile Phone No.

EEENAGSsIEEN )
Fregquently-used
email

(for notification)

s=E883
Duration of Leave

[ 3= =F -

Total days of leave
=ERIEe

Reasons for overdue
application
ESSESARST
Uploading files
(pna/jpga/ipeg/pdD

[mws== | 3% Student ID No.
test ] FEEYear of study [1 ]

@3 Intramural

COFZ S Extramural £2i5% Overseas i@ == ems= At E =% Country/Region

IEEISSIETE TS SEIER]  Li=mE=1aaE s Written application received and filed by Student Assistance Division
[Cles==(Contest) [CJ===sVvisity [(I=Em=dnterm)

Cs==anTraining) =T (volunteer) [(s=m===m=S S (Short-term exchange student)
ChEa== A (Serving as a host) [l 8= sy == E=F1(Community/Club activity)
st e (Seminar) M=t (s miE8E=Sss ) Other

l |

| =csemmes=rsimss course search
e EEEmIEETSEEE
for the dates during the leave.

| ~ bryy-mm-aa
S T S eInIEEEIRYE . =R -
Please click "Dates of Leave™ and select “"Courses Scheduled”
(EX - ET—FT1=SR-sEnEo « S =ESiEsEEE O - F3R=s71 - ]
{(Note: Please select your course instructors in the designated column.)

yyy-mm-ad
BSiE TESERSES L e 0 FEAAES

[0 I =r&=s= =% Days of leave calculation EFFEEES = Re-select courses

==

I & uUpload ]

l ELFHBA S Submit l

Please complete all required columns in order. Submission will fail with
uncompleted columns.



% Students must select unit of approval authority based on their reasons
to submit an official leave application.

A

. AEE 2 Student ID No. test
Name of applicant
A test i Year of study 1

Department/Institute

EEslAE
Unit of authority

#25 = Physical Education Office

EREH %FE [ Department/Institute, College

Reasons Student Association-Student Development and Activities Division
RRETEE M Administrative Units

EEY SR Intramural

Venueofactivity  O#:4h Extramural | |28 Overseas SEEZR EHEERE Country/Region

T8EE
Mobile Phone No.

EHERGRENR)
Frequently-used
email

(for notification)




Upon selection of unit of approval authority, please read Examples, Approval
Procedures and Important Notes to avoid any mistake and failed submission.

wiA Description

— SHEH | BHSERRE - 2 EHESSTEE  JEORNETHENLS - SRESEERN HEEEY -
ARRETHENET 2% BHEEREEES
_ EEEF ) ETREBAS  EUFERE - Q UARSNES (2LHR) : BIEZ REZ2EEE BOTERSERE

*EZRE ﬁﬂ%ﬁﬂﬁﬂlﬁﬂfﬂiﬁﬁﬁ% BUTE TR EDEET, BRINEERENZ ) Lnn TROVERERER, o RIETNEE -
(WEEEES  BUENEHERIZENR) (REE—HT]

Examples:

1. Working as an assistant for the administration of a commencement ceremony.

2. Working as a receptionist of high school students on a tour of NCKU.

3. Selected by an NCKU administrative unit according to its publicized notice to participate in an intramural or extramural event.
4, Commissioned or invited by an NCKU administrative unit to work for its administration of an event.




==

MName of applicant

PR

Department/Institute

HEBEAIEE
Unit of authority

AR RS

Wenue of activity

EESEE
Reasons

fTENEESE

Mobile Phone No.
EHEAGREEERA)
Fregquently-used
email

(for notificatiomn)

Duration of Leawe

=EaE ‘

EEg=E

Total days of leawve

imHIE s

Reasons for overdue

application
FiESERRE &
Uploading files
(png/ipg/jpeg/pdf)

Bt Student ID No.

EEE?EW

1. In the case of a difficult

—> character in the Chinese name,
please enter % as a replacement
and search the person and the
department or institute.

P = AT ENE T Administrative Units

=5 g Intramural

&k Extramural EEESEFEEHEE=EE Countrny/Region

2523 =55 Written application received and filed by Student Assistance Division
[(I=E=dntern)

(= ®i(Training) =T (volunteer) [ BE=EEZrm8 S (Short-term exchange student)

[ EaE==A(Serving as a host) [ JzE= / 22z E = Community/Club activity)

[(J&Fste (Seminar) MEft (mEEEs ) Other

IEE S EELE

22 =(Contest)

2. Check out and select The courses
scheduled for the dates during the
period of leave.

4

yyyry -mimi-dd ~ ynyn-rmim-dd I EiEEEERESFEE Course search |
|
O || HEw=EF# Days of leave calculation Il EF7iEFE Re-select courses

Il

3. With courses selected, select Days of Leave Calculation

| BB E | =EETEES : )
and the total number shows up automatically online.

| & Upload |

| % EE Submit |




Select Courses Search and select the courses for the application
(select one item or all items).
You are allowed to cancel the wrong one and re-select the correct one.

=k

Duration of Leave

=k

Total days of leave

2018-09-20 ~|2018-03-21 I S EBER[ER Course search
\
Z)iESelect »
23 Selectall | H¥ LIEA SRESaE TREREM Telephone i
Date Session Course title Instructor . Remarks
| BHCancel || Do extension
U o FEB(—)  STATISTICS (1) RRZHEE
09-20
0 o FEB(—)  STATISTICS (1) RRTHEE
09-20
0 o 9 ZX () FRENCH(3) RRTMER
09-20
U o 10 EX(Z) FRENCH(3) ERZAEE.
09-20
0 sTEZEEA R Days of leave calculation ‘[ S/ EER Re-select courses ]




2018-09-20 ~|2018-09-21 E:EFEREEZE Course search

HESelect

= N . % :
21 Select all HE i iR Syl IRRGE e st
Date Session Course title Instructor _ Remarks
B3 Cancel Day extension
2Bam v 321280 4 EHE(—)  STATSTICS (1 RREEEE
Duration of Leave .
J 2L 5  HEE(—)  STATISTICS (1) RREAES
09-20
2018- 2 =
v 9 EX(Z) FRENCH(3) AR
09-20
g | 10 EX(Z) FRENCH(3) RREMER
09-20
EBAY Hr ) =
1 =TEEBAE Days of leave calculation ‘ EF DEEE Re-select courses
Total days of leave )

With courses selected, select Days of Leave Calculation and the
total number shows up automatically online.



R
Reasons for overdue
application

LR BE. FESRE-
Uploading files L& Upload

(Png/jpg/jpeg/pdi) [ BERE file preview ]

[ e S i ‘ ]

1. An application for official leave shall be submitted with
certificates, which shall be uploaded in i1mage or PDF file.

2. With a file uploaded, you are allowed to select File Preview
to confirm the file.

3. Upon confirmation, select Submit.




A. Application Inquiry: Upon submission, you are allowed to check
out your application records.

ﬁ @ﬁ-ﬁ’ﬂﬁ“% BEEn BEmE TERERAEC Y B
T National Cheng Kung University LEAVE APPLICATION INQUIRY | LEAVE APPLICATIOM~ | RELATED INSTRUCTIONS~ | LOGOUT

B AR Th KEBRE LB REH

== Home Page / BE&E: ZFAFE Login:
Leave application inquiry

EEEmE s Hide query conditions &

| - sEEiEE TS 5 Select queries |V | | | t82=(=) equal to | | S siEEES Select queries |

| =25 Search [ ;=& Delete

== Checkout BIEE Cancel

r N
— = ™
ES e EBEER BmEERAE) | e nmem | AR B s =LdE
Serial Mo¥ Type of leave Duration Dwration (to) No. of Approwval Status Approval rdue Depart
> (from} Days Authority Time <
EEEgEEsS)=ET
1 107090088 <M Official Leave  2018-09-21 2018-09-21 1 Under review by 2018-10-05 Tz
staffer of the unit of
\ authority y
EE=EuEEEIFiET
2 107090087  4ME Official Leave  2018-09-21  2018-09-21 1 Under review by 2018-10-05

staffer of the unit of
authority



B. Application Inquiry: You are allowed to check out approval
status for the application for leave from each course.

N\

‘ SR B EZARES Instructor approval status

BE EZE#H &R

Day Session

Fi2 878 Course title
Date

TEEEMR

2018- rore o
o1 B S TxEEER
<

RERBEN)
Course title (English)

INTRODUCTION TO
INDUSTRIAL
MANAGEMENT

INTRODUCTION TO
INDUSTRIAL
MANAGEMENT

Hpaij=& Currently Page No =]

ZEEE

Instructor

SEE

53 1%
Telephone
extension

H 1 HTotal pages

E R
Approval status

PEARERENER

Students are not requir
to receive approval froi
course instructors for a
official leave applicatig

PEFABEREMER

Students are not requir
to receive approval froi
course instructors for a
official leave applicatio

>

fm=l 2 % Total counts



C. Button functions under Application Inquiry: Select Checkout
to read review results.

Select Cancel to cancel the application.

BN R Th K EBBEEF R AR

BB Home Page / REE:E S AE Login:
Leave application inquiry

[BREIE=591E1452E Hide query conditions A

‘ ——%Eiﬁ%ﬁﬁESelectqueries ‘ ‘ 1HZ5(=) equal to ‘ ‘ Ao HEESEAIE E Select queries ‘

5y Search . == Delete .

e o 5516 B HARE . X8 - EizAS EIEARS RS =
Bagx (e E R HIRERBED e munis TS
Serial Now Type of leave Duration Duration (to) No. of Approval Status Approval Overdue Depart
= (from) Days = Authority Time -

EEEM(EE)EF;iED
Und iew b

1 107090088  4ME Official Leave  2018-09-21  2018-09-21 1 naerreview by 2018-10-05 T&X
staffer of the unit of
authority
EEEM(EES)E&ED
Und iew b

2 107090087 {8 Official Leave  2018-09-21  2018-09-21 1 naerreview by

2018-10-05 = %
staffer of the unit of TE%

authority



C-1 “Checkout” To read application review results/approval status .

#Ff Dept./Institute THEZ &8 Year of Study 5
Hi1R Overseas & No BExR/1E
2 Yes Country/Region
A2 E R Duration 2018-09-11 | X® No. of days 4
2018-09-14
HEEETEE Phone No 0911111111
mAEA

Frequently-used email

S HERTR 3% IR
Reasons for overdue N
application

ES3T FE IR = File preview
Uploading files

®EE EIRRm RIS R
Approval authority Processing Time Processing Results

=48 Student 20180914 14:16:15 EBEC &= Filed for
Assistance Division administrative reference
20180914 14:15:42 EXTFFrExBUSEE0)

B= Confirmed by the
department chair (institute
or program director)




C-2 “Cancel”: To cancel the application .

#FR Dept./Institute | T= | F iR Year of Study ‘ 1 |
= )
118 Overseas * = Mo E=/iE= ‘ |
E Yes Country/Region
=BEER Duration 2018-09- [ XK=& No. of days 5
24
2018-09-
28 [ m=m= e
EERESE Phone No 173
- 3
_ — N L
EHERE 213 ;

Frequently-used email

W HETE R
Reasons for owverdue
application

EiEH EE
Uploading files

=EiE=S EIZiG EEERE
Approval authority Processing Time Processing Results
20180914 15:04:08 +







II1. Student Leave Application Q&A (Students)

Q1 : In terms of type of leave or duration of leave, are applicants required to submit a
certificate or supporting document?
How do applicants submit a certificate or a supporting document?

A1

1. Types of leave: Official leave, bereavement leave, maternity leave (including prenatal
care, postnatal care, baby nurturing and paternity leave), menstrual leave, and leave
for organ donation (bone marrow or organ)

2.. Duration of leave: More than three days.

3. Applicants shall upload a certificate or supporting document as an attachment in the
format of image or PDF before they click on “Submit” to complete submission of the
leave application.




II1. Student Leave Application Q&A (Students)

Q2 : How do students submit a leave of absence application online?

A2

1. Non-official leave: Please select “Type of Leave”, then fill out the
designated columns, and click on “Submit” to complete submission of the
application.

2.. Official leave: Please select “Unit of Authority”, click on the designated
approval authority (responsible instructors, department chair, institute or
program director, responsible staffer or chief of the administrative unit,
and click on Submit to complete submission of the leave application.

R




II1. Student Leave Application Q&A (Students)

Q3 : If applicants fail to submit an application for approval in advance of the leave, or if applicants submit an overdue
application, what should they do to complete the leave application?

A3

1. Applicants are required to inform their instructors in advance by phone, by mail or by proxy. Should they fail to
contact their instructors, they are required to report the leave to their advisors or department chair (director of the
graduate institute or the program), as is stipulated in the second and third paragraphs of Article Three of the NCKU
Regulations for Student Leave of Absence.

2. In case of (1) acute or sudden illness, (2)a short notice of obituary, and (3) emergency or unforeseen contingencies,
applicants are allowed to complete an application for leave on the Student Leave Application Online System within 5
days from the last day of the leave.

3. Those who submit a written application after the designated deadline set in (2) should specify reasons for an
overdue application, which shall be processed according to the rule of approval authority.

Ex.: Student A taking a leave for illness on August 25, 2018 should submit a leave application on the Student Leave
Application Online System.

(1) Not overdue:

Student A submitted an online application on August 30 within the designated period from August 26 to August 30.
(2) Overdue:

Student A submitted an online application on September 2 after the designated deadline of August 30. Student A
must specify reasons for an overdue application.




II1. Student Leave Application Q&A (Students)

Q4 : If I have submitted an application on the Student Leave Application Online System, does it
mean that [ have completed my application? What should I do for a failed submission?
Agq:
1. No. You have not completed your application.
2. Notes for a failed submission:
(1) The system indicates some columns required to be completed.
(2) The applicant fails to specify reasons for an overdue application.
(3) Applications may be rejected by instructors or unit chiefs, or automatically rejected by the unit
for approval ratification or the system for reasons as follows:
A. Applications with inconsistent or unspecified reasons
B. Submission of certificates is required.

C. Reasons are inconsistent with the type of leave.
D. The application is disapproved by instructors or unit chiefs.

E. Upon submission, an application that fails to be approved within the following 20 days will be
automatically rejected online.

Y Applicants should keep their course instructors and the offices concerned informed of the approval
procedures to avoid application rejection. In the event of a rejected application, applicants shall

submit a new aEEIication online if thex are reguired to do so.




III. Student Leave Application Q&A (Students) ( Qs-1)

Q5 : How do applicants know why their applications have been rejected? In the
event of a rejected application, can applicants submit a new application online?

As :

1. Students applying for leave online must enter their email address. The system
will inform the applicant of a rejected application by email.

2. Yes. Applicants are allowed to “revise the rejected application” to submit a new
application online if they are required to do so.

Ex.: Student A submitted an application for a one-day personal leave from three

courses scheduled on August 10, 2018. According to the regulations, a no-more-

than-two-day leave application shall be approved by course instructors.

R




II1. Student Leave Application Q&A (Students) ( Qs5-2)

(1) Application completed:

Procedures: an application submitted-> Course instructors informed by the system of
an application pending approval->The application was approved by all instructors by
August 30 > Student Assistance Division for verification—> Student A informed by
email of the application completed.

(2) Application rejected:

A. In the approval procedures—> Course instructors failed to approve the application
by August 30. 2 The application was rejected by the system on August 31 while
Student A was informed of the rejection by email. 2The application has been invalid.
B. In the event of a rejected application, applicants are allowed to submit a new
application online if they are required to do so.

R




III. Student Leave Application Q&A (Students)

Q6 : If my application fails to pass through the stage of approval procedures online due to a
replacement of the department chair (graduate institute or program director), or chief
administrator of the responsible office, what should I do to complete the application?

A6 :

1. Non-official leave:

(1) If the roster of course instructors is not finalized before the start of the semester or in the first
week of classes, you should submit their applications from the second week.

(2) In the event of an overdue application under this condition, you should specify “The roster of
course instructors is not finalized” as the reason in the designated form on the system.

(3) An applicant whose application fails to be processed through the stage of approval procedures
online due to a replacement of the department chair(graduate institute or program director)
shall contact the Student Assistance Division at (06)2757575%#50340 to process an application.

2. Official leave:

You should cancel your application that fails to be processed through the stage of approval

procedures online due to a replacement of the department chair (graduate institute or program

director), or chief administrator of the responsible office before you are allowed to submit a new
application.




II1. Student Leave Application Q&A (Students)

Q7 : In case of a leave application for extramural activities, do I need to complete

registration for off-campus activities at the Military Training Division under the
Office of Student Affairs?

A7 :

1. Yes. Upon submission of your leave application for an extramural activity,
please complete the National Cheng Kung University Registration Form for
Extramural Activities at http://military.osa.ncku.edu.tw/p/412-1055-
5465.php?Lang=zh-tw , which shall be printed out and submitted to the
Military Training Division.

2. Inthe event of a team/group activity, please inform your leader (captain or
instructor) to complete and submit the form on behalf of all applicants.

R



http://military.osa.ncku.edu.tw/p/412-1055-5465.php?Lang=zh-tw
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http://military.osa.ncku.edu.tw/p/412-1055-5465.php?Lang=zh-tw
http://military.osa.ncku.edu.tw/p/412-1055-5465.php?Lang=zh-tw
http://military.osa.ncku.edu.tw/p/412-1055-5465.php?Lang=zh-tw
http://military.osa.ncku.edu.tw/p/412-1055-5465.php?Lang=zh-tw
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II1. Student Leave Application Q&A (Students)

Q8 : If I fail to log into the leave application online system, can I submit a
written application?

A8 :
1. No. In principle, students should log into the system to apply for a leave
of absence.

2. No written application will be processed except under special
circumstances as follows:

(1) Courses without designated codes, (2) Courses offered for a summer
session without designated codes, and (3) Failure to submit an online
application due to unforeseen contingencies.

R




II1. Student Leave Application Q&A (Students)

Qo9 : How do female students apply for menstrual leave ?

Ag :

1.According to the Gender Equity Act promulgated by the Ministry
of Education, female students are entitled to apply for menstrual
leave for a maximum of one day per month.

2.No certificate is required. Applicants should apply for menstrual
leave online, which shall be filed by the Student Assistance

Division for administrative verification, with course instructors
informed.

R
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National Cheng Kung University

{REEEsRE BEEZ H B S BRI B
LEAVE APPLICATION INQUIRY ~ APPROVAI AUTHORITY ~ FLATED INSTRUCTIONS ~ LOGOUT
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AVEDA%)
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Approval Authority on the system : An instructor who doubles as the advisor
or department chair (institute or program director) should select each
position/identity in order of approval authority under the link of Application
Approval to complete approval procedures.



Approval Authority = position/identity
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‘Student Official Leave Application
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chairs, institute or program
dlrectors, chief of administrative




Students must select unit of approval authority based on their reasons to
submit an official leave application: (example) Administrative Units

BEES THRAEREEST =
LEAVE APPLICATION INQUIRY ~ RELATED INSTRUCTIONS - LOGOUT

B 17 AR IF

EEE=A0 Instructor(S)
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Upon submission of an official leave application by the chief of the administrative unit,

the system will inform the applicants and department chairs that the application has
been filed for administrative verification.






VI. Student Leave Application Q&A (instructors, advisors, department chairs,
institute or program directors, chief of administrative units)

Q1 : Will the parties concerned (course instructors, the advisor,
department chair, institute or program director, administrative staffers,
or chief administrators) be informed of a student leave application
submitted online?

A1
1. Yes. Students must complete the designated application form in terms of
type of leave, duration of leave, courses and other related items.

2. The system will decide authority of approval based on the information and
notify the parties concerned by email of an application pending approval.




VI. Student Leave Application Q&A (instructors, advisors, department chairs,
institute or program directors, chief of administrative units)

Q2 : If an instructor doubles as the advisor or department chair (institute or program director),
what should the instructor do to approve a leave application? What are the approval procedures?

A2 :
1. The instructor should select each position in order of approval authority under the link of Application
Approval to complete approval procedures.

2.. Approval procedures:

(1) Non-official leave:
A: No more than two days: The applicant selects courses—=>The system sends emails to inform course
instructors of an application pending approval.
B: Three or more days: The applicant selects courses=> The system sends emails to inform course
instructors and the department chair (institute or program director) of an application pending approval.

(2) Official leave:
The applicant selects approval authority under the link of Unit of Authority aThe system sends emails to
inform the department chair (institute or program director), or the responsible staffer or chief
administrator of an application pending approval.



VI. Student Leave Application Q&A (instructors, advisors, department chairs,
institute or program directors, chief of administrative units)

Q3
While we are allowed to select a single data row in the
approval process, are there any other options available?

A3 :
1. Yes.

2.. Besides selecting a single item, you are allowed to select all
items or select no items to facilitate the approval process, as
follows: Application Approvala’Select All” or “Undo Select All”.




VI. Student Leave Application Q&A (instructors, advisors, department
chairs, institute or program directors, chief of administrative units)

Q4
If I decide to disapprove a leave application in the approval
process, what should I do?

A4 -
You can select to disapprove an application as a single

item and specify your reasons for the rejection. The
applicant will be informed of the reasons.




VI. Student Leave Application Q&A (instructors, advisors, department
chairs, institute or program directors, chief of administrative units)

Q5 : How do female students apply for menstrual leave?
Asg -

1. According to the Gender Equity Act promulgated by the
Ministry of Education, female students are entitled to apply for
menstrual leave for a maximum of one day per month.

2. No certificate is required. Applicants should apply for menstrual

leave online, which shall be filed by the Student Assistance
Division for administrative verification, with course instructors
informed.

R




VI. Student Leave Application Q&A (instructors, advisors, department
chairs, institute or program directors, chief of administrative units)

Q6 : Students applying for personal leave or sick leave
for no more than two days are not required to submit
certificates according to the NCKU Regulations for
Student Leave of Absence. If course instructors require
that certificates be presented, are applicants allowed to
upload the files on the online leave application system?

A6 : Yes.

R
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If you have any questlons concerning the student
leave apphcatlon,/ u are welcome to contact us
at the Student Asﬁtance Division on the third
floor of the Yun- Plng Administrative Building.



