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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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Applicability
These Guidelines shall apply to all MCUT students
(including students with delayed graduation).
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Method of Application
Leave shall be applied for over the online leave application
system.
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Article 4 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
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.
2. Sick leave
Ordinary sick leave: For a one-day leave, a proof of
medical attention or a parent's note must be submitted.
3
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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).
3. 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.
4. 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.
5. 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.
6. 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

4
£ 3 i £ b

Guidelines of Leave

Application for Students



taken all at once and will not be counted towards
the absence length (hours) for examination
rejection.

(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 one day 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. Special Leave:

(1) In accordance with the guidelines of the Central
Epidemic Command Center and the Ministry of
Education, special leave may be requested in
accordance with the school's epidemic prevention
regulations based on relevant documents recognized
by the health authority.

(2) In cases of psychological discomfort or poor mental
condition leading to difficulties attending classes,
special 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,
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students must submit a 'Student Counseling
Certificate' from the Student Counseling Division of
the Student Affairs Office.
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Article 5 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.

2. 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
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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.

3. 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™.

4. 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.

5. The mark deduction for leave shall be subject to the
“Guidelines for Conduct Evaluation of Students”.

6. 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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Article 6 Responsibility and Authority for Leave Approval

1.
2.

3.

5 R

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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Article 7 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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