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Tunghai University Part-Time Faculty Leave Application Form
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Please make sure to fill in the class dates and periods that fall within the leave period, and provide the
substitute teacher (must be a currently employed teacher of this semester at THU) or make-up class
details (date, time, and location). Please also ensure the make-up information is announced to students.
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ABRENBRERUT Leave Approval Procedures :
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Leave within one day: Approved by the Chair of Department.
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Leave from one to three days: Approved by the Dean of College.
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Leave more than three days: Approved by the President.
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All leave applications must be submitted in advance for approval before taking effect. In cases of
sudden illness or emergency, a colleague or family member may assist with or complete the leave
application on behalf of the applicant. The supplementary leave application must be completed
within 15 days after the incident; late applications will not be accepted.
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This form is for part-time faculty only. Full-time faculty and staff must apply for leave through the
Attendance Management System in accordance with related regulations. Once approved, this

form should be retained by the applicant’ steaching unit for recordkeeping.
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