請假流程 Students Ask for Leave Procedure
承辦單位(Unit)：學務處 生活輔導組(Student Services Section)                
辦公位址(Location)：體育館一樓(1F, Gymnasium)
聯絡電話(Tel)：03-559-3142 ext. 2314






































為顧及本身權益，請隨時查看生活輔導組所公佈的曠缺記錄，或自行上學校網站查詢。


若仍有曠缺錯誤，可攜帶核示後之假卡；至生活輔導組辦理更正手續。


For your own rights, please check the absence record from the Student Services Section or MUST website. If the absence was wrongly recorded, go to the Students Services Section to do the correction. 





事假、公假、註冊假、婚假、喪假、考試假均需事先辦理，病假、不可抗力假於返校後三日內辦理完畢。


Personal reason, Marriage, Sick leave, Examination leave, Official leave, Registration leave, Funeral leave and Irresistible absence. should be apply in three days when returned.








請假手續：


填寫請假卡


準備請假證明


依准假權責逕送導師、輔導教官


將核示之假卡，交輔導員處辦理銷假。


Leave Permission Procedure：


Fill the Ask For Leave Card


Prepare the proof.


Permission can only be granted by the department drillmaster and class teacher.


Turn in the Leave Permission card to the Student Services Section.





事假、婚假、病假、考試假、公假、註冊假、喪假、不可抗力假


Personal reason, Marriage, Sick leave, Examination leave, Official leave, Registration leave, Funeral leave and Irresistible absence.














考試假需依照課務組之規定辦理,註冊假需依照註冊組之規定辦理


Examination leave permission should be granted by the curriculum section.


Registration leave should be granted by the Registration section








學生因故無法上課或參加各類教育活動時，均應請假以示尊重。


Students may not participate in class or the important education events should ask for the leave permission.








































































































准假權責：


一日內（含）－輔導教官；


三日內（含）－生活輔導組；


六日內（含）－學務長；


超過六日者－校長


Permission granted level：


1 day －Department drillmaster


In 3 days －Student Services Section


In 6 days －Dean of Student Affairs


More than 6days－ President
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