National Sun Yat-Sen University __________Academic Year_____ Semester 

Leave Application and Request for Substitute Faculty member 

【Faculty member on leave】　□Overtime pay not made during leave　　□No overtime pay
	Name of the faculty member
	Department
	Grade/level
	Weekly hours of teaching
	Duration

	
	
	□Full-time
□Part-time
	Hour(s)
overtime   hour(s)
	～
Total:　　week(s）

	Reason for proposed leave
	

	Faculty member on leave（or applicant）
	Head of Department
	Head of College (director）

	*Please submit information relating to the proposed leave
	Date:
	Date


【Substitute Faculty member】
	Name of the faculty member/level

	
	
	

	
	□Full-time　□part-time　□New employee
	□Full time　□Part-time　□New employee
	□Full-time　□part-time　□New employee

	Department
	
	
	

	Course 
	
	
	

	Duration and total hours of teaching

	～
	～
	～

	
	Total:___ week(s)____hour(s)
※No. of hours taught before____hour(s); no. of hours paid______
	Total:___ week(s)____hour(s)
※No. of hours taught before____hour(s); no. of hours paid______
	Total:___ week(s)____hour(s)
※No. of hours taught before____hour(s); no. of hours paid______

	Signature of Head of Applicant's Department
	
	
	

	Signature of Head of course offering
	
	
	

	Notes
	 Based on Article 4 of "Guidelines for Leave, Rescheduled Class, Substitute Faculty Payment Arrangement": Priority should be given to internal full-time faculty members with insufficient no. of teaching hours or part-time faculty members when considering employing a substitute faculty member. The allowed overtime hours including substitute teaching hours should not exceed 4 hours. For special circumstances, allowance could be made on a case by case basis with an approved application.  


【Approval】
	Office of Academic Affairs
	Human Resources 
	Head of University

	Date: 
	Date
	Date


【Information of leave application and teaching hours for substitute teaching  】
1. Based on Article 4 in "Guidelines for Leave, Rescheduling Class, Substitute Teaching Payment Arrangement"：

（1）Priority should be given to internal full-time faculty members with insufficient no. of teaching hours or part-time faculty members when considering employing a substitute faculty member. The allowed overtime hours including substitute teaching hours should not exceed 4 hours. For special circumstances, allowance could be made on a case by case basis with an approved application.  
（2）Should there be no suitable faculty members internally due to different professional requirements, external qualified substitute faculty members can be employed after receiving approval from the university. The teaching hours should not exceed 4 hours a week.  
2. Agreement made by Internal Teaching Committee:
（1）When the application is approved via the administrative process by the Department, College/Institute and University Heads, contract renewal can then be made to substitute faculty members with appropriate teaching qualification issued by the Ministry of Education. The record needs to be submitted to Human Resources Department and Office of Academic Affairs for filing purpose. （Meeting no. 304 in 19th Oct. 2006）
（2）When the application is approved by the Department and College/Institute Faculty Review Committee, contract renewal can be made to substitute faculty members without appropriate teaching qualification. The record needs to be submitted to Human Resources Department and Office of Academic Affairs for filing purpose.（Meeting no. 304 in 19th Oct. 2006）
3. The record needs to be submitted to Human Resources department and Office of Academic Affairs for filing purpose. Once the application is approved, please notify the Curricular Affairs Department to proceed with the substitute teaching payment arrangement. The faculty member with the renewal contract should submit a copy of the approved "faculty members application form". 
4. For other related application forms regarding leave application and substitute teaching, please visit the website of Curricular Affairs Department/application forms/ B faculty members website. 
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