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Regulation for Service of Administrative Staff of Christ’s College Taipei
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Chapter 1 General Rules
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Article 1 The hiring and service of Christ’s College Taipei Administrative Staff personnel is
based on the Regulation. Should any matters that are not covered by the Regulation
shall be managed in accordance with related Civil Service Act and Education
Personnel Regulation. The “staff personnel” in this Regulation are the full-time,

incumbent administrative staff members.
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Article 2 The College is a Christian college. All members of the College community are

expected to maintain basic Biblical standards of conduct. Some of these are stated
explicitly in the Bible, but others are implied by what the Bible teaches. Specific
standards of conduct can be found in the Board approved Christ’s College Taipei
Ethical Values and Standards statement.

= % MRBR [@;iﬁﬁlb‘ﬁji%ﬁfﬁ?% SR ET R S MRIETIeE E AR Y
S R R
Article 3 The College’s staff personnel much comply with the provisions and decrees of

related laws, such as Gender Equality Education Law, Gender Equality Employment

Law, and Sexual Harassment Prevention Act
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Chapter 2 Appointment Dismissal and Separation from Service
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Article 4 The appointment and severance of staff personnel shall be administered in

accordance with “Implementation Rules and Organization Regulation of Staff

Evaluation Committee”, which is established separately.
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Article 5 The new staff member must complete employment report form; then, he or she shall
report to Human Resources Office and the respective department where he or she

SCrves.
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Article 6 Each new staff member must start with a 3-month probation period initially. After

satisfactorily completing the probation, the head of department where he or she

works shall evaluate his or her performance and sign the appointment letter. Such

appointment letter shall be submitted, through Human Resources and Administration

Office, to the President for approval and hiring.
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Article 7 Should a staff member plan to resign, he or she must submit a resignation application

form. Upon approval and completing 1) the handover of all official matters and ii) the

separation procedures, one shall be separated from the College.
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Charter 3 Compensation
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Article 8. The compensations of College's staff personnel are administered in accordance with

"Compensation Guidelines of Staft Personnel", which is separately established.
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Article 9. The College’s staff personnel may apply for College housing according to
“Management Procedure of the Housing Allocation for Faculty, Administrative Staff

and Workers", which is separately established.
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Article 10 All staff personnel are eligible for employees’ benefits.
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Chapter 4 Job Attendance
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Article 11 The College’s staff personnel must attend job during office hours with the exceptions

of official business trips, approved personal leaves or documented sick leaves.
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Article 12
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Article 13
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Article 14

Non-attendance at office shall be accounted as “job absenteeism”. Should a staff
member accumulate seven (7) job-absenteeism days in a semester, he or she shall be

dismissed from appointment or deposited/fired.
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Every staff member below 2nd-ranking supervisory level must personally sign-in
and sign-out on the attendance logbook. Should the sign-in or sign-out be on behalf
of another person, both parties shall be penalized with warnings. Should anyone not
sign-in at any day, he or she should apply for a day of “approved leave” with
necessary documents. Should the person fail to apply for “approved leave”, a

job-absenteeism day will be recorded.
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Should a staff member leave early before the middle of his or her assigned office
hours at any workday without a prior approval, a job-absenteeism day will be
recorded. Should he or she leave early after the middle of his or her assigned office
hours at any workday without a prior approval, half of a job-absenteeism day will be

recorded.
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Any of the College’s staff personnel, who arrives at the College late due to problem
with transportation vehicle, traffic jams or other special event, may report the written
explanation to the department head for approval and permission to sign in

retroactively.
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Chapter 5 Absent Leave
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Article 15.
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Article 16:
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Any of College's staff members, who goes on business trip, must comply with the

guidelines of official business trip for the staff personnel.
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The approved leaves for the College's staff personnel are categorized as follows.
Each category of approved leave, which is recorded by Administration Office, is
included in the annual performance appraisals.-
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I.  Personal Leave (including caring for a family member): Each staff member is
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eligible for seven (7) personal leave days with pay, and any additional
personal leave days are without pay. The staff can’t apply the Personal Leave
unless he/she has no Service Leave or Annual Paid Leaves. The applicant
should submit the application at least one day before, except for the

emergency leave.
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II.  Sick Leave (including menstruation leave): Each staff member is eligible for

twenty-eight (28) sick-leave days. For any sick leave longer than seven (7)
days, hospital certificate of illness must be submitted to HR. Due to serious
illness, should a staff member exceed the limit of twenty-eight (28) days, his
or her case shall be submitted to the President for the approval of an
extension. Such extension shall be limited to half of a year. Should the staff
member exceed the 6-month extension and he or she meeting any of “CCES
Plan of Retirement Pension, Death Benefit and Severance Pay for Faculty,
Administrative Staff and Workers”, he or she may apply for applicable

separation from employment.
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III. Marriage Leave: When a staff member gets married, he or she is eligible for
fourteen (14) marriage-leave days. With special exceptions of the approved
deferment of marriage leave or an early starting day within five (5) days
before the wedding day, the staff member must start take the marriage leave
on or after the wedding day and complete the marriage leave within a month

from the wedding day.
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IV. Prenatal-care Leave, Maternity Leave, Abortion Leave, Paternity leave:
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(1) All female staff members are eligible for eight (8) prenatal-care leave days
prior to giving births. The prenatal-care leave must be applied and used
before giving birth. It cannot be taken after child birth.
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(2) The female staff member shall be eligible for forty-two (42) maternity-leave
days.
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(3) Should an abortion occur to a staff member after five months of pregnancy,
she is eligible for forty-two (42) maternity-leave days. After three months
of pregnancy, she is eligible for twenty-one (21) maternity-leave days, and
less than three months of pregnancy, she is eligible for fourteen (14)
maternity-leave days.
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(4) Maternity leave and abortion leave must be taken once to completion; the
summer- or winter-break days cannot be deducted from it. When on uses
up the prenatal-care leave and need additional days off prior to child birth,
one can apply for approval to use part of maternity leave up to twenty-one
(21) days. In the event of an abortion, the abortion leave shall be
deducted by the number of prenatal-care leave days, which have been
taken.
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(5) The male staff member, whose wife gives a birth, is eligible for three (3)
paternity-leave days, which can be taken separately; however, he must take
all three (3) paternity-leave days within a period from three (3) days before
the child birth to three days after the child birth.
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V. Bereavement Leave: The days of bereavement leave vary according to
following guidelines.
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(1) For the death of mother, father, spouse or a child: Fifteen (15)
bereavement-leave days.
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(2) For the death of step- mother or father, spouse’s mother or father: Ten (10)
bereavement-leave days.
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(3) For the death of a great grand mother or father, a grand mother or father,
spouse’s grand-mother or father, spouse’s step-mother or father, a sibling:
Five (5) bereavement-leave days.
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4) Bereavement-leave days, which can be taken separately, must be used up
within one hundred (100) days from the death day.
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VI. Work-injury Leave: Work-injury leave shall be applicable to a staff member,
who has incurred an injury while on the job providing the hospital certificate

requiring leave for medical care or therapy.
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VII. Official Leave: An individual who meets one of the following conditions is
eligible for an official leave.
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(1) Attendance to government mandatory assembly.
()R e & o
(2) Assembly of the military reservists according to the military-service law.
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(3) Attending government-sponsored elections on election days.
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(4) Official deployment to a training, advancement study or workshop for a
period of less than a year.
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(5) Official deployment to attend various meetings, visits and activities.
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(6) Attendance to job-related meetings, conferences or activities due to
invitations by domestic or foreign government agencies and organizations.
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(7) Upon the approval of the College, attending government sponsored
job-related exams.
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(8) Upon the approval of the College, attending the College sponsored
activities.
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(9) Upon the approval of the College, attend a court case to testify under legal
obligation.
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(10) Quarantine by National Health Care certified hospitals or clinics due to
contingent disease with the exception that morbidity is caused by the staff
member.
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Article 17
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(11) Leaves for the staff member of aboriginal origin due to aboriginal natives’
year worship, holidays in accordance with the days posted by Aboriginal
Committee of Executive Yuan.
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The above designated Personal Day, Sick Leave and Prenatal-care Leave can be
taken by the hour; however, the Marriage Leave, Pregnancy Leave, Parental Leave,
and Bereavement Leave must be taken at least half a day at a time.
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A leave of eight (8) hours is accounted as one day. A staff member, who has not
completed a full year of service, is eligible for Personal Day, and Sick Leave prorated
by the number of months of service.
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Female staff member, who requires the prevention of miscarriage upon physician’s
diagnosis, may apply for prenatal-care leave, portion of maternity leave, and sick

leave (sick leave extension) for her therapy, caring and resting.
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Official Business Trip and Official Leave are regulated as follows.
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I.  Official Business Trip: Due to the need of the College’s official business
(including the administration of College’s plans and industry-university
cooperation case), the one who is deployed to official business, i.e., official
business trip, is eligible for claiming travel expenses (After being approved
for the implementation of a project and industry-university cooperation, the
travel expenses of the staff member shall be reimbursed by the project and
industry-university cooperation.) The travel expense standard is separately
established.
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II.  Official Leave: The staff member, who are approved for official leaves
according to Item 7 of Paragraph 1 of Article 16, cannot apply for travel

expenses.
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Article 18
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Article 19

Article 20

Article 21

Article 22
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The regular holidays are subtracted from the approved leaves that are approved
under Article 16. However, the regular holidays are not subtracted from sick leave

extension.
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All leaves (including official business trips) for the first-ranking supervisors must be
approved by the Principle. The three-day leaves (or less) by other staff members are
approved by department heads, and all leaves of more than 3 days must be approved
by the President.
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A leave must be applied, in advance, by the staftf member, who must delegate his or
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her job responsibility to a proxy. Alternatively, the department head shall appoint
another staff member temporarily as a proxy. The proxy is not compensated for the
temporary job. Should the proxy substitute for 2-week (or longer) leave, such as
official leave, sick leave, maternity leave or portion of maternity leave, he or she
shall be compensated for the temporary job responsibilities. If none among the staff
members can be appointed as a proxy, a suitable person shall be selected as a paid

proxy. The key operation guidelines for job proxy is separately established.
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The annual personal day, sick leave and service-leave days of an academic year start
on August Ist and end on July 31st the following year. The staff members who start

their services in the middle of an academic year, the number of days of each leave

are calculated based on prorate method.

%&%ﬁﬁpaﬁuﬁﬁmﬂﬁtar:ﬁﬁlié%ﬁhﬁﬁ’ﬂ EIXFER
&rrr’ii?;séiﬂ&%%m«)ﬁ} s WAL F L EY - R R C A R ey
LR

If the sick extension have not been used up in an academic year, the remaining
portion could be used in the following academic year. When the combined sick
extension days in two academic years exceed half of a year, he or she shall be
processed according Item 2 of Paragraph 1 of Article 16 for the applicable separation

from employment.
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Article 23 Should a staff member take a leave without approval, leave office without notifying
supervisor, or is overdue from holidays, the number of days of un-authorized leave

are recorded as job-absenteeism days.
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Article 24 The Human Resources and Administration Office must report the attendances of all
staff members to the President for review, and to managers and directors of all

Sections and Offices.
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Article 25. Those who falsely take leaves shall be dismissed upon being proven falsifying.
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Chapter 6 Holidays
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Article 26 Various types of holidays are listed below:
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1.  Weekend holidays
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2. National holidays
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3. Service holidays (Vacation days?)
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4.  Other holidays
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Article 27 The guidelines of service leave are listed below:
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1. When one serves continuously for a whole year, he or she is eligible for seven
(7) service-leave days the following year.
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2. When one serves continuously for three (3) years, he or she is eligible for
fourteen (14) service-leave days the following year.
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3. When one serves continuously for six (6) years, he or she is eligible for
Twenty-one (21) service-leave days the following year.
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4. When one serves continuously for nine (9) years, he or she is eligible for

9 109.04 i



Twenty-eight (28) service-leave days the following year.
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5. When one serves continuously for fourteen (14) years, he or she is eligible for

thirty (30) service-leave days the following year.
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6. Leave can be taken by the unit of hour; every eight (8) hours are recorded as a

day of leave.
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7.  If one cannot take service leave or voluntarily save it, such service leave can be
deferred to next academic year; but not later.
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8. A staff member, who has been ordered to retire, cannot use up the service leave
or regular holidays (including make-up holidays), the residual days of leave and
holidays can be compensated at a rate of NT$1,000 per day. For an amount less
than a day, it is accounted as half a day. The maximum amount of days for

compensation is thirty (30).
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Article 7 Performance Appraisal, Rewards and Reprimands
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Article 28 The performance appraisals of the College’s staff personnel and the consequent

rewards or reprimands are administered in accordance with “Review and Evaluation
Procedure for the Promotion of Faculty, Administrative Staff and Workers”, which is

separately established.
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Chapter 8 Retirement, Death Benefits and Severance
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Article 29 The retirement pensions, death benefits and severance pays for all staff personnel of
Christ’s College Taipei shall be processed in accordance with “ Act Governing the
Retirement, Bereavement Compensation, Discharge with Severance Pay Benefits for

the Teaching and Other Staff of School Legal Persons and their Respective Private
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School(s)”, which is set by The Fund Management Committee of the Retirement,
Bereavement Compensation, Discharge with Severance Pay Benefits of Private

Schools.
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Chapter 9 Supplementary Rule
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The Regulation shall be passed by College Affairs Assembly and submitted to the

Article 30.
Board of Directors for approval, announcement and implementation.

11 109.04 i



