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% ~ 3 1. General Principles

I

p =71, Objectives

FAAEFRMTHEA)G ERFREFERN RS FTAZ L2 EMBFEELT
Fott oo E 2 ph R R (T A AFIR) ("QP@ I SeaE NUPERARARR T S SR § c4 U LF
FIHI R R EyEE | F 205 % 198)

Christ's College Taipei (hereinafter referred to as “"the College ") has establishes an internal
control system (hereinafter referred to as “the system") to reasonably ensure the enhancement of
operational efficiency, the security of assets, and the reliability of financial reporting. (Refer to
Article 2, Item 1 of the “Implementation Regulations Governing Internal Control System of
School Foundations and Affiliated Private Schools ")

AFIR2Z3TE S FIEAE S M ?%3‘;‘%’3\4 TEARR ~ P IR BE 2 AP T E AR o (S
AP T] TR, T ST RIS R 5265 5 157)

ThIS system includes operating procedures for personnel, finance, and school operations,

internal control points, and auditing practices. (Refer to Article 2, Item 1 of the

“Implementation Regulations Governing Internal Control System of School Foundations and

Affiliated Private Schools™)

AIRD BRGTE SERTEMBIE AT E ERABLET S - (2R TERMBEZ L
BT 2 R I FIFIRR RS | 5 20F % 25)

This system is established by the College and implemented after approval by the board of

directors of the affiliated foundation. (Refer to Article 2, Item 2 of the “Implementation

Regulations Governing Internal Control System of School Foundations and Affiliated Private

Schools ")

i * #=[F2. Scope of Application :

TR AREBGERTE R (FEBR A RIHL -

AII matters and operations related to the functions of the College will be handled in accordance
with the system.

T ¥ L 3. Operational Guidelines

(- ) *RBEATRT 2Z2 Pm@f4ﬁ’7§mgﬁ'? wE %ﬁ ‘%%
Bl ~B(0)iE ~ 2052 f2E 208 o (SR THERMEZ A2 91§ 2 BRI
FIHIRF %782 | % 41F)
The College shall establish an internal organizational structure in accordance with
personnel regulations, specifying the establishment of supervisors at all levels, their
titles, scopes of authority, as well as matters related to appointment, reappointment,
dismissal, and removal. (Refer to Article 4 of the “Implementation Regulations
Governing Internal Control System of School Foundations and Affiliated Private
Schools ")

() PMEHPAE ¢ 72 EETH -MBEA Y ETHZ AL TH2 TERE P
HE LR S fw (%78 r%w @,z L2 R B RN SR
FyEE | F8IE~ $9ME - $10iF % ¥ 111%)

The internal control content includes operational procedures, internal control points,

and audit operation standards related to personnel matters, financial matters,
operational matters, and other relevant matters. (Refer to Articles 8, 9, 10, and 11 of
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the “Implementation Regulations Governing Internal Control System of School
Foundations and Affiliated Private Schools ")

L.

M:z}f%f;%?’f%ﬁ 1T AR T RACEALA N IR P EE R
i (5R T %#Jﬁﬁﬂ-&iheﬁf‘ gf*mawwﬁﬁliﬁﬁwﬁﬁJ % 8i%)
The College shall establish operational procedures, internal control points, and
audit operation standards for the following personnel matters related to faculty
and staff: (Refer to Article 8 of the “Implementation Regulations Governing
Internal Control System of School Foundations and Affiliated Private Schools "
(L) i~ 4~ 38~ 48T~ Tk ~ 3K TR fpEr o

Employment, Salary Structure, Compensatlon, Benefits, Insurance,

Retirement Termination, Severance Compensation

(2) M@~ ZBENIRER FY SR R
Attendance, Leave of Absence, Training, Continuing Education, Research,
Assessment, Rewards and Penalties

ﬂ\%’/i%)]*'f [P+ 30 0 37 LT EARS ~ P IRdIg 2 AP TR L (5
IR A A D PR S S S *"%’S';?FHFJ)?.“? WPEE | % 90F)

The College shall establish operational procedures, internal control points, and

auditing regulations for the following financial matters: (Refer to Article 9 of the

Implementation Regulations Governing Internal Control System of School

Foundations and Affiliated Private Schools

(1) $FFRES LA RFTZAR 5§ > g 2 2o
Decision-making, trading, safekeeping, and recording of investments in
securities and other investments.

(2) 2 EA2 S KBRS Neod A 2 Y 2 R R S
iR E E 2 PHE o
Disposal of real estate, establishment of encumbrances, acquisition, or
leasing of properties; purchase of movable assets, establishment of
affiliated institutions, and management of related businesses.

(3.) FA; eI - HHEFTAEFLAL - FZE b
Decision-making, execution, and recording of fundraising, acceptance of
donations, borrowing, and capital leasing.

4.) ¢ 1’% KR E\«"ﬁ i;ﬁiﬁﬁgi FY
Management and recording of debt commitments and contingent
liabilities.

(5.) B iRz fcd ~ B3 TR ko
Receipt, management, execution, and recording of grants and subsidies.

(6) Mic#HBmEH et 2 B~ et ~ FILE ek o
Review, receipt, management, and recording of collections and other
income and expenditures.

(7) FREAE2Z%E > MBE2EpBTRLEE -

Preparation of budgets and final accounts, and disclosure of financial and
non- financial information.
i‘\’]f*}i’%f"f 73 WEI o TRATERSE ~ IRz %7}*1?'}‘,—.*"&,#’%‘
N Ll B PERRE S i S 4l AL +TL1’LJTL1’LJ)§3 FyEE | % 100F)

The College shall establish operational procedures, internal control points, and

auditing regulations for the following operational matters: (Refer to Article 10 of
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4.

the Implementation Regulations Governing Internal Control System of School
Foundations and Affiliated Private Schools)
(1.) %% - Instruction
(2.) # 3% - Student Affairs
(3.) 3% - General Affairs
(4.) # 7 % % o Research and Development
(5.) A % £ 1% o Industry-Academia Cooperation
(6.) B™“= =% & 1% o International Exchange and Cooperation
(7.) ﬁgmﬁ J2 o Information Technology Affairs
(8.) H# s % i& o Other Operational
ARUBREM 4 LR TR RARA PRI TR - (B
"E ORMEE AR TR E R “"K%J%J&“‘”%#Iz J ¥ 110%)
The College shall establish operational procedures, internal control points, and
auditing regulations for related-party transactions. (Refer to Article 11 of the
Implementation Regulations Governing Internal Control System of School
Foundations and Affiliated Private Schools)

P3R4 & 2 # 17 Internal Control System Audit :
1.

AREREP B R E R RERPIAFIRZ G OBR > FEY
R 2 2k 2 ond o PR e R R AR T E G e
Pine (SR TERMAB:ZE A2 TRF 2 FRPFEEHHIRF *@7‘7””?@ J %13
i)
The College shall implement internal audits to assist the Board of Directors and
the President in assessing the effectiveness of this system, evaluating the
operational effectiveness and efficiency of the school, and providing timely
suggestions for improvement, ensuring the continued and effective
implementation of this system. (Refer to Article 13 of the Implementation
Regulations Governing Internal Control System of School Foundations and
Affiliated Private Schools)
%h~ﬁ#*ﬁ o iR T F RN I AE F RO R R R A
i . ?7]732"’}’ HIF T g~ FEARR 2 4 ; pf’g‘_&ﬁf‘ﬁi}i o ,Qﬁf‘ﬁﬁgg
3+ F Y H 'F *g'li‘—"—r (5 " ERMEZ A 2 TR z F oy v dl4 R
’%7’%/2‘ ] f% 131' )

The audit personnel of the College shall conduct audits of the internal controls in
accordance with regulations to assess the effectiveness and compliance of the
school's current personnel, financial, and operational policies and procedures,
without conflicting with accounting responsibilities. Their authorities are as
follows: (Refer to Article 13 of the Implementation Regulations Governing
Internal Control System of School Foundations and Affiliated Private Schools)
(1) *R2AEFF0 MiER - FEFRE2FLAS -

Post-audit of the College's human resources matters, financial matters, and

operational matters.
(2) *RMENPRIZ2Z FEEF -

Post-audit of cash handling procedures at the College.
(3) ARME -KEFFHEF EES2ZEE-

Inventory of the College's cash, bank deposits, and securities.
(4) »RMABIHERFERFESTGEHRL N2 HPEER
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1.

Audit and recommendations for improving financial efficiency and
reducing unnecessary expenditures at the College.

(5.) *R2ZBEEHEA -

Special audit matters of the College.

AP R R G SR BT R R R A R e

EREPFIBEREPR T B2 " o (3R TERMABZ L2 K

FEERP IR RS | F150F)

The audit personnel of the College shall formulate an audit plan based on the

results of the risk assessment to audit the internal controls of the College. The

College audit plan shall be approved by the President; any revisions shall follow

the same procedure. (Refer to Article 15 of the Implementation Regulations

Governing Internal Control System of School Foundations and Affiliated Private

Schools)

ARPEPARSEPEEAERLAFIRASL RV ERAZ AR AEE 0

NERBPELY BABE PR TRBE M TR TREPEL

THEBI 2L 20k o (5B THERMEZ A2 TR 2 F RPN A

B yEE | H181F % 13%)

The audit personnel of the College shall disclose any deficiencies, anomalies, and

other issues identified during the audit in the annual audit report, attaching

working papers and relevant data to create the audit report. Follow-up shall be
conducted regularly until the issues are resolved. (Refer to Article 18, Item 1 of
the Implementation Regulations Governing Internal Control System of School

Foundations and Affiliated Private Schools)

THATTH BT R (SR T ERMEBE A 2 R ERP

WEr FIFIRF EEE | ¥ 181 % 23%)

The other issues as specified in the preceding item shall include: (Refer to Article

18, Item 2 of the Implementation Regulations Governing Internal Control System

of School Foundations and Affiliated Private Schools)

(1) FORHS MR & oraf R4 2 o
Deficiencies identified during inspections by government agencies.

(2) MBEFREF AR A REAEAFIREP T 9772484 o
Deficiencies listed in the statement of internal controls provided by the
College during audits by certified public accountants.

(3) E§HF MBAPERENE T APTERLEL o
Deficiencies discovered by the accountants during financial audits or
special audits.

(4) Hwar4 o
Other deficiencies.

PR s 1 TRBEPMTR > B VEGT # o (2R TERMEZ A
AT P RPN AR T w2 | % 18iF %357)

Audit reports, working papers, and related materials shall be retained for at least
five years. (Refer to Article 18, Item 3 of the Implementation Regulations
Governing Internal Control System of School Foundations and Affiliated Private
Schools)

AREPA RS L T2 ¢RI RBEIARETHEL 2 GHFLETE
o RIrFREXERAFT HERTBEMBEZASAARTI L EAFT 24
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o e TESEPRETEE (SR TERMBIE A 2 978 F 2 FRp N
AR F ez | 5 196%)

The College's audit personnel or appointed accountants shall regularly submit the
audit reports and follow-up reports to the Board of Directors for review.
However, if significant violations are discovered that may cause substantial harm
to the affiliated foundation or the College, an audit report shall be promptly
prepared and submitted to the President Board of Directors for review. (Refer to
Article 19, of the Implementation Regulations Governing Internal Control
System of School Foundations and Affiliated Private Schools)

A2 AP REPFE T A R et o ik MER SRR H
RGP ELZTR (SR T ERMABE AR TR 2 E R I
R RyRE | ¥200%)

The audit personnel of the College may request administrative staff to provide
relevant books, vouchers, documents, and other materials necessary for the audit.
(Refer to Article 20 of the Implementation Regulations Governing Internal
Control System of School Foundations and Affiliated Private Schools)
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=~ 233X ¥ Organization Structure :

(- ) ARREEH= &> FEFGE o
FrEREZHPUREEE (H)HpF &
doifERE AZ N RERE T E BT E ENEg P Tl Ao
AR AFTERE PEEE ﬁﬁig#ﬂf i £ I Pl b B iE S -
A IR f’fJfV--s»/F PR FA B2 o kAR i’\‘%’“??mf&w i

P RS BE

MG E S LR L 0 Hory %‘T**Ff R e A S WAL ?1391",5"51%3;’
& k3 g LR S O e r’;hl()l' ?f‘ g’l‘&/z‘ %571'4—\ FT ok 2?3(—’;_ IR i
61 - LT ARTRIEDER -

(A) The President of the School shall be elected for a term of three years and shall be
eligible for re-election.
The term of office of the new President shall be by the academic year (term)
system starting from 1 August or 1 February each year. If a new President is not
elected before the expiry of the term of office of the current President, or if a
vacancy arises during the term of office of the President and the selection of a
new President has not yet been completed, the Board of Trustees shall designate
a Vice-President or a full-time teacher at the rank of Assistant Professor or
above to act as President and to complete the selection of the President within
six months by “Policy for the Selection, Appointment, and Evaluation of the
President of Christ’s College Taipei”.
If the Ministry of Education (M.O.E.) evaluates the College as having perfect
management and achieving excellent performance, as stated in the University
Evaluation Act Article 9, then the age of the school president can be extended to
75 years of age with the approval of the M.O.E., according to the University
Evaluation Act Article 10 and Private School Law Article 57.

A

- PR - pAE-L RA
RN
E\‘F

\r.r_/

(= ) AEEBIHCE - 4 W RE IR d A BrRl s B 2 o B
REEZHERELER > HERERE > TP @HpHL 723 Bz o
(B) The College has a position of Vice President who has the responsibility of
assisting President in managing college affairs. The President of the college
shall select and appoint the Vice-President with the ranking of Associate
Professor or higher. The term of the Vice President shall be the same as the
President's.The appointment letter shall be issued annually, and the Vice
President may resign or not be reappointed during the term..

1H

REAFRERE 1 E- 4 FRE L%

f{i:@sﬂ: Y .‘._'::\'L EL R ¢ P el FE L L ERFER - 4
A PG REER T2 .

Ea$% S R E P LA RGRE EL .

R ER G AR EARHTE o REE0E @B S e H

g/z;%‘f‘ Y4 ixE o d Jf*T\Hﬂ,—F Pl b E iz -
ERCES @m‘f%lﬁ%ﬂﬁ’wiﬁﬁmi?m%ﬁmﬁﬂo
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AEZER P RERRTALEREFT A E I REBEFEATRLE
EX ~g1 2 Q=R
(C) The selection of the Chairperson may be made by a selection committee formed
by each department; and one to two full-time faculty members above the rank of
Associate Professor shall be selected and submitted to the President or for
appointment.
The reappointment of the Chairperson shall be approved by a vote of the faculty
of each department and then presented to the President for reappointment.
The President may terminate the appointment of the Chairperson before the
expiration of his or her term of office if the Chairperson has committed a major
breach of law or dereliction of duty during the term of office. The President shall
appoint a proxy to convene a meeting of the Departmental Committee and the
dismissal shall be approved by the Departmental Committee and presented to the
President for approval.
If a vacancy arises during the term of office of the Chairperson and before the
selection of a new Chairperson is completed, the President shall appoint a
full-time faculty member of Associate Professor or above to act as the
Chairperson.
The Chairperson of the new Department shall be a full-time teacher of Associate
Professor or above appointed by the President.
The procedures for the selection, renewal, and dismissal of the Chairperson shall
be by the criteria The College shall establish a Christian Liberal Arts
Department with a Department Chairman position for the general management
of the department affairs.

(2 ~) MK T AL H =
(D) The College shall establish following offices:

1. #idae: BRAAE - 4 o EIRIEP S 3Gr - B3 FF IR~ oo ikAR
2 Hi ?{z&#ﬁf&?im c TARBETETEFTN 0o FAE- Ao
EHEp e Bl - A IR B EE - L ;{{f&@"?ﬁﬁ FEFL L Tk
ﬁﬂw’gi&~&:@ﬁ%£ﬁ%ﬁ%4&o
The Academic Affairs Office: The Office is responsible for registration,
curriculum, library and information services, core curriculum, and other
academic-related matters. It is staffed by a Dean of Academic Affairs. There
shall be a Library and Information Centre with a Director, a Registration
Section with a Chief, a Classroom Section with a Chief, and a Christian
Liberal Arts Core Curriculum Center with a Director, and several staff will
be employed as necessary.

2. FAER A PFAERE - A cHA EHE S @GR B ER
- FE RN A w‘&ﬁi CRFE D PBREYT CRRY
FPERZ A A PELTR - TAFRFTEL R F e el - LK
AR Ey B -4 ERFREREFF A o
Student Affairs Office: The Office is responsible for life counseling,
psychological counseling, and guidance of extra-curricular activities, health
care, sports activities, evangelical ministry, restaurant management, and
other student counseling matters. It is headed by a Dean of Student Affairs.
There shall be an Advisory and Career Counselling Section with a Chief, a
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Life Counselling Section with a Chief, and several staff will be employed as
necessary.

3. BB ERARELE- A EREIR A FE -FFZ AR BT
T&iﬁi’iié~&:wﬁﬁiﬁﬁﬁ%l*°
General Affairs Office: The Office is responsible for the administration,
cashier, operation, storage, and other general affairs. It is headed by a
Director of General Affairs. There shall be a General Affairs Section with a
Chief, and several staff will be employed as necessary.

b4, FrEBAIEFAFEL - A cE BB G R F B RINEE

BRI PP E A2 By R BT c TRBERA K TP w0 B
AE-ASEKRAREFAFTRY > B E- 4 FARTE _E%ﬁ%

F X o
Research and Development Office: The Office is responsible for academic
research, university research and development, university evaluation,
academic publications, research projects, and other research and
development matters. It is headed by a Director of Research and
Development. Under this office, there shall be a Center for Extension
Education with a Director and a Center for Aboriginal Student Resources
with a Director, and several staff will be employed as necessary.

5. L3 ﬂEfA' FiREAE- Ao iifmfzfi = A ) 5i§- A E ? B
FRCEA A EIE o T T ) B BE - A ;I”;ff'l-‘rﬁ-gﬁ‘ VB EF Ao
Personnel and Secretariat Office: The Office is responsible for secretarial,
clerical, statutory regulations, personnel management, and administrative
coordination matters. It is headed by a Director. There shall be an
Administration Section with a Chief, and several staff will be employed as
necessary.

6. RETESXEFBRFIEILIE- Lo ﬁﬁ" O R BT BYE O RO PRAR
etz i@z %—r}\iiz}° TREEFEE FEELE-ASERFTEER
ﬁ _*P’—‘L A o
International and Public Affairs Office: The Office is responsible for public
relations, international exchange, alumni services, admissions, and
fundraising. It is headed by a Director. There shall have a General
Development Section with a Chief, and several staff will be employed as

necessary.
7. g?i PREAE- A HIME S E R MR MM T o FARF
)=

_Q ﬁ -F = F X o

Accountlng Office: The Office is responsible for budgeting, accounting, and
statistical matters. There shall be a Director, and several staff will be
employed as necessary.

LH AR R EREE A D EARERETE R REE R AR 0 5

REE 2 o
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Each unit shall have a number of staff in accordance with the College’s staffing plan,
which may be increased or decreased according to the nature of business and actual
needs, and shall be appointed by the President.

(I ) AREATAEELA§
(E) The College shall establish following committees:

1.

4+

REFEFLR G 5 MR T oy 2% 0 2
LI R %@Wwiimﬁwmﬁ%aﬁ SHREFF5LH €%
pi—»ijﬁ‘i—‘i_ v H e g 2 ;?\‘ : _E_-i ﬁ__ I = A K,éf’]‘&'v\' > ?{7)2‘-1:\ >
FAERFALR AL S A RERI R ) AL
gzko.:_]%a:zﬁf@,:h:@ﬁ e A}y‘-lzk,,}tg—_;{:@ﬁgﬁpi_ﬁ,
BEEGE o X822 ¥ 372 o ““1‘*22*5 REFARULESF W o
Faculty Evaluatlon Committee: To evaluate matters related to teachers'
qualifications, appointment, tenure, promotion, suspension, dismissal,
non-renewal of appointment, determination of reasons for redundancy, and
matters that should be considered by the Faculty Evaluation Committee by
other laws and regulations. The Faculty Evaluation Committee shall be
composed of seven members, with the President, Dean of Academic Affairs,
and Department Chair as ex-officio members, while the other members shall
be elected by the faculty and the President shall be the convener. Members
of either gender should account for at least one-third of the total number of
members, the term of office of the elected members shall be one year, and
they may be reappointed for another term. The establishment of the
committee shall be determined separately and shall be implemented after
consideration and approval by the College Council.

3

4%

KEFY PRk E R € 1 f TR BT AR A 2 ez H o
AR OPR2Y o SEFY SRR xiﬁg,%ﬁiit%Fv SR
gREBE T F oo AL A g2 e g Ay FRIFESA S ¢ &
LARTEE T AAARBKE A @O R A2 - AL
g ix - 'r’.}_‘;""l:é ﬁ )AA%["— —‘é ﬁl‘,&ﬁ'{i AR SRS ke ¢ ;”'FF Fi‘-—é ﬁ g—L%\‘/‘L ’
PEFE A RAT 22T
Faculty Appeals Council: The Council shall be responsible to rule on the
appeals pertinent to all disagreed dismissals, terminations or non-renewals
of employment brought forth by faculty members. The organization of
Faculty Appeals Council and its ruling key bases shall be established and
submitted to College Council Committee for approval, public announcement
and implementation. This Council must consist of representatives of local or
branch Faculty Association and educators; and, at minimum, two thirds of
the Council members must not have administrative duties. In addition, the
established Council must meet the requirement of that members of either
gender should account for more than one-third of the total number of
Council members. The rulings of Faculty Appeals Council do not hinder the
concerned parties’ legal rights to file law suits.

RAFFBELR € A RERBERIFLFHARRBEEZFT 5T
oo BREFEZY T BRI EREBUEF S o
The College Development Committee is responsible for conducting research
on future campus development as assigned by the Council. The

10 2025



establishment of this committee will be determined separately and will be
implemented after approval by the College Council.

B RERLR G B4R 0 REST AL ERFES L
é%éii?i@%—"%?ﬁwwwm%i¥l‘hiﬁ°ﬁ

£ {7 F a2 FfF 0 A @RS A2 - - g ﬁ%J“%
:/,,\i—l‘jl—oé?)\/_?];-l\?}-l g}:t!,b}fgrﬁggﬂlglﬁg_#‘ngg

R e RS SRR R Y R AR R T L
HHT I F % o

PASLEAKT RV A e %dghﬁ@&21§4@% =54 f
g€v o HPET 24 v“*#‘wﬁfﬁ‘s‘ AR B 2 BRR Y %‘?*Ep o
RRT FEBUA LB EARRTEEARLEELR -

Student Grievance Review Committee: The President shall appoint several
full-time teachers and an elected student representative, and two of the
members are experts from special education academics, parent group
representatives, or professionals. The committee shall be composed of seven
members, of whom no less than half shall be teachers who do not hold
administrative positions, and at least one-third of the total number of
members shall be of either gender. The committee receives complaints from
students, student unions, and other student government organizations
against the school's punishment, administrative action, or other measures
and resolutions. The establishment of the committee shall be determined
separately and will be implemented after approval by the Ministry of
Education.For the purpose of handling complaints from special education
students, the school shall appoint at least two additional members to the
Student Grievance Review Committee, who are experts in special education
and are related to special education needs, representatives of special
education parent groups or other special education professionals.

BIEF LR € FTR MBE 1 s A%
EpgEtr o a- UL RIL ARz A2- ok
P F T2 o TSGR RS T o

The Staff and Workers Evaluation Committee is responsible for evaluating
the appointment, promotion, assessment, and redundancy of staff,
technicians, and guards, and at least one-third of the total number of
members shall be of either gender. Its organization and implementation
details will be determined separately and implemented after approval by the
College Council.

Y
Y
#‘K

BAY okt R € R MERBELY vk E- ulL f R
L RABk= Az -t o H%y $+¥F 2 ’.""fiﬁ-gpig%pf«ix@xé?
%é;o

Staff Grievance Review Committee: To review the staff grievances of the
College, and at least one-third of the total number of members shall be of
either gender. The establishment of this committee shall be determined
separately and implemented after approval by the College Council.
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70 BUEERTLAE AR T M TR RN S HT R
B E ARSI E R I AP T E T2 10FE o H
P d Rl £ R Rl A2 - 0 o HA B R VT2 SR E

FiAﬁivi;’g WieqFw o

The Gender Equity Education Committee is responsible for the
implementation of gender equity education in the school, with female
members accounting for at least one-half of the total number of members.
The establishment of this committee shall be determined by the school
board and shall be implemented after approval by the College Council.

8. MIEPARE I RLR A d REGRA B IR BE LR
RERFARRE AL L EpEE %L+K%?wM%% b A 3
FEriin M ¥3% o
Internal Audit Committee: The committee is composed of the Vice
President, teacher representatives, and staff representatives. This committee
is responsible for the internal auditing of the school.

Various other committees may be created as necessary to deal with specific
matters.

9. FAKVHITLH € ﬁ ;.1 AREFARTEREZ RPN EFARAKTEL 28
HEz > HREMR2L T2 o
Special Education Implementation Committee: Responsible for the
development of special education at the school and the counseling of special
education students within the school. The establishment and regulations of
the committee shall be governed by separate provisions

10. ML R € 1 f FF T Migzﬁpﬁ:’zﬁﬁ PFEIRE KRR TN B A2
B3k ARILE SRS TR R AN AN
A SR Ll I T S S
Publication Commlttee. Responsible for reviewing various publications of
the school to ensure that their content aligns with the school's faith stance,
founding philosophy, policy implementation, and accuracy requirements.
This ensures that readers gain a correct understanding and recognition of
the school through its publications.

(% ) *EE T 5 § 3%
(F) The College shall establish following Committee Meetings:
1 Kargdk:ARARBEAEA -
College Council Meeting: To resolve major school business matters.

1.1 J'l%"'{{»‘ffiéﬁfx%‘ﬁ?ﬁﬁ‘_ﬁf‘?ﬁi‘\% 'ﬁ@i%\ B4 4z Hw
—ﬁﬁ‘xg’kﬁp“‘%\'ﬁﬂfﬁii"+l—£$g47l)“2\fiﬂpw“§ﬁ’@lﬁl$
T o

The College Council is organized by the president, faculty
representatives, academic and administrative directors, staff
representatives, student representatives, and representatives of other
related personnel. The elected representatives are elected for one
academic year and are eligible for re-election
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1.2

1.3

14

1.1 wiFivd P REERAL > H A2 @S 2MERAE 2
S o KR AT ERRFABFRTRF 1A 0
KN L AR =2 L RA -

The number of faculty representatives shall be elected and shall
not be less than one-half of the total number of staff members at
the meeting, and the number of faculty representatives who are
qualified as professors or associate professors shall be no less
than two-thirds of the number of faculty representatives in
principle

112 BE 21484 1 2RGIINBE -1 AT FAS R4
A o
Staff and workers' representatives: One representative shall be
elected from among the staff and workers within the College's
establishment

113524 BEEFAL VA ESNERIFRFE A2
Student representatives shall be elected at a rate of not less than
one-tenth of the total number of meeting members

Rt €k REZB T A2 > EFY T 0L - = SRBER

TR A RT Az - R BRI R R R T

Bﬁéw &ﬁgéwﬁﬁwﬂ LR E %% TR

€ 3% < 3% ¥ 7% - College Council Meeting shall be convened and presided

over by the President at least once each semester. If at least one-fifth of
the members present at a College Council meeting request an interim

College Council meeting, the President shall call one within fifteen days.

The College Council may establish various committees or task forces

when necessary to deal with matters referred by the College Council

RIFERKEIEZ V372 > URIBPERFARLEFELST % -

The establishment of the College Council Meeting shall be determined

separately and shall be implemented after approval by the College

Council

**j$'g é&%% i_T 3£I§

The following matters shall be considered by the College Council

14143 B H 2358 o
College development plan and budget.

142 222 L A€ & 3R
Charter and by-laws and various important regulations

14358 k2 ik Bipa k2 ~ R &Rk
The establishment, change, and discontinuation of departments
and affiliated organizations.

144%53 B4 EHF BB - Fy2HesRpELFHE o
Academic affairs, student affairs, general affairs, research, and
other important matters on campus.

1.4.5 7 M RKEFHFH2 27K o
The study of teaching evaluations

146K+ R"TRER LB R ) widiR¥TA -
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Resolutions of committees or task forces established by the
College Council.
1.4.7 ¢ Z#x 22 REKZEAR -
Proposals and recommendations of the President.
1ABHH§HEFD P L FHRE  SEPFEHHT M AR IR -
The College Council may invite relevant personnel to attend the
meeting when necessary for the consideration of the previous
items

FrReEiR - MRE S RIRE HBRRE B2 ERE CRBE CFPFL
ARERFTAE -CRAETFSCLEIRIE AT R F kAR
MMECI ez cREZAN  HHBIAREL FREA -
Administrative Council Meeting: The President, Vice President, Dean of
Academic Affairs, Director of General Affairs, Director of Research and
Development, Director of Personnel and Secretariat, Director of
International and Public Affairs, Director of Accounting, School Chaplain,
Chairperson of the Department, and other relevant unit heads. The President
is the chairperson and discusses important administrative matters of the
College

Ktk MNEBE TN BB AL ESPFEL S PuEgaRd v i
E-REZEFTAY AT MERI G KA LZFS R LN o
KixE S AR wmEnty o EEESGIHARAA -
Administrative Council Meeting: The President, Vice President, Dean of
Academic Affairs, Director of General Affairs, Director of Research and
Development, Director of Personnel and Secretariat, Director of
International and Public Affairs, Director of Accounting, School Chaplain,
Chairperson of the Department, and other relevant unit heads. The President
iIs the chairperson and discusses important administrative matters of the
College.

FAERER  NUEAEIBRLENHERF - F JL T - KE FEEE
MEEFAP ciEd - REFAEZZFSI o2 - FAFTHRELLA
HREL IR RELRT Y R RFEEGF M RAIA -
Student Affairs Meeting: The Dean of Student Affairs and his or her
colleagues, Chairperson of the Department, Dean of Academic Affairs,
Director of Research and Development, Director of Library and Information
Center, faculty representatives, and student representatives. The Dean of
Student Affairs is the chairperson and discusses important matters of student
affairs and student rewards and punishments, and may invite relevant
personnel to attend when necessary.

%ﬁg%:uﬁﬁégﬁﬁktﬁﬁi’ﬁﬁaéiﬁ’ﬁ
ot MRS T SRR EEg Ry M2 4R
al 31] )'ﬁ o

The General Affairs Meeting: Organized by the Director of General Affairs
and hiscolleagues, the Director of General Affairs is the chairperson and is
responsible for planning, coordinating, and promoting general affairs.
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6. Bk AArERIMGEE AWK EL AL ..,#‘?“‘7 B AAFLAR
HREARE FL CRAZHE ﬁg,mﬁiﬂ’ﬁﬁﬁw&%
BAREZIA -

Departmental Affairs Meeting: Organized by all faculty members and
student representatives of the department. The department head is the
chairman of the meeting to discuss teaching, research, promotion, and other
matters related to the affairs of the department, and may invite relevant
personnel to attend when necessary.

The meetings for other departments, offices, and centers are composed of
the unit heads and their staff, with the unit head as the chairperson to discuss
important matters of each unit and invite the relevant staff to attend if

necessary.
The faculty representative for the Academic Affairs and Student Affairs

meetings shall be elected by the department.

The student representatives to the academic affairs Meetings, student affairs
meetings, departmental affairs meetings, or related meetings are elected by
the students for a one-year term.

= ~ ikxJyp 2 4p B = © Basis and other relevant documents :
(= )# = & ¥ Private School Law -
(= )= # ;% University Act o
(=) = & 2% % {7 'w | Private School Act Enforcement Rules -
(z )+ B2 5 {7 ' P Enforcement Rules of the University Act -
(I )4 # A4 Ix 2 3 442 Organization Regulation of Christ’s College Taipei
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I11. Human Resources Matters:

— N E] E—ﬁ .

1. Purpose:
ARARKBALITAATERL TEAA G TR (5B TERMBIE A2 AR
FRERP IR RS | 5 80F)

This HR control system serves as the regulation basis of operating procedures of
following human resources matters pertinent to faculty, staff and other employees of
Christ’s College Taipei. (Please consult Article 8 of “Implementation Procedure of
Internal Control System of Private School Endowment Foundation and Affiliated
Private School”

(=) ik
Hiring and Employment.
(=) 4c¥7% F18 o
Salary/Wage and Compensation.
(Z)Amf1 2 g o
Benefits and Insurances.
(2) 818 -
Attendance.
(1) £®-
Holidays, Vacations and Business Trips.
()38 -
Training.
(<) ey .
Advanced Studies and Research.
(~) 2o
Performance Appraisal.
(1) 2 -
Commendations and Reprimands
()3~ qperz Fag o
Retirement, Pension, Death Compensation and Severance Pay

g #3& & :

2. Applicable Scope:
ARATEHEAM TEARA DR M IRFBL
All operating procedures pertinent to human resources matters of the College shall be
administered according to the System.
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3. Operation Directions
FREFEFE2LITERLR o
Please see the operating procedures of subsequent chapters.
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(= )t :
(1) Hiring and Employment:
2 it golR
Applicable Scope:
ARKBE L2 APMP R ITE Y AR E o
All relevant hiring and appointment operations pertinent to faculty, staff and other
employees of the College shall be covered by this Chapter section.

3 TERR
Operating procedures:
3.1 P s
Timing of a request for hiring new employees:
3.1.1 BEa:
Faculty, staff and custodians:
3111 FIR#AFEZTE-H B HKE -pF o
When a department expands or a new department is
established due to the need(s) of College development.
3.1.1.2 FH =B 1% RS TR
When a staff member or custodian of a department, unit
or office retires, resigns, is on leave of absence or is
laid-off by the College.
3.1.1.3 FHFHFREF ZEIRREPES
When a new opening is specially required by the
College and approved by the President of the College.
3.1.2 HpF
Faculty:
3.1.21 FIRAFEFTE -~ BE KT TLE o
When a new department, institute, or class is
established because of the need(s) of College-affair
development.
3.1.22 FiRFHE G RFEBF o
When a faculty member of a department is on-leave for
advanced study.
3.1.2.3 TR RHA TR
When a faculty member retires, resigns, is on leave of
absence or is laid-off by the College.

3.2 Pt mBA AT g ¢ E D TR A R
ﬂ:g‘gﬁ—o

Request to Generate Employment Opening:

3.3 HikiEitz T

Conditions and Qualifications of Employment

3.3.1 fF:
Faculty Members:
BT AR T GEGZ APR 2R R -
In accordance with the rules of Regulation of the Appointment of
Educators and other relevant regulations
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3.3.2 B :
Administration Staff Members:
B R R AR F MR R R
BRI R FT RS R
In accordance with the need(s) of the requesting department, the
regulation requirements of the respective hiring department and the
qualification for insurance under Private School Faculty and Staff
insurance and Labor insurance programs.

3.3.3 1 %x:
Custodians:
21 ARl AR T TR o
In accordance with the hiring qualifications defined by Standard
Wage Table for Manual Custodian.

3.4 SRBHIFT RO
Open Recruitment Information:
341 mAa:
Administrative Staff Members and Manual Custodians:
3411  HA12Mk > EAFERTZIELLLE MR
£ T o
Employment of an administrative staff member or
custodian shall be signed off by Human Resources
and Secretariat Office (HRSO) and approved by the
President.
3.4.1.2 ¥ GH =R TEGBRAEY G4 A EgtE
TARE ZVHERA IR £ T TR -
The requesting department shall submit a copy of the
approved “Request Form for Filling a Staff Vacancy”
to HRSO in order to have the job vacancy placed in
Advertisement.
3.4.2 HpFo:
Faculty:
3421 FERFECRINZRY GoMmGgAEERTFAL
ERAFFRT L B EAAMALLE > Mg
BALGALAR M L R 0 BGEIR Fm o TR T SR Ry
R 2 E R
The teaching unit must submit a request for approval.
After the Director of the Human Resources and
Secretariat Office provides comments on the faculty
ratio and staffing, the request will be submitted to the
Dean of Academic Affairs Office for comments on the
course-related matters. Finally, the request will be
submitted to the President for approval. Upon approval,
the process of posting the teaching recruitment
advertisement will proceed.

3.4.2.2 ¢ H i B BB A R
A ATHEPRLERR LY B R
2R 4T E AR o
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3.5

3.6

3.7

The requesting department shall submit a copy of the
completed “Request Form for Filling a Faculty
Vacancy” to Academic Affairs Office (“AAO”) for
future references and HRSO for the placement of online
advertisements in order to complete the procedure from
request stage to faculty recruitment advertisement.

REBF M pid AFHE R REESCHLIY FHE S KE
H o

Collection of curriculum vitae:  All resumes submitted by applicants shall
be centrally collected by HRSO first and transferred to the requesting
department and teaching unit.

RN

Tests and interviews of prospective staff members and custodians:

3.6.1 Az ¥ grH g FYREEA A e
Preliminary test or interview: Preliminary test or interview of (a)
staff or custodian applicant(s) shall be conducted by the hiring
department or unit.

3.6.2 HREIEAFE HPRF A EHUAERLE o d A FRE
FRGRESAFFP 2 RBRITF LR ¢ EFRA P ETAFF
Re-test or second interview: After preliminary test, the
recommended candidates, who have been selected from all
tested/interviewed applicants, shall be recorded on the List of
Recommended Candidates and submitted to the President via
HRAO. The re-test or re-interview of recommended candidates
shall be conducted by Staff and Custodian Evaluation Committee
on the Re-test Day.

363 7 E2A4FAEREE A2 AFFEAR 0 d AT TERT AN
AR EAB I RS AR v RBE 5o
The applicants, who do not pass the preliminary test or have not
been selected during re-test, shall be centrally and simultaneously
notified /passed up by HRAO after the preliminary test or re-test
respectively.

KEFEFTRE A

Reviews of Faculty Qualification:

371 #% A REFECLEEFRFFTRAF A FFR? B2 KiFd
LB E p e RS & o
Preliminary Review or Interview: Preliminary review or
interview of applicants for faculty positions shall be conducted by
each teaching department or unit. After the preliminary review, the
unqualified applicants shall be notified and passed up in writing by
the hiring department.

372 A% A FUBZRFFTHRAELS RTREFTELR §E
FREFFRAG P AFEALZEEAE RZH Y 24
B BPELMGRESY 2o Fd AT FERE U FREKTE
R hed R R AEEZ K AR H v RS
Final Review or Interview: The resume(s) of semi-finalist(s), who
has (have) passed the Preliminary Review, shall be submitted to
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College Faculty Evaluation Committee for final review. Afterwards,
the prospective finalist(s), who is (are) selected according to the
number of approved openings, shall be ranked and submitted to the
President for approval(s); and, records of all in-person interviews
during the final review/interview phase shall be stored by HRSO
for future reference. All applicants, who have not be selected

during the final review/interview phase, shall be notified/passed up
in writing by HRSO.

3.8 % Fo:
Job assignments to new employees:

3.8.1

3.8.2

3.8.3

BRI BRI FLE gAREZAE RgREPr 0T
dAE ERE Z RN

Administrative staff members and custodians: The finalist(s), who
has (have) been selected by Staff and Custodian Evaluation
Committee during the retest phase shall be submitted to the
President for approval prior to extending employment invitation
letter(s) to him/her (them).

APEEAR D AREAE ARG AR “f;i it AR
ByEget o d REREMBZ A0 FRAERYS ¢35 %
EERUFBUEEIAZL - (2R TERMBIE L2 2% F 2 F R
FEFHIRF RS ¥ 200E R (B ER R FRR
)

Chief Financial Officer:  The Director of Finance Office of the
College, who is the Chief Financial Officer, shall be reviewed and
selected using above operating procedures; and his/her appointment
or termination must be recommended and submitted by the
President to the Board of Trustees of the “Free China Christian
College Association Foundation of Taipei County, Taiwan,” for
ratification. (Please see Article 20 of “Implementation Procedure
of Accounting System Established by Private School Endowment
Foundation and its Affiliated Private School”.) (Each school shall
define the job title and process according to its actual practices.)
KEF -

Faulty:

3.83.1 EEZ K d ATERLFUCKIFRL I RE
T o
The employment offer letter to a finalist shall be
prepared by HRSO and extended directly by the
President.

3.8.3.2 EFEZ RKFFARIHTEVRIFR P AT R
oA o

A finalist for a faculty opening shall respond on or prior
to the deadline set forth in the employment offer letter
to indicate whether he/she accepts the offer or not.

3833 KIFFIFIAZHIELRELTIRARAEERS
R P AIFRIRREEIL kAL ERY
30 MR R R e
Should a finalist for a faculty opening decide to decline
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3.9

the employment offer from the College, he/she must
return such official employment offer letter to-HRSO
timely. Should he/she decide to accept the
employment offer, he/she must send an acceptance
letter of such an employment offer, and simultaneously
transmit the acceptance decision to the hiring teaching
department.

FE I

Report to work:

3.9.1 ARATEHRBE T RBATRA Ao p (R 1) B AP (KEF)
EPATERBE IHIIRAE AT ERTFRAFINEY -
A new incoming staff member or custodian or a newly appointed
faculty member must report to work on the effective date of job
assignment or the employment effective date respectively
according to “Report-to-work Procedure Form for New Incoming
Employee”.

3.9.2 AU SIRINATEKBA 1§ FARETE L L (T R
WIS IE o F AP A o
Earlier or deferred reporting:  Under unusual circumstance(s), a
new incoming faculty member, staff member or custodian must
submit detailed explanations regarding his/her need and request to
reschedule his/her report-to-work day to an earlier or later date.

4 fryle gk
Essential Elements of Controls:

4.1

4.2

4.3

4.4

4.5

4.6

4.7

gk FEFFE LT O @ o

Whether fairness, impartialness and opening/transparency of operating
procedures of recruitments, hiring, assignment and appointments have been
conducted.

AF o ATRBR T RATR > PR D TR 2 4R FIE S
Whether the recruitment and selection methods have been appropriately
revised when the education environments change to some extent.

AR BAARS AT RIS o

Whether the processes of addition(s) and replacement(s) of employees have
been conducted in accordance with rules of approving authorization.
DRSSy WA TR R R

Whether the addition(s) or replacement(s) of employees have been in
compliance with Hiring and Employment Plan as well as within the limit of
employees under current budget.

ATRRTFEL - LI E AT AATHR o

Whether all office procedures have been completed according to the rules
and regulations and the related essential personnel data and profile have
been established accordingly.

AEFTHRAE RE R

Whether the entirety and integrity of the personnel data and profile have
been kept intact.

FREEEL AR R A RLEOT EARAT T

The employees of the College other than those who have been specifically

22



4.8

4.9

authorized to handle, read and/or review the personnel data and profiles of
applicants are not allowed to have access to those personnel files.
EALIFEET AR AT REREFIOTEMEBEZ L £ F §RUEEF
[E3 FESN

For the appointment or termination of Chief Financial Officer, whether
his/her appointment or termination has been recommended and submitted by
the President to the Board of Trustees of the “Free China Christian College
Association Foundation of Taipei County, Taiwan,” for ratification.
ATERPR I ARFAFHE TATERBA IR E | R IR
B oo

Whether the new incoming faculty member, staff member or custodian have
completed “Report-to-work Procedure Form for New Incoming Employee”
and reporting procedure(s).

g L H .
Forms to be used:

51

52

BRARaRFEY sy o

Request Form for Filling a Staff or Faculty Vacancy
ATIEFBA RIS H o

Report-to-work Procedure Form for New Incoming Employee

Ryp AR 2
Basis and other relevant documents:

6.1 %7 AR E*iER-
Regulation of the Appointment of Educators
6.2 T AR EHIEHGTP o
Implementation Rules of the Regulation of the Appointment of Educators
6.3 HKEFiE o
Teachers Act.
6.4 ERMBEZEAZNRFZERED EFFIRF w2 o
Procedure for the Implementation of the Accounting System of the School
Foundation and Its Subsidiary Private School
6.5 L AFFRERRAE -
Organization Regulation of Christ’s College Taipei
6.6 & A F g EF LT PR
Guidelines for Hiring and Appointment of Faculty of Christ’s College
Taipei °
6.7 LM ABEFRATERR BE FEL g
New Staff Selection Operation Guidelines Christ’s College Taipei
6.8 4 AR R PRIFRA
Regulation for Service of Administrative Staff of Christ’s College Taipei
o A2
Flowcharts:
7.1 FEprsdondes L [vaag-] o
See reference for Faculty Hiring Process. (Flowchart 1)
7.2 BARGAESL [nems] -

See reference for Staff Hiring Process. (Flowchart 2)
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¥ EF P U oo £% B Faculty Hiring Process Flowchart

[ise@- ]

MY

AR I

G

Responsible Unit Process Steps Related Document
< #& % i ¥ Prepare >
B%‘i Fxak gp e W%
A4 Request Form for
%,Es?ﬁg - s L h i+ Apply Filling a Staff or
CLAD Faculty Vacancy

CEERE R
The Human
Recourses and
Secretariat Office

REFFFLA 6
Faculty
Evaluation
Committee

AETERE R
The Human
Recourses and
Secretariat Office

T No
T2 EFEPA
Approved

F#I 2> B P Managing open recruitment

Z No

FF= g AT
Approved by FEC

%% ®-2% Issue the appointment letter

\ 4
W ATATIE PR PHIZ AR )
Notification and registration

\4
PR SFR G
Salary and Insurance Arrangement

FRTIFFR

,

F

* % Z Reportof| = No

Teacher «—
Certification

Issued by MOE

SR 40
ossess MOE ertificate

F 4 A ¥ F i Register

<
l

< 2% End >

55
Memorandum for
Approval

ATEHRER 1 4R T
AR H
Report-to-work
Procedure Form for
New Incoming
Employee
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B%‘: B P%- U4 /- 42 B Staff Hiring Process Flowchart

[Azm@ =)

i A A

AR I

G

Responsible Unit Process Steps Related Document
¥ A H < B # 1% % Prepare > BT
Hiring Unit / Request Form for
. \ 4 11
Employer Unit Filling a Staff or
e OBR AT 5 Apply Faculty Vacancy
" ) # No -
AT EEPA X
Approved Memorandum for
Approval

CEERE T
The Human
Recourses and
Secretariat Office

FEg LR g
Staff and
Custodian
Evaluation
Committee

AEERT F
The Human
Recourses and
Secretariat
Office

F#I8 2 B 1% Open Recruitment

Z No

A& ?‘ ¥ AT i ik
Passed the interview

% No

Passed second interview and,

& 31L& % L Approved by President

\ 4
LTl ﬁf\?%fr@%‘i B 772 3F 3
Notification and registration

\ 4
P SN
Salary and Insurance Arrangement

\4

44 F T4 Register

i
«
A

A

( %4 End )

ATEHKERR 1 4R T
N
Report-to-work
Procedure Form for
New Incoming
Employee

AT EEE
Salary Grading
Guidelines
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(= )2 F38 :
(2) Salary, Wage and Compensation:
1™ # 5
Applicable Scope:
AOHB R I AP AF RS AT S o
All operating procedures pertinent to salary, wage and compensation matters of
the College shall be covered by the Chapter section.

2. TERE
Operation Directions
2.1 i ¥
Operating procedures of salary, wage and compensation:
211 AREBR FeA 236 (7 £ FE39B ) ﬁ\aag
TRE R gfr gL ) 2 TR Fed R 142

1 n1 e i | pH12 .

There are thirty six (36) levels of salary, wage and compensation

for faculty, staff and other employees including thirty nine (39)

annual merit pays. For salaried employees, “President and

Faculty Salary Table” and “Administrative Staff Salary Table”

shall be used accordingly. The wage of manual custodians shall

be administered according to “Standard Wage Table for Manual

Custodian”.

212  RTESFFACER P

Contracted Salary Guideline for Newly Appointed Faculty

Members:

2.1.2.1 B HPiE 2 B R B P AR T p A AR AT o
The starting salary of a new faculty shall be approved at
the lowest of the salary level that is comparable to
his/her job description and title.

2.1.2.2 IR R R R T LK B EE’IELB%\L
P IR FRLLEFT  @ER- T PE
B so— B0 X ABRER E P EZ U -
A full-time qualified faculty member, who has taught in
domestic university/universities or college(s) as an
Instructor before and has been appointed to a teaching
job comparable to his/her service experience, is eligible
for a defined-amount raise when he/she receives an
excellent performance appraisal; however, the maximal
annual salary is capped by his/her job level.

2123 BOEBE A T A B e ) ;;tgm;c;eﬂg E3=

F\ A HEE TRAFERI f‘ A #
BRBE sApg 2 FRaz»* R 2 & T EE A

a#ﬁ&ﬁh—&W~% B £ F2 L
A full-time qualified faculty member, who fulfills the
requirement of “Guideline of Contracted Salary for
University Faculty of Assistant Professorship and
Higher with Domestic or International Private-Sector
Working Experience” and has a teaching job

26



2.1.3

2.14

2.15

2.1.6

comparable to his/her private-sector experience, is
eligible for a defined-amount raise when he/she
receives an excellent performance appraisal; however,
the maximal annual salary is capped by his/her job
level.

2124 FEIR@Ekm o R RBEapY P RES
BrzE2F 0 F REF2 bk Fie TEREE
EHRBRARE T AL 2 PRI F
Fh- T PERRAK- B ERABMEGEFF 2
") -

A full-time qualified faculty member, who has served
in the military and transferred to the College as
teaching faculty shall be assigned a teach job in
accordance with rules of “Annual Salary Table for
Teaching Faculty Transferred from Military Reservist”,
is eligible for annual merit raise based on performance
appraisal result; however, the maximal annual salary is
capped by his/her job level.

FTER R AFR D

Contracted Salary Guideline for Newly Employed Staff Members:

2.1.3.1 WUBRGRET R 2 B AT s RORY
The principle is to set the starting salary based on the
educational qualifications required for the position.

2.1.3.2 BENREP S BRI B ERBE s g R
ARz BT FER- TP ERRAK- &
e ABREE £ F2 L
A full-time staff member, who has service experience
in domestic university/universities or college(s) as an
administrative staff member before and has been
assigned to a administrative job comparable to his/her
service experience, is eligible for a defined-amount
raise when he/she receives an excellent performance
appraisal; however, the maximal annual salary is
capped by his/her job level.

AT % A FR A

Wage Guideline for New Incoming Manual Custodians:

B2 E M ApaAT ALY 2 MO A AT SRR o

The starting wage of a new incoming manual custodian shall be

approved at the ground floor of the wage level that is comparable to

his/her educational background, and it should not be lower than the
minimum wage.

AT HBE I BN IR - ) HE A RAS SRR

B EARFHLAFE T o

Within seven days after reporting to work, a new incoming manual

custodian must fill the resume form, complete verification of

educational background and work experience, and submit the
package to the College in order to process wage matters.

KRR 1AcF 2 s > iRT AR IIBL

The starting wage and any wage change shall be administered

according to the following rules.
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2.1.7

2.16.1 A ¥ ¢
Wage Starting Date:
ACHBE L R ETIR L p A
Wage starting date of a newly hired staff member is the
date of Reporting-to-work
2.1.6.2 =
Wage Modification:
A SR A IR R Frecscy o 9p
F T AT p AR o
Wage modification due to the make-up submission of
education documents or the acquisition of new
qualification should be applied for by the respective
employee; and the adjusted wage shall start on the
effective date.
ATERAEAGFEY BRI T2 BN FREHR
IAEFRA 2 AFUPH A FRETIHL
Any matter, which has not be addressed by the Operating
Procedure, shall be administered according to “Guideline of
Contracted Salary for Faculty, Staff and Custodian at Private
Higher-Education Institutes” and relevant HR regulations of the
College.

2.2 53T ¥ .
Compensation Operation:
FOPR L kA T R T LKA (2 45 A L AR

15 E 4L

. _I_'F‘,f“‘—k I ih %—Eﬂ;'ﬂ’ AR &’«—J’—-?’ﬁ xiFs'n&/——ELLi)

All faculty members, staff members and custodians shall be processed
according to Salary Standard of the College, including base salary or annual
merit pay standards, extra pay for staff members and custodians, extra pay for
supervisors, pay standard for academic advisor, hourly payment and
night-shift premium...etc.

2IFFT 2 F kit .
Operation of Salary, Wage and Compensation Approval and Issuance

23.1

2.3.2

2.3.3

&%ﬁ Fry oo RypscE o Fl8 N A GBI ERREG
;ﬁ.?\ 1@ ?—F'\ o

The total monthly compensation to each faculty member, staff

member or custodian shall be calculated based on the respective

contracted salary/wage, remuneration, business trip(s), leave of

absence, benefits...etc.

ERBE I LA FREFE RIS ¥ 2 REEY

Insurance premiums of civil servant, workers' compensation and

health insurances of each employee shall be deducted from his/her

total monthly compensation according to the insured amount(s) and

his/her rank.

A E R I HARE B A T A o

The monthly income tax withholding for each employee shall be

calculated according to the list of dependents and standard

calculation of tax withholding and deducted from his/her total

monthly compensation.
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234 FHEBRALI AR EAENEE L AIoN KRR U -
All deductions, such as employees’ withholdings, Employees'
Welfare Funds, must be withheld according to regulations.

235 FFIAEFTERIzRBEIRAE > QETETEFEL ) R
Bd 9 THEFP L, > REFEPHFTAFLE 4 Mg
FEF R T
The “Monthly Pay stub” of each employee, which is prepared by
HRSO according to latest “Compensation Adjustment Record”,
shall be reviewed and approved by Finance Office prior to its
disbursement by Cashier.

236 AR AEFFRIETINAR S RRBFIRE > T EIRZE
Under special circumstances or when an employee has no bank
account, cash shall be paid to him/her; and the respective receipts
must be signed by him/her each month.

3. AL g
Essential Elements of Controls:
BIHBR 1 FaLT ik TREZ RF(FRR)FEE, ~ TBEFEL 2
"1 k1 AR A AE o

Whether the contracted salary level of a faculty member, staff member or
manual custodian has been established according to “President and Faculty
(including Teaching Assistant) Salary Table”, “Administrative Staff Salary
Table” and ““*Standard Wage Table for Manual Custodian”.

B2HEF S BR 2 1 AAF AT BREFHL
Whether the guidelines of contracted salary for faculty members , and
administrative staff members have been administered according to regulations.

B3R I HFFT T EMRILT RIcHFEE LR Ke o
Whether the income tax withholding from each employee’s total monthly
compensation has been conducted according to the appropriate percentage
listed in the standard table of tax withholding.

34 R FF AT f Mo AT Ac IR S
Whether the monthly income tax withholding from each employee’s
compensation has been submitted to National Taxation Bureau timely.

S RFra ~ FARERF AT RFGEFAL EBE D e o
Whether the withholdings of premiums for civil servant, workers'
compensation and health insurances have been correctly conducted according
to the tables of insurance premium rates

36T HEmilz THFEHL 2 THFPwL | L3
Whether the “Compensation Adjustment Record” and “Monthly Pay stub”
have been accurately prepared by the responsible unit(s).

BTHBR L FTELE LAk
Whether the Compensation of each faculty member, staff member or
custodian has been calculated correctly.

38 FT AT YK
Whether all employees’ compensations have been issued timely.

3O FRIFFT A AT L AmAF
Whether the electronically transferred net-compensation amount to each
employee has been correct.
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4, @+ 2 H
Applicable Forms :
A1 fE 2 R (5 e H)Fad o
President and Faculty (including Teaching Assistant) Salary Table
42 B R Frist o
Administrative Staff Salary Table
431 %1 ApfEB 2L o
Standard Wage Table for Manual Custodian
44 35 BB & o
Compensation Adjustment Record
45 FFP ik o
Monthly Pay stub

5. gz 2 B2 % ¢

Basis and Related Documents:

5.1 % B AP EF U F REFER Y TR P A SR TRAFERA
Guideline of Contracted Salary for University Faculty of Assistant
Professorship and Higher with Domestic or International Private-Sector
Working Experience

S22 Bt B g B 1 bF R -

Guideline of Contracted Salary for Faculty, Staff and Custodian at Private
Higher-Education Institutes.

53 & M A FREFR 1 kFyEs -

Regulation of Contracted Salary for Faculty, Staff and Custodian at Christ’s
College Taipei

6. AR -
Operating Procedure Flowchart :
6.1 scriv¥imizs L [insem-] -
Operating Procedure Flowchart of Contracted Salary (Flowchart 1)
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4x#7 1% ¥ 7 42 B Operating Procedure Flowchart of Contracted Salary
(e - ]

i A A2 2 ARR 2 2
Responsible Unit Process Steps Related Document

< i it ¥ Propare >

LEFERE R ATIEFBA = 3R T ATE O R 1 3F 3
The Human New Staff and Faculty Registration 25 H
Recourses and Report-to-work
Secretariat Procedure F orm for
Office New Incoming
Employee
EARLF AAPMER
Review Relevant Documents
A 4
CEEREZ 5 RS RS sFrt g
The Human Fill Out the Salary Recommendation Salary
Recourses and Recommendation
Secretariat Letter
Office
v

BiFRE P T
Approved by President

R
Issue the salary notification

Wrip b R H =
Notifv Relevant Unit
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(3) Benefit and Insurance:

Lo

Applicable Scope:

AEBA 2

AT E G AR TR S PN ARE o

The operatlons pertinent to contracted benefit and insurance of the faculty, staff
members and labor workers of the College shall be administered according to this
Chapter section.

2. TEHRE

Operating Procedure:

2.1 451

Benefits:

211

2.1.2

2.1.3

2.1.4

AREFABTNEH 2 A ER - FE R S8t~ 2
TALE S ER AR £ A LT A TR E CRIFES T
%"” °

The benefit items of the College include: Provide Lunch, funeral
subsidy, wedding gift money, childbirth gift money, hospitalization
subsidy, catastrophe subsidy, retirement pension, death benefits and
severance payments.
iﬁﬁlﬁﬂiéﬁ?ﬁy,&iﬁrﬁlﬁgiéﬁgiﬁ
FEESPER | L o

Education subsidy for staff member and labor worker as well as the
children education subsidy shall be administered according to
“Rules of Awarding Grants Payable toward Christ’s College Taipei
Tuition and Fee of a College’s Staff Member or Labor Worker or
the Related Child/Children while studying at the College”.

Bl EE R BB E A TALE é@ﬁ&ﬁM~é%tf
??:541#$‘f'111€ ’ E';%‘/\EF ri;?%ﬁ‘f Z'?-QI’FF ”F‘—%E F ’
F-oBHE i gRPE O MEREFE

For each of the benefit items in the categories of funeral subsidy,
wedding gift money,-childbirth gift money, hospitalization subsidy,
and catastrophe subsidy, the appropriate applicant shall apply for it
by submitting the completed “Claim Request Form for the Benefit
Subsidy” to First-tier Supervisor of the responsible unit for final
review and the President for approval

BF A ETate o ¥ Al TR 12 ﬁ+*?é*fﬁ
Bvs ¥ %‘Z\ o B BH A ? Ii‘f—}‘fg s RGRCE FRE o

For the benefit of children education subsidy, the employee of the
child or children shall complete the “Application Form Requesting
for Grants Payable toward Christ’s College Taipei Tuition and Fee
of'a College’s Staff Member or Labor Worker or the Related
Child/Children while Studying at the College” to First-tier
Supervisor of the responsible unit for final review and the President
for approval.
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2.2 g -
Insurance:

221 AREBA-EFHIKAREGRE2AVEERE ORI ZY
A RP- ¥l Eer 2R RS -
All faculty members and staff members must participate in the
Public Servant and Teacher Insurance and National Healthcare
Insurance; and all labor workers and contractor personnel must
participate in the Labor Insurance and National Healthcare
Insurance.
ACKBRE KA G R T oK RRGE 2 T oKk
AR Y2 TR e
The public servant and teach insurance policies of all faculty and
staff members must be administered in accordance with the
regulations of “Civil Servant and Teacher Insurance Act” and
“Enforcement Rules of Civil Servant and Teacher Insurance Act”.

222 ARIZzZHFI WG R THFIE%ES ) 2 T I RGE
B3 7 am Y LR o
The labor insurance policies of all labor workers of the College
must be administered in accordance with the “Labor Insurance Act
and “Enforcement Rules of Labor Insurance Act”.

223 AREFPRIZEEFE > BRI 2AEERGE 2 T2
RGN Tl R o
The healthcare insurance policies of all faculty members, staff
members and labor workers shall be administered in accordance
with the “National Healthcare Insurance Act” and “Enforcement
Rules of National Healthcare Insurance Act”.

o5

AL

Essential Elements of Control:

31 :AAGTIF AAT R 4L T R H AR L  £5F -

Whether the amount of each benefit subsidy has been administered according
to the respective subsidy criteria and benchmark scale.

32 B ME L T AARTIA A E | 2RI EE > L3 EREFAE A
Whether the benefit item on the completed “Claim Request Form for the
Benefit Subsidy” has been reviewed and approved by the authorized
supervisor.

33BF LT HP 0 ¢ A AT RS TR AL AR
Vi ST AEAE
Whether the applicant has completed “Application Form Requesting for
Grants Payable toward Christ’s College Taipei Tuition and Fee of a College’s
Staff Member or Labor Worker or the Related Child/Children while Studying
at the College” and submitted to the authorized supervisor for approval for the
purpose of attaining children education subsidy.

SAFBMA LT R JFELIRAQFEE 2NREE TR -

Whether all faculty members and staff members have taken out “Public
Servant and Teacher Insurance policy and National Healthcare Insurance”
policy according to the regulations.

SS5BIZ NP A B AT AT HKFEF L HEE 2R R
Whether all labor workers and contractor personnel have taken out “Labor
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4.

Insurance” policy and “National Healthcare Insurance” policy according to the
regulations.

e £ H o
Applicable Forms:
414 AEFRE AR Y GH -
Claim Request Form for All Benefit Subsidies of Christ’s College Taipei
42 % ABEFIRKBA 1 &8 B F S gk Aty i o
Application Form Requesting for Grants Payable toward Christ’s College
Taipei Tuition and Fee of a College’s Staff Member or Labor Worker or the
Related Child/Children while Studying at the College

Ryp AR 2
Basis and Related Documents:
5.1 %A B iR o
Civil Servant and Teacher Insurance Act
5.2 23 A B 225 (7 mp o
Enforcement Rules of Civil Servant and Teacher Insurance Act
5.3 % 1 iRt 56 o
Labor Insurance Act
5.4 % 1 %% 1% 0)¥F (7 P o
Enforcement Rules of Labor Insurance Act
55 > X B %rhkiE o
National Healthcare Insurance Act
5.6 > XN B iRt 2% T mB| o
Enforcement Rules of National Healthcare Insurance Act
574 AEFREL1IAE A ;j%;% RS PEE o
Rules of Awarding Grants Payable toward Christ’s College Taipei Tuition and
Fee of a College’s Staff Member or Labor Worker or the Related
Child/Children while Studying at the College.

A2

Flowchart:

6.145 1T E iz sn [iniem- ] -
Operation process of Employee Benefits Affairs. Please consult “Flowchart
1.

6.2 i iTE e L [AER =] o
Operation process of Employee Insurance Affairs. Please consult “Flowchart
27,
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45 F1 1® % /- 42 B Operation Process Flowchart of Employee Benefits Affairs

[iizm- ]
i A A2 2 A0 BE 2 12
Responsible Unit Process Steps Related Document
< &% T ¥ Prepare > ;}’(B%h B 1 ARflye4
i 3%( Rules of Contracted
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to apply KBA /DY Apply
i‘fiﬁﬁk A1 H 34
g F§ RS PR
FHIE —— ules of Awarding
v PR >
Department S . == ,? A%.% ' 1 Grants Payable
Heads" or "Unit HPCTAISOES ADRTOY toward Christ’s
Supervisor College Taipei

CFERY 3
The Human
Recourses and
Secretariat
Office

CFERY 3
The Human
Recourses and
Secretariat
Office

\ 4
ERAF AN TR

Review Documents

\4

% F‘;“** B
Submit for the President's Approval

Mg EAAEES
Notify the Approval Result

Warip b 252 H >
Notifv the Relevant Business

C %4 End )

Tuition and Fee of a
College’s Staft
Member or Labor
Worker or the
Related
Child/Children while
Studying at the
College

¢ ;%— =S

Application Form
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' 1% 3 7 47 ] Operation process of Employee Insurance Affairs Flowchart

[Azm@ =)

i A
Responsible Unit

AR I
Process Steps

Ap B < it
Related Document

AEERT F
The Human
Recourses and
Secretariat
Office

CEERE R
The Human
Recourses and
Secretariat
Office

7 5 IR HORT

afficial staffing struct

& Yes

Staft &faculty within the

< ® i ¥ ¥ Perpare >

% No

A 4

PEID A~ 2 RITE
Process the Public
Insurance Operations

PEID Y R TR
Process the Labor
Insurance Operations

A 4

b e A
Join the Private School
Pension Management
Committee

PRI E TR (T E
Process the Labor
Pension Contribution

Operations

A

Y

PRID i B (G

Process National Healthcare Insurance

C

24 End

D

¥R B
Civil Servant and
Teacher Insurance
Act

¥ e 0E B

Labor Insurance Act

Fiuz 4 2 2o
= 8 fe e BT ke
EPAEER R R iE b

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
School(s)

F1ARER £
BE PRy
Regulations for the
Allocation and
Management of the
Workers' Retirement
Reserve Funds

DARER R
National Healthcare
Insurance Act
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(2 )itk ~ feir s Fab
(4) Retirement, Death Benefit and Severance Payment

1 @ * #F
Applicable Scope'
ﬂ\%xﬁn# NN SR LIS & tgaﬁﬁfé TR Ty TR A2

Aotz ¥ Jf%?vt A lﬁwr’éﬁfﬁ 7 tg CIONIEA &
The operations pertment to the retirement, death benefit, resignation or severance
of each faculty member or staff member are administered according to “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 School(s) °
RSN HRE LT s TR LM CE SR AR E o
The operations pertment to the retlrement, Death Beneﬁt and severance payment
of all quota-based faculty members, staff members and labor workers of the
College shall be administered according to this Chapter section

2 TEEE
Operating Procedure:
2.1 @R (Em)
Retirement (Resigning):
2.1.1 REFEFRF T AL - % ¢ ik
When a faculty member or staff member meets one of the
following criteria, one can apply for retirement
2.1.1.1  EmS&E L > EIK60H o FIRE L HATERGLS
fac b2 o é’ﬁ]ﬂ i G S T *‘55)%«
AR A “Hn]i FRoL R 2 B R 2R T
One has been appointed or employed for five years or
longer and reaches the age of sixty (60). The
retirement age as cited in the preceding sentence can be
less than sixty (60) if one has a physical-demanding job
and one’s physical conditions limit his or her ability to
perform such job; however, the retirement age of such
person cannot be less than the age of fifty-five (55).
The physical demanding jobs are classified and
administered according to the Regulations of Public
Schools.
2.11.2 EHBR2EY o
One has been appointed or employed for twenty five
years or longer.
2.1.2 kv % %g A ,:H%ksjz IV »’g I e S —-F}f s B R
A faculty member or staff member who has been appointed or
employed for five year or longer and having one of the following
conditions must retire immediately.
2.1.2.1 = ;‘%65;%%—‘*‘ o FEHR T2 EH A ZTH L{B%‘a )
HAA7p Eﬁ%iﬁﬁz&—‘ﬁ PR S 2B R
ﬁ i PRIR 2R T IER
An individual reaches the age of sixty-five (65).
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2.1.3

2.1.4

2.1.5

2.1.6

2.1.2.2 NN I F’%ﬁ%,‘}%\ s A ,ﬁy‘i—‘i‘,ﬁ,' —?]z o W AU g &
S OMAR L R A A o A A
TR LATT AN LIRS I NP AR SR
An individual cannot perform satisfactorlly due to
mental or physical disability (ies).

BB T2 - —‘5 F Y iR

Labor workers who meet one of the following criteria can apply for

retirement.

2.1.3.1 JR#FSEND 0 T EERSSK A E SN B K o
One has five years (or longer) of service and reaches
the age of fifty-five (55) or has become a staff member.

2.1.3.2 JRi*HR25# F ©
One has twenty-five years of service.

BI1EF TN - S L3R R AT EgRu

E o

Labor workers who meet one of the following conditions must be

ordered to retire and cannot apply for an extension.

2.1.4.1 E 565k H e
Labor workers reach the age of sixty-five.

2.1.4.2 FlEMARS A &L RA N TE o Rt
= %P%E“ 530 e ?;%3 a2 M o
Labor workers cannot perform at work due to mental or
physical disabilities. He or she must submit a
certificate issued by a public hospital or a National
Health Insurance designated hospital.

9 () FFHE

Amount of Retirement:

ﬁ 131’]&$ % B"i\‘i 133"4«$\7}Elﬁ;§ l't‘Jl ”‘ fz:;}j%\ "%‘;‘*M; A & 1:"
'*%fﬁ SRR ﬁ*aﬁﬁwmﬁ¢P*%MVJ 2 M T o
The retirement pen3|on of a faculty member or staff member are
administered according to “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 School(s)”

FEA iu#&'*ﬁW%%»zﬁ%ﬁ%ﬂgfzg iT
FoOBTEECE) ) ARTIS R TR 2

-

m .
Labor workers, who cannot perform at work due to mental or
physical disabilities, should apply for retirement or resignation; and
their injuries, which meet one of the following circumstances, are
classified as on-the-job injuries.
2.1.6.1 FIRFHEIFATE 2 BE R G e
Any harm or injury that occurs while a faculty member,
staff member, labor worker is working on the job.
2162 FlopEd eFRERP GRS ERIIRG R
Any harm or injury that occurs as an accident while a
faculty member, staff member, labor worker is on
campus or a business trip.
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2.1.7

2.1.8

2.2 dper .

2.1.6.3 A2F¥FEHLETEILERURG o
Under unusual cwcumstance, the harm or injury that
arises as an accident while on the job.
2164 Flg+ %‘«zz-;fi YRR G o
Any injury or illness that is due to excessive work
loads.
KRR Y 30k A B wEE TARER L - o
LR %me%ﬁeﬂéﬂﬁeve’ﬁ%ﬁvew
EirMEE A FARP D FREHRA 18 rﬂwr’%ﬁf TRy
EERLA €AY BTERAR > A BED AEF o
When a faculty member, staff member or labor worker applies for
retirement, three copies of the completed “Retirement Factsheet”,
two recent photos of the applicant, all employment certificates and
relevant proof document shall be submitted by the employee to the
College three months prior to his or her retirement. After initial
review, the College shall submit the package to Management
Committee of ROC Private School Retirement, Death Benefit,
Resignation and Severance Fund for Faculty, Administrative Staff
and Worker for subsequent review. In the event of immediate
retirement, such factsheets shall be completed and submitted by the
College.
KRR BT RSB 44 WA B LT R () Fd A
EENEESE T Bx?r’]&(%)“ PP oAim d FE o
When faculty member or staff members who have been ordered to
retire immediately and do not apply for the retirements or when
workers decline the College’s order of severance, the College shall
file the applications on their behalf. Thereafter, their salaries shall
be discontinued on the effective retirement dates.

Death Benefit:

221

KEERELARBPEG T2 - 0 B R R £
When one of following situations occurs during active employment
of a faculty member, staff member or labor worker, Death Benefit
shall be paid to the family members of the deceased faculty
member or staff member
2211 e LS A e
Faculty member or staff members die of illness or due
to accidents
22.1.2 Floar-= 35 o F]D < dpT FIFE 2 - —‘ﬁ :
When a faculty member, staff member or labor worker
dies under one of following circumstances, the death is
classified as death on active duty.
22121 Flh Gl Rs = o
A faculty member, staff member or labor
worker dies because of act of bravery.
22122 F IR FRIFF L g IR o
While on the job, a faculty member or staff
member dies due to danger.
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2.2.1.2.3. 7] 2 £ 8% & fegp iR o
While on the business trip, a faculty member
or staff member dies of disease or dies due to
accident.
22124 7% F 0 E 4 P URE = o
While in the office, a faculty member or staff
member dies due to accident.
222 HFRIRIrELAMITEY B TR PR LR g
PRk B A R sr B T b)) 2 R R PRET
The operations pertinent to the death benefit of each faculty
member or staff member are administered according to “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 School(s).

223 BE Bad R s REL TRerEF A S
FHPECEEREEE 27 FBEA 0 MO PE M B
AV EARFEEREFR LI kT R A F 2L R
€ AF % e
When the family members of a deceased staff member or labor
worker apply for Death Benefit, three copies of the completed
Death-Benefits Factsheet, the death certificate, all
employment-history certificates and the National Household
Registration booklet shall be submitted to the College for
preliminary review and approval; then, the application package
shall be sent to Management Committee of ROC Private School
Retirement, Death Benefit, Resignation and Severance Fund for
Faculty, Administrative Staff and Worker for final review and
approval.

2.3 F#:
Severance:
231 R®BERIEZG TN - FoooWd MR ApR 2 £ et
When one of following situations occurs, the faculty member, staff
member or labor worker involved in the case may be offered
severance after Christ’s College completes the review the condition
according to related laws
2.3.1.1  FIHAEDEF N AT By 2T R AR
Fo B AR RRAIREFLER A UF
Bk EE AR REREIRG FH o RIFTE
Personnel of the College must be reduced because of
the adjustments of curriculum or the class reductions,
close down, or dissolution of the College. The faculty
members, staff members and/or labor workers shall be
given severances according to seniority. When two
individuals have the same seniority, the severance shall
be given according to their job performance.

2.3.1.2 REBEIIFIFE > GRFFFLR € SBMEA 1372
LR EFRT B AMBELFx gH e ggar
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2.3.2

2.3.3

2.3.4

2.3.5

FURAEE o
A faculty member or staff member shall be given
severance when, according to the review results of
his/her performance by Faculty Evaluation Committee
or Staff Evaluation committee, he/she does not perform
satisfactorily, there is no work at his/her current
position or there is no other suitable position where
he/she can be transferred to.
2.3.1.3 g=oz FREP S 7oA JE
A faculty member or staff member has been committed
as a mentally unstable patient by a public hospital.
2.3.1.4 F2:FREP LM RBELIEE o
A faculty member or staff member is too frail to work
as certified by a public hospital.

FEFE  FEMEREFEEAR § S S RF R
PR o

The severance of a faculty member must be deliberated and passed
by both the Department and College Faculty Evaluation
Committees and, then, submitted to governing authority for
approval.

R CBAFE FEARBEITRLA U6 -

The severance of a staff member or labor worker must be
deliberated and passed by the Evaluation Committee of Staff
Members and Labor Workers.

TR FIR 2 A

Amount of Severance Pay and Base Points:

KRR I FRB MRy g TR AR LR S
jRE o3 BUNE TLE 3 35 RS NIEIE K &0

Amount of Severance Pay of each faculty member or staff member
are administered according to “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 School(s)”

1%4%?1%'\:}';%-“ 1%134?{9?@:&99 r"‘x%i%’z\J3l7a ’T%ﬁ
ITﬁi‘ IR '?_ BN 2 3{ AMED 2 2 d AA Pl E A B A
r%ewf FREBAL Irkfpir A2 F ML R gAiPe
B Ed AR EARE o
After receiving the severance notice letter, one must submit to the
College three copies of the completed “Severance Factsheets”,
copies of employment certificates and related documents for review.
Thereafter, the College will submit the documents to Management
Committee of ROC Private School Retirement and Death Benefit
Fund for Faculty, Staff and Worker for review and approval. If
necessary, the College shall complete and submit all forms on the
behalf of the person.
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3 4l gk
Essential Elements of Control:

3.1

3.2

3.3

3.4

3.5

3.6

3.7

3.8

3.9

k(B & LT AR TRE(R)

Whether retirement pensions of faculty members, staff members and labor
workers have been paid out according to regulation.

W) &Y FLF R TR FHL -

Whether the applications for retirement pay outs of faculty members, staff
members and labor workers have been processed according to the
regulation.

AR 4 IRAT RIS FHL

Whether the forced retirements of faculty members, staff members and labor
workers have been processed according to the regulation.

Jrer it ¥ ¥ F R TALS FHE o

Whether the death benefit operations have been processed according to the
regulation.

FTRITE I T RRLTALR PHL -

Whether the severance operation has been administered according to the
regulation.

FREWMAL LI B sEFR2EE

Whether the severance of each staff member or labor worker has met the
condition(s) of severance.

KEFEFE AFTEIARELRFFFLE UG THFFRLFPUHP
oo

Whether the severance of each faculty member has been deliberated and
passed by both Department and College Evaluation Committees and, then,
submitted to the governing government authority.

BALFE LFEARMEIRLR 406

Whether the severance of each staff member or labor worker has been
deliberated and passed by College Evaluation Committee of Staff Members
and Labor Worker.

FREPE LT LA

Whether the amount of each severance pay has been calculated correctly.

3.10 A B A AT~ drr ~ BB TR AT B S IR S SERAE I Ny

RSO R AT e R 6] L R

Whether the retirement, death benefit, resignation or severance of each
faculty member or staff member has been administered according to the
regulation of*“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 School(s).”

4 v LH
Applicable Forms:

4.1

4.2

WHREF £ o
Retirement Factsheet
WETEF AL o
Death-Benefits Factsheet
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43 FHEFE
Severance-Pay Factsheet

P APR Y

Basis and Related Documents:

5.1 F ek 4% Bt B RO R AR T 6 -
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 School(s)

AR R
Flowchart:
6.1 HBmA1IRivgimesn [aR-1 -
Operation flowchart for retirement. Please consult “Flowchart 1.
6.2 HBR 1 ARITiFERARLL [IRER-] o
Operation flowchart for Death Benefit. Please consult “Flowchart 2”.
6.3 HprpdirEmmsn [nam=] -
Operation flowchart for severance pays of faculty. Please consult
“Flowchart 3”.
6.4 mEFEiFEinaEsl [NaEme] -
Operation flowchart for severance pays of staff. Please consult “Flowchart
47,
6.5 mapdivkinmesa [inaemi] -
Operation flowchart for severance pays of custodians. Please consult
“Flowchart 5.
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F% R 113 ik 17 % A2 ] Operation Flowchart for Retirement

[ise@- ]

i A
Responsible Unit

AR I
Process Steps

Ap B < it
Related Document
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The Human
Recourses and
Secretariat
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< & % 1T % Prepare >
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£ % 451 i
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Applying for Retireme

EREE

GRS

®_Yes

A

%_Yes

A

L ;

Process Retirement Procedures

FRE A2 L
=2 A i
£ 4R AL i
Act Governing the
Retirement,
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Compensation,
Discharge with
Severance Pay
Benefits for the
Teaching and Other
Staff of School Legal
Persons and their

Respective Private
School(s)
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FB R 3 grer T % 42 Bl Operation flowchart for Death Benefit

CEERE
The Human
Recourses and
Secretariat
Office

< #& % it ¥ Perpare >

Hiper® 7 & 0 ¢ Afdper g
Fill out Death-Benefits Factsheet

23 725

% No

Died in the line of duty

%_Yes

% I'g&;;‘ Az H "T%f‘:
% fegesp R i 4
Tl bl
according to “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 School(s)”

A

2% End

C

D

[Aem = )

i A i AR A P ApRE 2 it
Responsible Unit Process Steps Related Document
Fiuz L 2 2ot

LRSS FECh T
S RRIN T i 0 O
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
School(s)
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K EF 7 iE 17 ¥ /42 ] Operation Flowchart for Severance Pays of Faculty

[c4@ =]

i A
Responsible Unit

AR I
Process Steps

Ap B < %
Related Document

AEERT R
The Human
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Secretariat
Office

R g
Faculty
Evaluation
Committees

AEERT F
The Human
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Secretariat
Office

< & % 1T % Prepare >
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Nl

Met the Condition(s) of

Severance
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Review by Faculty Evaluation

Committees

v

MR 7 04
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Education for approval

Ay F A RaFFRER £
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Complete the Severance Facts Form

C

2 & End

D

B Az ﬂm-r%"f‘
= e R A i
=

Act Governing the
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Bereavement
Compensation,
Discharge with
Severance Pay
Benefits for the
Teaching and Other
Staff of School Legal
Persons and their
Respective Private
School(s)

46




BR R

e

A% @] Operation flowchart for Severance Pays of Staff

[FiAeme ]
i A i A2 2 A BE 2 12
Responsible Unit Process Steps Related Document

AEERT R
The Human
Recourses and
Secretariat
Office

JEEE
A&
The Evaluation
Committee of
Staff Members
and Labor
Workers

CEERE R
The Human
Recourses and
Secretariat
Office

< # # i* ¥ Prepare > g ﬁﬁ% A3 i
ﬁP%ﬁ_B%} ’?‘ 2 1% 5

Act Governing the
Retirement,
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Compensation,
BeFHE R Discharge with
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Staff of School Legal
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e School(s)
BRI=RL R 5
Review by Staff and Labor Workers
Evaluation,Committees

A 4
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Complete the Severance Facts Form

< 2% End >
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E%‘:.l F i ¥ %/ 42 B Operation flowchart for severance pays of custodians

oA EP
i A A2 2 A0 BE 2 12
Responsible Unit Process Steps Related Document
<i?i‘§ (23 Prepare> Bl S ok
Labor Standards Act

AEERT F
The Human
Recourses and
Secretariat
Office

Y EECE
A&
The Evaluation
Committee of
Staff Members
and Labor
Workers

CEERE R
The Human
Recourses and
Secretariat
Office

RLFREAPLTEE

v =

Met the Condition(s) of Severance

FR AL 6%
Review by Staff and Labor Workers
Evaluation Committees

A 4

A B RTE R
Notify the concerned party of the
severance pay distribution
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(5) Attendance:
1 g™ o
Applicable Scope:
AEBA 2 MEr2 pRITE LR AFE o
The operations pertinent to attendances of the staff members and labor workers of
the College shall be administered according to this Chapter section.

2 TERE
Operating Procedure:

2.1

2.2

i 2

Attendance:

211

x/% fp';\]':] 4

2.1.2

S TT

FFIpERF o

Daily work hours:

b & p RERBIESERI Y TITo

Other than weekends and holidays, one must report to work daily

according to the specific work hours established by the College.

A ek S 4kl

Attendance Record:

2.1.2.1 REFFE T HFEE BT
Each faculty member must lecture according to the
relevant course schedule.

21.2.2 B%\«ﬁ . B}%\;_‘L DB LR R B NG 2 o
The attendance record of each staff member or labor
worker shall be based on punch-card or sign-in
mechanism.

Overtime:

22.1

2.2.2

2.2.3

eIV G R AR A EBGR 2 SdN BEBRA BRI~ g
e A B2 I TR R 2 KB G e

The requests for overtime shall be limited to non-supervising,
full-time staff members, labor workers, contractors and part-time
instructors with administrative responsibility.

ARBE B~ AR 2 JUE TR TR FL
PER vk S H A g iR R 3 TP G 4T B Y ARSIy
B e TTH R o

Each of the staff members, labor workers, contractors and part-time
instructors with administrative responsibility shall be able to apply
for overtime or make-up leave when his/her supervisor decides to
extend his/her work hour as overtime.

PH g 0 & Ao TIpE % PEFTHENTEZP AR
o EREDNY G T B Thertd FH o d Hiz- B
LR P AT TERE E R ERLA R AR
EY AR - R PRA .

With the exception of emergent overtime incidents that must be
reported and requested for within three days from the incidents,
each overtime case must be requested, in advance, by each

department or unit and submit “Overtime Request Form” for the
49

I
£



initial review and approval of its first-tier supervisor accordingly.
Then it shall be submitted to Human Resources and Secretariat
Office for compilation with others; and all cases shall be submitted
to the President for approval; and, those requests that have not been
processed according to the procedure shall not be approved.

224 sl LSRR RARBR L HFIREFE
The amounts of overtime payments shall be calculated according to
the rules of overtime procedure for staff members and labor
workers.

225 FV eV A iR Hi A0 ) Rm g P R 2%
£ THEE THFg Y FRAE ) P EAAT ERE 3 A
P> AFHEWSRT T pmEEE R
Each department or unit shall compile the sum of all approved
overtime requests and forward it with the completed “Summary
Table of All Requested Overtime Payments” to Human Resources
and Secretariat Office to be analyzed statistically and tabulated.

By the fifth day of the succeeding month, the information shall be
forwarded by HRSO to Finance Office for remuneration.

2.2.6 AcFTARF A ATLY S0 N KRB AARHF A B F
The make-up leave for the respective overtime must be taken
within three (3) months from the end of the overtime period; and,
all untaken make-up leave days shall be deemed surrendered.

22,7 PHEEAF2ZY G R F P o Ao BAF FR TN
ek oAp BE PR R
The overtime requests of each department or unit must be reviewed
closely. All falsified or exaggerated overtime incidences must be
processed and reprimanded according to relevant regulations.

3 x4l gk
Essential Elements of Control:

3.1

3.2

3.3

3.4

3.5

KERI LT RpRTIP T T

Whether each staff member or labor worker has been reporting to work
according the rules established by the College.

PR FERARTARRY o TEEFTALE A -

Whether each overtime request has been applied and processed according to
the procedure and approved by the authorized supervisor.

4 I‘I%‘f ¢ ;’Fi‘ﬁ- N Y S 1}7;—;4\: F1 ¥ ;—FLE ﬁ. X8 o

Whether “Summary Table of All Requested Overtime Payments” has been
compiled and added up according to each individual approved Overtime
Request Form.

LH et o A G Om AR AR TR o X ik Ap AR S R
Whether any of overtime requests has been falsified, exaggerated; and
whether such incidences have been processed and reprimanded according to
relevant procedure.

COF CALE SRR ¥ SALE S - - MR Y A

Whether tax-free overtime payments and taxable overtime payments have
been calculated accurately.
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&% L H
Applicable Forms:
4.1 ‘4exre ;ﬁ"ﬁ o
Overtime Request Form
4.2 4eyiy e gﬁ—ﬁﬁ,{g%\» °
Summary Table of All Requested Overtime Payments

P PR 2
Basis and Related Documents:
51 M AFFRRBFA T IPFLys2 o
Management Procedure of Attendances of Staff Members and Labor
Workers at Christ’s College Taipei
52 4 M AFFRBA 1 4erT? Fyr o
Overtime Request Procedure for Staff Members and Labor Workers at
Christ’s College Taipei

A2
Flowchart:
6.1 *criiv¥mfe s [nfz@-] -
Attendance Operation Flowchart. Please consult “Flowchart 1.
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4v FTi% ¥ /5 42 B] Attendance Operation Flowchart

[ise@- ]
Ap B < it

i A
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AR I
Process Steps
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LT & e
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FEID G R 4 fl‘?f
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4p L ;%‘ﬁ
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IEER NS
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(6) Business Leave, Personal Leaves and Sick Leave
1 g™ o
Applicable Scope'
KRR 1 LB AP PR AR o
All operatlons related to business leave, personal leaves and holidays for faculty
members, staff members and labor workers of the College shall be administered
according to this Chapter section.

2 TERE
Operating Procedure:
2.1 i
Leave Request:
2.1.1 HEFgriE:
Leaves — Faculty:
2.1.1.1 3 B8 FIeRAR
Personal Leave and Family-care Leave:
NEFFFHE ZHFE2LL-p - HRESRGER
ﬁﬁ‘%4&€‘ﬁﬁ‘ﬁﬂé’iﬁiﬁéﬁﬁ
’ l’*pﬁ m}—-%/ﬁ?'h’ 4?-&/5 “-=p > —n?‘%‘iﬁﬂ
gcm *EBEFE c FBE REERABL ARE - P
o OBRP AR FS BRI LR Y
#“‘«» ﬁ‘ o PTRUBSTE P B ERAS - FEK
F T fl e B oL ’MJ“L;; ;9 AmLp -%ZJ‘J.:L'
; AZE L P #\I%— Pg o M- pite (%P "%
EF;%-TE*RE'J G R3MERLE F1HE %25E)
Due to his/her personal reasons, each faculty member is
allowed to take seven (7) personal days off per
academic year. Each faculty member can take
family-care leave up to a total seven (7) days per year
when his/her family member(s) require(s) care by
him/her due to vaccination, serious illness or family
crisis.  When the combined sum of personal leave and
family-care leave exceeds seven (7) days in an
academic year, the excessive days shall be classified as
“leave without pay” and the remuneration to the
substitute instructor(s) shall be paid by the College.
For any faculty member who has been appointed for
less than an academic year, the allowed days of
personal leave shall be prorated, i.e., calculated on the
basis of the length of his/her appointment. Any
remaining half day shall be counted as a whole day; and
any remaining service of less than half day shall be
counted as half day. (Consult Item 2 of Paragraph 1 of
Article 1 of “Procedure of Faculty Leaves®.)
2112 pE:
Sick Leave:
Flppe Fin kg F > FpE s * FEEL

53



2.1.1.3

2.1.1.4

P BAREAREP Moy o RIS o L
REFFIARp R TEG FlEEE - & 0 Wl 2ik-
P B B O p B E o B LR F R
&5 fﬂiﬁf BT 5 BT 2LAR P T AT A m)ﬁ] "F'i‘  BE R A
B2 o Hit EHFA & - :K;%—bf{]?alhg’ﬁ p
A28 o B ENLHE A FARE- £ o (24
- gl ¥ AL RRELFAE o (3B TR
PR BARR ) % 30% % 198 % 24%)

When a faculty member needs to undergo therapy or
recuperation, he/she shall be able to apply for sick leave
up to twenty-eight (28) days per academic year.

When one’s sick leave exceeds twenty-eight (28) days
in an academic year, he/she shall start taking
personal-leave days. Any female faculty member, who
is hindered from working due to menstruation, she shall
be able to take a menstruation-leave day each month.
All menstruation-leave days shall be counted as
sick-leave days. Should a serious illness of a faculty
member is diagnosed by a hospital or specialist
physician to require long-term therapy, his or her case
shall be submitted to the College for the approval of an
extensive sick leave. The total duration of the extensive
sick leave starts from the first day of the first
application for an extensive sick leave and shall not
exceed one year within a period of two academic years.
When one has returned to teaching continuously for a
year or longer and if he/she needs to take extensive sick
leave, the total duration of the extensive sick leave shall
be re-started. (Consult the Item 2 of Paragraph 1 of
Article 3 of “Procedure of Faculty Leaves*.)

VR

Marriage Leave.

FledyH o Byt ep oo “$ FERED 0 EEFR
PrAM S BRI PR lﬁ,\—%‘ o Ry
Bz P B0 R L (3R R ERA
%302 % 178 % 32%)

When a faulty member gets married, he/she shall be
able to take the Marriage Leave of fourteen (14) days.
With the exception of special circumstances that
prompt the College to allow him/her to postpone the
Marriage Leave or to start Marriage Leave five (5) days
before his/her wedding day, the faculty member must
take the full Marriage Leave within a month from
his/her wedding day. (Consult the Item 3 of Paragraph
1 of Article 3 of “Procedure of Faculty Leaves*.)

AW B~ LIRS LA B

Prenatal-care Leave, Maternity Leave and Miscarriage
Leave:

FURE & 0 AT BAT RN P @AY o
FEEF I RIS AR BB L p
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2.1.1.5

2.1.1.6

WA®RT B R AE  BinARE L P R
BZ B AR B RAE  BIRARD -
PORZARZ B RAY B

LA oo bt
BE A BE - Ado 2 7 %é’#r% B B2 p#ke
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Redrif L3p2 i feo (SR T REFGEARN ) 53
i %138 % 4310)

Because of pregnancy, the female faculty member is
eligible for eight (8) Prenatal-care Leave days prior to
giving births. The Prenatal-care Leave, which can be
taken in separate segments, must be applied for and
used before giving birth. Maternity Leave consists of
forty two (42) days and starts on birth day of the
child/children. Should a miscarriage occur to a faculty
member after five (5) months of pregnancy, she is
eligible for forty-two (42) Miscarrage-Leave days.
After three (3) months of pregnancy, she is eligible for
twenty-one (21) maternity-leave days, and less than
three (3) months of pregnancy, she is eligible for
fourteen (14) maternity-leave days. Maternity Leave
and Miscarriage Leave must be taken once to
completion; the summer- or winter-break days cannot
be deducted from it. When one uses up the
Prenatal-care Leave and needs 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 a miscarriage, the Miscarriage Leave shall be
deducted by the number of Prenatal-care Leave days,
which have been taken. (Consult the Item 4 of
Paragraph 1 of Article 3 of “Procedure of Faculty
Leaves®.)

oA B

Paternity Leave

Flfew AWy BB ABZ P o @AY e 2
R s S 2 P PR BIEP R o (5
B T REF AR ¥ 30E % 19T % 54%)

The male faculty member, whose wife gives a birth(s),
is eligible for three (3) paternity-leave days that can be
taken separately; however, he must take all three (3)
paternity-leave days within a period starting from three
(3) days before the child birth and ending three days
after the child birth. When national holidays occur
during the Paternity Leave, such paternity-leave days
could be extended accordingly. (Consult Item 5 of
Paragraph 1 of Article 3 of “Procedure of Faculty
Leaves®.)

e e

Mourning (Funeral) Leave:
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2.1.1.7

2.1.1.8

2.1.1.9

fﬂq-ﬂ- N ,‘gjg,fg,;&--e _:F!]z s ,$$i&41 P oMo 3 )‘ﬁa
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For the death of one’s mother, father or spouse, the
faculty member is eligible for fifteen (15)
Mourning-Leave days. For the death of one’s step-
mother or father, spouse’s mother or father, or a child,
the faculty member is eligible for ten (10)
Mourning-Leave days. 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, the faculty member is eligible for
five (5) Mourning-Leave days. With the exceptions of
one’s step parents, spouse’s step parents, one’s step
parents prior to adulthood, spouse’s step parents prior
to adulthood, the faculty member’s eligible for
mourning leave days is limited to the deaths of all
blood-related or marriage-related relatives. Each
mourning leave could be taken separately; however, the
total Mourning-Leave days must be exhausted within
one hundred (100) days from the death of his/her
relative. (Consult Item 6 of Paragraph 1 of Article 3 of
“Procedure of Faculty Leaves*.)
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Organ or Bone Marrow Donation Leave
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Should a faculty member donate bone marrow or an
organ, one shall be eligible for organ or bone marrow
donation leave. (Consult Item 7 of Paragraph 1 of
Article 3 of “Procedure of Faculty Leaves*.)
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Statutory Official Leave:
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A faculty member, who meets one of the rules of
Article 4, is eligible for an official leave. (Consult
Article 4 of “Procedure of Faculty Leaves*.)
PR E P2 p R TEG FEY o & @l
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Any female faculty member, who is hindered from
working due to menstruation, shall be able to take a
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2.1.1.10 %

2.1.1.11

2.1.1.12

2.1.1.13

menstruation-leave day each month. All
menstruation-leave days shall be counted toward the
total of her sick-leave days. (Consult Paragraph 1 of
Article 14 of “Gender Equality Employment Law )
B i AW IEM TUPERE o R~ R A B
B & GBI P LR o (SRR F?IF?F TR
% 3i% % 37%)
The above designated Personal Leave, Sick Leave and
Prenatal-care Leave can be taken by the hour; however,
the Marriage Leave, Parental Leave, and Mourning
Leave must be taken at least half a day at a time.
(Consult Paragraph 3 of Article 3 of “Procedure of
Faculty Leaves*.)
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When a faculty member has been appointed and
employed for six months or longer and if he/she has a
child under the age of three year, he/she is eligible for
nursing leave without pay. The duration of nursing
leave without pay shall not exceed two (2) years.
When one simultaneously raises more than one child
under the age of three under this leave, the nursing
leave without pay shall be combined; however, the
maximal duration of nursing leave without pay shall be
limited to two years of nursing time for the youngest
child. (Consult Paragraph 1 of Article 16 of “Gender
Equality Employment Law *.)
i‘ﬁ'gﬂv’;%-]ﬁlfi w2.1.1.2.58 £ 2 Hp P \;'F S a2
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Should the total of sick- Ieave days of a faculty member
exceed the limit of extensive sick leave specified in
2.1.1.2 and remain unable to teach, he/she can apply for
leave of absence without pay, retirement or severance
according to the regulation. (Consult Paragraph 1 of
Article 5 of “Procedure of Faculty Leaves®.)
%ﬁé?%%%;ﬂa"f SRS N %&é
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When a faculty member remains unable to teach after a
year of leave of absence without pay, either retirement
or severance should be applied to him/her according to
regulation. Should the reason causing the faculty
member’s sick leave be related to the execution of
his/her job duty under special circumstances, another
1-year extension may be given by the College.
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2.1.1.14

2.1.1.15

2.1.1.16

(Consult Paragraph 2 of Article 5 of “Procedure of
Faculty Leaves®.)
FOEF T H 2210247848 £ s B 22.1.1.12.2
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Should the appointment contract of the faculty member,
who has gained approval for extensive sick leave
without pay under 2.1.1.2 0r2.1.1.12 and 2.1.1.13,
expire during the period of extensive sick leave, the
College shall renew the contract. (Consult Paragraph
1 of Article 6 of “Procedure of Faculty Leaves*.)
ERTGRRFAR TR Y Fés’}%%]—‘ﬁ » &
%i%%%ﬁﬁ%ﬁ%ﬁﬁ%%’@&Wﬁﬁﬁé
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A faculty member, who has been on sick leave without
pay according to the regulation and recovers during the
period of approved sick leave, shall be able to apply for
work resumption at the College with the submission of
health certificate/ documents issued by hospital(s)
and/or medical specialist(s). (Consult Paragraph 2 of
Article 6 of “Procedure of Faculty Leaves*.)
KEFGu L pEBE- FER 4 HBEH 2 E R
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When a faculty member has been approved to take
extensive sick leave involving two consecutive
academic years, his/her personal-leave and sick-leave
days from each of two academic years shall be used for
the calculation of the total days of sick leave; In
addition, if he/she has part-time administrative job
responsibility, his/her holidays shall be subtracted from
the total days of leave. (Consult Paragraph 1 of Article
7 of “Procedure of Faculty Leaves*.)
T I FEF Ak K I]ia B A ST (R %513;‘ ﬁ&ﬁ#
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When the faculty member in the preceding paragraph
returns to his/her teaching job after submitting health
certificate/ documents issued by hospital(s) and/or
medical specialist(s) and applies for extensive sick
leave in the succeeding academic semester, his/her
extensive sick leave shall be deemed as non-stop from
the initial date of the first application for extensive sick
leave; and, the summer and/or the winter breaks cannot
be subtracted from the total days of sick leave.
However, when the faculty member returns to his/her
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2.1.1.17

2.1.1.18

2.1.1.19

teaching job after submitting health certificate/
documents issued by hospital(s) and/or medical
specialist(s) and apply for extensive sick leave after
serving an academic semester or longer, the summer
and/or the winter breaks shall be subtracted from the
total days of sick leave.

(Consult Paragraph 2 of Article 7 of “Procedure of
Faculty Leaves®.)
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A new faculty member, who starts a month after the
beginning of an academic year and is also appointed as
a part-time administrator, shall be eligible for vacation
days on the prorated basis when he/she is re-appointed
as a part-time administrator in the succeeding academic
year. After three academic years, if he/she is
re-appointed as a part-time administrator, he/she shall
be eligible for vacation days according to the rule of
preceding paragraph.

(Consult Paragraph 2 of Article 8 of “Procedure of
Faculty Leaves*.)
%?Eﬁﬁﬂ’%%ﬁﬁﬂigﬁﬁ%ﬂ%ﬁ—%
EF o E 2RI B - MR ERRF R E
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With the exception of newly appointed faculty
members, a faculty member, who has been appointed as
a part-time administrator for less than an academic year,
shall be eligible for vacation days on the prorated basis.
Any remaining half day shall be counted as a whole day;
and any remaining service of less than half day shall be
counted as half day.

(Consult Paragraph 3 of Article 8 of “Procedure of
Faculty Leaves®.)
KEFFIAPEES FOfk s Fd g zie g
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When a faculty member is appointed by the College
and has the continuous teaching experience with
previous school(s) from which he/she has separated due
to retirement, severance or resignation and if she is also
appointed as a part-time administrator, he/she shall be
eligible for vacation days based on the combined years
of experience at previous schools and the College.
(Consult Paragraph 1 of Article 9 of “Procedure of
Faculty Leaves®.)

59



2.1.1.20

2.1.1.21

2.1.1.22

2.1.1.23
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When the time of a faculty member’s resignation,
retirement, severance, leave of absence without pay,
non-renewal, suspension, dismissal, job elimination, or
forced resignation to the time of his/her re-appointment
or re-employment is discontinuous, his/her teaching
experience is deemed non-continuous; Therefore,
his/her vacation days shall be administered according to
the rule of 2.1.1.18. However, if a female faculty
member reports back to teach from nursing leave
without pay and she is also appointed as a part-time
administrator, her vacation days shall be administered
according to the rule of 2.1.1.19.

(Consult Paragraph 2 of Article 9 of “Procedure of
Faculty Leaves®.)

QL E R B ERE T2 M 22.1.1.20.
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When a faculty member is appointed before or after
his/her retirement from active military service, the
years of military service and year of teaching
experiences shall be combined for the calculation of
vacation days according to rules of 2.1.1.20 and
2.1.1.21. (Consult Paragraph 3 of Article 9 of
“Procedure of Faculty Leaves*.)
JobF 1 £2.1.1.18.2 2.1.1.19. (kB 2K - FHF E 3
*@$&%i15&:%é@$&%i15&?ﬁ
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When a faculty member meets the vacation rules of
2.1.1.18 and 2.1.1.19, he/she must take the minimal
amount of vacation days in each academic year as
required by the College. For a faculty member, who has
less than the minimal-amount threshold, he/she must
take all of his/her vacation days within the academic
year. When a faculty member is on vacation days,
he/she is given vacation subsidy.
(Consult Paragraph 1 of Article 11 of “Procedure of
Faculty Leaves®.)
BhEp #c bz R mF oA EBR2 e e
R R E A B 3 RY (R K
PR % 116 5 258)
Other than vacation days, if a faculty member is
approved to abandon the weekend days or official
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2.1.1.24

2.1.1.25

2.1.1.26

2.1.1.27

holidays because of official business or the necessity of
College operations, he/she shall be commended
accordingly and there will not be make-up days.
(Consult Paragraph 2 of Article 11 of “Procedure of
Faculty Leaves*.)
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When a faculty member plans to take personal leave,
official leave or vacation days, he/she must submit the
completed Leave Request Form to the College for
approval; and, then, he/she shall start taking the leave.
For acute disease or crisis, his/her colleague(s) or
relatives shall be the proxy for applying the leave or a
make-up application shall be submitted by him/her
afterwards.

(Consult Paragraph 1 of Article 13 of “Procedure of
Faculty Leaves*.)
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To apply for a Maternity Leave, Miscarriage Leave,
Paternity Leave, sick leave of two (2) days or longer or
organ/bone marrow donation leave, the request form
must be attached with supporting certificate or
document issued by hospital or medical specialist.
However, the application for Maternity Leave before
the child birth is excluded hereby. (Consult Paragraph 2
of Article 13 of “Procedure of Faculty Leaves*.)
REFFE s w B R B Ay AR
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When a faculty member applies for leaves, official
leave or vacation, he/she shall delegate an appropriate
individual to take over the teaching responsibility
during the leave. When the faculty member cannot find
an appropriate substitute teacher, the College shall
coordinate the efforts in assigning an appropriate
substitute teacher. When the faculty member also has
part-time administration responsibility, the College
shall delegate an individual next in line of the
administrative function.

(Consult Paragraph 1 of Article 14 of “Procedure of
Faculty Leaves®.)
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When a faculty member does not show up to work, i.e.,
no pre-approval for leaves, official leave or vacation,
does not return to work after the expiration of the
vacation, or falsely applies for leave(s), “absenteeism
from duty without leave” shall be recorded in his/her
personnel file. When a faculty member does not show
up to teach in the classroom, “absenteeism from class
without leave” shall be recorded in his/her personnel
file. When a faculty member commits “absenteeism
from duty without leave” or “absenteeism from class
without leave”, his/her salary shall be reduced
according to the number of days of absence.
(Consult Paragraph 1 of Article 15 of “Procedure of
Faculty Leaves*.)
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National holidays or Weekend days are not counted
toward vacation days of a faculty member. When the
vacation days of a faculty member are extended due to
ilness, official holidays and/or weekend days are not
subtracted. When a faculty member is taking hourly
leave, it shall be calculated according to the difference
between attendance hours and regular daily work hours
in the respective day.
(Consult Article 16 of “Procedure of Faculty Leaves®.)

21.2 BEFE I (REAA2E™)
Procedure of Staff Leaves (Campus Security not applicable)
2.1.2.1 T B8 RERAR R
Personal Leave and Family-care Leave:
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Due to his/her personal reasons, each staff member is
allowed to take seven (7) personal days off per
academic year. Each staff member can take
family-care leave up to a total seven (7) days per year
when his/her family member(s) require(s) care by
him/her due to vaccination, serious illness or family
crisis.  When the combined sum of personal leave and
family-care leave exceeds seven (7) days in an
academic year, the excessive days shall be classified as
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2.1.2.2

2.1.2.3

“leave without pay” and the remuneration to the
substitute instructor(s) shall be paid by the College.

For any staff member who has been appointed for less
than an academic year, the allowed days of personal
leave shall be prorated, i.e., calculated on the basis of
the length of his/her appointment.  Any remaining half
day shall be counted as a whole day; and any remaining
service of less than half day shall be counted as half
day.
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Sick Leave:
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When a staff member needs to undergo therapy or
recuperation, he/she shall be able to apply for sick leave
up to twenty-eight (28) days per academic year.

When one’s sick leave exceeds twenty-eight (28) days
in an academic year, he/she shall start taking
personal-leave days. Any female staff member, who
is hindered from working due to menstruation, she shall
be able to take a menstruation-leave day each month.
All menstruation-leave days shall be counted as
sick-leave days. Should a serious illness of a staff
member is diagnosed by a hospital or specialist
physician to require long-term therapy, his or her case
shall be submitted to the College for the approval of an
extensive sick leave. The total duration of the
extensive sick leave starts from the first day of the first
application for an extensive sick leave and shall not
exceed one year within a period of two academic years.
When one has returned to teaching continuously for a
year or longer and if he/she needs to take extensive sick
leave, the total duration of the extensive sick leave shall
be re-started.

BB

Marriage Leave.
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When a faulty member gets married, he/she shall be
able to take the Marriage Leave of fourteen (14) days.
With the exception of special circumstances that
prompt the College to allow him/her to postpone the
Marriage Leave or to start Marriage Leave five (5) days
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2.1.2.4

2.1.2.5

before his/her wedding day, the staff member must take
the full Marriage Leave within a month from his/her
wedding day.

A~ WIS A TR

Prenatal-care Leave, Maternity Leave and Miscarriage
Leave:
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Because of pregnancy, the female staff member is
eligible for eight (8) Prenatal-care Leave days prior to
giving births. The Prenatal-care Leave, which can be
taken in separate segments, must be applied for and
used before giving birth. Maternity Leave consists of
forty two (42) days and starts on birth day of the
child/children.  Should a miscarriage occur to a staff
member after five (5) months of pregnancy, she is
eligible for forty-two (42) Miscarrage-Leave days.
After three (3) months of pregnancy, she is eligible for
twenty-one (21) maternity-leave days, and less than
three (3) months of pregnancy, she is eligible for
fourteen (14) maternity-leave days. Maternity Leave
and Miscarriage Leave must be taken once to
completion; the summer- or winter-break days cannot
be deducted from it. When one uses up the
Prenatal-care Leave and needs 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 a miscarriage, the Miscarriage Leave shall be
deducted by the number of Prenatal-care Leave days,
which have been taken.
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Paternity Leave
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The male staff member, whose wife gives a birth(s), is
eligible for three (3) paternity-leave days that can be
taken separately; however, he must take all three (3)
paternity-leave days within a period starting from three
(3) days before the child birth and ending three days
after the child birth. When national holidays occur
during the Paternity Leave, such paternity-leave days
could be extended accordingly.
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2.1.2.6

2.1.2.7

2.1.2.8

& B
Mourning (Funeral) Leave:
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For the death of one’s mother, father or spouse, the
staff member is eligible for fifteen (15)
Mourning-Leave days. For the death of one’s step-
mother or father, spouse’s mother or father, or a child,
the staff member is eligible for ten (10)
Mourning-Leave days. 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, the staff member is eligible for five
(5) Mourning-Leave days. With the exceptions of
one’s step parents, spouse’s step parents, one’s step
parents prior to adulthood, spouse’s step parents prior
to adulthood, the staff member’s eligible for mourning
leave days is limited to the deaths of all blood-related
or marriage-related relatives. Each mourning leave
could be taken separately; however, the total
Mourning-Leave days must be exhausted within one
hundred (100) days from the death of his/her relative.
LR
Organ or Bone Marrow Donation Leave
EUN R sl B O i
Should a staff member donate bone marrow or an organ,
one shall be eligible for organ or bone marrow donation
leave.
A =G
Statutory Official Leave:
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An individual who meets one of the following
conditions is eligible for an official leave.
21281 $Aercfrr B2 f € o
Attendance to government mandatory
assemblies.
21282 RFEX LBERL B -
Attendance to military reservists’
assemblies according to the military-service
law.
2.1.2.83 $4r s ByREREE -
Attendance to government-sponsored
elections on election days.
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2.1.2.9
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Official deployment to a training,
advancement study or workshop for a
period of less than a year.

21285 Einftc L gk~ T RE B o
Official deployment to attend various,
conferences, meetings, visits and activities.
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Attendance to teaching-related meetings,
conferences or activities due to invitations
by domestic or foreign government
agencies and organizations.
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Upon the approval of the College,
attendance to government sponsored
job-related exams.

2.1.2.88 St hfEyEZ Eh o EE KRB R o
Upon the approval of the College,
attendance to the College sponsored
activities.
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Upon the approval of the College,
attendance to a court case to testify under
legal obligation.
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Quarantine by National Health Care
certified hospitals or clinics due to
contingent disease with the exception that
morbidity is caused by the faculty member.
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The faculty members of aboriginal origin
can take leaves classified as aboriginal
natives’ year worship/holidays in
accordance with the official holidays
calendar posted by Aboriginal Committee
of Executive Yuan.
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Any female staff member, who is hindered from

working due to menstruation, shall be able to take a

menstruation-leave day each month. All
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2.1.2.10

2.1.2.11

2.1.2.12

2.1.2.13

menstruation-leave days shall be counted toward the
total of her sick-leave days. (Consult Paragraph 1 of
Article 14 of “Gender Equality Employment Law *.)
T A5 BT SRR AR &
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The above designated Personal Leave, Sick Leave and
Prenatal-care Leave can be taken by the hour; however,
the Marriage Leave, Parental Leave, and Mourning
Leave must be taken at least half a day at a time.
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When a staff member has been appointed and employed
for six months or longer and if he/she has a child under
the age of three year, he/she is eligible for nursing leave
without pay. The duration of nursing leave without
pay shall not exceed two (2) years. When one
simultaneously raises more than one child under the age
of three under this leave, the nursing leave without pay
shall be combined; however, the maximal duration of
nursing leave without pay shall be limited to two years
of nursing time for the youngest child. (Consult
Paragraph 1 of Article 16 of “Gender Equality
Employment Law “.)
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Should the total of sick-leave days of a staff member
exceed the limit of extensive sick leave specified in
2.1.2.2 and remain unable to teach, he/she can apply for
leave of absence without pay, retirement or severance
according to the regulation.

R AFRBFL P Az - E AR iR
PRI IT R T o L T BB R FIR FRGEY T
Forg Bl ARGRPEL L L - E LR
When a staff member remains unable to teach after a
year of leave of absence without pay, either retirement
or severance should be applied to him/her according to
regulation. Should the reason causing the staff
member’s sick leave be related to the execution of
his/her job duty under special circumstances, another
1-year extension may be given by the College.
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21213, kL FHERFDFRY LB > TS
Kk P e

Should the appointment contract of the staff member,
who has gained approval for extensive sick leave
without pay under 2.1.1.2 0r2.1.1.12 and 2.1.1.13,

67

o e e
2

£
P N SEE 45 LR



2.1.2.14

2.1.2.15

2.1.2.16

2.1.2.17

expire during the period of extensive sick leave, the
College shall renew the contract.
ERTFREBEFAR > YRGB FY Fé“/ﬁq)ﬁ]—*ﬁ » 1F
%%%%%ﬁﬁ%ﬁ%ﬁﬁﬁ%’@&Wﬁﬁﬁ@
AR B o
A staff member, who has been on sick leave without
pay according to the regulation and recovers during the
period of approved sick leave, shall be able to apply for
work resumption at the College with the submission of
health certificate/ documents issued by hospital(s)
and/or medical specialist(s).
BRyputpbid- FERy HBEP23D R
alr% LEEREGE - pBZp &K
When a staff member has been approved to take
extensive sick leave involving two consecutive
academic years, his/her personal-leave and sick-leave
days from each of two academic years shall be used for
the calculation of the total days of sick leave.
A I TR A £ o B AR STORP 1 F R R
E“E’s;fﬂ%gmﬂzii)%?,@.éﬁﬂg) B H LR R
PR B op ARG A7 ¥ 2 7 %5’;]‘("‘6—?%% B2
P ERFRTHBEFE K E- FH
—fg ) ;?;% Bz p #ciF A ;}r"‘% °
When the staff member in the preceding paragraph
returns to his/her teaching job after submitting health
certificate/ documents issued by hospital(s) and/or
medical specialist(s) and applies for extensive sick
leave in the succeeding academic semester, his/her
extensive sick leave shall be deemed as non-stop from
the initial date of the first application for extensive sick
leave; and, the summer and/or the winter breaks cannot
be subtracted from the total days of sick leave.
However, when the staff member returns to his/her
teaching job after submitting health certificate/
documents issued by hospital(s) and/or medical
specialist(s) and apply for extensive sick leave after
serving an academic semester or longer, the summer
and/or the winter breaks shall be subtracted from the
total days of sick leave.
BB RAREA B SFIN 2 SRl SElp RS
P 5 Sl S IR (984 ) e Sl
PRAZ B % RB4oT ¢
Staff service leave is divided into two categories:
in-system refers to those covered by the Private School
Public Insurance and out-of-system refers to those
covered by the Labor Insurance (such as contract
employees). The principles for implementing in-system
service leave are as follows
2.1.2.17.1 @ §IRiri&E- & Foop ¥y EA &
I -
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When one serves continuously for a whole
year, he or she is eligible for seven (7)
service-leave days the following year.
212172 SFEBFHRZEL P Fr Ed E
ELA RELEp oo
When one serves continuously for three (3)
years, he or she is eligible for fourteen (14)
service-leave days the following year.
2.1.2.17.3 @R FIRiF&E> & H B - EAe > &
EHA KRBz L-p o
When one serves continuously for six (6)
years, he or she is eligible for Twenty-one
(21) service-leave days the following year.
2.1.2.17.4 G §IRFF&EA & R 5L Ede s &
ELA KRB L NP o
When one serves continuously for nine (9)
years, he or she is eligible for Twenty-eight
(28) service-leave days the following year.
2.1.2.17.5 @2 §pRirE-+te & dﬂz p R T EAR
& ELS RB=ZL P o
When one serves continuously for fourteen
(14) years, he or she is eligible for thirty (30)
service-leave days the following year.
2.1.2.17.6 Y piRE@EN - L HE KD S
’\’J‘EE”" 2 ‘a °
Leave can be taken by the unit of hour;
every eight (8) hours are recorded as a day
of leave.
2.1.217.7 4oF B EmiE RESfEET R
BFIZEERY TN ET IS %‘?&

= o

If one cannot take service leave or
voluntarily save it, such service leave can
be deferred to next academic year; but not
later.

2.1.217.8 E#&4L3FKAR > Flig iz kd §
FERT RED f (F4RE) B F14
5&@;1%#&%@%3&&:& FLEF R
PRc)EY 57 RBERE 2 EH%E' E
N pg oy
FoBRRHEHNZLp SR
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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2.1.2.18

2.1.2.19

2.1.2.20

2.1.2.21

21.217.9 HFFLEFRLERY > HIRBE
F RPN H AR R R
2 AR FRAREF L E AR o
The faculty who cover the administrator
jobs will be granted the annual leaves based
on their accumulated years of service as
administrators.
2.1.2.17.10 Shl*h 5 ¥ R ek (984 R )IRAE
B R gy A e R % 38iF o
The principles for implementing service
leave for persons out-of-system by the
Labor Insurance System (such as contract
employees) are based on Article 38 of the
Labor Standards Act.
FlpEs o~ 3k s Tl THRBE S FR R
JRPE ~ Fel s R X AR B EARE Y
A ‘e&ﬁ%?{ v %22.1.2.17 R T BRI o
When the time of a staff member’s resignation,
retirement, severance, leave of absence without pay,
non-renewal, suspension, dismissal, job elimination, or
forced resignation to the time of his/her re-appointment
or re-employment is discontinuous, his/her teaching
experience is deemed non-continuous; therefore, his/her
vacation days shall be administered according to the
rule of 2.1.2.17.
TR oS KRB BELBEE > SR RPE
BodmRR R EpSFETE B ART
B R PR A R RS
When a staff member plans to take personal leave,
official leave or vacation days, he/she must submit the
completed Leave Request Form to the College for
approval; and, then, he/she shall start taking the leave.
For acute disease or crisis, his/her colleague(s) or
relatives shall be the proxy for applying the leave or a
make-up application shall be submitted by him/her
afterwards.
AL AR AR S P 2 piRE AL
ﬁ%é%?ﬁ%ﬁ*%ﬁﬁ%%%ﬁﬁiﬁ§ﬁﬁ
P oo YA L B 0 R At Lo
To apply for a Maternity Leave, Miscarriage Leave,
Paternity Leave, sick leave of two (2) days or longer or
organ/bone marrow donation leave, the request form
must be attached with supporting certificate or
document issued by hospital or medical specialist.
However, the application for Maternity Leave before
the child birth is excluded hereby.
R PR ) B R RS R A T i e
wmir A NG mREEE o BUERG
TR E o Medey B BB e FL
When a staff member does not show up to work, i.e., no
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2.1.2.22

2.1.3 B

pre-approval for leaves, official leave or vacation, does
not return to work after the expiration of the vacation,
or falsely applies for leave(s), “absenteeism from duty
without leave” shall be recorded in his/her personnel
file. When a staff member commits “absenteeism
from duty without leave” or “absenteeism from class
without leave”, his/her salary shall be reduced
according to the number of days of absence.
RS 2 P 3o IR o Tk B
BIP 3973 3 deif o Fepr gy o AR T MEAEE
s

National holidays or weekend days are not counted
toward vacation days of a staff member. When the
vacation days of a staff member are extended due to
illness, official holidays and/or weekend days are not
subtracted. When a staff member is taking hourly
leave, it shall be calculated according to the difference
between attendance hours and regular daily work hours
in the respective day.

Procedure of Labor Workers Leaves

2.1.3.1

2.1.3.2

B EfE AR s E AR R S AR e

Procedure of Labor Workers and school security staff

Leaves are based on the” Labor Standards Act” and

“Regulations of Leave-Taking of Workers”.

B%\;J_ RBP4

Custodians have such holidays:

21321 ipeAE I RTEIHELNNT R
xR P R B P AR > LA
Frcla A R AFch 2 4 PEE .
To tie in with CCT characteristics in
education ministry needs to implement
two-day off on weekends, a national
holiday vacation standard, refer to any
orders of the Executive Yuan's Central
Personnel Administration

2132254 R RPEF > Efprs KL LA ERKBE
2FL FEE BRI L RS
During student’s winter vacation, guards
and school security staff still keep their
shifts. Custodians and ground keepers
should work on time.

2.1.3.2.3 FHEREY T B2 % 4 | BB 4
FL %R RIYE 1R
During Christmas break, guards and school
security staff still keep their shifts.
Custodians and ground keepers should
work on time.
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2.1.3.3

2.1.3.4

2.1.3.5

2.1.3.2.4 31 2 & 4 R Fikiiadp s b AR
=)v 38iF o
The principles for implementing service
leave for coworkers and school security
staffs are based on Article 38 of the Labor
Standards Act.

2132571 2 fe% A | Fu iR p EBRTL
1P FRL - FFTEI PR TREP
HpisF o
Coworkers and school security staff’s
special leave, since the work of the expiry
of the period prescribed, after consultation
by both the employers and employees to
schedule the leave after the date of
implementation.

2.1.3.26 B 2 % A B4 g R REE 2 5
AE AT IFE Ra & £33 l'f‘\lﬁ)c*ﬁ )
W EFEH LT o
If coworkers and school security staff are
qualified for special leave conditions and
voluntarily give up the leave with the
request from CCT, then a commiserate
amount will be added to the coworkers
salary.

iR a1 X ﬂ LS RE8P L RS -

Marriage leave: give recently married coworkers eight

days off with pay.

FRCRPIGREE RPN - PR A

e B L F Bk o

Personal leave is deducted on a daily basis from the

salary.Except for emergency; personal leave must be

completed on the previous day

¥ %I}%lﬁ,\. @;F -2 E S R MR PR IR

j&a?%l‘m“ﬁ’“:;f Tf y_ﬂg o B E AP

LAY ENT RS X AT o .&sﬁf}?ﬁ"ﬁ ’

AU IR 0 R ARG ;’Em«i 2o Bt &

FgFﬁaeLl-/i,EéxgoﬁrﬂFj%% L\’}/\ﬂ‘]x'}i‘ﬁ'

R TR TR ART H o iﬂzfﬂ#«’%ﬁ@ REFHLE

r#i‘« it o

General injuries and sick leave: Sick leave for over

continuous seven days requires the medical proof

issued by the medical office which is qualified to the

national health insurance policy. The sick leave is for a

maximum of 28 days per semester, in case of

extensions; it should be made up by the 14 days

personal leave. For serious illness, the approval of the

president is required to prolong the leave if it exceeds

the number of days above. However, the prolonged

leave is limited to half a year. Moreover, if the

prolonged term expires and the rule of retirement or
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2.1.3.6

2.1.3.7

2.1.3.8

2.1.3.9

dismissal with severance pay of faculty of this college
is applicable, the said rule must be applied.
AR APRIFAEE R TS 'ﬂiﬁ.—“ﬁ’ -
Eirdmislp > i p & piEt o 2 2B
FRraity o kpBRayet e
Physiological leave: female coworkers was due to
physical difficulties who may request physiological
leave for one day per month, the number of days would
be combined into the calculation of sick leave.
Physiological leave salary calculation would be
according to sick leave regulations.
R IFRE  PLHRFRT AR F P
A ;—%— °
Bereavement leave: full pay. Bereavement leave may in
accordance with the following provisions be applied for
within one hundred days.
213712 ~FRF @A sFil ~F A d-
¥ %7 HE8p o
The death of parents, foster parents,
step-parents, spouse, children granting eight
days bereavement leave.
2.1.3.7.248 K% ~F A B2 KA s feih 2 &K
AR A dee o B diRep o
The death of grandparents, children,
spouse's parents or step-parents, granting
six days bereavement leave.
2.1.3.7.3F4RA s R F ik feig2qe QA dr-
Fopi&kEop o IFRE
The death of great-grandparents, brothers
and sisters, spouse's grandparents granting
three days bereavement leave.
2@@&:%1%%%%%%&%@»@%§ﬁ@
% Hickh ~ R2RFBI 2FpE-
Leave for injury on the job: coworkers due to
occupational hazards who become disabled, injured or
ill are granted leave for injury on the job for treatment
and rest.
)2
Maternity leave:
213914 M1 rHmis Rigk1 T84 4
B8E ) o
Female coworkers around childbirth can be
granted eight weeks of maternity leave.
2.1.3.9.2 4431 * 1 P in A o iR TE B
4 A BAR Y -
A miscarriage of more than three months
will be granted four weeks of maternity
leave.
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2.1.3.10

2.1.3.11

2.1.3.12

2.1.3.13

2.1.3.14

2.1.393 %A% M1 X l/é'_llflj_6]}n",_"'%]1
ABHFLFTRE  A%6H " F > 1 F
L o
The first two items of female coworkers
have been employed for more than six
months, full pay during maternity leave,
less than six months, the wage distribution
by half.
2.1.3.9.4 44 A w31 " in A F i B 1 iEs
B4 AB- 5
Less than three months of pregnancy
miscarriage, should stop working, granting
one week maternity leave.
BAB I PIHFB AP AP ST
P Bz piRiBE; 8B FPYEEIRATE }s_l?
Paternity leave: when coworkers’ spouse in childbirth
around birth five days, choose three days leave;
encounter holiday would not give another leave. Full
pay for paternity leave.
FRBAEE D P13 A RS 4K
2 5 His & X F /AR p B B35 74
%éé‘iﬁ;"‘;“ #f TP B A F 'i’p“"ﬂ-r TEMTP 5o
FEERM T L5 0 T AR AR -
Family care leave: coworkers’ family members want to
take vaccination, suffer serious illness or other major
accident requiring personal care, may request family
care leave which is requested seven days limit of the
calculation per year. The salary calculation of family
care leave, in accordance with personal leave
regulations.
SR RS RUBESBEEY 0 RFE
FRAEES 2B IFTRYE -
Official leave: workers shall have the official leave in
accordance with the provisions, according to the actual
needs of the number of days to give the official leave
with full pay.
13 T B R s SR R ;}f;;:fﬁip,i\ o 1B~
Zt_lﬁ,\ﬂ N S 1oF
Coworkers with the special leave, marriage leave,
bereavement leave, leave for injury on the job, official
leave, maternity leave whose salary shouldn’t be
deducted.
FlE%%ﬁ%@@,%ﬁ—iéﬁiﬁﬁ,@d
%?3?%%%’$@1ﬁ4*%3ﬁﬁ’&1@
WoE o PRy A AL BT R
FOBREHET &‘”&4+*x%a—ﬁé
1 .

Coworkers have served for six months, each of their

o

ER
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2.1.3.15

2.1.3.16 k1

2.1.3.17

2.1.3.18

2.1.3.19

children before the age of three, may apply for
maternity leave without pay, until the child reaches the
age of three, but no more than two years. At the same
time bringing up two children or more, during the
period of their maternity leave without pay should be
together, the longest time is to have raised the youngest
children for two years

fe1® FF4IB7'E’~‘ g E?Q/F '%*‘i‘ MLF@/&F'B»‘F%
AB~ABERF AE2FEGAREEP A P
BrpfE s ‘%Vﬁé%é‘érl*’%? Jah
Coworkers apply physical leave, bring up a baby
without pay, family care leave, and paternity leave,
maternity leave, CCT shall not refuse or deem to be
absence and affect the full time bonus, performance or
other disadvantage punishment.

Flee Jf i o ¥ A BGEE ST
S T BT A DB deil & S TR
X E & @3- pp :;;Lp\;:g N Rb N WY
Q%\@a\%;ﬂﬁ\mﬁ&ﬁﬁ4ﬁcig,
RPRTBEL S oA md S gy o 54
1@‘“1 PR d 1T P REFP R A
FomEEE  HGEDEF L RERG

Coworkers who take leave for any reason shall fill out
the leave of absence form. After approval they are
allowed to leave the job or not be in attendance. In case
of sudden illness or a temporary serious accident, may
entrust colleagues, family members, friends and
relatives be the agent to do the procedures for the leave
of absence by phone, fax , e-mail, within one day. For
more reasons or to provide evidence, the coworker shall
submit them in five days and be approved by the
authority. If there is untruth, it would be considered
absenteeism during the period of leave.

afFnl iR s A G op R E LD et
BodmpsEANT - pefRES T Lo p ke
The total number of annual calculation of coworkers’
special leave, personal leave and general sick leave are
made from August 1st to July 31° of the following year.
Firz b Hir o - B

The smallest unit of leave calculation is two hours.
'L%%i o BATEZ L P L 2 W o B BRE
SAEP ~FEEpsd L MR REL
poEFFRYER -

The general 5|ck leave is more than thirty days over the
period, if meet the regular day off, anniversaries, labor
holiday and provided holidays by the government shall
be combined in the leave period.
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2.2

Jr e
=

Business Trips:

2.2.1

2.2.2

2.2.3

2.2.4

2.2.5

2.2.6

ARKBERIFARBZELF E SBRTFNLAH  SPEs
B ML o
Because of the job necessity or official leave, any of College's staff
members, staff members or labor workers, who go on business trip,
must apply for approval in according with the procedure.
AEBEAINAL BN AREER *%-TE?»E' FH o TR
P F&?”ﬁﬂ" v EFGTL R RN L BRI SIS
p pA=E = p F\ﬁ»npﬁ BAE B o
Before a staff member, staff member or labor worker takes a
business trip, he/she must submit the completed “Leave Request
Form” with supporting documents for approval in advance. For a
business trip due to sudden need, the staff member, staff member or
labor worker shall submit a business leave/trip summary report
within three days from returning to work.
%m’iﬁﬁwwﬁméﬁ’*:B”P%’d—&ﬁﬁ*
?s]:f,g »Z B M F—%Z rd - & H >3 'g&’}”]p’]‘ﬁ\:ﬂ"h SR
—BH A g2 N d AR RSN .
The completed Leave Request Form for business trip must be
submitted with attached supporting relevant documents. For a
business trip of three days or less, the application must be approved
by first-tier supervisor of the applicant. For a business trip of
more than three days, the application must be approved by the
applicant’s first-tier supervisor fist and, then, the President. When
a first-tier supervisor applies for a business trip, the application
must be approved by the President before he/she takes the business
trip.
MAFRBRWZ PP o EEF T LR ELE L ) o FL LK
Foowyr A o
Within three days after returning to work, the staff member, staff
member or labor worker must submit the completed “Travel
Expense Report Form” for the reimbursement of travel expenses.
After three day, the reimbursement request will not be accepted for
processing.
?'%ﬁﬁ'iﬁ’i%ﬁ’ﬁ \ﬁ’,EF \Fi—i‘aﬁ F 23 o 3Rz WILT_ R
2 AR, ik AR r’«?fﬁl“ﬁ Ay A yEE ) PEL
Travel expenses mclude three categories of expenditures, i.e.,
transportation, accommodation and meals/incidentals. The
confirmation and standards for these three categories are
administered according to the rules of “Regulation of Business Trip
and Reimbursement of Business Travel Expenditure”.
ARKERLIFIRIN L BUEL B RAIL & A
SR 2 TR N ARy R R 2 R R, L
BRAP CEEREANR
For an international business trip due to official affairs of the
College, a proposal/ project shall be submitted for review and
approval. However, the College shall apply the standards for
transportation, living expenses and office allowances according to
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“QGuidelines of the Reimbursement of International Business Travel
Expenses”.

3 AL
Essential Elements of Control

3.1

3.2

3.3

3.4

3.5

KRR 1B pBe 3 B ERTFR -

Whether the type of leave request filed by each staff member, staff member
or labor worker has been verified to be in compliance with the conditions of
the regulation.

KRR IGEALT RRTEAY 5 DTERTLERA -

Whether the leave request of each staff member, staff member or labor
worker has been processed in accordance with the regulation and, then,
approved by the authorized supervisor.

HE AR AT RAMORTY GEE o

Whether each employee on business trip has filed the application according
to the regulation.

MELAR AT EEFLEA -

Whether each employee on business trip has applied for approval, in
advance, by authorized supervisor.

MARy 2 FHETORERATBEISEFT L E A -

Whether the reimbursement application of business travel expenses is
attached with proper proof documents and receipts and approved by
authorized supervisor.

B * £ H

Applicable Forms:

4.1

4.2

Hine o E

Leave Request Form
ARy AFRE L o

Travel Expense Report Form

5 ypE M v 2
Basis and Related Documents:

51

52

53

54

55

5.6

RKEFE -

Teachers’ Act

w1 vT 5% o

Gender Equality Employment Law

REF AR

Procedure of Staff Leaves

CRGIRHE Sl i O .

Guidelines of the Reimbursement of International Business Travel Expenses
AR FIRRKRR 1R

Regulation of Business Leave, Personal Leaves and Sick Leave of Staff,
Staff and Labor Worker at Christ’s College Taipei

FORR N L L e

Regulation of Business Trip and Reimbursement of Business Travel

Expenditure
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6 AT
Flowchart:
6.1 NEZirEammsa [namm-] o
Flowchart of Business Leave. Please consult “Flowchart 1.
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It £ 1% ¥ ;x 42 B Flowchart of Business Leave

[infem- ]
HETHE > A2 A 2 ipR e 2
Responsible Unit Process Steps Related Document
< &% T ¥ Prepare >
Vg E AR
Fulty and staff
who wish to
apply business Y
trip ¥ L3 ¥ 3 Apply in Advance i
|8

Leave Request Form

A
Official Duty
Certificate

% No

AFRENLRT
Comply with the Business

o ;%_ B~ ? Travel Regulations
Applying

Department

Heads" or "Unit A_Yes
Supervisor

F#1# F +% < Approved

L EERE R

The Human AR E B b
ReCOUfS?S and Register Business Travel or
Secretariat Leave Records
Office

A 4
Finance Office Submit Travel Expense Report

A
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(< )3
(7) Training:
1 g™ o
Applicable Scope:
AEBA 2 VIR AR ITE S AR TE o
The operation pertinent to the trainings of faculty members, staff members and
labor workers of the College shall be administered according to this Chapter
section.

2 TERR
Operating Procedure:
2.1 TR A ERE D
The subject persons of educational trainings are faculty members, staff
members and labor workers of the College.

2.2 KTVRP
Purpose of educational trainings:
ARABALENS CHEERTE I RBBETE -
The educational trainings of faculty members, staff members and labor
workers of the College are for the enhancement of individual employee’s
professional capability, the operation requirements of departments or units
and the development requirements of College affairs.

2.3 FRRT VR

Annual Educational Training Courses and Schedule:

2.3.1 FHAzRP -
Course planning:
dAEERTZEREE T W& RVBGRE MRE A
HiEis g s o
The annual training courses and schedule shall be coordinated by
Human Resources and Secretariat Office with all related
departments or units, and submitted to the President for approval
and implementation.

2.3.2 =4 %AR
Announcement of course schedule:
3PRE RRAAER B2 AR N d AT ERE TS
The contents of courses and the formats of training activities shall
be designed by the leading responsible department or unit and, then,
announced by Human Resources and Secretariat Office.

2.3.3 % %> :
Budget preparation and planning:
AyEE PR RT VIRER G o
The leading responsible department or unit shall budget the
expenditures of all training activities.

2.3.4 FARH
Course implementation:
i B SPE T AR
Each training course shall be conducted according to the course
schedule.
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235 574
Expense write off
%ﬁ“i%’ﬁM%”iﬁﬁ”’*?%%“‘ﬁ%ﬂ%x?
SHEE S g;&?;}_’_‘f_ TG = $§J;' 2 .
After the conclusion of a course, all related expenses shall be
compiled and submitted to Finance Office for accounting write off;
and the attendance sheet with attendees’ signatures, study or
workshop manual and/or conference information shall be
assembled for closure report.

24 KTVR® AL
Types of Educational Trainings:
241 B
Pre employment trainings:
—TT?E‘-%\’ A ii:"zjiﬁ‘%«m’ EUL
Alli |ncom|ng new employees shall attend pre-employment
trainings
2.4.2 /F p’” ‘ﬁ
On-the-job trainings:
2421 EREKRTVIGAELTAR FAo oo
Arrangement of attendees to the annual educational
training courses.
2.4.2.2 3wyt nEw I FERDNY 5o KEFT L E
Ao
External training: Submit an application for approval
through a formal request, which must be approved by
the responsible authority in advance.
2.4.2.3 RIS 0 R RE XA w A (T
SRR FART A H b 2 U A S
v Ll AEFERTZEFSNNIREY A
After completing an external training program, the
faculty member, staff member or labor worker shall
complete the feedback of the training effectiveness, i.e.,
written summary report, course critics/comments, or
other method within the required time period and
submit it to Human Resources and Secretariat Office to
be recorded in the External Training Central File for
future reference.

3 Al L g

Essential Elements of Control:

31 ERARTVRGABLATFEEDRFTEZTLEN R ABAZENS o
Whether the annual educational training curriculum meets the practical
needs of school affairs or supports the enhancement of individual
professional capability.

3.2 Mf ST At BRI T ETRE -
Other than the budgets, responS|bIe authorizations, reviews and approvals,
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3.3

3.4

3.5

3.6

whether the courses and course schedules have been actually implemented.

T VGRS R P AT R T SRE o
Whether the expenses of educational training courses have been written off
according to the procedure and regulation.

ATERPR 1 LB IS BT IR o
Whether all incoming new faculty members, staff members and labor
workers have attended the pre-employment trainings.

S b3y R R T EE RV F SRR
Regarding participation in external training, confirm whether the application
has been properly submitted for approval through a formal request and
approved by the responsible authority."

FA U RIIGF R R > F F G RE T AT N R A

After completing the external training, whether each faculty member, staff
member or labor worker has completed the feedback of the training
effectiveness according to the pre-selected feedback format.

o L H
Applicable Form:

4.1 HAF gRFRIFL
Summary of Attenting Outside Meeting
A2
Flowchart:
5.1 “h¥mtmir e s [nam-] -

Training Operation Flowchart. Consult “Flowchart 1.

82



b 3R 21 17 ¥ 5% 42 B Training Operation Flowchart

(A2 m - ]
i A A A2 2 A BE 2 12
Responsible Unit Process Steps Related Document

< i it ¥ Propare >

AL i

¢ FEPAR Outside Meeting

Applicant for : LY = : Td =

ﬁﬁm iiﬁi@%iiﬁiéﬁ Report
g Apply in Advance

L o SR

Applying o % No

Department A_F F & %3 Approved

Heads" or "Unit

Supervisor

3204 R Febr AR S PR

Ap}ilicant for Attend Training As Per the Approved
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( 8 ) Education Advancement and Research:

Y

Applicable Scope:

ENEE TS S EOU S ] TR T LR

The operation pertinent to Education Advancement and Research shall be
administered according to this Chapter section.

2 TERE

Operating Procedure:
2.1 %freippEy
Education Advancement and Research of Faculty Members:

211

2.1.2

2.1.3

2.1.4

R E e LN L
AL EF ML EE LI EE HY 52 FRPG éf’z?e"sg;g
V28 #« o
The job- or profession-related education advancement toward a
M.S. or Ph.D. degree at either a domestic or international
university/college could be applied by a faculty member or
assigned to a selected faculty member by the College. The host
university or college where the Education Advancement shall be
pursued by the faculty member must be one of the MOE-accredited
university or college.
KEFEL G ARFAKEF T 2T E LG RN g
BAFRL AP EM AT R YA B WA T
Fredg Faplbiq8 REpPr S RIFET M -
Teacher research refers to the research selected by the school based
on specific needs for teaching and research. Teachers may be sent
to participate in domestic or international research, or with
supervisor approval, attend off-campus workshops, seminars,
continuing education courses, or performance exhibitions. Research
applications must be related to the individual's professional field,
the subjects they teach, or the development of their department or
school.
PR LARBFIRIEZ E L S HEEIRIEF T P
%ﬁ»gﬁbihéf fF 2 Bagi o gAREL E
VR ER B o
The subject person shall be a full-time faculty member who has
been continuously appointed by the College for more than 3 years
and appraised to be excellent in teaching and related services; and
his/her Education Advancement must match the development needs
of the College and be approved by the College prior to starting the
application for Education Advancement and Research
AIEFIR I;E’EH 7,: AN Y Bl\«fr% BB EFY ‘; E-F 2414
BHF T o & u ik 'J*RL#EFL
There are two types of Education Advancement and Research of a
faculty member, i.e., “Education Advancement and Research with
Pay and Retained Position” and “Education Advancement and
Research with Reserved Employment and without Pay”. They shall
be administered separately according to the following rules.
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2.1.4.1

2.1.4.2

FRAFeg ey
Education Advancement and Research with Pay and
Retained Position
21411 2@ EFY

Full-time Education Advancement and

Research:

'&#ﬁﬁg%&?’t‘% ;sz‘lﬁ‘%’iﬁagﬁ‘g\;#?j
R G- B PGPRHRE S
TR RALELFLES Sl i s
x;:r';z °

Due to a teaching or operation need of the
College, the College shall take the initiative
to select or appoint a faculty member, who
shall proceed with official leave application
before the deadline, and his/her job position
shall be reserved with pay.

2.1.4.1.2. WA PFOFRFEBEFY
Part-time Education Advancement and
Research during work hours:
BAR AN KE A EBFT R ABFE
mék&ﬁﬁ’?*ﬁﬁ%x%ﬁ@Jh
JRAAPER » SpRL BT A e 2
1;35?15 ;L“ °
Due to the teaching or operation need of the
College, the College shall agree with or
take the initiative to select the faculty
member(s), who shall proceed with official
leave application before the deadline, and
he/she (they) shall pursue the Education
Advancement and Research during work
hours but not interfering with his/her (their)
teaching schedule(s) and related services.

2.1.4.1.3. 24ig ey

Education Advancement and Research
during off hours:

G AVRFAEBRFTL 2B FE 4
ESR L g ‘f B~ FRANRE S
ﬁiﬁg\p%o
Due to the teaching or operation needs of
the College, the College shall select or
agree with the faculty member, who shall
pursue the Education Advancement and
Research during off hours, nights or
weekends.

‘;’F‘ BEFEG AT G

Education Advancement and Research with Reserved

Employment and without Pay:

G AN RELAERTR O RPARFA- TR

#if’ﬂ%z»'%? S I AT R

Due to the teaching or operation needs of the College,
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2.1.5

2.1.6

2.1.7

2.1.8

the College shall agree with the faculty member to
participate in Education Advancement or academic
research for a period during which his/her appointment
will be reserved without pay.

KEFEB B F LAY & kh TA AR SRR
The allowed time period for the faculty member to conduct
Education Advancement and Research shall be administered
according to the regulation of Regulations for Rewarding Teachers'
Research and Further Studies of Christ’s College Taipei”.
KRB R Y e

The Application and Selection of Faculty Member for Education
Advancement and Research:

EB 2 RKEF > BB ERT - £2 A0 RAE T RKFED
FesEyY e, o~ TenamIy A, TREFEE
Fr33:F8E4 )~ "ThARBERETNE | SREKFE
FLAEEFLWE > DR AR EP R MIRE P
EESCE RS S

The faculty member, who plans to undertake Education
Advancement and Research, should submit the completed
“Application Form for the Education Advancement and Research
of Faculty Member”, “Education Advancement and Research Plan”,
“Assessment Form for the Review of Education Advancement and
Research of Faculty Member” and “Agreement to Fulfill Service
Obligations” to College Faculty Evaluation Committee for review
and passage; and the resolution with written explanations shall be
submitted to President for approval by the College Faculty
Evaluation Committee before he/she starts applying for admission
or participating in the Education Advancement and Research.
REFEBEFTHFFHRLEBHL] - ELEZH Flx
R OFEARE o FREHR L= B BE T RiTER
EETRLYFE Y DRAPMAED 2 o st e
FNY GEER O FAETTERTIRIARKFFELRES
EETRUIENSECE 3 S

If a faculty member plans to change the type of Education
Advancement and Research, extend the duration of Education
Advancement and Research or suspend/drop the Education
Advancement and Research under special circumstance for
returning to work, he/she must submit the completed “Application
Form for the Modification of Education Advancement and
Research of Faculty Member” and all relevant proof documents to
his/her department or unit for approval and, then, via the Human
Resources and Secretariat Office, the College Faculty Evaluation
Committee for review and passage prior to making any change(s).
BB A

Education Advancement and Research Subsidy/Grant:

HAt et 3 ik A Kodp BT By PR o

The various subsidies for Education Advancement and Research
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2.1.9

2.1.10

2.1.11

2.1.12

shall be administered in accordance with the relevant Guideline of
Award Grants.
BB HFT T 2 HpF 0 BEF SBELY BT IR
The salaries and/or hourly fees of approved faculty members
undertaking Education Advancement and Research shall be
administered and remunerated according to following rules.
2.1.9.1 #Ek %%£$%Pzﬁ’m@§ﬁiﬁﬁﬁmﬁ%
% o
When a faculty member is approved for the Education
Advancement and Research with Pay and Retained
Position, he/she shall be paid according to Guidelines
of Faculty Services of Christ’s College Taipei.
2.1.9.2 3’ I%S'—‘—’rtil} lft’ﬁf—' 'y —“Ff ’ J |,$7§;§?r§[p o 2EY 4
AR EE G F\
During the period that a faculty member undertakes
Education Advancement and Research with Reserved
Employment and without Pay, he/she shall not be
compensated by any salary or hourly pay.
j@,nxix};&’lﬂ’“ 7 :?;(Eﬂ? ’%“til}ﬁﬂl—}"[ﬂi F’“f[‘% "#.T ﬂ\’}"
&ﬁc%ﬁ%%’A—ﬁﬁzﬁiﬁPzﬂp ﬁﬁﬁ%ﬁ
R EFE A BIRN  RERIERHET A B
‘a‘ﬂ?% ’ Sf A i?%’éﬁ S I?ﬁ
After being approved to pursue education advancement and
Research, the faculty member must keep constant contacts with the
College and the respective department or unit; and, he/she shall
submit education advancement and Research report and semester
report card every year. After completing the education
advancement and within two months from the completion date, the
faculty member must submit a copy of his/her diploma to Human
Resources and Secretariat Office.
ﬁ%@ﬁﬂﬁw’*%ihﬁ T@ﬁ%ﬁ%ﬁ**&ﬁ@@
P RN b SLR T 0% U;g FIRIFHAEE 9 E | o XA
@ﬂ@ﬂﬁcw»*ﬁh@ﬁWﬁ%ﬁ ﬁ%ﬁ%ﬁ\ﬁMv
IR r?ﬁflﬁé?’t?ﬂj LTEBFEE | R
In order to ascertain that a faculty member will return to teach at
the College right after completing his/her Education Advancement
and Research, he/she must execute the “Agreement to Fulfill
Service Obligations”.  After obtaining the degree of Education
Advancement, the faculty member shall return to work at the
College for the committed period of service according to the
regulation of “Regulations for Rewarding Teachers' Research and
Further Studies of Christ’s College Taipei”
ERAFTRFFEREBE 8 G A EREIRS RIHR
iy %’w% B PR N A Bk 3R &N P % i+ pF 224,
m X E P R M* "RR R e SRR PR
In the event that a faculty member does not return to his/her
teaching duty at the College after completing the Education
Advancement and Research and the expiration of education
advancement leave, a faculty member resigns before fulfilling the
service commitment complete, or a faculty member cannot obtain
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2.1.13

2.1.14

2.1.15

the prospective degree within the allowable maximal number of
years of study set by the host university or college, he/she shall be
deemed to breach the contract. When a faculty member breaches
the contract, the case shall be administered according to
“Regulations for Rewarding Teachers' Research and Further
Studies of Christ’s College Taipei”.

A ERBEFAY A RKEF A B kA rﬁé@vfﬂﬁp; B
PEE R

The total number of all faculty members, who are approved for
Education Advancement (Continuing Education) and Research,
shall be within the limit according to the regulation of “Regulations
for Rewarding Teachers' Research and Further Studies Christ’s
College Taipei”.

KEFEBEPTHE 2 EFRE)N h FIREBERL =
?ﬁ?{ﬁ‘%r,,‘, '&P’% # ’*ﬁplaﬁi&ﬂ,tiljﬂ';ﬁ-o

A faculty member cannot resign from the College or be dismissed
by the College. After a faculty member returns from Education
Advancement and Research leave, he/she shall be eligible for
another leave after completing the service commitment period and
an additional three years.

CAE R AGARKFFFLA gEBER AT 0 AW
FpAEBEFY > EF REFRGFARKFFFLA 67
Without submitting the application for Education Advancement
and Research or obtaining pre-approval for Education
Advancement from the College Faculty Evaluation Committee, a
faculty member cannot take initiative to start education
advancement and Research; and, all violators shall be deliberated
by the College Faculty Evaluation Committee for reprimands.

2.2 ;ﬁﬁk Aieig :
Education Advancement of Staff Members:

221

2.2.2

ﬂ\hﬁl\«ﬁéﬁﬁ" **&Fﬁizl‘/% ErL zl_\%/\—%fl
ﬁ*iﬁﬁﬁﬁﬁvﬁéﬁﬁﬁv eis 23 %ﬁ
7L
Due to the operation needs of the respective departments or units,
all full-time staff members with a minimum of 1 year of service at
the College and excellent performance appraisal shall be eligible to
apply for Education Advancement; and the College Staff
Evaluation Committee shall set a quota for qualified staff
applicants each year.
MR 0 A T
Types of Education Advancement of Staff Member are as follows:
2221 # B FEL
Education Advancement with Pay and Retained
Position
Ihé:rﬁ%ﬁi\%‘i’-l ‘Eﬁ’li%‘l”‘ﬂ\’]‘&w pﬁcfi\
B2 HEESAY ST
This type of Education Advancement is limited to those
staff members who undertake the College’s curriculum
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2.2.3

2.2.4

2.2.5

2.2.6

and professional training or pursue the college degrees,

such as Associated Degree, Bachelor’s Degree and

Master Degree.
2222 FEIBFERD

Education Advancement with Reserved Employment

and without Pay

Mg S ELE LT

This type of Education Advancement is limited to those

staff members who undertake external full-time

graduate studies toward Master Degree or Ph.D.
BREH BT ok TRR AR LT
The maximal number of years of Education Advancement for each
faculty member shall be in accordance with the regulation of
“Guidelines for the Education Advancement of Staff Members of
Christ’s College Taipei” of the College.
,I‘J‘% %%15,} ﬂ’f | #* PITF%F"*xE‘_H}'%’Aju\JB‘é;—ﬁFI,
¥ %"—'-3- ?ﬂﬁm lZ:ﬂ?_}:\,- ¢ ;%-4 oo drit i Hp A B E B “"K o FRPE

EW'?wﬂ$BW1*’éﬁﬁﬁﬁﬁiﬁgﬁﬁ’mﬁ
T\’]ri F_iz gk Higig & }3’4:9‘—‘\4 0
A staff member, who undertakes Education Advancement with Pay
and Retained Position, shall be able to take course(s) during work
hours for up to 8 hours per week and must apply for official leave
at the beginning of the academic year according to the regulation.
When a staff member’s Education Advancement seriously affects
the normal operation, his/her supervisor should detail the facts and
submit the case to Staff Evaluation Committee for deliberation and
passage and, then, the President for approval for the discontinuity
of his/her Education Advancement or dismissal.
BB 2R o B A FE RN o Y GpER e FER
- B (44& =iz t-pw) cHLAR TRAERF =
A ﬁé&%éJ\r%ﬁ 5%ilzaJ‘r%
FIRR-ZIFZ T | mﬁwf?ﬁ%ﬁa&i»g%m*«
HimEiz ™ RFHAFRLR 7R BT FRRE i
B aeigz L3 -
Before a staff member takes an entrance exam for admission, such
staff member, who plans to undertake the Education Advancement,
should submit the completed “Application Form for the Education
Advancement of Staff Member”, “Education Advancement Plan”,
“Assessment Form for the Review of Education Advancement of
Staff Member” and “Agreement to Fulfill Service Obligations” to
the respective department/unit supervisor for his/her written
remarks verifying that his/her proposed education advancement
will not affect the operations of the department/unit. Thereafter, the
application package shall be submitted to College Staff Evaluation
Committee and the President for review and approval under the
rule of annual quota.
BRAEBHFF RN~ LB YT Flerik g &
W%ﬁﬁ%%’ﬁﬁﬁww%ﬁgﬁgﬁir%ﬁ@@%i@
’%_‘:L v ‘ai_, T-%%“fﬁﬁﬁﬁé%”ﬂgéfi s ré»'*"—i—i‘j_%ff‘ d %L;gﬁ
ua’il?f‘i?ﬁ%?_ﬁ% ﬁvlgiiﬁg ;i?«%ﬁ‘gﬁ’—%/f"
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2.2.7

2.2.8

2.2.9

2.2.10

2.2.11

9 -

If a staff member plans to change the type of Education

Advancement, extend the duration of Education Advancement or

suspend/drop the Education Advancement under special

circumstance for returning to work, he/she must submit the

completed “Application Form for the Modification of Education

Advancement of Staff Member” and all relevant proof documents

to his/her department or unit for approval and, then, via the Human

Resources and Secretariat Office, the College Staff Evaluation

Committee for review and passage prior to making any change(s).

B Af RS

Education Advancement Subsidy/Grant:

HAF s> ViR A Ap M PEAT 2L 92 PEIE o

The various subsidies for Education Advancement shall be

administered in accordance with the relevant Guideline of Award

Grants

BAEB2ZBME > HEFTET SR TPHE

The salaries and/or hourly fees of approved faculty members

undertaking Education Advancement shall be administered and

remunerated according to following rules.

2.2.8.1 %%%%@@ﬁ,m@ﬁﬁiﬁgﬁmﬁ%io
When a staff member is approved for the Education
Advancement with Pay and Retained Position, he/she
shall be paid according to Guidelines of Staff Services
of Christ’s College Taipei.

2282 FHRBFELH FHEFHE 2 F¥ IR
During the period that a staff member undertakes
Education Advancement with Reserved Employment
and without Pay, he/she shall not be compensated with
any salary or hourly pay.

B R A GREPE A B g A TERE TR

P 3 R R R 2 BRGE

After completing education advancement, the staff member must

apply for active employment two months, in advance, by

submitting a written application and cannot request for regaining

the original job.

VAR FES Y 7 PR DL S RIS

g B P PR R EE T o

A staff member applying for “Education Advancement with Pay

and Retained Position” cannot ask his/her department or unit to add

new employee(s) to help out; and, his/her work performance or

operation load must not be affected by the education advancement.

ARBEREZRE 2 TR RAF ISP B TR L -

FRAGBELEI P ORI FRG R o dHEEi RN 8

BERL A 6@ MREREPTLEETDF 2l 232 5

EHCEF R R R PR E B (TR PR -

After a staff member completes the Education Advancement,

he/she must not request for a salary raise, a re-hiring or a full-time

appointment as a faculty member. If his/her specialty or
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2.2.12

2.2.13

2.2.14

2.2.15

2.2.16

specialized discipline matches the development need of College
affairs, the department or unit supervisor should submit his/her
qualifications to Staff Evaluation Committee for deliberation and
passage, and, then, the President for approval prior to administering
a salary raise or job change. If he/she is appointed as a full-time
faculty member, the process must be administered according to
“Guidelines for Hiring and Appointment of Faculty at Christ’s
College Taipei”.
ﬁ%ﬁ@wﬁa’i%iﬁﬁfﬁ%ﬁmﬁiﬁ’%¢ﬁ@ﬂ
VETREL TRGERBERTOE | cENEElE
(6 A FIRIARTE  BIRFAEIF2. EFL 0 A la‘« al
1 AREBYEE R

In order to ascertain that a staff member will return to work at the
College right after completing his/her Education Advancement,
he/she must execute the “Agreement to Fulfill Service Obligations”.
After obtaining the degree of Education Advancement, the staff
member shall return to work at the College for the committed
period of service according to the regulation of “Guidelines for the
Education Advancement of Staff Members and Labor Workers of
Christ’s College Taipei”.
BAPEHESF 08 G A ERERS ZIHPRIE TR S
ARG AAN AREBEERANBIF ORI EY &
HpF o kA TER 1 ABERPREE | PHE .

In the event that a staff member does not return to his/her duty at
the College after Education Advancement and before the deadline,
a staff member resigns before fulfilling the service commitment
complete, or a staff member cannot obtain the prospective degree
within the allowable maximal number of years of study set by the
host university or college, he/she shall be deemed to breach the
contract. When a staff member breaches the contract, the case
shall be administered according to “Guidelines for the Education
Advancement of Staff Members and Labor Workers of Christ’s
College Taipei”.
FATFLAIL Ao LRPE 0 RAI AR R 4k
Hoo AHMIENEF > AREREHT -

Should there be any dispute on the administration of contract
breaching matter, the case shall be submitted to Staff Member
Evaluation Committee for deliberation.  Should such individual

do not pay the College contract breaching penalty money, the
College shall have the rights initiate to law suits against him/her at
the courts.

- .ﬁ.‘xé_u}’]r",ET\,F ﬁ A :@: » Tk ﬂ\%‘ ,F' ﬁ a ’,}_ xﬁlll}ﬁ,z ] A,
T o

On per academic year basis, the total number of staff members,
who are approved for Education Advancement, shall be set by the
college according to the regulation of “Guidelines for the

Education Advancement of Staff Members and Labor Workers of
Christ’s College Taipei”.

BRR &R FFEEI) S (7RI &R dq;as o p B4
:é-_% T,% ;‘L-’} ‘/ﬁ # ’ﬁpri@i{iﬂh@‘.ljﬂ' FF

2N

\
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During the Education Advancement period of a staff member,
he/she cannot resign from the College or be dismissed by the
College. After returning from Education Advancement, he/she
shall be eligible for Education Advancement after completing the
service commitment period and an additional three years.

2217 ~h¥ FAAGARBATRLA fL BB E > 2 WA R
i > EF AL RFAPRFRLR §FH
Without applying for Education Advancement or obtaining the
approval from College Staff Evaluation Committee meeting, a staff
member cannot start Education Advancement on his/her own.
Should a staff member violate this regulation, he/she shall be
presented to College Staff Evaluation Committee for deliberation
toward reprimands.

3 4l gk
Essential Elements of Control:

3.1

3.2

3.3

3.4

3.5

3.6

3.7

KRAEBOPTY AT P EFT BT

Whether the faculty members and staff members, who undertake Education
Advancement and Research, have met the required qualifications according
to regulation.

BEBAF T2 RKHR AT RRTEL EHLE o

Whether the faculty members and staff members, who intend to undertake
Education Advancement and Research, have submitted all required forms
according to the regulation.

IR EER S SR s SR EE SR SR
Whether the faculty members or staff members, who intend to undertake
Education Advancement and Research, have been approved by Faculty
Evaluation Committee or Staff Evaluation Committee respectively.
G EE R ey LEHE T FRBABTNE B
EAPRAE o

Whether the faculty member, who has been approved for Education
Advancement and Research, has executed the “Agreement to Fulfill Service
Obligations” prior to starting his/her Education Advancement.
BREBEFATRER > AFET - BRF LT ERIPF -

Whether the salary or hourly pay of the faculty or staff member, who has
been approved for Education Advancement and Research, has been paid
according to the regulation.

BB EFY R 2 ERIRIEZ RER AT R (TIRAF R E U i
F R RIx&F2. 2> A F AT AR o

Whether the faculty or staff member, who has returned from Education
Advancement and Research, has fulfilled the commitment for service period
under “Agreement to Fulfill Service Obligations”; and, whether he/she has
compensated the College for damages if he/she fails to fulfill such
commitment.

BREBRE » 5l o B EHEFLT BRI o

Whether the appointment or transfer of a staff member, who has completed
Education Advancement, to a full-time faculty position, has been processed
according to the regulation.
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Applicable Forms:

4.1 HEFEBE -HFT Y A
Application Form for the Education Advancement and Research of Faculty
Member

4.2 BREZHE Y HA o
Application Form for the Education Advancement of Staff Member

43 &BBFPTYET -
Education Advancement and Research Plan

4.4 FEFEBEFTFETEL
Assessment Form for the Review of Education Advancement and Research
of Faculty Member

45 BB FETEL
Assessment Form for the Review of Education Advancement of Staff
Member

4.6 s FIRIrEREZ QT o
Agreement to Fulfill Service Commitment

47 Firied LY G -
Application Form for the Modification of Education Advancement of
Faculty Member

48 HREBR{Y FE
Application Form for the Modification of Education Advancement of Staff
Member

By R APM Y 2

Basis and Related Documents:

51 %kprix
Teachers’ Act

5.2 ¥frieigr j e -
Guidelines of Awarding Prizes for the Advanced Research of Faculty
Members

53 LM AFFRBRRFFE YIRS
Regulations for Rewarding Teachers' Research and Further Studies of
Christ’s College Taipei

54 1HAFFRER ABRELIHE -
Guidelines for the Education Advancement of Staff Members of Christ’s
College Taipei

o A2

Flowchart:

6.1 REFEB BT v sn [nem-] -
Operation Flowchart of the Education Advancement and Research of
Faculty Members. Consult “Flowchart 1”.

6.2 BFAEY wEimesn [amo] -
Operation Flowchart of the Education Advancement of Staff Members.
Consult “Flowchart 2.
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FEF IR R (T ¥ /it #%.B] Operation Flowchart of the Education Advancement and Research of Faculty Members
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BR v

#* /- #2 B] Operation Flowchart of the Education Advancement of Staff Members
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(4)F %

(9) Performance Appraisal

N

Applicable Scope:

TSI EE TR N LR

All operatlons pertinent to performance appraisal matters of faculty members,
staff members and labor workers of the College shall be administered according to
this Chapter section.

2 TEHRE

Operating Procedure:
2.1 REFEE
Faculty evaluation:

211

2.1.2

2.1.3

2.1.4

2.1.5

2.1.6

2.1.7

Tt G S A ROELET B b B T KR o
The subject personnel to be evaluated are all full-time faculty
members at instructor level or higher.

KEF R X FF o 7] 33‘\‘" Hi a2 kpF o g EY 348
T o

Every faculty member must be evaluated. Because of promotion
consideration or other special needs, the faculty member shall
request for an earlier evaluation.

RPN FEERTIZE T RHALE L R eﬁfwei
PR > PELEE= A5 0 FyREPA ﬁu

Teachers who have been on maternlty leave, parental Ieave, or have
experienced significant personal changes during the evaluation year
must submit relevant leave documentation for approval. These
documents should be submitted to the principal for approval at least
three days before the evaluation process to request exemption from
the evaluation.

*h&ﬁiﬁ%&iﬁg FRARRFITESS 2 M EA
2 Fk e

The College Faculty Evaluation Committee of Christ’s College
Taipei is responsible for the review and deliberation of all faculty
evaluation results and related matters.

KRB =gEdH4 R B 4 RETRFREF > FHrp
AEEL R

When the College Faculty Evaluation Committee convenes, the
President shall invite external scholastic expert(s) to attend it
because of certain specific review matters.

MR EZ F R BRERF S0 P S RIS
E Z IF o

The scope of the faculty evaluation at our school includes three
aspects: teaching performance, research performance, and
counseling and service performance

?’%Eﬂ;%y‘g’fi}:}? R DLE P‘T_?’(Fﬂ;iﬁ 7 B PJ:( % '-T—FE-F‘ i ) 2-53
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The procedure for faculty evaluation is as follows:
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2.1.8

2.1.9

2.1.10 %

a ~ The evaluated teacher completes a self-assessment form
(including supporting documentation).

b ~ The department reviews and assists with scoring.

¢ ~ The HRSO reviews and confirms the scoring.

d ~ The College Faculty Evaluation Committee finalizes the
evaluation.

REFFPFEZ A - Lot L Ak A5 3o

A score of 70 or above in the faculty evaluation is con3|dered

passing, while a score below 70 is considered failing.

REF R AW H FRXF a2 K E R IR
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Teachers who fail the evaluation must receive counseling from

their department and undergo re-evaluation in the following year. If

the evaluation score remains below passing for three consecutive

times, and after confirmation by the department office, The Human

Recourses and Secretariat Office, and College Faculty Evaluation

Committee, the process for non-renewal, dismissal, or termination

will be initiated.
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When a faculty member disputes the results of his/her annual
evaluation, he/she shall have the rights to file a reconsideration in
written with College Faculty Evaluation Committee within 30 days
from the receipt of results of his/her final annual evaluation.

When a faculty member also disputes with the result of the
reconsideration deliberation, he/she shall have the rights to submit
a one-time appeal to the College Faculty Appeals Council within
the time limit according to Organization and Review Procedure of
Faculty Appeals Council of Christ’s College Taipei.

BR P
Performance Appraisal of Staff Members and Labor Workers:

22.1

2.2.2

iﬁéﬁﬁigﬁﬁf ﬁ—\ﬂ&mﬁﬁiﬁf’@ﬁ?
+ o
The performance appraisal of annual service shall be administered
to each staff member or labor worker by the responsible department
or unit. The supervisor of each department or unit shall fully
understand each colleague’s work routines and conditions that shall
be used as reference for his/her annual performance appraisal.
Bomd FtBR 1 T (FL A BB T HEME
Seteo o} HAARY RH o RBHITERS B

The work performance result of each staff member or labor worker

shall be monitored and recorded in details by the responsible
department or unit supervisor. Should an employee perform
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2.2.3

2.2.4

2.2.5

2.2.6

2.2.7

2.2.8

extraordinarily or fails to perform; he/she shall be commended or

reprimanded respectively.

*ﬁ Frzdgdp nHeARERIFERYE T BiS-
£ 5 RRA .

The performance appraisal of a staff member or labor worker of the

College shall be conducted when he/she completes a full-year

service at the end of each academic year.

T R llgeﬁ@vé%@—%’ » & B A A 1_‘5%&%— 7 %3t
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For each employee who has received commendations and/or
reprimands during the respective academic year, the Human
Resources and Secretariat Office shall tally up the total
commendations and/or reprimands for each employee at the end of
the academic year and forward the information to his/her
supervisors for the purpose of performance appraisal and its
recording in such employee’s annual evaluation file.

ARBRELIZ ERIPAG LIRS PG kg -

The annual performance appraisal of each employee should be
administered according to the records/results of his/her work
routines during the respective academic year.

AORR L R A G e K S EAS 1A )
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For tallying up the total of commendations and reprimands for each
staff member or labor worker of the College, a commendation equal
to 1 extra point toward the evaluation score. A merit citation equals
to 3extra points toward the evaluation score. A major merit citation
equals to 9 extra points toward the evaluation score. A reprimand
equals to minus 1 point toward the evaluation score. A demerit
equals to minus 3 points toward the evaluation score. A major
demerit equals to minus 6 points toward the evaluation score.
ERTPESEIPFAET > RAR "B gL PR
FHE o

The ranking of an employee’s performance appraisal as well as the
possibility for a raise in salary or wage shall be administered
according to “Evaluation Procedure for Staff Member and Labor
Worker of Christ’s College Taipei”.
ARBEIERAS P REL THEISFIPA 0 B
B - _: ?Z‘”’FF s ‘F‘ F A i "‘!E%Ad» = s];-z-—‘J-ﬁ-ﬁ-/i&%E;}r/” H:' , 1_71":‘&
BRIRL R BUAR AR ERFEFRET T
For the performance appraisal of each staff member or labor
worker, a “Evaluation Form for Staff Member and Labor Worker”
must be completed by his/her supervisor, submitted to department
or unit chair for preliminary evaluation, Human Resources and
Secretariat Office for adjustments based on commendations and/or
reprimands and Evaluation Committee of Staff Member and Labor
Worker for final review and deliberation. The results of final
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review and deliberation shall be submitted to the President for
approval.

229 BE1FRLIAELRUPRAIFEERTI PSS m > 7 =
2P AR AR EEAGEL I L R B R
To convene a meeting of Evaluation Committee of Staff Member
and Labor Worker for the final review and deliberation of each
employee, more than two thirds of the Committee members must
be present. The decision on the evaluation review must be passed
by more than one half of the attending Committee members in
order to become effective.

2.2.10 * s ﬁ 1R E AT ERE R
3@ .r‘r')\ 4 v]r’?' A o
The evaluation result of each staff member or labor worker shall be
sent by Human Resources and Secretariat Office to the respective
employee in the form of “Evaluation Notification Letter”.

22U BA1ERYPHITERTHEEREA D =2 o
The annual performance appraisals of all staff members and labor
workers shall be completed by the end of each academic year.

2212 R A PBA I HT g% Ao A PR i d ol 2=
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When a staff member or labor worker disputes with the result of
performance appraisal, he/she shall have the rights to apply for a,
one-time, reconsideration, in writing, to the Evaluation Committee
of Staff Member and Labor Worker within 10 days from the receipt
of the “Evaluation Notification Letter”. If the staff member or
labor worker continues disputing the result of reconsideration
deliberation, he/she shall have the rights to file a one-time appeal to
the Appeal Review Committee of Staff Member and Labor Worker
within 30 days from the receipt of the written notification letter on
the results of reconsideration.
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Essential Elements of Control:

3.1

3.2

RIS R i R L SR R DA E N 18
B 1% 3EF o

Whether the criteria and assessment method of i) the performance appraisal
of the faculty members and ii) the evaluation of staff members and labor
workers have been made known to staff members, labor workers and faculty
members in advance.

“f FRTFEZ JFE O 0 BT HE - RKEFEFIEE

Whether each faculty member with the exception of dismissed or
non-renewed faculty members has been evaluated every academic year.
REFFHELTGREKEFFRLE 63770 BATERT 2 FEHG
I e S

Whether the faculty evaluation result of each faculty member has been
submitted to College Faculty Evaluation Committee for review, Human
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Resources and Secretariat Office for archiving, and the President for

approval.
3.3 P EEES LT L RBE - A SR B s
%5 o

Whether the evaluation result of each faculty member has been used as the
basis for the commendations, reprimands, renewal, promotion, annual raise,
temporary termination of appointment and dismissal of such faculty
member.

34 EFHF-FE1EEFTH -

Whether each staff member has been evaluated every academic year.

35 HRAI TP ATERAIRL A § 4R E > TEREP L
Whether the evaluation of each staff member or labor worker has been
deliberated and passed by Evaluation Committee of Staff Member and
Labor Worker and, then, submitted to the President for approval.

36 BEIYPuE > L3 Typudnwd  adwgdplo
Whether the evaluation result of each staff member or labor worker has been
sent to the respective employee in the form of “Evaluation Notification
Letter”.

37 BEITPA Ay LT BRI ARSTLE o
Whether the staff member(s) or labor worker(s), who has failed the annual
evaluation, has been dismissed or laid off.

i A H
Applicable Form:
41 RiFEEA -
Faculty Evaluation Form
4.2 BRI FFT L e
Evaluation Form for Staff Member and Labor Worker
4.3 i o
Performance Appraisal Notification Letter

YRR ARM Y

Basis and Related Document:

5.1 LM AR FREFFHEIHE -
Faculty Evaluation Procedure of Christ’s College Taipei

5.2 M AR FRBIAGE s o
Evaluation Procedure for Staff Member and Labor Worker of Christ’s
College Taipei

53 4#AKERFE L EET

Procedure of Commendations and Reprimands at Christ’s College Taipei

A2
Flowchart:
6.1 FFFFFirEmesl [nem-] -
Process flow of faculty evaluation. Please consult “Flowchart 1.
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6.2 BAEI TP iEEmLL [isem-] -
Evaluation Process flow for staff members and labor worker. Please consult
“Flowchart 2”.
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FCEF FF 1% % i 42 B Process flow of faculty evaluation
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Ap B < it
Related Document

AR I
Process Steps
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Faculty Evaluation

Procedure of Christ’s

College Taipei

T E
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v
BB R E 4
Fill out the Form
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Department Evaluation is Approved
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£_Yes
I 4 K¢ 8730
College Faculty Pl .
Evaluati College Faculty Evaluation Committee
va ua‘ ton Conducts the Final Evaluation
Committee
FFE A
Submit for President's Approval
o Py
CEERE 2 g § 0 g &
The H Inform the Individual of the
€ Human Evaluation Results

Recourses and
Secretariat
Office

< 2% End >
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B R 1 % 1% £ 55 42 B Evaluation Process flow for staff members and labor worker
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Responsible Unit Process Steps Related Document
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()
(10) Commendation and Reprimand and Reprimand
1 g™ o
Applicable Scope:
ARBR L BEZAAMITET R AT o
The operations pertinent to commendations and reprimands of the staff members
and labor workers of the College shall be administered according to this Chapter
section.

2 TEHRE
Operating Procedure
21 ARBR I TREAR2 B kA TEPREE
The routine commendations and reprimands of the staff members and labor
workers of the College should be administered on the basis of their routine
behavior and work performance according to this Operation Procedure.

22 AREBEI G- ERPM M BT A
Within the same academic year, the reprimand(s) of a staff member or labor
worker could be partially or totally written off if he/she is awarded with
commendation points.

2.3 ACHEHBE LG A TEE 1 BEyEE ) TR 2 - 0 EHEF L
FHRM o RS R
When one of the rules of “Procedure for the Commendations and
Reprimands of Staff Members and Labor Workers” is applicable to an event
achieved or committed by a staff member or labor worker of the College
and such event has been proven to be true, the College shall commend or
reprimand him/her according to the specific applicable rule.

2.4 PR PAcT G

Principles of commendations and reprimands are as follows:

241 HPREBREP BAEER ",*T. BRIFTIEE ~ AR oy F
7 %%5%?[;’%—% (RN SR EXMH AR ER T AR
EREESE A
With the exceptions of an extraordinary accomplishment, such as a
new improved method, simplified process...etc, or a special
contribution, which shall be promptly administered toward the
commendation of its contributor, all required work performances
within the job responsibility of a staff member or labor worker shall
be categorized as routine work records and used as references for
his/her annual performance appraisal.

242 Jp- %38 > ik 2N NS 0 ARG B LR TR EM ¥
PEEATRAEEREAR N AREFE AR A2 - S RA
When a single extraordinary event or accomplishment has been
concluded, the one-time commendation(s) to the contributing staff
member(s) and/or labor worker(s) shall be administered according
to the rules of “Procedure for the Commendations and Reprimands
of Staff Members and Labor Workers”; and the number of persons,
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2.4.3

2.4.4

2.4.5

2.4.6

247

2.4.8

who shall be commended, should not exceed one third of the
participating employees.

$pz gH i a2 R BERY L ARG EL 1 4E
AR GRA S HAL AR S RFIEPRAR D Bl
Al EReE T EER o B R

When an inter-department/unit case or task is successfully
concluded, the personnel in the primary leading department shall
have the priority for the commendation considerations, and each of
other participants shall be individually reviewed and commended
according his/her specific performance. In the event of
reprimanding participants, all personnel from both the primary
department/unit and other departments/units shall be collectively
reviewed and criticized for responsibilities; and reprimands shall be
administered accordingly after verification.

HWEBHE o2 2 A8 R A Bl O E RROYE
T RAEM AR EF LT 2 BERE Aty
AR AET RS R  BAKT - o

For the commendation and reprimand cases that involve i) the
implementation effectiveness of an inter-department/unit plan or ii)
an inter-department/unit program, when the leading department
prepares the program or plan, it must simultaneously set up the
unified criteria for commendations and reprimands, too. When
processing commendations and reprimands, the balanced reviews
of all participants must be administered based on the unified
criteria.

%*ﬁ%liﬁ@m’éﬁﬁﬁ%ﬁlﬁm¥ﬁ’%£$%%
2 EE

In order to abide the principle of not awarding repetitive
commendations, all those who have received subsidies or
allowances or been paid merit awards shall not be considered for
commendations.

fevh 8 kA b o AEEI R L S AR
When an external unit or agency recommends a staff member or
labor worker for commendation, the College shall evaluate the facts
and consult similar historical commendation cases in the file prior
to processing the recommendation.

KT IME L gy g2 AR R T IV R B R
’GL% = °

All cases of commendations and reprimands, which are specially
stipulated by Ministry of Education or governments at all levels,
shall be administered according to the regulations of Ministry of
Education or governments at all levels respectively.

PR G M ERAFL A SRR YL o R H e
2 EF A%

The levels of commendations shall be awarded according to the
benchmarks of merits and achievements. The levels of
reprimands shall be exerted according to the criteria and
seriousness of the committed offenses or failings.
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2.5

2.4.9

Flred PPHl A HESF > BAES TP A RE
#F LRER FEA T e

All cases, which are under investigations or disciplinary actions by
judiciary agencies, shall not be considered for reprimand actions
before any court judgments have been handed down.  All cases,
which have been anonymously presented to the College for
possible reprimand actions, will be accepted for processing by the
College.

2410 X EFRF > B Bkt M2 Hixad gapy A
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When dellberatlng a commendation or reprimand case, the
supervisor of the relevant department or unit and all concerned
personnel shall be invited to participate and explain it during the
meeting of Evaluation Committee of Staff Member and Labor
Worker

MRz ARy o REH e FEL TR BEEREL R
EHER AFTHEP > RTARE > HFREPTL -

For the administration of a commendation or reprimand case, the
department/unit supervisor should complete the “Proposal Form for the
Commendation or Reprimand of Staff Member or Labor Worker”, attach to
it with the specific facts and supporting proof for the prospective
commendation or reprimand case, follow the sequential processes listed
below and, then, submit it to the President for approval.

25.1

2.5.2

2.5.3

R EE LM Y RO B R ERARREPEE P R
Sd AFTHEEZ o

The commendation or reprimand at the level of a commendation
unit, a merit citation, reprimand unit and a demerit point shall be
processed according to administration procedure; and, the approved
result shall be posted by Human Resources and Secretariat Office
in public.

e s A B d AT TERE FRIFBAIRLE §
ﬁ%vﬁﬂﬁiﬁ;&i:ﬁ@aﬁ&§%ﬂ T2 o
The commendation or reprimand at the higher level of an excellent
merit citation or two demerit points shall be submitted by Human
Resources and Secretariat Office to Evaluation Committee of Staff
Member and Labor Worker for deliberation. To convene such a
commendation or reprimand meeting, more than two thirds of the
Evaluation Committee of Staff Member and Labor Worker must be
present. The decision on such a commendation or reprimand must
be passed by more than one half of the attending Committee
members in order to become effective. The approved result shall be
posted by HRSO in public.

FTaafam e d A ERE FRFHF I =RLR €3
HoEARLE A=A ZWiE -

The reprimand in the form of severance or dismissal shall be
submitted by HRSO to Evaluation Committee of Staff Member and
Labor Worker for deliberation. More than two thirds of the
Evaluation Committee of Staff Member and Labor Worker must be
present; and a decision for severance or dismissal must be passed

106



by more than one half of the attending members.

26 PRl d BAH B EL r%ﬁlﬁ%ﬁ?ﬁ%J%E&% 1

TEREFFEARE 2 T A5 E A 5 B
Aafe P drdz - B0 RS G AP IZ o AR 1R E R
gHRMNFT G F o - FH i

After the result of a commendation or reprimand case has been approved,
the department or unit, which has initiated the case, shall send copies of the
approved “Proposal Form for the Commendation or Reprimand of Staff
Member or Labor Worker” to Human Resources and Secretariat Office, the
person involved in the case and the responsible department/unit of the
person involved in the case. Should the person involved in the case
disputes the contents of the commendation or reprimand, he/she shall have
the rights to apply for a one-time reconsideration, in writing, to the
Evaluation Committee of Staff Member and Labor Worker within thirty
days from the receipt of the Commendation Notification Letter or
Reprimand Notification Letter.

3 ALk
Essential Elements of Control:
31 BALAELFIEE THELEERTL ) RTIHRET LFTEP

3.2

3.3

3.4

3.5

SR TALR FED o

Whether the commendation or reprimand of every staff member or labor
worker has been processed by submitting a completed “Proposal Form for
the Commendation or Reprimand of Staff Member or Labor Worker” with
attached specific facts and proof according to the required procedure.
WALty AFd RFF e FHE THALEEREA
BEMT R LFER

Whether the “Proposal Form for the Commendation or Reprimand of Staff
Member or Labor Worker” has been completed by the department/unit
supervisor and the specific facts and supporting proof have been attached
for the prospective commendation or reprimand case.

EREBA AN LT RBERRT F o SRR FPOLE 0
&P T2 e

Whether the different levels of commendations and reprimands of the staff
members and labor workers have been reviewed and passed according to
operation procedure; and, submitted to the President for approvals.
VR SRS T P

Whether the commendations and reprimands have been timely posted in
public.

BERAHBMPNFFRARA Y RF AT RRILIL

If the concerned party has objections to the content of the rewards and
penalties and submits an appeal, will it be processed in accordance with the
regulations?
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Applicable Form:

41 R EEREL
Proposal Form for the Commendation or Reprimand of Staff Member or
Labor Worker.

P APRC 2
Basis and Related Document:
51 4 AFFRER 1 BAEMS -
Procedure for the Commendations and Reprimands of Staff Members and
Labor Workers at Christ’s College Taipei

o AL

Flowchart:

6.1 Fi1EErLimsl [iam-1] -
Operation Process of the Commendations and Reprimands of Staff
Members and Labor Workers. Please consult “Flowchart 1”".
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BOR 3 B T R AR
Operation Process of the Commendations and Reprimands of Staff Members and Labor Workers
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Responsible Unit Process Steps Related Document
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(Four) Financial Management Items:
- ~ P
1. Purposes:
=R TAIMAAER L TEARRE G TR
Guidance of the operation procedures of following financial management items.
C)RFTFHBSEHCHFT2ARK R § > g % a8
Decision makings, acquisitions, sales, control/custody and recordings of
marketable-security investments and other types of investments.
(5) 2 & A2 R ~RTEHE SRS A
The disposition, encumbrance enactments, acquisitions or leases of real properties.
(Z)FAMEARME £ 2 792 -
The administration of all matters related to the acquisitions of personal properties.
(m) B4 e~ - FTAERFL AR -]/ E2 2o
Decisions, implementations and recordings of fund raisings, donation acceptances,
borrowings and capital leases.
(T)FRRFE~F FH2 FRE 58k
Management and recordings of liability commitments and contingencies.
() BA e gz et ~ B R FE ek o
Receipts, expenditures, management, implementation and recordings of student
grants, scholarships and financial aids.
() Rl g Bt L 2 F et s IR e
Reviews, approvals, receipts, expenditures, management and recordings of funds
collected on the behalf of other parties and other revenues.
(M) EEeAE 2 Rl
The compilation and preparation of budget and final account.

-~ 1§' H %&]%] :
Applicable Scope:
PRI A B (FEARR D% A4 R FHE o
The operation pertinent to the financial management items shall be administered
according to this Chapter section.

Z N IREmP
Operation Instructions:
FALBFER 2L ITERE o
Refer to the operations in each following Chapter section.
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The decisions, acquisitions, sales, control/custody and recordings of investments in
marketable securities and other instruments.
1 ™ 0
Applicable Scope:
G RES PEAFE 2T FE 2P RE IR R
FoatF HBEBIFPRITENT b’”riﬁ W AT EATEARR o
Marketable securities mean government bonds, company bonds, company stocks,
savings deposits and long-term post-dated checks. This operation procedure is
established to provide guidance for the management of marketable securities.

2 TERE
Operating Procedure:
2.1 77

Acquirements:

211 »FERIANGL ) HHREE 0 & P32 BRI T 2
kg BT E SRR FBME B - BN A
wE R IR RS RARIERT TR RA L T uF T
fsl B ;‘a" °
When there is any surplus after concluding the annual financial
statement, the money must be applied for the payment(s) to any
debts in the previous academic years first if any; and, then, the
residual must be transferred to school foundation within one month
from the submission date of the proposed plan to the government
authority for future reference. The specific subject record tracking
the surplus must be maintained in accordance with “Procedure of
the Usage and Investment of Surplus of Private School”.

212 PFTAEPABETFEARLE LT ALRF ILETR
BRI EIEZ 2 — o
The investment amount must be passed by Board of Directors
meeting; and the total amount of investment cannot exceed one half
of the balance amount of the surplus.

213 HAEFEFRTHORALTEATEFTHEAL L ETF L
THRRTIFLE DI PL-RETTETRFTHEARAL P
el prd ity 20 FF §RERLEF IR 2T 1,
2T i"ga—f%?fﬁfi g Rt o
Prior to investing the surplus, the calculated maximum for potential
investment must be submitted to Board of Directors for passage
and Ministry of Education for approval prior to starting the
investment. When submitting the maximal amount for potential
investment to the Board of Directors, all participating directors
must be informed of the relevant regulation of “Private School Law’
and record the information in the Board of Directors meeting
minutes.

214 PFALEAPIRAPRZPACEFELI Z2RE 2P F 2
BPBFERFTE 2 TF T2 L E8% -
The investment instruments must be the stocks and bonds of public
companies that have been permitted to issue public offers
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2.2

2.3

according to ROC securities law and the beneficial certificates
issued by securities trust companies of R.O. C

215 HFk- 2772 sﬁfﬂa/\ﬁfgx - BEEF R
P2 FRBevy AL B %ﬁé$ﬁ&7p9**’
PERER - RRFT AT AR R AL
The total amount of investment in i) the stock or bond of a single
company or ii) the beneficial certificate of a single security trust
company must not exceed 10% of the total amount of all
investments or 10% of the total amount of the issued beneficial
certificates respectively.

216 #F*»F HES > HEpFF EE LRFTAER TR
PLIpa o d g?ir&fﬁc?ﬁ“‘iﬁﬂ\” PHRFAEZHTA
PSR HFREAPTAEL LA

When the contents of marketable securities have changed or any of
the marketable securities have been sold, redeemed or used,
Finance Office must report to Ministry of Education i) the changes
in investment items and amount or ii) the uses of investment funds
in the current month before the fifteenth (15™) of the following
month.

217 ¢ FRLPELFLPRELBH B ARET D ERD
"‘; i'gﬁﬁ i F:r’T}\Z(?- i—»
The net loss after summarizing all realized gains and losses must be
made up by all Directors through fund raisings before the end of
the term of the Board of Directors.

Custody:

BFEARFARFERFT RO I GRS B pHE kg
EFHT RESL J?¢k+§g¢§*&ﬁ+§ﬁf PRI o

The certlflcates of marketable securities obtained by the authorized
investment specialist must be handed to Cashier Group for custody; and the
saving book or investment statements without the issued certificates must
also be handed to Cashier Group for safe keeping.
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Prior to borrowing or withdrawing a certificate of any marketable
security from Cashier Group, the applicant must submit to Cashier
Group a completed application form that must be approved by the
authorized investment specialist and signed off by Chairman of the
Board of Directors or the President who has been delegated by the
Chairman.

2.3.2 %mﬂm“ﬂ?%@ﬁ*%ﬂdL4é TR ORT AR
If the borrowed certificate has not been returned on time, the
applicant must track it and be responsible for its return.
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2.4

2.5

2.6

ERCLIE

Pledging a security as collateral:

241 FHEESFARPEHEFH > BERLALARFHL i
EPw R ECRIEP >  MEFTAEER KT AR AR
R
If a security is to be pledged as collateral or guaranty, the pledging
process must be administered according to operation procedure;
and, after completing the pledge, the receipt issued by the lending
entity must be signed off by the authorized officer and entered into
the accounting inventory of assets for future management by the
investment specialist.

242 F#P ﬁi%ﬂ?} C TSP A -

When the pledge period ends, the cancellation of pledge must be
processed.

R

Inventory audit:

251 Ml P FEELEE .
Cashier Group must freely conduct inventory audits from time to
time.

252 $33ERERFEANER FEREFFEEL G
In the presence of CPA(S) as superintendent(s), Finance Office
must conduct scheduled inventory audits.

253 HBREEFHEFHELEEFLILRPF BEP LR R T T
RE2FEFh MEFLEPAETERBERE EPEIPL -
If the audited inventory results in any difference between the
accounting ledger and the actual items under custody, the
difference with explanations, the possible solution(s) and the
responsible person(s) must be reported to Chairman of the Board or
the President who has been delegated prior to starting an
exploration to resolve the issue.

fa

Disposition of Investment:

261 HFARAHERARTF MEIFEEPRLEFERERE E 0
o2t F 5O X DR A B s I R
When the authorized investment specialist plans to dispose of an
investment, the proposal must be submitted to Chairman of Board
of Directors for approval or the President who has been delegated.
With the exception due to the expiration of the contracted
marketable securities, all proposals for disposition of securities
must include analysis and explanations.

262 AAHEFTABLGHE BEr LEARBEERZES WL
FAPRE AP SR T 20T
Any proceed resulted from the disposition of an investment must be
directly deposited into the College’s account at the same financial
institution in order to avoid unauthorized usage prior to depositing
into the College’s account.
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2.7

3 g

AN

Investment Records:

271 HFIRIEISEOHFTAARBPRELL A A EEIFS
»HRIG R -
After the completion of a transaction involving an investment, the
authorized investment specialist must submit the original
documents to Finance Office to be entered into the accounting
ledger.

272 $3FERGLBRFTHE > SERE AL - S AL FE G
%ﬁ-ﬁ\‘#ﬂfﬁgi ¥5 & L-ﬁ‘ 195‘3*&7@;‘:&;7' ;};\pifﬁ_w_ £33 ﬁ

P-4l B ) MAEYFE 2 3740 > X § 2 R

Ifﬂ__ o
Finance Office shall select appropriate accounting subject
categories for the administration of investment accounts according
to the characteristics of investments regarding their additional
acquisitions, dispositions and cost averaging as well as the gains
and losses realized by the affiliated organizations or related
business after concluding the final account of the College.

g

Essential Elements of Control:

3.1

3.2

3.3

3.4

3.5

3.6

BT AP A, B EEPHLTI
Whether the “Portfolio Statement of Marketable Securities” has been
obtained from the financial institution and verified as the same as the
accounting inventory.

FRESFAAL SR C RE PR o
Whether the reconciliation statements have been requested from the issuer(s)
of the marketable security(ies), brokerage firm(s) and custodian
company(ies).
FERERTF RES > TR RLTEEER -
Whether the actual certificates of marketable securities have been visually
inspected and verified that the holder/owner is indeed Christ’s College
Taipei.
AR EA L B TS RSP wmE ) 2 T BESHF AR, 21
HETHE AR RAP RF] AR F AR pIrildez X8
R o
Whether the audited inventory list has been used to verify if the “Portfolio
Statement of Marketable Securities” and “Accounting Record of Marketable
Securities” are the same as the audit result; whether, if there is (are) any
difference(s), the difference(s) is (are) due to errors in entrance date(s); and
whether the errors have been corrected.
7 BRI AR ITRP B REAFRE S B R Y
% leZJE o T“ﬂ"ﬁ’fgkpﬁ.a °
Whether the pledge(s) of marketable security (ies) as collaterals, debt
guaranty or deposit on custody has (have) been inspected closely as to
amount and individual items and also verified by the lenders.
AP EIEBEERT R RIEF E AR -
Whether the incomes, dividends...etc., of the marketable securities have
been received or collected on time.
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37 HpiBtep i REE G -
Whether the marketable securities bear the current market price as of the
accounting closing data.

e r L H
Applicable Forms:
4.1 7 §REXP ik

Portfolio Statement of Marketable Securities
42 3 §RIFELEE

Audited Inventory List of Marketable Securities
43 7 RELXE L

Accounting Record of Marketable Securities

By R APM Y 2
Basis and Related Documents:
51 ¢33 #41&
Accounting System
5.2 = F{s
Private School Law
5.3 FRMEZ L 2 R F 2 FRE s €74 R T FrE2
Procedure for the Implementation of the Accounting System of the School
Foundation and its Subsidiary Private School”

Procedure of the Usage and Investment of Surplus of Private School

o AL -

Flowchart:

6.1 HF7 hEsedepFiems s [am-]1 -
Refer to “Flowchart 17 for the Management Procedure of the
Marketable-Security Investment and other investments.
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[FiAem- ]
i A A AR P ARRE 2 2

Responsible Unit Process Steps Related Document

o £ 2R RFRERT 2 0

Cashier * yEE (F T IR)
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A 4
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116




(Z)7 B A& 2 fa ~ KT BREE & AR
(Two) Dispositions, encumbrance enactments, acquisitions or lease(s) of real properties:
1 g™ o

Applicable Scope:
PR Jh KR BRI o
The operation pertinent to the dispositions, encumbrance enactments, acquisitions
or leases of real properties of the College shall be administered according to this
Chapter section.

2 TEHRE
Operating Procedure:

2.1

2.2

2.3

24

FEAEE A s % & TR BRTR-MPpmpicd,) 2 TARTARE-
B, RTEAFHL S BRI ERE T T § /R E > TFER
TR R S PR o

In addition to be administered in accordance with regulations of “General
Affairs Business: Property Procurement Procedure” and “General Affairs
Business: Construction and Repairs Operations”, all dispositions or
acquisitions of real properties must be submitted to the “College Affairs
Committee” and “Board of Directors” meetings for passages and, then,
Ministry of Education for approval prior to initiating the processes.

%Zﬁéiﬁiﬁ%ﬁﬂﬂ’@ﬁﬁig%ﬁﬁ@’iﬁﬁﬁ?%ﬁﬁ
EyEE o (2R T2 882 ,)

The encumbrance enactments or lease(s) of real properties of the College
must be passed by Board of Directors meeting and, then, submitted to
Ministry of Education for approval prior to initiating the processes.

(Consult “Private School Law™.)

PEAL SRR BB AT (FR T2 ERE )
The dispositions or encumbrance enactments of real properties of the
College must be in compliance with following regulations: (Consult
“Private School Law™.)
231 2®A2 s NATRERFE - RirEF Lo
The dispositions of real properties of the College must not affect
the developments or operations of the College affairs.
232 IHANEHFRI BB AL SR IALZRY EAP LT
SN N
Prior to proceeding with the encumbrance enactments of real
properties of the College, the land and/or building(s) must be
determined and approved by the College as either directly
irrelevant to education affairs or of being abandoned properties.

w2t o2 2B AL G 2 TP g RHLT - (FR T4
2HRE )

The mortgage lien(s) on real properties of the College shall be administered
according to relevant laws. (Consult “Private School Law™.)
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3 AL E:

4

Essential Elements of Control:
31 7 & A2 Y ~ DA KRB HE(ZABAZ NG IR K

F)EFPE T 2ERE ) FA9 F T (zﬁi fi*%ii” %
AL RS LR AL S L=
RS S RBETHEFD B0 (SR T 63 Mﬁw%wi )
Whether the acquisitions, Ieases, encumbrance enactments or dispositions of
the real properties of the College including the sales, abandoning,
mortgage...etc., are in compliance with the regulation of Article 49 of
“Private School Law”. However, the tear down of buildings and the leases
of campus stores to contractors of bookstore, restaurants, copying service
and other retailing services for students, faculty, staff and labor workers are
excluded from the regulation. (Consult “Exhibit Table 19 of Accountants’
Audit Report™.)

3.2 AWALME AR AL R AP EEIRBERETE § KL B

T ARSI IRPE (S T o

Whether the acquisitions, leases, dispositions, or encumbrance enactments
of real properties of the College have been deliberated and passed by the
“College Affairs Committee” and “Board of Directors” meetings and, then,
approved by Ministry of Education prior to initiating the processes.

it & H
Applicable Form:

None.

R AR
Basis and Related Documents:
51 =&
Private School Law
52 ¢ ayigi 19
Exhibit Table 19 of Accountants’ Audit Report

o AL -

Flowchart:

6.1 AP Az AA HTFH LS T ELL iam-] -
Refer to “Flowchart 1” for the procedures of the dispositions, encumbrance
enactments, or leases of real properties of the College.
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[FiAem- ]

PR FER E AT % T
Responsible Unit Process Steps Related Document
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(Z)6 A PR Ap Bl F 2 y4T ¢
(Three) Procedure for all matters related to the procurements of personal properties:
1 g™ R
Applicable Scope:
A2 PEY PR o
The operation pertinent to the procurements of personal properties shall be
administered according to this Chapter section.

2 TERE
Operating Procedure:
2.1 dARTZR IR Ty o SR8 ) Ry o
The identifications and categorization of personal properties shall be
processed according to the rules of “Property Category Standards”.

22 #AME > FERRBFERDHIFAMLE S o
For the procurements of properties, the plan for property acquisitions must
be prepared according to the development plan of collage affairs.

2.3 BAMEETFEPFY AL ¢ RPRRIXA CMEH S LR
# o
The acquisitions of properties, including mechanical instruments, equipment,
library goods and other equipment must be administered according to the
budget scope.

24 wAME R TIEETE L ) RTBAIHL
The acquisitions of properties must be administered according to the rules
and procedure of the “Budget Plan Form”

3 AL g

Essential Elements of Control:

31 #ALT L Al Ty 2Rl ) R
Whether the properties have been identified and categorized according to
the rules of Property Category Standards” issued by Executive Yuan.

32 HAMEAP LT RERKBFETE -
Whether the procurements of property items have been in accordance with
the development plan of college affairs.

3.3 BAME LT RITH PR GHE
Whether the procurements of properties have been applied according to the
budget scope.

3.4 #FAME T F ik T AT EMEE ) RIAR P o
Whether the procurements of properties have been administered according
to the procedure of “Guidelines of Acquisition Procedure of Christ’s
College Taipei”.
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4 %% L H @
Applicable Form:
4.1 pr:E 4
Budget Plan Form

5 &yp s 4B 2 2
Basis and Related Documents:
51 My » stk

Property Category Standards
52 Hpiv¥Eyss
Procurement Procedure

6 AR
Flowchart:
6.1 # A2 p% iv¥inmsL [nam-] -
Refer to “Flowchart 17 for the procedure of procurements of personal

properties.
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# & P ¥ 747 Bl Flowchart Personal Property Procurement Process
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()0~ et R~ A TARFZ AR T2 sk
(Four) Decisions, implementations and recordings of fund raisings, donation acceptances,
borrowings and capital leases.
OFA -~ et
Operation of fund raisings and donation acceptances

1 §* #F

Applicable Scope:

FohiE A s SRR B A VRS EMHAN -

The operation pertinent to fund raisings, donations, and gifts of marketable
securities and properties shall be administered according to this Chapter section.

2 EEAER

Operating Procedure:
2.1 FAE LAWY G
Request for Fund Raising and Donation Acceptance

211

2.1.2

2.2 fgE

Ao g

Fund Raising Application

FHEMR AL TLEX SREPAESTEE -

Prior to starting a fund raising program, the application and
proposed plan must be submitted to the President for approval first.
Tet FRE Y 5

Request for Donation Acceptance:
PEHCRERVE RS AT B RFREL A0k
AR  SH I M AL - F R A R
PMARE - W FRZREIFTHEF > SHE 0 LPRE =
Bdjpart ZR2ZAAM - RRF LAY > A ARFFHE -
FRps TMHASR L, o

When a department/unit receives a proposed letter of donating a
gift to the College from an outside organization, such proposal
must be submitted to the President for approval. Should a
donation of property have been proposed, the department/unit
should request the prospective donor to enclose a copy of the
national unified receipt for the purchase of the property in order to
support its value. When the donor cannot provide complete
information as requested, the receiving unit or the department/unit
undertaking the receiving of the property shall request two
independent vendors or manufacturers to conduct assessments and
provide the appraised values to the College. Thereafter such
appraised values shall be placed on the “Received Property
Inspection Report Form™.

Fund receipt:
2.2.1 FHTacc:

Fund raising receipt:
2211 NperxBEEEF L L L FPEEE
WEFDS Tidh,
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2.2.1.2

2.2.1.3

222 R TH

After receiving a donation check or money order
through registered mail and the check is cleared by the
bank, Cashier Group shall issue the donor an official
“Receipt” for the donated amount via mail.
SIS EE S 4 R = PN R R R 0 S
i< W
After receiving a transfer of money or an electronic
wiring and verifying the receipt of the money by the
bank, Cashier Group shall issue an official “Receipt” to
the donor for such an amount via mail.
MRS AMFAYEE L D AL
Py o WEHFE P g HFAF > TR
ZEFRE CAMRETEERAF T”IUP%.J » ¥
S LSRRI L SR
For cash-donation fund raising program, the
responsible department or unit shall obtain, in advance,
the prepared “Receipts” from Cashier Group, which
bear the seals of the President, the operating
department/unit, and the receiving person who
manually accepts the cash. During the fund raising
date, the receiving person shall immediately issue the
receipt portions to the cash donors on the spot while
retaining the stub portions for the record of Cashier
Group.

Donation Receipt:

2.2.2.1

1B f z 2 l% =% ;k :

Cash and Marketable Securities:

e m e Tigdpy > Bja R & £ 2R
£3 rH L %ﬁ’;’i&ﬁﬁ Aot R R Ry BEE
L7 e A B R T R 2 £ dp 2 T
Hp o WY z“'-!ir':f T_H ik }_’ﬁ'{lzi:f T H R
dokdp T }_ﬁ»:r* N mr,,—@' ; doH s
R gafp R Hing g oo R4y gy
TANREE = Ryp g p I o

Cashier Group shall immediately issue “Receipt”
portion to each donor of cash or Cashier’s Check
(Money Order) and deposit the donation into the
College’s account timely. Should a long-term,
post-dated check be received, it shall be transferred to a
commissioned bank and Cashier Group must actually
mark on the “Receipt” portion with the effective date of
the check. For a donation with a designated usage, the
total amount must be used according to the donor’s
instruction.  For a donation without any designated
usage, the whole amount shall be applied to the
category of “College General Operation Fund”.

Should a donation is designated for certain usage or a
department/unit’s operation, the department/unit for the
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certain usage or the designated department/unit shall
apply the donation for the department/unit’s usage.
2222 wAZAHA
Personal Properties and Real Properties:
W EPHTM A ST o
Inventory Control Group shall be responsible for the
inspections of all received properties and their
inventory control.
2223 RBZ:
Library books and materials:
BT R §E R g ayslkic -
For the donations of library books and materials,
Library shall be responsible for their cataloguing and
their value assessments first; and, then, the Inventory
Control Group shall proceed with the inspections of
received property and their inventory control.

2.3 Ftk:

Bookkeeping:

2.3.1 MR EA-FAAIE AR fREALT > TR Tndp g 2 g E
B2 ZFPEEFFEE
Cashier Group shall deposit all proceeds from fund raisings and all
cash/check donations into the College’s bank account and submit
all receipt stubs and bank deposit slips to Finance Office for
bookkeeping.

232 WPEmmAIMAZmtr B2 R ES > BT A% IcRS
H,Egrz 8k
After verifying the useful life and value of each property, Inventory
Control Group shall submit the completed “Received Property
Inspection Report Form” to Finance Office for accounting record.

2.3.3 MR AR R TP
The “Gift Donation Proof” shall be issued by Cashier Group after
verifying the actual amount of donation and upon the request of the
gift donor.

234 RITFUTRIGR WHE = o
A Certificate of Appreciation shall be prepared by Secretary
General’s Office and awarded to each organization that has
provided the donation.

24 =>4
Public announcement:
Mples ) R EERZAEPY oo l’ﬁa‘ﬁ T B BE s &k Tpiis

T

BAMBTRETAME TRIRZ, > 22 WFRET -
Each month, Cashier Group shall compile a table format consisting of all
proceeds from fund raisings and all cash/check donations; and the special
account of revenues and expenditures shall be issued and posted on campus
network for public announcement according to the regulation of “Disclosure
Procedure of Financial and Non-financial Operation Information”.
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3 4L
Essential Elements of Control:

3.1

3.2

3.3

3.4

3.5

3.6

3.7

3.8

3.9

BEEH I FSR)kEfE

Whether each fund raising program has been approved by the President
prior to starting it.

FHA P2 TR A F LB > R Jdg o

Whether a donation “Receipt” has been immediately issue to each donor
according to the regulation.

FHEPERG L F 2R THEFTLHB R * A A% 2 a2
dES Ly 3

After the completion of each fund raising program, whether the collected
money, all receipt stubs and all unused receipts have been handed to
Cashier Group for settlement.

TRl 2B~ g 2 5 AT RRIIHL o

Whether the transfer, control and storage of all receipts and receipt stubs for
all donations have been processed according to the regulation.
FREFILTRPFER 2 BRI o

Whether all donated money has been recorded in accounting journals
immediately  and their accuracy has been verified.

BT RRIF 2 PPERTZ AP REHE Y -
Whether the donation receipts have been immediately issued and
Certificates of Appreciation have been prepared according to the regulation.
BHMAFRBEZ G MATEFY 2 WM AE 2 - FEPE A8
BRHE -

For any property donation, whether an inventory list of properties and a
copy of the national unified receipt (or appraisal values of the properties
issued by manufacturers) have been provided to the donor.

B EZ T RES WA B 2 LT R T .

Whether the usages of the cash donations and gift donations of marketable
securities have been administered according to regulation.

FXBP LRI > LT R LT N

Whether the accepted long-term, post-dated check has been received by a
commissioned bank according to the regulation.

10 M H e X B R IRPF 0 AT NTR TP R P L p 2 TP oo

Whether the “Receipt” portion of a receipt for an accepted long-term,
post-dated check has been accurately marked with its effective date.

4 @ 2 H
Applicable Forms:

4.1

4.2

4.3

PR

Received Property Inspection Report Form
=z

Receipt Form

ELNA A

Gift Donation Proof
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5 kyp i AR v 20
Basis and Related Document:
51 M@zt ivEFTBE T E7R2
Disclosure Procedure of Financial and Non-financial Operation Information

6 JAZH -
Flowchart:
6.1 Fiz e ivEinaesn Lnam-] -
Refer to “Flowchart 17 of operation process for fund raisings and donation
acceptances.
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B2 X WK 17 % S5 42 B Fundraising and Donation Acceptance Process Flowchart
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O % v ¥
Borrowing Operation
1 g™ o -
Applicable Scope:
%inﬂ' b i g —r)\ﬁﬁfﬁ? °
The operation pertinent to the College’s financing through loans.

2 TERR
Operating Procedure:
2.1 HHEERY

Application for loan limit:

211 ARERTEDMRTI L APFFEDART LSBH &
gz Rikype R el l%#ﬁ?%] 2 To E it %
Wiy R AT GRTEASTRARTIEAID D RF
YN N EHT ARG -
When there is insufficient capital, the daily cash flow is unbalanced
or there is no available credit line during a fiscal year, Finance
Office must apply for an appropriate amount of loan or a new loan,
which shall replace an existing loan upon the due date, according to
“Short-term Borrowing Plan” or “Mid-term Borrowing Plan”.

2.1.2 FENERAFEIFARS B REAFREZFEHE RE
LE‘ AT o
During the selection process for a desirable bank and loan limit,
Finance Office must compare the terms of various banks and
choose one that offers the most favorable loan to the College.

213 vRAAFETLZAGFERGRA > FUEFEULE2ZTY FRIFA
ESLAA

The amount of loan contract, which is made and signed by both the

College and the prospective bank, must be the same as the total

amount that have been approved by the Board of Directors.

2.1.4 foT’V‘ /Hﬁﬁ:'ﬁ‘%ﬁfi is g)‘l"* f@;f‘ﬁ‘* ﬁ ]Q i+ :,_1‘&1?» - —-i ’V‘

BiS o BREMAEE NN -

After the bank approves a loan amount, Finance Office shall submit

the loan contract to the President for its approval by the Chairman

of the Board of Directors prior to executing such contract.

2.2 EixARKITE

Decision Making Procedure for Applying for A Loan:

221 Jd EFFRERFFTHEEREL MPARBLOSRHAGFERS
Hide BARIEA S Y b R TR
The Finance Office shall collect information for the compilation of
a project for approval.  After the project has been approved,
Finance Office shall negotiate with the bank regarding an increase
in loan amount or apply for using the line of credit.

222 pFABIFHBAHERERE R ﬁﬁ?%ﬁ&f‘lﬁ”ﬁ?ﬁ] ¢ R d
EFEEFEE fELp e AP PEMET 41
F o
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2.2.3

2.2.4

For the initial borrowing, an increase in loan limit and the
replacement of an existing loan, Finance Office and Cashier Group
must submit the loan project to the President for approval and, then,
the Board of Directors for passage.
PERTINIRTINEETRMM|ZE A 2 TR F 2 FREFIF
FEBy S By FUAREAFETRAMTR (3 7
R ALy ) TR ASLEREFEK -

In compliance with Article 4 of “Guidelines of Debt Operation at
MOE-supervised Private School Foundation and Affiliated Private
School”, when the College Affairs Committee deliberats the
borrowing proposal, the relevant information including “Loan
Payment Schedule Form” shall be concurrently submitted to
Ministry of Education for approval prior to executing the loan
contract.
PERTINTRTINEETRMEZE A 2 TR P2 FRET T
YL, %712 0 FRARERUELFEEFTHZEE > 20
B - B2 P EXIFRTIGE -

In compliance with Article 5 of “Guidelines of Debt Operation at
MOE-supervised Private School Foundation and Affiliated Private
School”, when the College Affairs Committee passes the
borrowing case and starts loan application process, the College
must submit the loan project to Ministry of Education for future
reference within a month from the effective date of the loan
agreement.

2.3 EEEpAEHF
Draw on Loan Amount:

2.3.1

2.3.2

FFERART XA FRERS REFRIDFER

EFEEB TR Y FH TR EEEFL, 0 §§

Ml MEEEPY B Y AR

When there is insufficient capital and there is a need to draw on an

existing bank credit line or to apply for a renewal loan, which shall

replace an existing loan upon the due date, the Finance Office shall

complete “Application Form for Seal Use”, and “Line of Credit

Draw on Schedule”; and together with Cashier Group, they shall be

submitted to the President for approval and the use of official seal

prior to applying for the loan.

[EEN AILE A

Consideration for drawing on loans

2.3.21 HEAeig Ty o BikIFHEN TS udr
3 AT o
If a loan is designated for certain usage, the draw on the
loan must be processed according to the plan or agreed
terms; and the loan not be used for other purposes.

2.3.2.2 %ﬁﬁiﬂﬂ—i%ﬁﬁ@ﬂ%ﬁﬁ’gfzpﬁ
HHFENID RS ERT E AN FERE -
If a loan is payable at the end of the term or of an
installment type, the Finance Office must prepare the
payment according to the payment plan and make the
payment before the due day.
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2.4

2.5

2323 FORMRAGFHEY  BEARI > BAALEL
Er e HT
When the College must draw on debt service fund
according to the agreement, the College shall withdraw
money for the designated use(s) as stipulated in the
agreement.
2.3.24 €3 FRiREAGFZEZRLFTA Sl T o~ s
% % T'E)‘ e E e I i’;"’-ﬁ‘f w2
IR o
The “Statement of Changes in Borrowed Money” and
“Loan Payment Schedule Form” must be prepared by
the Finance Office according to the change in loan
amount at each lender bank; and the availability of each
credit facility shall be calculated
233 My TEHALHEP i,y ~ T HFHF4L, - TA
:Iy'i:“ﬁ'r B - ﬁ%\ J % T"E )"rlxﬁﬁv'L%J%\ a % D SR ﬁ;?‘\f
Yo L FpRt 2 A £ 3E B F‘ EAE AL LA | Fw % E‘f_%&
Hhy > TREFAR P wd ) T RFAKRFTENFIEFZ
Fde &ﬂfﬁﬁk'ﬁ&@?iﬁﬁg’fuﬁ TEF &1
LIEE o
The Cashier Group shall have a full, in-depth understanding of the
estimated surplus of the forecasted revenue and expenditure
statement based on “Notes Payable Breakdown Form”, “Monthly
Statement of Certificate of Deposit”, “Summary List of Unfunded
Items” and “Loan Payment Schedule Form”. The “Form of
Available-Fund Surplus” and “List of Draw-ons of Bank Credit
Limit” shall be prepared based on the monthly capital influx and
outflow situation. In order to control the budget of capital influx
and outflow, the monthly “Use Summary Table of Bank Credit
Line Limit” shall be prepared according to future need for capital
or operations.

V@

Agreement Execution:

e bR RERFREFHARFRAELENET EivE o
After a loan plan is approved, the College must initiate the loan application
process toward the execution of a loan with the approved limit.

«N 'ECE) %’v #

Interest Expense:

25.1 g“-"’"f@;%"—a“ H[%»lz: ]L‘f R BT A A 2 fF R
Eve:| B AP = )" 15 "f‘f IS
At the end of each month, the Finance Office must make the
interest payment to each loan according to the agreed interest rate
or the latest interest rate; and, the interest amount of each loan
during the loan life shall be estimated.

2.5.2 ﬂﬁw~'ﬂiﬁﬁéigﬁﬁg,@gmmijwpaﬁﬁyg,
PERLA2ZFILAEFT I/ ol g & DAt i
PEID o
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After receiving the interest payment notification letter from a
lender, the Finance Office shall make calculation according to the
contract loan interest and verify against the amount on the interest
payment notification; and the payment shall be made according to
“Procedure of Administering Expenditures” after confirming that
there is no error.

2.6 I FH LR

Loan Renewal upon Due Date or Payment:

2.6.1 g FENERINDP R RAKRT EBRNAUE AR R
7r~)\ °
Before a loan is due for payment in full, the Finance Office shall
make a decision on whether to apply for a replacement loan or to
pay the loan in full.

2.6.2 Wz FHEELER R EC SRE P TS FIEL o
Should the College decide to apply for a replacement loan, the loan
plan must be approved by the President prior to initiating a loan

application.
263 ek LKA P TRER AR O iE, i
TR IO Y R PR RNy

32 TREFRBY P iodk 5 o

Should the College decide to pay the loan in full, the Finance
Office must complete “Request Form for Capital Draw Down” and
submit it to the President for approval. Then the Cashier Group
shall transfer the money to another account or issue a Cashier’s
check; and, meanwhile, “Statement of Changes in Borrowed
Money” and “List of Draw-ons of Bank Credit Limit” shall be
updated.

2.7 BAFEDEIPEE PF  RBRT NIRRTV EFERMEE A 2
TERFPZERBTFERI F2 T v v 5 S AR HRGTT
@ E TS S ARG R M E o e A E Lt
Wiz M T E 2 Ffipdc -

Borrowing Procedures Required for MOE Approval and Future Reference:
According to the rules of Articles 4, 5, 6, 7, 8 and 10 of “Guidelines of
Financing Operation of MOE-Supervised School Foundation and the
Affiliated Private School”, following operation methods are established.
2.7.1 A*REBFBELETHIEEZ - ,%lz A Hoa o Esﬁsiﬁfﬁ'é‘%ﬂ%f s
b @ P
When the College meets one of following conditions, a special loan
project must be submitted to MOE for approval prior to initiating
the loan application process:
2711 FHipdk< NI Ao a b AL w2 R 5 f ke
When the debt index of the private school is greater
than 5 or the annual balance is negative prior to
subtracting the value of real property.
2.7.1.2 F:ERPELSF - WS M E
5 e
When the private school plans to apply for loans to
finance the building or expansion of a branch school,
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the auxiliary campus or affiliated organization and the
addition or expansion of related business.

2.7.1.3 MR F > ERTVHDE G ES UL o
When there is financial abnormality and MOE has
issued directives for correction or improvement by a

deadline.
2.7.1.4 R FELITHROCERTIVEFFE AP B AR TE
E R

When the private school is newly established, MOE has
conducted onsite audit, and the school meets the
required conditions.

2715 FiREePFL£E RABH=Z B up aow H AR
&g@@&A%%w+%ﬁsaz,ﬁﬁgbga
EiE - SRR EFEE - BN B REFEINHE -
In order to address short-term need for capital, the
private school plans to apply for a 3-month (or shorter)
short-term loan; or when the debt index of the school is
greater than zero and less than or equal to five, the
special loan project must be reported to MOE within
one month from the effective date of the loan
agreement.

272 ARIAIEANEHEHEFT LI BBEHATTAZLDET LT -
fe ;ﬁ% & ;F,g,:ai% FEERNFHLFLE  ZEPEF Ak
oo LA HAIFTOMBLRALER LS B FTRER
PREUVARE B 2P EE ARPEE-IEE A
PERE R EIFEI A h oo
The College cannot use short-term loan for long-term capital need,
such as, the purchase of fixed assets. However, if the debt ratio is
zero or if the short-term loan of 3-month duration or less is taken
out between the end of an academic semester and the day of
receiving tuitions and fees for the succeeding semester in order to
pay for the salaries and wages of staff members and labor workers
providing the loan amount is less than the total of two months’
salaries and wages of staff members and labor workers, the loan
applicantion can proceed without MOE’s approval or the need to
submit loan plan to MOE for future reference.

2.7.3 FE2AMIBPEHES 2 “f 86 I8 2.6.10F i oh 5 A4 4
ZERNA B ’P%x E*L*%’k o
In order to establish a secure financial structure at the College, no
loan shall be taken out for the building of dormitory within 3 year
with the exception of meeting the condition of preceding 2.6.1

paragraph.
2.7.4 MBI PERET EFHERT I B HRT IVR
TFEH o

When the College plans to borrow and meets the requirement of
obtaining pre-approval before applying for the loan, the required
information and documents must be submitted to MOE first.

2.7-5 ?*ﬁ*ﬁ§ﬂ*”ﬁ@ﬁ* ﬁrf“?#g“ﬂ&i—ﬁ
Ry o WHmis I kiE TEG ip Bt B o Timp
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B - H7HE 2 PF2RHEINE > HREI A
*i*%%ﬁ,Q?&&ﬁﬁw’@ﬁgﬁﬁaﬁadﬁﬁi
PG TERA R A o

If the College plans to expand the loan portfolio during an
academic year, the College must submit to MOE for future
reference the completed “Table of Debt Index Calculation”,
monthly accounting statement and loan information consisting of
loan category, subject matter, loan amount, term of the loan and
payment method within 1 month from the effective date of the loan
agreement according to “Unified Regulation of Accounting System
of Private School”.  After the financial fiscal year ends, the
CPA-certified annual financial statement must disclose the “Table
of Debt Index Calculation”.

3 4l gk
Essential Elements of Control:

4

3.1

3.2

FEIRE AR R
Verification of the need for loan:
g3 ERTT TEG e A VRN ERPEFRIORR £ 5
E2H I G ARATERRTAIFL A P R THEZE SRR E
FEfer KRz FER A Mg ﬁﬂ For BT EBREZ R HYUT -
RAFF-MENE F 5
The Finance Office must utilize “Table of Debt Index Calculation” to
calculate the fiscal year’s debt index situation and shall estimate the
succeeding year’s budget of revenues and expenditures between February
and May of the current fiscal year. For the preparation of “Fiscal Year
Forecast Table of Cash Flow Quantity”, the Finance Office shall rely on the
related data and experience to study and set the amount of money for each
revenue source, payments and operation period; and the principle of
planning the capital management.
311 F&NEEFTFRES B AR FRAHSERFAD
FEFEER YR DOERERARRETE AT HE %F/i;%ﬁo
When the analysis result of cash flow shows insufficient, the
College should request to use the line of credit or apply for an
increase in loan limit after verifying the original loan limit, the
terms of loan contract and the amount of available credit.
;—;\Tq_r)\}@d g»t*%:& ’Pﬁ’l&—v\’f’_/ﬂa 'ﬁ‘ig i ’I‘r”\ﬂ;%g*f
BiSAERTEHI -
When the College plans to borrow the first time, the Finance Office must
submit a request for approval to the President for approval and the Board of
Directors for passage, and, then, the Ministry of Education for approval
prior to starting the process of applying for a loan.

e LA H
Applicable Forms:
4.1 Efiftd 4

4.2

Table of Debt Index Calculation
ERIFRENE A
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Annual Cash Flow Forecast Form
43 T’E] %%\“?\'%\‘FJ‘%J

Loan Payment Schedule Form
4.4 ‘=i At

Short-term Debt Plan Form
4.5 ¢ £ H

Long -term Debt Plan Form
46 B S

Appllcatlon Form for Seal Use
4.7 T EEPERT A

Line of Credit Draw on Schedule
4.8 i FH%H £

Statement of Changes in Borrowed Money
4.9 JEiEIpP ik

Notes Payable Breakdown Form
4.10 28 T4 " F %

Certificate of Deposit Monthly Report Form
4.11 2 Hic0E - 4

Summary List of Unfunded Items
4127 * F £ 4RIE 4

Form of Available-Fund Surplus
A4.134LFFERE* PP Ak

List of Draw-ons of Bank Credit Limit
4140 GFHERGIERRR* i34

Use Summary Table of Bank Credit Line Limit
415F &8 ¥ -3

Request Form for Capital Draw Down

Ryp R AR 2 2

Basis and Related Documents:

5.1 KTMERFFRMBE A2 R F 2 FRBFFEL B
Guidelines of Financing Operation of MOE-Supervised School Foundation
and the Affiliated Private School

5.2 frHigrHlEL - AT
Unified Regulation of Accounting System of Private School

A2
6.1 maxirEnmeL [ar- )
Refer to “Flowchart 1” for borrowing operation process.
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A 1¥ % 5428 Borrowing Operation Flowchart
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Make Regular Interest Payments,
Evaluate Loan Renewal or
Repayment at Maturity

i AR E
PRI AR
Short-term borrowing
program, Medium- and
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R A
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Certificate of interest
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OF A FiT¥
Capital Lease Procedure
1 i 4 [l
Appropriate Scope:
AORART APFGE T o
The Procedure shall apply when the College leases assets.

2 TERE
Operating Procedure:

2.1

2.2

2.3

2.4

ARKAETARY EERFELE FTEARN -
When the College plans to lease assets, the development of college affairs
and cash balance must be taken into consideration.

AMOCKAET A S FAEFH  BERMBEA P A PRET €0F > 4
BHEARFRY .

When the College plans to lease an asset through capital lease, the proposed
lease contract must be submitted to the College Affairs Committee meeting
for deliberations and, then, the Board of Directors meeting for approval
prior to entering the agreement.

ARETTZAEFE QA TARM A R 2RI E -
The executed lease agreements must be filed and kept by relevant personnel
appointed by the College for future control and monitoring.

AOKAET A G F AT €3 @btk - AL E R AR Ty o
When the College leases an asset through capital lease, Finance Office must
administer it according to the rules of the generally acceptable accounting
practices.

3 x4l gk
Essential Elements of Control

3.1

3.2

3.3

ARCRIEFT A PEFT AT L FERBEAPE TRET
EUE BT TN o

Whether all leases undertaken by the College through capital leases have
been deliberated by the College Affairs Committee meeting and, then, the
Board of Directors meeting for approval prior to signing the lease
agreements.

AR FR QLT TR L R ERE -

Whether the executed lease agreements have been filed and kept by relevant
personnel appointed by the College for future control and monitoring.

AKAET A G F AR €3 T T k- O ET R TIE
;F,: o

Whether when the College leases an asset through capital lease, the Finance
Office have been administered it according to the rules of the generally
acceptable accounting practices
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4 @+ LH
Applicable Form”

M o

YA

None.

5 &yp s 4B 2 2
Basis and Related Document:

YA

None.

6 JiAZH -
Flowchart:
6.1 FAaeFirEinmsa [inem-1] -
Refer to “Flowchart 17 for the Capital Lease Procedure.
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7~ AR 17 %775 42 Bl Capital Lease Process Flowchart
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(T)f Fkepersy 02§22 fofr !
(Five) Management and Recording of Liabilities, Commitments and Contingencies
1 g™ o -
Applicable Scope'
ARERF L GRELHN G EAFTFE o
The occurrences of liabilities, commitments and contingencies in each fiscal year
shall be administered according to the Chapter section.

2 TERE
Operating Procedure:

2.1

2.2

2.3

24

2.5

B EAGATELP BT R EF AR T AR HARAS
FIESFA SRy PR AR I EIIAZ2F LA 2T UE

4 o

Contingencies mean the recorded facts or conditions on the balance sheet,
which can produce gains or cause losses; although, the actual effect shall
depend on some future uncertain events that may or may not happen.

f‘% S KERE }s EH(He: B~ GE FE RN )T
’ o &‘5@5’_7&_@.'1?;%_ FEFLFRE PSS HAR

A 2T R R e

All facts and admlnlstratlons of liabilities, commitments and contingencies,

such as loan, lease agreements, litigations and pending law suits...etc., must

be recorded, in writing, in order to keep tracking their developments and

follow up on their potential effects on the College.

M"‘*“i’ frdop s ?ﬁﬂzﬂ;’%i& da o gk drz TR @ RRiEd
LRGSR ER LTRSS A R o E A2 T
A2 7a % £ F5hg wMizdrdr? o
In the financial statement, the College shall appropriately disclose the
estimated gains or losses caused by contingencies on the basis of the
researches of known information, past experience, experts’ opinions and the
developments of relevant matters after completing the balance sheet and
before issuing the financial statement.

ARETEAFMAIRE O BILREF £ OFIFA f BN T
T RBIIM EIE o

When the College enters a major procurement or construction agreement,
attention must be paid to the potential monetary loss or burden if the
agreement is breached by the College. All potential monetary losses or
burdens must be composed and compiled in a table for future reference and
risk management.

ARFWFEELE AL FREFEANFEATLEIFTE R LULE -

The College shall submit all large, important liabilities, commitments and
contingencies to the Board of Directors for passages.
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3 AL E:

Essential Elements of Control:

31 fFRFLFTEEFTLFPA TR E
Whether all liabilities and commitments have been approved by the
authorized supervisors and recorded in files for future control and
management.

32 EREHN - AAREEZLLRIBERATEHFE -

Whether important agreements, pending law suits and college affairs have
been recorded and stored in file for management.

33 #HIARNTHFLpLE OMBELAN L2z w o a2 | FRFEENG
BATFERYFF 5 TMBFEL TR FRE -
Whether the appropriate estimated gains or losses of related liabilities,
commitments and contingencies have been properly disclosed in the
financial statement after completing the balance sheet and before issuing the
financial statement.

84 FFEAF L EIFAITAALEANF LT SR E 2 HHL
Whether contingencies, which have been verified and may significantly
pose potential losses, have been filed for future management and tracking.

35 HHEA2 A RESAFIFLILTFE P LB -

Whether all significant liabilities, commitments and contingencies have
been submitted to Board of Director meeting for deliberation and approval.

4 % £ H
Applicable Form:
41 %% -
Petition Form for Approval

5 &yp s AR 2 2
Basis and Related Documents

None

6 ARME
Flowchart:

w o

i)

None.
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(Six) Revenues and Expenditures, Management, Implementation and Records of Grants

and Subsidies:

1 g% @aﬁ%}

Applicable Scope:

TR A ROTR R SR L -

The operations pertinent to all funds from external sources shall be administered
according to this Chapter section.

2 TEHRE

Operating Procedure:

2.1 ok

Receipt Process:

211

2.1.2

2.1.3

MU bR G R AR AR LM S
FEEZEF LM TR RRTARE e L BRI o
When the College plans to apply for grants and subsidies from
governments of all levels, each related department or unit shall
submit the budget plan and the related information to government
agencies according to the regulation.

iR TR, o T4 5 - S Tmadiy
B gV EEREPREL M DA IR ¥R L RIS
BS _f—)f o

After one of the governments at any level approves a grant or
subsidy, the responsible department/unit undertaking the task of
using the fund shall submit a request letter with the grant or subsidy
amount to Cashier Group for the issuance of a “Request Form for
Receiving the Approved Grant or Subsidy” that consists of four (4)
duplicated portions.  After its being approved and stamped with
seals of Cashier Group, Finance Office and the President, the
“Request Form for Receiving the Approved Grant or Subsidy”
shall be submitted to the respective government for the release of
the grant or subsidy money to the College.

DB R PR A AR R E R B2 R
PSS Ps R TSRy ARG e Tieiicdy, #
St Tye ~ ARpEGZE 5 0 TP A ye4LiT 2 LS R ¥ 3 4
FEEL > H g EEE o

When the Cashier Group receives the grant/subsidy payment check
or the electronic transfer of the grant or subsidy, the amount of the
money must be verified to be correct against the retained Cashier
Group portion of the approved “Request Form for Receiving the
Approved Grant or Subsidy”. Thereafter a copy of the “Receipt
Voucher”, which must be noted with check number and the details
of the College’s account where the check has been deposited, shall
be placed on “Adhesive Revenue Certificate” for the entry into
accounting journal by the Finance Office.
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2.2

Lo

Disbursements:

2.2.1

2.2.2

2.2.3

2.2.4

i
93—

VG R RyRE ] st R R PR o
BHI2EFA PP P AP ELEFTRILETER
2 R o
When the applicant department/unit or the department/unit
undertaking the task of using the fund receives an approval letter of
government at any level regarding the grant or subsidy plan, the
department/unit must submit the approval letter and a copy of the
details of the related budgeted expenditures to the Finance Office
as the basis for the review and approval of future disbursements of
the grant or subsidy.
)J.r;:ff\,]r-;—'-‘i7 )Léa—F’ ;;g,_—u.% ,;u,;\, —g;\g—‘;,l./f 5 El—%_
B Ry e Y vt g2 2 gy o
After the Finance Office enters the budget plan into accounting
system according to the approved budget plan for fund
disbursement, the applicant department/ unit or the department/unit
undertaking the task of using the fund shall be able to request for
the drawings on the grant based on the details of budgeted
expenditures.
%&ﬁﬁmﬂ’ﬁ’%Fﬁ%@%i;i%ﬁﬂ*%ﬁi?w
ulj*{ o= g Hpe F\ ﬁob%ka‘;?f;)"'i ii’ﬁai']é?r °(9‘£%
PRT IR H R R ST P FRR2
LEH )
Each grant or subsidy received by the College shall be administered
based on the ratio of current expenditure to capital expenditure as
specified by the authorizing government agency; and the plan for
the use of fund must be established in coordination with the
development plan of the College within a specified timeframe.
(Refer to “Application Principle and Important Items for the
Disbursement Approval of the Fund Received from MOE Grant
and Subsidy for the Overall Development of Private Technical and
Junior Colleges.”)
FREILE
Request for Expenditure:
2241 F3 A FURPRLIEE LG Ry 2 TP
AE NI RS
The disbursement of grant money shall be administered
based on the pre-approved budgeted details; and the
fund cannot be transferred to other accounts without
authorization or used for other purposes.
2242 gG¥FPAPp AR CAERT R GRE
’i DA Y iR E AR o
For the disbursements under the current expenditure
category, the “Request Form for Disbursement and
Accounting Write-Off” in the budget system should be
completed according to the regulation of disbursement
request procedure of Christ’s College Taipei.
2243 FAMEP 2L D NIEE mm"e, -8 SE
;%‘%\ g 0 RN FURPRIT E ARy
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2.2.5

2.2.6

2.2.7

For the disbursements under the capital expenditure
category, the “Request Form for Fund Disbursement”
in the budget system should be completed according to
regulation of the procurement procedure of Christ’s
College Taipei.

FEypR{

Change of Planned Usage of Fund:

2251 HF2ArABEYETPE o BT AL
v 7‘;_3- F i
In the event that the intended use of a disbursement
does not match the item description on the approved
budget details, the change must be processed and
approved prior to requesting for such a disbursement.

2252 E3R{F Y HEAKSE =T BT R
DA EFEEY O OMRBRELEPAR B 5T B
PrpcrE o SR AT RL -
When requesting for budge change, the applicant
department/unit or the department/unit undertaking the
task of using the fund must sign off an official
document, submit it to the Finance Office for review
and the President for approval and send the College’s
request to the grant awarding government agency for
approval prior to proceeding with accounting changes
at Finance Office.

AEOT N TR 2P 0 B B RMA > T iRR T

WEZHEE

All properties, which are purchased with grants or subsidies, must

be entered into property inventory of the College for set up and

control according to the regulation.

i I

Accounting erte Off and Disbursement of Fund:

2.2.7.1 ¥ FH & kyEE w%zw' F N ARREEE 0 GBS
m,%’z%af LKL éf;?féviv'éjb%g\f%
%%ﬁﬁg‘fﬁﬁﬂﬁ 2R iR EE

Sl SN A A
The applicant department/unit or the department/unit
undertaking the task of using the fund must submit the
“Adhesive Disbursement Certificate” that must
encloses “Request Form for Disbursement and
Accounting Write-Oft” (or “Request Form for Fund
Disbursement”), “Property Inspection and Receipt
Form”, “Request Form for the Purchases of
Consumables”, and national unified receipt,
receipt...etc., to the Finance Office for review and
approval.

2272 €3 ZAMEFPAY OMREPES OBRZBL
EhpER A LR o
Upon completing the review and verification of a
request for disbursement and accounting write-off, the
Finance Office shall submit it to the President for
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2.3 HtR:

approval; and a voucher shall be sent by the Finance
Office to Cashier Group for the issuance of a check, an
electronic wiring or a transfer to another account of the
College.

Special Account:

2.3.1

2.3.2

2.3.3

2.3.4

ot S T R C R R FOEE N R £
FrEslsssie > d g3 1 E Tet %8 £ FAPMAR L 2 F
HodPtFaFrieiELeiirdo
Before closing a special (grant- or subsidy-fund) account, the
program leader and Finance Office must conduct the verification of
the details of expenditures against the budget plan.  After
confirming that there is no error, the Finance Office shall issue the
“Income and Expenditure Closure Statement” for this special
account and send it to the program leader for the closure of this
special account.
W RATEEE S WP RAFARARRITEL  BFR
wIiTE > d QR EARAL
When there is any surplus money to be returned to the grant
awarding government agency, it must be returned after the program
leader has closed out the special account; and the Cashier Group
shall issue a check in the amount of the surplus accordingly.
ARNTEP B2 AR "REELEGRT AT Y IE
FoRTlRpmBUEY > Bk E P FRRIBEL 2R
Bk ALEFFALRE > MEFRE LS FRERF -
For the Industry-Academic Cooperation that does not need an
“Income and Expenditure Closure Statement”, the accounting
write-off against disbursements shall be completed according to the
cooperation agreement.  If the cooperation needs to be extended, it
shall be processed according to the terms of the agreement or it
shall be approved by the President prior to continuing the
cooperation when the agreement does not address the extension
matter.
ﬂuf‘z-ﬁ-ri' LBFCRAT BT o kP F A 75* E 2 RAsg
P ERFFEEFD AR FERR AN > TL L EE 0 hER
'Kmﬁ B Ay pa o (SR TRy 2R
P EREY ”lfci TEz Ak g, )
All original documents, such as purchase orders, receipts...etc.,
which support the planned disbursements of each grant or subsidy
awarded to the College by governments of all levels, shall be sorted
according to subject category of each item and compiled into a
record book that shall be safe kept by the College for future
inspection by MOE auditors or the accounting write-off and closure
purposes. (Refer to “Procedure of Revenue and Expenditure
Operations of MOE Grants and Subsidies Awarded to Higher
Education Institutions and the Related Audit Guidelines”)
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EX]
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3 4l gk
Essential Elements of Control:

4

3.1

3.2

3.3

3.4

ARER LB PSR A Y 2R K LT TR R AR
B REALERY A -

Whether all the equipment, which has been purchased with the grant- or
subsidy-fund awarded by government of all levels, has been labeled with
“Property of Christ’s College Taipei” stickers; or whether there are unused
equipment.

AR PSP AR R S EY A E R LB E 2 dp 2
Whether fund operations of the grants or subsidies awarded by governments
of all levels have been in compliance with the relevant regulations of the
government agencies.

AL ER A G R AT R TRT IS AP FR
EPRLTE2 AP B8, 2 TRTIWH 2 LAy PRESHRTER
2L > 2% % BE % 4o

Whether the Finance Office has established a special account for each grant
or subsidy received according to “Procedure of Revenue and Expenditure
Operations of MOE Grants and Subsidies Awarded to Higher Education
Institutions and the Related Audit Guidelines” and “Operation Guidelines of
the Closures of the MOE-Grant and Subsidy Accounts and the
MOE-Commissioned by Funds”.

R ¥ LR B AR 2 K 0 B R A T g T RORHR
Whether the procedure of procurement of equipment, which has been
purchased with the grant- or subsidy-funds awarded by governments of all
levels, have been processed in accordance with the regulation of
“Government Procurement Act”.

% L H
Applicable Forms:

4.1

4.2

4.3

4.4

4.5

4.6

4.7

4.8

CE

Request Form for Receiving the Approved Grant or Subsidy
Jor ARG T

Adhesive Revenue Certificate

(e L&

Receipt Voucher

Prdl A 8

Request Form for Disbursement and Accounting Write-Off
Rl ORI = -

S

Request Form for Fund Disbursement

Aot pE

“Request Form for the Purchases of Consumables”
(R 2

Income and Expenditure Closure Statement

A B 8

Property Inspection and Receipt Form
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5 iefp R Ap B2 i

Basis and Related Documents:

51 #= 82
Private School Law

52 RyMHABHF 2B I FREFIRLTEL AL g -
“Procedure of Revenue and Expenditure Operations of MOE Grants and
Subsidies Awarded to Higher Education Institutions and the Related Audit
Guidelines”

53 K M2 APES T PRSI ITEL B o
“Operation Guidelines of the Closures of the MOE-Grant and Subsidy
Accounts and the Funds Commissioned by MOE”

54 F2F s Xt FRGERATEPEZ
Award Procedure of Grants and Subsidies to Private Higher Education
Institutions

5.5 KTMERAMFZHERREUF RS PR FRAZILEA
Application Principle and Important Items for the Disbursement Approval
of the Fund Received from MOE Grant and Subsidy for the Overall
Development of Private Technical and Junior Colleges.

5.6 FHELE
Government Procurement Act

6 irATE -
Flowchart:
6.1 *tkxp FrRERNAESLL [ER-] -
Refer to “Flowchart 1 for Management Process of External Funds Awarded
to Christ’s College Taipet
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FEAT S AR Z dT X~ B IR s (T2 e8I AR R
[iizm- ]
i A A oAz 3 ARBE 2 2
Responsible Unit Process Steps Related Document
LH g
%.f%’*ﬁ]’f’_ ®r %IEE' /;I_A,}l

Each user unit

L H o

2L 2
v E

Each user unit
Finance Office

L H o> s

2L =2
v E

Each user unit
Finance Office

R SU

21 >
P E

Each user unit
Finance Office

L H

21 2
P E

Each user unit
Finance Office

Each unit proposes a
utilization plan

\4

g»,l.r»%#

Accounting Office Review

A 4

% #3*+ 4 Approved Plan

A\ 4

;‘L % ﬁ{ (&

Plan Implementation

( 2 % Closing>

Applicatlon Information

)z bi:) ¢ = ’F,‘\‘} sl
Apphcatlon Information

ez g%

Approved Submission

LomARBE 2 TR
All Relevant Materials

LEF AP IAMERE

RN

BTN 2 LR
z\»

Certificated results for
each funding project,
Inventory and Statement of
Income and Expenditures
of Special Accounts
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(F )R e e d w e 2 P et s FIE ek
(Seven) Procedure of the review, balancing, management and recording of payments
collected on the behalf of other parties and other incomes and expenditures

1 ™ 0
Applicable Scope:
CRH B PSP A Rl EREAE Y 2 o f A R RAT T
ANF FAWGET CRMP EFAFGENR AR 2 AERINEE L 2 B
BEEEY R
All types of payments collected on the behalf of third-party government, private
organizations or private individuals shall be administered according to the
Procedure. They include items, such as taxes, the foreign-government
scholarships awarded to foreign students at the College, students’ insurance
premiums, warranty fees, all applicable processing fees and all donations
designated as student grants, scholarships and financial aids.

2 TEEE
Operating Procedure:
2.1 ~giem

Payment Items collected on the behalf of others:

2.1.1 FIRfRHEETE A2 Meid o e iR s - hOIRESE A
IFREs - FREELEE -

All payment items related to procurements of the College, such as
bid bond, performance bond, differential bond, warranty
bond...etc., must be processed according to the regulation of this
Chapter section.

212 RiiFEpiedz 2T A v Rk M EITEREAER &
FA T T PEE o TICHOE D F 35 TR 2 R T4k
AECE(F) FBF-FER S FRiciiz A6 2 o
All withholding items taken out of the salaries, compensations and
wages of faculty members, staff members and labor workers must
be administered on the basis of relevant accounting practices or
other legal authorizations. The current withholding items include
income taxes, government insurance premium, pension-fund
contribution, National Health Care Insurance premium, Labor
Insurance premium, liens issued by the courts and other applicable
items.

2.1.3 AU I FEREF 2T > d FAPHEEREP > 40N
B @ cpoy DA SME 28D T Addy 2tk 2
NP RIFAT 2 FARBEEEIE AR
When a grant-awarding Agency’s letter authorizes the College to
distribute fund, the department/unit undertaking the responsibility
of using the fund shall sign off the project. With the assistance of
the related department/unit , the official receipt letter with
remittance instruction to wire the fund to the Special Account
designated by the College” shall be sent to the grant-awarding
Agency the College” by the responsible department/unit. Upon
receiving the fund, the Cashier Group shall present the deposit slip
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2.1.4

2.1.5

2.1.6

2.1.7

to Finance Office for its entry into the appropriate accounting book.
FREF A2 HB LI N oEod & B A eI RPEE il aois
IhpEEpIRE o d DB Tiedp, Bk Tior 3EREE
FHgEETEWIER BEL AEMPRE o

For the receipt of miscellaneous payments on the behalf of other
parties, each payer after receiving the payment notice from the
department/unit undertaking the task shall make the full payment,
in the cash, to Cashier Group that will submit “Payment Receipt”
portion and “Adhesive Revenue Certificate” to Finance Office for
the preparation of revenue voucher for accounting book entry and
the President for approval.

Rfe gy * 2% D RPHE W ITR AP o kY GiTE
ALY Fi i §FEEF PR F o BERELE P
G App T E NN E R AR E
Disbursement of the fund collected on the behalf of third parties:
The department/unit undertaking the administration task shall
prepare expense details and, then, request for payment according to
Procedure of Disbursement Request. Finance Office shall review
and approve each payment on the behalf of a third party when the
payment purpose and contents and the amount of payment are
verified against the expense details. Thereafter the item shall be
written off the accounting bookkeeping and the Cashier Group
shall be authorized to pay out the money in the check form by the
Finance Office.

Rod ) i p a3 2 4o W8 FF 20k AR
PR TR RARIE S A pd e g de MUPTRL Y (5 A
FRAERBHLL  BURTHFIoAREATTA L B
Subtracting the amount of withheld money from each employee’s
monthly salary or wage shall be processed after depositing his/her
monthly salary or wage into the salary/wage transfer account at the
commissioned financial institution.  On the behalf of each
employee, the Cashier Group shall issue a bank check according to
the withholding amount, prepare the corresponding payroll
withholding tax payment form and, then, submit the check and the
form to financial institution.

Rirreh P 2B d ¢ 2 F AN E gL P iF
£ WEEZ BB EFL G SERFFIE o B L
Ejh o plad FERMTERT E o REF DAY 4
MH B RRITT O FLD M o PP RZEY AEE LR HE
EREE T EEn, ~ TRITEEZ FHRITEMHS,
2R L o

The cashier of General Affairs Office shall coordinate with Finance
Office and procurement-related department/unit regarding the
tracking of the terms of the Bid Bond, Warranty Bond and other
monetary guaranty and, then, process them whenever necessary.
After the term of a Warranty Bond is completed, the vendor shall
be notified immediately. Should the vendor fail to claim the fund
after 5 years from the notification date, the money shall be entered
into accounting ledger under miscellaneous category. Should the
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2.2

vendor claim the fund later on based on legal ground or court ruling,
the fund shall be paid out to the vendor according to the regulations
of “Financial and Accounting Management Procedure of Christ’s
College Taipei” and “Procedure of Voucher Production and
Bookkeeping Operation at Christ’s College Taipei”.

Hiwggt e

Other Incomes and Expenditures:

221 Huqertar TEFHAR ) TH2ZH B for o
Other incomes mean the other revenues as defined by the College’s
“Accounting System”.

2.2.2 t!l*’”]I)‘“/T\/z-l{Y J‘F{,Ll"ﬁb;fm,élﬁ,gxﬁd%%#
Unless otherwise regulated by laws, other incomes as the results of
the sales of goods shall be processed in compliance with regulation
of ta laws.

223 HEY z}j‘ kR R TIREE o
Business tax regulation must be applied to services providers.

224 fPHufirfd FAEE GHEI g RAL > B R e
2oTyedifedp,y > g H FHR o
The fund collected on the behalf of other parties must be approved
by the department supervisor and submitted to Cashier Group,
which shall issue the “Receipt Voucher”, for entry into accounting
journal.

225 Hu i i TeIddIn, ea2de i
Other expenditures mean the other expenses as
College’s “Accounting System”.

226 Husdd2Y g ki TR gEERHL, -

The request for processing other expenditures shall be administered
according to “Financial and Accounting Management Procedure of
Christ’s College Taipei”.

o

4
defined by the

3 x4l gk
Essential Elements of Control:

3.1

3.2

3.3

A AR AL IR T RALE B AR T
Whether all the forms related to funds received on the behalf of other parties
and approval authorizations have been verified to be in compliance with
regulation.

Jodcledyp B A 2 R SRR B PP e L3
Py  EHEHEPPEAIHE FHEEFLET L

Whether the Receipt Voucher, notices of inward wire transfers and attached
proof documents (or related documents) have been verified against i) the
subject categories as classified by the lender and ii) he subject categories as
classified by the borrower; and whether the amounts have been accurate.

B far PERZATZHNE PP RHES AR 0 AT L L TAR A
Whether the business taxes on other incomes due to the sales of goods or the
services rendered have been paid in compliance with regulation of taxation
laws

34 P HE e r LFE: Tiedidedyy » THEFHE -FE -
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Whether the “Payment Receipt” has been issued upon receiving other
incomes and transferred to Finance Office to be entered into accounting
ledger.

35 &7 BRI BPEFHFELY AR AMMET I 2 £ B R
Be T LIPS
Whether the errors in the accounting forms, which have been discovered in
the monthly accounting and bookkeeping closing statements or the audited
financial reports, have been immediately corrected or adjusted.

e L H o
Applicable Forms:
4.1 T3 fady
Receipt Voucher
4.2 for ZFREEE
Adhesive Revenue Certificate

Ryp AR 2

Basis and Related Documents:

51 4 AFFRpINEEE AP ITERT
Operation Regulation of Internal Control Management and Audit at Christ’s
College Taipei

5.2 44 AKEREFHA
Accounting System of Christ’s College Taipei

53 4t M AFFIRg R EEMR
Financial and Accounting Management Procedure of Christ’s College
Taipei

54 L AFEFRUTBLZ FHEITEARS
Procedure of Voucher Production and Bookkeeping Operation at Christ’s
College Taipei

55 LM AFEFRMRET LR
Management Procedure of External Funding at Christ’s College Taipei

A2

Flowchart:

6.1 Mt FESAeLL [nag-] -
Refer to “Flowchart 1" for Procedure of Revenue and Expenditure
Operations on the behalf of other parties.
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Business Unit

a4

Cashier

2L =2
g\‘:i

Finance Office

FOE 2R A
President or
Authorized
Person

2L =2
v E

Finance Office

d1 4
23

Cashier

Organized by
Contractors

\ 4

ﬂgﬁ@ﬁ&
Coordinate with
relevant units

)J_ > % *—r
Finance Office
Review

Eiek AL PR
Submit to the President or
authorized person for
approval

A 4

7 i i
Rejected

% ¥ 1@ L Prepare Vouchers

<:m@cmMr:>

[rfem- ]
i A A oAz 3 ARBE 2 2
Responsible Unit Process Steps Related Document
KypH g gAY
CEERES i
g AyrH ye The responsible unit will

submit accounting
vouchers or other legal
notices.

RyrH R ES H

w4

PERT I

The responsible unit will
submit accounting
vouchers or other legal

notices.

€ 3R AR S

?i 'F@ L& B R IT L PR
SR EARS

Internal Management and

Audit Operational

Regulations

Accounting System

Accounting Management

Procedures

Voucher Preparation and

Posting Procedures

Management Procedures of

External Funds

21
gF f pE.

Accounting Vouchers

L AN R

His &2

ESRLE bt f\_"
Accounting Vouchers,
Vouchers, or Other Legal

Notices

153



(MR E &g 2 i
(Eight) Preparations of Budgets and Final Accounts:
1 g™ o
Applicable Scope:
AREE ST PR TATE o
The budgetary operatlon pertinent to the funding of all departments and units shall
be administered according to the rules of this Chapter section.

2 TERE
Operating Procedure:

2.1

2.2

2.3

24

2.5

2.6

A EFER P FES VL PR ZEET V31 p o FUERF
WP IS ET7 P31 pAHEEFER (RR TR2ERE2 3541
FeyEE g )

The College’s fiscal year starts on August 1% of current year and ends on
July 31st the following year, i.e., the annual financial statement covers from
the beginning of the fiscal year to July 31% the following year.  (Refer to
“Procedure for the Implementation of the Accounting System of the Private
School™)

iﬁg&iﬁfaﬂyﬁiﬁg&ﬂ&ﬁw AARFER 2
| i& rf‘ BREFFIRZ - RRT, 782 o

The financial affairs of the College shall be administered according to the

College’s accounting system. All matters, which have not been addressed

hereby, shall be administered according to the “Uniformed Rules of the

Private School Accounting System”.

Mg TR BT AR (FR TR ERE S P HRT S
PEE g )

The operation of financial affairs and accountings shall be administered on
the “Basis of Responsibility and Authority”.  (Refer to “Procedure for the
Implementation of the Accounting System of the Private School”).

AREFTFH2Zdl & TAREFFIR, PHT > ¥ 9 (8- R2Z RAIP%
TR RLZEY > BRI R AL RTERFHL

The administration of financial affairs of the College shall be in accordance
with “Accounting System of Christ’s College Taipei” and consistent with its
regulation throughout the process. If there is any need to modify the
regulation, the change must be incorporated into the accounting system
according to the procedure for its revision

AMrz gPRE AL o SR e

All entries in accounting Journals, Iegers and reports of the College must be
recorded in the New Taiwan Dollar denomination.

L HE

Budget Preparation:

26.1 ¢3EwEEY 2 "L AMOEMMARIRE FE PR
AR IR TR ERIFEE A RIS i A& R3Tw o
Before February each year, Finance Office shall estimate the total
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2.6.2

2.6.3

2.6.4

2.6.5

2.6.6

2.6.7

2.6.8

2.6.9

budget of the College for the following academic year based on the
current financial status and the proposed development goals of the
College and, then, submit it to budget committee for discussion.
gPrEEEE 1 " w o RTEERZFERIAMFFE SR
FAXRFAZFERPIREL L E 24 o
Before January each year, Finance Office shall distribute the
budget preparation guidelines, budget forms and important items
and instructions for the budget preparation to each department or
unit supervisor.
LH AR 1E fﬁ T8 P = 2 P 7] o
Each department or unit shall prepare the budget based on the
actual expenditures of preceding year and the department’s needs.
?*W@%%%ﬁ%ﬁﬁ%% ﬁ?‘k? N
2R Rep AN BiRBEAER R RE LHERKR AP R T H
PR R iR TR .ﬁrﬂ’] °
The preparation of Capital Expenditure budget, including teaching
equipment and instruments, office furniture, utilities, air
conditioners, miscellaneous equipment and computer hardware and
software, shall be ranked according to their priorities and detailed
with i) name and specifications of each equipment, ii) explanations
and 1ii) addition or replacement...etc.
FEEE £ 7|k B30T 3% 5% 7 0 RIFEAE £3F B d H it
REFELE 2 FREFRCFTELIREFE -
Student grants, scholarships and financial aids should be listed as
3% to 5% of the total revenue generated from the tuitions and
miscellaneous fees. The budget of Work-study financial aids shall
be compiled by Academic Affairs Office based on each
department’s needs, and, then, submit to Grants and Scholarship
Committee for deliberation.
REEEy  PIResgdd B gh- %o
The budge for library books, collectables and periodic
subscriptions shall be prepared centrally by Library.
FERPFBEEXEBLE 20 Rod B L H ks
7 e
Before February each year, the budget for the repairs and
maintenances of buildings and equipment shall be prepared by
General Affairs Office after discussions with each department and
unit.
dof AR Z A (3 e ZIE ) 0 SRR RP mk E R
AR EAY > R RO RARD mA T Y A
?oo
Should a department or unit plan to dispose of some properties (not
including Controlled Properties), a description list of the
abandoned properties must be submitted to Custody Group of
General Affairs Office for verification. The verified list with
approval seal/stamp shall be attached to the estimated budget table.
PHEAFSREIHP - T4 0 kP A]vjtgm 5| T H
FEBFEFLEEIME L 0 S HE g RIAHARKIE
P2RLIEE »3EE3 1200 T iE €T RAFIE o
Using the accounting subject list table, each department or unit
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2.6.10

2.6.11

2.6.12

supervisor shall prepare “Estimated Budget Form of Departmental
Operation Plan” for department meeting in order to deliberate on
the additions, deletions and priority ranking...etc. The final
budget shall be submitted by each department or unit to Finance
Office before March 20 every year for compilation.

%30 AT AP R LBFAMY SF O RELZIRFETE -
Before the end of March, Finance Office shall convene a budget
estimation meeting that shall be chaired by the President for the
budget review.
g%z&w:%égﬁﬁﬁéiﬁﬁmmﬁg’%ﬂiﬁfﬁ
AIFEFL L, N EFET VY JRFTF ERUE N FET
131 pmARH T INE AR IR UL -

Finance Office shall compile the budget details that have been
deliberated by Budget Review Meeting, prepare the College’s
“Revenue and Expenditure Budget Report”, and submit such report
to Board of Directors for deliberation by mid-May every year and
Ministry of Education by July 31% for future reference prior to the
implementation of the new budget.

ARIFE |2 D A FRE-FEN 2L R R
NERFTARREOLIIFEERE LD o

The items, categories, standards, calculation methods and sources
of funds listed on the budget of Christ’s College Taipei shall be
posted on campus information network as public announcement
until the end of the budgeted fiscal year.

2.7 A5
Final Account Preparation:

2.7.1

2.7.2

2.7.3

2.7.4

HEF AL ITEHE U #id o

The capital assets shall be depreciated linearly over the
depreciation period.

EFHRZYG TERMBIZ A Z TRF2EREFHIRZ -
BTy ~ TR28KE, 2 TERMBZ A 2 HR$F 28K
E2EFFIRFErEE . HUMIEEL -

Finance Office shall prepare the annual financial statements
according to “Uniformed Rules of the Accounting System of the
School Foundation and Its Subsidiary Private School”, “Private
School Law” and “Procedure for the Implementation of the
Accounting System of the School Foundation and Its Subsidiary
Private School”.

MirdF 2 B 2 FREFIRL - RALE L& EF -
The annual financial statement must be signed and stamped with
authorization seal according to “Uniformed Rules of the Private
School Accounting System”.
ARRBEEFER¥ IS 4B P AAE B RE ERMB
FA P ELFRERTIVRILEFIFATIRAEL » R E
FEUER O FRTINA L o

Within 4 months from the end of each fiscal year, the final
accounts and financial statement of such fiscal year shall be audited
and certified by one of accounting firms that have met the
requirements of Ministry of Education, submitted to Board of

156



3

Directors meeting for approval and reported to MOE for future
reference.

275 AREEFRLZ EFFAPHEL RRITTERTAER L o
The final accounts and the audited and certified financial statement
shall be posted on campus information network as public
announcement.

LU

Essential Elements of Control:

3.1

3.2

3.3

3.4

3.5

3.6

3.7

3.8

FEFZIATRTEEALE > WRIDPIPHERT NG L o
Whether the budget report has been submitted to Board of Directors meeting
for approval and Ministry of Education for future reference by the required
deadline.
EPERRTHERT ARFER LE NP RFEFE ) e
§ ki -
Whether the total budget sum, which may be allocated for the following
academic year based on the estimation of Finance Office, has been
submitted to the Budget Review Group meeting for deliberation before the
required deadline.
géﬁ&gii%%ﬁﬁwﬁﬁﬁ%i%ﬁf*E&iﬁrﬁﬁﬁﬁﬁ
iy DR RAIHUHE LTI RANT
Whether the “Estimated Budget Forrn”, Wthh has been prepared by the
department supervisor and discussed by department budget meeting for the
additions, deletions and priority ranking, has been submitted to Finance
Office for compilation according to the regulation before the required
deadline.
E.Jf*%fﬁ"“ IREFEEAFOAIVNEERREN 2 EET R
2 ERFLHEE
Whether the proper approval process has been verified by Finance Office
when an actual expenditure exceeds the budgeted amount and whether
excessive expenditures have been due to the failure of monitoring and
controlling the budget.
FEFHALT R ET &
Whether the budget information has been stored for a minimum of 5 years.
LT ATERTEULE > LI T ER LGB
Whether each annual budget that has been submitted to MOE for future
reference has been stored for a minimum of 10 years and, thereafter, submits
to Board of Directors for approval prior to destroying it.
FPUEZFEP FEE TIEE €M R, (g3 kRAT
FEAHE)  RLIFEEV IR F Ry E S L TEFILLAEY -
Whether the contents of approved budget has been entered into the
“Integrated Digital Services Network for Budget Accounting”, including
Accounting System or Online Forms, as the basis for the implementation of
budget control in order to achieve constant monitoring and control of the
budget expenditures.
iﬁ*g?ﬁﬁﬁﬁ’{?%ﬁﬁﬁ%?’%ﬂﬁﬁﬁi’%ﬁﬁﬁi
AP ERT IR GV AP ER SRETF §HLE TR
LR HT I B
Whether the final accounts and financial statements of each fiscal year has
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been accurately completed, certified by an accounting firm that meets the
MOE requirements, passed by Board of Directors and submitted to Ministry
of Education for future reference before the required deadlines.
3.9 AEMBAFLZ €I PP LA HFETRFE - Ro
Whether the categories of subjects in the Final Account Financial Form
have been consistent throughout the process.
3104 E AR £ L3 kKT MR TS B -
Whether the financial statement has been prepared according to the Final
Account Financial Form format mandated by Ministry of Education.
BA1" FP2MFFL LT ERF AR E L8 EF o
Whether the approved financial statement has been signed or stamped with
seal by the responsible authorized officer of the College.
BI2ARFEERALHABFLLTRRT MR WHEERRLLE 4 B
TR OREFFATEREL EVIFAPRL T THL A e
BEMEEL BEARE v er Pt s L NP i 2 HE AR
EF RS LI RE & L LA
Whether the final accounts, the CPA-audited and certified financial
statement, balance sheet, income statement, statement of cash flow, cash
revenue statement, revenues journal, expenditure journal and basis of the
preparation of financial report have been posted on campus information
network as public announcement within 4 months from the end of each
fiscal year according to the regulation of Ministry of Education.
BA3H# B H e > . F M AT AFN Y AL HEY s R EFEF AL S
Whether the financial aids revenue has been used for the specially budgeted
usages or administered according to the stipulations of the grants; or
whether the financial aids revenue has been deposited in the special
accounts if specified.
314 ERE TR AT HF S AHEE E R BERG IS KT F
JB o
Whether the entries of expenditures in the accounting journals and ledgers
have been processed based on responsible authorizations and in accordance
with the estimates of forecasted revenues and expenditure for the same
fiscal year.

e+ A H
Applicable Forms:
4.1 ¥ 1“'#1F'ﬁ_r q_Fu ’F‘%ﬁ £
Department Estimated Budget Form
4.2 35 pMAIREE £
Budget Financial Form
4.3 fAIFEEE L
Revenue and Expenditure Budget Report Form
4.4 HEpIERE o
Final Account Financial Form

RypE AR 2
Basis and Related Documents:
5.1 FRMMZE A2 ATRPZFREF IR 2L - KRR
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Uniformed Rules of the Accounting System of the School Foundation and
its Subsidiary Private School

5.2 HpABE AR TR B RE 2§ P HIRT SRS o
Procedure for the Implementation of the Accounting System of the School
Foundation and its Subsidiary Private School

53 1M AKFREFHA
Accounting System of Christ’s College Taipei

54 1 #AFEFRFE %I R
Budget Preparation Guideline of Christ’s College Taipei

oA
Flowchart:
6.1 sFE s [nam-] -
Refer to “Flowchart 17 for Budget Preparation and Review Process
6.2 ApivEinaesl [aem=-] -
Refer to “Flowchart 2” for Final Account Operation Process
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7F B % % /n 42 B]Final Budget Preparation and Review Process Flowchart

[nfem- ]
i A A oAz 3 ARBE 2 2
Responsible Unit Process Steps Related Document
p b s aE L H (AN S “’P-ﬁ—#ﬂ 7T Xy
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l
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7 i g
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¢ FH
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7 016
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i iF
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_+ ditto

f= + ditto
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=+ ditto

_+ ditto
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-3 17 ¥ ¢ 1= /5 42 B Final Account Operation Process Flowchart

[de@ = ]

i A A
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Responsible Unit Process Steps Related Document
+3 RARE L2 it ERF
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S EIA
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Sl -8 3R £
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€3 E AR
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l

EREPELLAR 4 FD
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l
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A 4

Y H
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Regulations on the
Establishment of
Accounting Systems in
Private Schools (MOE)

=+ ditto

PER ~ JF £
Books of Accounts,
Statements

EN S
Final Accounts Statement

LYY 2 AR
Audit of property and tax
returns

§ Fietr
Meeting Minutes

§hietr
Meeting Minutes

¥ % & Approval Letter
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L~ FEEA
Operation Items:
- ~ P
Purpose:
PR ARFETH 2L TAITEARR G TR -
This Chapter section shall serve as the basis of following operating procedures for the
operation of the College.
(- )¥ir5% 578 -
Academic Affairs Items.
(C)E2%7 -
Student Affairs and Ministries Items.
()% 528 o
General Affairs Items.
(2)F 3 A % 57 -
Information Technology Mansgement Items.

SR AN
Applicable Scope:
ARFEEAAPY TERRDRARIEL

Z N IREmP
Description of Operation:
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(- )&ir€3w
Instruction Matters:
OMEFpAE L ~-Fi2 22 L3
Increase, Decrease and Adjustment of Department(s), Academic Program(s) and
Enrollment Quota(s)
1 @ * e
Applicable Scope:
ARCHE R AR R AR R LR AR
The operations of addition, cessation, increase, decrease and adjustment of
enrollment quota of academic program(s) at the College shall be covered by the
Chapter section.

2 FERE
Operating Procedure:
2.1 ACHREDE ?%éﬁ%ﬁ'%ﬁ’@@TﬂﬁW%ﬁ=%ﬁ
TR B R R R FORGE R ¥ 30F)
The planning of the addition and adjustment of department(s), degree
program(s) and enrollment quotas must be administered according to
following principles: (Consult reference the therid point of “Standard of
total enrollment quotas and resources conditions of Junior College and
above College/University*)
2.1.1 FRFEEA A BT A
FEE O REFERN AL
1 o
According to the overall national policy on talent cultivation, social
development needs, school resources, teacher expertise, total
development scale, new student enrollment rate, and employment
of graduates.

EFBET R SBERFTRIESR 7
A A2 AT IR R

2.2 ATH Lk~ F B g { LIRS

Operating procedures for newly added department(s), degree program(s),

221 7B EIER
Convening Department Affairs Committee meetings
Do AR ERL B Rp ARy EAAFEFEZ THERRHK
AFERMTIPFCERILL LR IFEFLTELL 52
Bho @ ar ki (Pr) e e BB R LR ia&”#;*w%%
L o2 R3] 2 TAF - FedRrdd ) Ch k-
The convener of Department Affairs Committee meeting shall fully
communicate, facilitate and integrate all inputs from the respective
department (institute) pertinent to the proposed plan of adding a
new department (institute), ceasing admissions to a program or
changing the name of a department (institute) according to
mid-term development plan of the College and the second point of
“Guidelines of Review Operation of the Addition and Adjustment
of Colleges, Institutes, Department(s), Degree program(s) and
Enrollment Quotas at VVocational/Technical Colleges and
Higher-education Institutes”. Thereafter, he/she shall submit to
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AAO “Planning Proposal of the Adjustment of Department(s)
and/or Degree Program(s)”.

222 LRBEIIFER
Convening Academic Affairs Committee meetings

223 LRBIIEEAR -
Convening College Affairs Committee meetings

224 EHFRTIVFE:
Submission of Document to Ministry of Education for Approval:
IR P AR KT I A
Document shall be submitted to MOE for approval by AAO by the
specified deadline per regulation.

2.3 BREAFE B Faind LpivEmen

Operating Procedure of Increase, Decrease and Adjustment of Enrollment

Quotas of Department(s), and Degree Program(s):

231 BEIBERIEFCTEDI KR T " HEDE -5
BAded LY A
A proposal must be deliberated and passed by Department Affairs
Committee meetings and reduced in the form of “Request Form of
Operating Procedure of Increase, Decrease and Adjustment of
Enrollment Quotas of Department(s), and Degree Program(s)”.

2.3.2 RiERAY R LBLRALAR G ERFE
AAO shall collect and summarize the requested cases and convene
Admissions Committee meetings to deliberate them.

2.3.3 EHFEFERT I
Submission of Document to Ministry of Education for Approval:
RS feB R TP AL AFRT IV Ao
Document shall be submitted to MOE for approval by AAO prior
to the specified deadline per regulation.

3 Al L g

Essential Elements of Control:

31 HMEEMF - FFEEd L5 LFRRTARY -
Whether the addition and adjustment of department(s), degree program(s)
and enrollment quotas have been planned according to regulations.

3.2 WEARE - FrFafd FEAT RRTARRE FHL o
Whether the addition and adjustment of department(s), degree program(s)
and enrollment quotas have been administered according to operation
regulation.

3.3 FH i AFFERBRSRG AL L L BRI P
Whether the planned cessation(s) of department(s) or program(s) or the
name change(s) of department(s) or institute(s) have been administered
according to regulations.

4 @+ L H @
Applicable Forms:
41 AF BBt dd o
Planning Proposal of the Adjustment of Department(s) and/or Degree
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Program(s).

A2 HEAE S F gt LY 54 o
Request form for Increase, Decrease and Adjustment of Department, Degree
Program(s) and Enrollment Quota

ZypE AP R 2 o

Basis and Relevant Documents:

51 <8z -
University Law

52 LN ERAEFERBLEFTIRIFEEE
“Standard of total enrollment quotas and resources conditions of Junior
College and above College/University*

A2

Flowchart:

6.1 B~ BIAKBEAE L F - FELd LT ERELLER-)
Operating Flowchart of the Addition, Cessation, Increase, Decrease and
Adjustment of Department(s), and Enrollment Quota of Degree program(s).
Consult flowchart 1 for references.
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Bk R AR E L P g and v Eaatl
o A2 R -
Bt E - AT B 1O
Responsible Office/Dept Stepwise Flow Process Relevant Documents
LA BRAE
2 PHEREE A BB AN T RE
Total Enrolment Control . ,
g
“Standard of total
v enrollment quotas
v and resources
S R A conditions of Junior
. B PN College and above
K ,Zo% N 4t College/University*
Operating Increase,
procedures for Decrease and
newly added Adjustment of
department(s), Enrollment
degree Quotas of
program(s) Department(s
), and Degree
Program(s)
AAHE e g )
CLAD
\ 4
7R Ix € 3R
Convening \
IF* e . Convening
Meeting
AAO Department
Affairs Meeting
t= e 4
AEFEEREZ e
HRAO & B Fcn 6ok Y
Convening § 3o o1
Academic Affairs é 3 — L
Meeti onvening
eeting Admissions
. Committee
FTE e
AAO \ 4
t B € ik
Convening
College Council
, v
\
EERT P T
Submitting for MOE Approval
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O+ 2 7%

Admissions Operation
1 ™ 0
Applicable Scope:
AREEFIIPM A FE TR AR E o
Each academic program related admissions conduit at the College shall be
covered by the Chapter section.

2 TERE
Operating Procedure:

2.1

2.2

2.3

SR R S

Establishment of Admissions Committee:

2.1.1 »REFEE PR IETL o
The College conducts independent admissions operation for
freshmen.

212 AR THIL R XRERER, S22 L0 € 7H2H i
AFT oA LRI AFRMEE CRAGE RIS AE
FPARE B M/ E RS AR -

In accordance with “Establishment Guideline of Admissions
Committee”, the College shall establish the Admissions Committee
for the administration of independent admission operation matters,
e.g., preparation of Admissions Regulation and Admissions
Brochures, the set-up of important admissions operation timelines
and minimal admissions standard/wait-list admissions

standard. ..etc.

K ELES o oE IR

Developing Admissions Regulation and Brochures:

BRERTIPALEL L R R ERAMEEE QR R A LR
ERFTARFREEL S FERR TP

The AAO shall prepare Admissions Regulation and Admissions Brochure(s)
based on MOE-approved admissions quota, present them to Admissions
Committee meeting for review and deliberation and submit them to MOE
for approval.

FTRELE AF

Qualification Review and Entrance Examination

231 *RERIFEAERLEIFTREZL FETERT A 4 d
oo
Admissions application procedure and qualification review must be
administered according to Admissions Brochures; and, all students,
who do not pass qualification review, are not eligible to take the
Entrance Examination.
KA S PR eREir - o - BE TR v a5 3F
B TR FHFAELFEAA B RN FAM L (F o
In order to execute relevant admissions matters, AAO shall divide
them into individual tasks, such as examination affairs,
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24

2.3.2

test-question selection, test proctoring, verbal audition, in-person
interview, general affairs, and review of written data...etc, and
assign a work group to each.

TRELCBELAEPRE > D KRR R EFE o
After administering the entrance examinations, all exam papers
shall be centrally graded by Exam Grading Committee together;
and, the AAO shall collect results of exam components for the
computation of each applicant’s total score.

/AP E
Operating Procedure of Announcement of Admissions Results and
Enrollment Registration

24.1

2.4.2

2.4.3

24.4

3 AL B
Essential Elements of Control
31 #4 FEFFREHRAGEMHREILATE - TELFOT 00 s 2 FH
Tt Fir o

3.2

TR ARERFT LG/ L LH -
Convening Admissions Committee meetings to review lists of the
accepted students and the students on the wait list.
KRB B o X Mgk L H O B R Rt o
AAO shall send offer-of-admissions letters to successful applicants
and publish the name list of all accepted students on the College’s
website.
KirieF Fad 2 pREAT PP 7 o
AAO shall send Registration Form and the information of
registration process matters to new students.

45 B RIL
Procedure to Address Examinees’ Inquiries:
FAWHLIFTFFEFRAZ T A2 L §RTAPFR P
2L R eRITeY BoUFE AR oA LR X ﬂ@
B AERPN LN wi o R EFRESE R B
R s 3 d e B AT RO R o
Should an Examinee have any question regarding his/her exam
result, he/she may request in writing for an appeal with Admissions
Committee before the deadline specified by Admissions Committee.
An appeal made after the deadline will not be considered by
Admissions Committee. After accepting an appeal request,
Admissions Committee must officially respond in writing to the
appellant within the required time limit. If necessary, a special
task group shall be organized to impartially investigate the appeal
request, and the appellant shall be notified of the available
administrative remedy procedure.

-

Whether admissions operation has been conducted according to Admissions

Brochures to process admissions matters and has been administered fairly,
impartially and openly.
ARl AT RBEZ PR T T AR TP FE o

After issuing or announcing admissions results, whether the notifications to

accepted students and the registration matters have been processed
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according to the list of accepted students and relevant regulations.

3.3 BfFVEIATRLILE ERTUDFRIHL -
Whether admissions disputes have been administered and completed by the
deadline specified by Admissions Committee.

e r L H
Applicable Forms:
4.1 #2@FFATRTY 54
Admissions Application Form as specified by Admissions Brochures

T RYEE B Y
Basis and Relevant Documents:
51 <&z
University Law
52 AL R gREER
Establishment Guideline of Admissions Committee
53 (2 EHERLLIRT
Admissions Rules of Each Admissions Conduit
5.4 if#2FFH2IHT
Admissions Brochures of Each Admission Conduit
55 Y < FR EF4uRE
Applying for Standard Certification Test of Equivalency for a Bachelor’s
Degree
56 ~FMHEEFLIERITELR
Operation Guidelines for the Admissions of College Transfer Students

o AR
Process Flowchart:
6.1 2 (TR L LR -)
Admissions Operation Process. Consult “Process Flowchart 17.
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4z 4 (T %842 % & Admissions Operation Process Flowchart

[ise@- ]

¥ E

in AL B

M 2

o~ FI
Department, AAO

AL R ¢
Admissions
Committee

I 73 e AAO

73 e AAO

I3 e AAO

KEHZ 7
¥ =
Teach Unit and

Administration
Unit

AL R ¢
Admissions
Committee

¥t fe
AAO

S R A

Establishing the Admissions Committee

L EESES aob

Formulating Admission Regulations

A4

A RETERKT NG U E
Submitting Admission Regulations for MOE
Approval

I T E A
Formulate and publish the enrollment brochures

FL/FEER
Registration/Data Review

Wil 3
Independent Admission Examination

v
2L R ¢ LB L H

Admissions Committee Review of
Accepted Candidates

s /3R 3
Announcing Results/Registration

FLERGRE R
Establishment Guideline of
Admissions Committee
ERLEENFAILRF
Guideline for the Preparations of
Admissions Brochures of Each
Admission Conduit

T EEE IRy
Admissions Brochures of Each
Admissions Conduit

R FEITERT
Operating Regulation of Each
Admissions Conduit

ERAEERAHE
Admissions Brochures of Each
Admissions Conduit
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CE ST TS
Receipt Procedure of Tuition and Fees
1 ™ 0
Applicable Scope:
KT T o b RE e g B 2
The Procedure covers the MOE-approved tuition and fees that are charged to
current students of Christ’s College Taipei.

2 TEHRE
Operating Procedure:

2.1

2.2

2.3

ARLERG O P RE Y R EAFRELFRG EHT P
B A B T n

The revenues of tuition and fees, which are received from current students
by the College, include tuition, fees, course-credit fees, and course-credit
miscellaneous fees...etc., which have been approved by MOE.

fof R L iR F

Deliberation and approval of tuition-and-fees schedule and mailing of

“Registration Payment Form”:

221 §FECRBERFEFGERPARGE > CRERT S A
JEERUEFR KT IPELEHGT 0 T R Ry L RE R
AR TR 1240
Finance Office shall provide the “Tuition and Fees Review Group”
an estimated increase to tuition and fees of current academic year
according to the College’s annual budget for approval; and the
specifications of tuition and fees shall be implemented and posted
on the College’s website after being approved by MOE.

222 i EBmEs od P E e Tap 28y
g, o
After MOE approves the tuition-and-fees schedule, Finance Office
shall authorize a bank for the preparation and printing of
“Registration Payment Form”.

223 Tap §HfHE ) 4 idgrd 235k n- A58 ER
SRR - B
The “Registration Payment Form” shall be administered by
Registrar Group of AAO by requesting class representative to
distribute among students or mailing it to students with payment
notification letter.

wy o
Payment:
231 FAXHTLRMEY R LI HIRAFLEF A FAPR S

In order to complete the tuition and fees payment procedure, each
student shall pay tuition and fees in full at one of the branch offices
of the authorized bank by the payment deadline date.

232 VG FRHZ TS RN S APELF P2

N
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When a student has applied for a student loan, he/she must bring
the student loan document issued by Bank of Taiwan to SMO in
person to complete the student loan process; and the calculated
difference shall be paid by him/her at the authorized bank.

2.33 A2 FAEp p I RGP Ay Tap F g E )
B zoAzip £ o
After paying the tuition and fees in full, the student must bring the
stamped registration stub of “Registration Payment Form” to the
College on the registration date in order to complete registration
procedure.

234 ¢$FHEHEANmP D IRFEHIZERT > SNRE =
AT Toedn st 4 g 30— 2 AL 7 IEJeEn otk o
The students’ tuition-and-fees payments to the bank before
registration shall be transferred to pre-payment category by Finance
Office using the authorized bank’s “Remittance Notification Form”
within certain period.

235 $FECHyMEEHE NS S8 TP R R FRF
#wiiep Bl o
As to student loans and deferred amounts of tuition and fees,
Finance Office shall enter them under the category of Account
Receivables initially and transfer them to regular account
immediately after receiving the respective funds from the
Authorized Bank.

2.4 SfckF B 2 FE

2.5

Preparation of a List of Received Payments and the Completion of

Accounting Book:

241 P RS 3 FEEP B R A kgl T Ay
By %@l TEed e s iy feREREL THLAFP
fn i 1 ¥ oo
After completing the registration, Finance Office and Registrar
Group shall prepare “Statistical Table of Tuition-and-fees revenues’
based on all registration stubs of “Registration Payment Form”; and
conduct an audit against the “Table of Itemized Student Payments”
provided by the authorized bank.

24.2 FEEPHEHITERY o N4 2 TRl w8 ) B350
S R AR S S £ XK S
After Finance Office audits “Statistical Table of Tuition-and-fees
revenues” and “Registration Payment Form” without adverse
finding, the original forecasted revenue shall be transferred to the
category of tuition-and-fees revenue of current academic year.

b

APGE BB

Discrepancy Investigation and Collection of Short- or Missed-Payment:

251 g3 R TERP OB A L2 ARG P w0 F
1R BEEFA LB AT FAERE R R
Finance Office shall review and check “Statistical Table of
Tuition-and-fees revenues” against “Table of Itemized Student
Payments”. Should there be any discrepancy, FO must investigate
the reason for difference; and when necessary, the incidence must
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be reported and signed off by responsible executives.
252 ¢yivE e g2 pHE, 2 THAMFPwi; TR
A REA L LM k) R TERHE L FR 0 R
[f -
For collection purpose, Finance Office shall prepare “List of Short-
and Non-Payment Students” by comparing and checking “Roster of
Registered Students” against “Table of Itemized Student Payments”
and “Table of Itemized Student Loan or School Grants Difference”.
253 3P TEREg Fp 2L tEE AT RT3
v HE xR
Finance Office shall notify the students on the “List of Short- and
Non-Payment Students” and collect the back payments from them.

3 ALk
Essential Elements of Control:

3.1

3.2

3.3

3.4

3.5

3.6

3.7

FERFRF P RETTEIARGRE LT RHBIERTF L EER
WEHRRTIPALEHGT DR TRy ey R pa Ll
Whether the establishment of specifications of tuition and fees and the
increase to tuition and fees of current academic year have been deliberated
by “Tuition and Fees Review Group” and approved by MOE prior to
implementing the specifications of tuition and fees; and whether the
specifications of tuition and fees have been timely posted on the College’s
website as the means for public announcement.
B Tap g, L3 e fepapitlse -
Whether the printed “Registration Payment Form” is the same as the
MOE-approved specifications of tuition and fees.
FREHEAER URHRIAGFL T 0 LT LTI E

2 EIpAF
Whether the students’ payment to the bank before registration have been
transferred to pre-payment category by Finance Office; and there is no
mistake in the total amount of money.

TERF NP A ERFREDTE2HFP ok ) P “ﬁ% &
vk LT @ik
Whether the “Statistical Table of Tuition-and-fees Revenues” and “Table of
Itemized Student Payments” provided by the bank have been audited side by
side and found correct with the exception of minor adjustments.
EFEZPHTERT 834 ) 2 TeRd ol ) 2308 L34
Rl AR S L A L
Whether the funds under pre-paid category have been transferred to revenue
category of tuition and fees after Finance Office audits “Statistical Table of
Tuition-and-fees revenues” and “Remittance Notification Forms” and no
errors have been found.

AEGERF 2 F S LT XA HIE PHLE BT §
PEEAE A I AERTE o
Whether the tuition-and-fees non-payment students have been notified and
placed on collection list according to regulation; whether the overdue tuition
and fees have been entered under the controlled category by Finance Office.
ARME 2 fear 0 A AR R R
Whether long overdue amount in collection account has been actively
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4

written off according to regulation.

e r L H
Applicable Forms:
4.1 xp F My H
Registration Payment Form
4.2 wFiaH
Remittance Notification Form
4.3 Fipfor izt
Statistical Table of Tuition-and-fees Revenues
4.4 A Ep P wi
Table of Itemized Student Payments
45 xp B4 L H
Roster of Registered Students
4.6 THEAF L G
List of Short- and Non-Payment Students
4.7 HATH
Collection Form

R APM Y
Basis and Related Documents:
5.1 4 AFERER -
Academic Affairs Regulation of Christ’s College Taipei

o AR

Flowchart

6.1 Fedjcikirinmsn [nmm-] -
Receivable Operation Procedure of Tuition and fees. Consult “Process
Flowchart 1.
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g 3¢ 7 Jcax (¥ #7542 % L Receivable Operation Procedure of Tuition and fees. Flowchart
[hem-1-
7 E - AL T TR
Responsible Unit Process Step Related Document

£33 SRt bl
Finance Office, Tuition and
Fees Review Group

e
Authorized bank

CFORAGEP -

ok

£+
F
7y
Finance Office, AAO Registrar,
SAO

Finance Office, AAO Registrar,
SAO

21 2
v E

Finance Office

21 >
g\’:fr‘_

Finance Office

21 >
g\’:fr‘_

Finance Office

25 p BT
Determination of miscellaneous
fees and charges

!

RSV
Formulating the Registration
Payment Form

A4

R U R L 2
Importing the Registration Payment
Form into the Administrative System

A4

SER AR ALE et | J‘T‘bﬁ?iﬁl
A 5

Distributing to Students and Bank for
Collection of Financial Aid and Tuition
Balance

A4

FrEGI A /4T AR R
Confirming the Number of
Registrants/Bank Remittance Statistics

NPRZ R AT~ DT
Analyzing Payment Discrepancies and
Following Up on Collections

TR T
Statistics of tuition and fees

% 4h kb

Review Records

Fepgay i
Tuition and fees Payment
Form

oy H
Payment Form

SR A Bkt Ao 8LE R

¢k 2L
U

Statistical Table of
Registered Students, Bank
Account Summary of
Remittances

[k
Collection Form

Deposit Data
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O©F 4 :xp it¥%

Student Registration Procedure

RN

Applicable Scope:

AMCEFHIE L > PR AP (TESERPLIL 2§

The Procedure is applicable for the registrations of students in all academic
programs at the College.

2 TEHRE

Operating Procedure:

2.1 #ivip oy ZBHE
Preparation and printing of registration instructions and the three-segment
Registration Payment Form:

211

2.1.2

2.1.3

2.1.4

2.1.5

WEFHERB - B REEP LAAMETE - LA E2
PREE S Bl

One month before the end of each academic year, the operations
and deadlines of all registration related matters shall be compiled
by all departments with registration-related responsibilities.
L ERS R A TR &

Registrar Group and Finance Official shall prepare for the printing
of the three-segment Registration Payment Form according to the
rosters of all four academic-year classes.

AT R ik A FOR T P B RPEEIEN S 4 pEE K
BPof » BE R o R FIEARE R E Y P ou e KIb SR G
FErETROFETOETRU-ESGHTEGEE
Freshmen must report to the College for in-person registrations on
the required date.  Should a freshman miss the registration date,
the offer of admissions to him/her shall be revoked. However, a
freshman can apply for a one-year deferment on admissions prior to
the mandated registration date because of special circumstances;
and should he/she fail to register in the succeeding academic year,
the offer of admissions to him/her shall be revoked.

B2 Tk PR S BAE AR L S W FE
REART L NETRLED ¥ 2Ry BH O FE e o
Should a returning student not be able to register in person, he/she
can authorize a representative to register on his/her behalf. Should
a returning student be ill or encounter special crisis, he/she can
apply for an approval to have a late registration.
HAEF(A)BEE L BLF G B AE T 4oy 1§ 2d
BAY FEIRHE SARPAY > FAEAF > L
RN FRBE > ETHR -

Education or equivalence documents and copies of the front and
back of National ID Card must be submitted for registration;
however, should there be any legitimate reasons, he/she must apply
for deferred submission within a defined period and start schooling.
Should he/she fail to submit the required documents within the
defined period, the offer of admissions to him/her shall be revoked.
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2.2

2.1.6

2.1.7

PEEAED Fap

Issuance of Student ID Card with registration stamp
PFAENBEFTRY R 2574 > B APIF RS Fl 0T
BANRE L PSP 2 ko

Each freshman, who has met all requirements and completed
registration, shall be issued a Student ID Card to prove his/her
status of a current student of the College.

FREa== o S

Preparation of Statistical Table of Registered Students

AP W rH e 31? -
Issuance of Registration Notification Form and Three-segment Registration
Payment Form

2.2.1

2.2.2

2.2.3

2.2.4

2.2.5

[£38 CC A

Current Student:

FEPH R YT - FEFIFIAEY AP L H 2 Ay
—HMEL AR Y -

One week before the end of each academic semester, Registrar
Group of AAO shall request for the assistance of each class
representative to distribute the “Registration Payment Form” to
each student in the respective classroom.

Fra ol

Freshmen:

FERTAIN P oA = RIFRGEM FHEATA N W ArH 2 H
PoBE o wmivE R AT BRI TERT, -
Three weeks before the registration date for Freshman Class in
each academic year, Registrar Group of AAO shall mail out the
Registration Notification Sheet for New Student and the
three-segment Registration Payment Form to each incoming
freshman. The operation shall follow the details in “Procedure of
Establishing Student ID Numbers for Incoming Freshmen”.

Wiz 4

Extended-graduation students:

FEYEP PR RRBAFEIE 2 AT H .

On the registration date, the extended-graduation students shall
report to AAO in person to complete extension process and pay
tuition and fees in full.

(EE

Returning students from leave of absence:

EEYEED =D iAot FERE AP ol 2 AR
ZBRH o

Three weeks before the registration date in each academic semester,
Registrar Group of AAO shall mail out the “Registration
Notification for Returning Students from Leave of Absence” and
the three-segment Registration Payment Form to each returning
student.

e

Transfer students:
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+ﬁ§*r4aaw,daﬁ@kia“% P AL 2
ZWHE o

Upon accepting the transfer students after completing

transfer-student admissions process, Registrar Group of AAO shall

mail out Registration Notification Sheet for New Student and the

three-segment Registration Payment Form to each incoming

transfer student.

2.3 yEEap
Registration Administration:
EHBERET - P LEREL A ?ﬁ%ﬁ%fri MR CSEART RO S B

mEL2@EFA %§§F = a@%i

Within a week before the starting date of each academic semester, all
departments and offices shall conduct the preparations for the enrollment
reporting and the registration-related matters based on the divided
responsibilities, such as Freshman Class, current students, graduate students,
returning students from leave of absence and transfer students.

24 FAr@pEap o
Registration conflrmation seal/stamp for Student ID Card:
BRRFER AP AGFANEFAF L P R oo F TR o
While each student i |s completing his/her registration and pays tuition and
fees in full, his/her Student ID Card shall be stamped with registration
confirmation seal. The stamping operation of Student ID Card shall follow
the details in “ ”

2.5 ‘Au;J' A A ﬁ'{
Summation of registered students:
BRI A fed i oip M E o
Registrar Group of AAO shall summarize registered students and inform all
concerned departments and offices the summation accordingly.

AL

Essential Elements of Control:

31 AMEEEZAFNFTH > AT FPHAFLE > PRFEELHE -
Whether the Student ID Card for each new student has been issued after
verifying the basic information on the respective student’s official
record/file in AAO.

32 AMAFp AFHE TEATHE 2 T2 F 4o
Whether each new student has completed “Academic Status Information
Card” and other required forms during the new student registration process.

3.3 Eﬁi?" oot a2 A3 2 By BRA Adediae F 0 LT ByRL

R EPERE -

Audit whether all current students have completed registrations and paid
tuitions and fees; and whether those current student, who have not registered,
have been notified to proceed with registrations or apply for leave of

absence.
3.4 #4 Mud USSRFEpay HRE R OB S LFRER
{ o
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Whether the refund procedure of tuition and fees for students, who have
been approved for their withdraws or leave of absence requests, have been
processed according to regulation.

3.5 Mt A g = PR Ak
Summation of registered students must be verified and audited to ascertain
its accuracy.

r L H
Applicable Forms:
4.1 374 iEp i wH
Registration Notification Sheet for New Student
4.2 xp 2R E
Registration Process Directions
4.3 FEFTHH
Academic Status Information Card

Ryp AR 2
Basis and Related Documents:
5.1 44 AFFREA
Academic Affairs Regulation of Christ’s College Taipei
5.2 4 AFF AT R AR
Procedure of Establishing Student ID Numbers for Incoming New Students

o AR
Flowchart:
6.1 p FERAZLL(AZRE-)
Registration Procedure Flowchart. Consult “Flowchart 1”.
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N

=A% % L Registration Procedure Flowchart Flowchart
[rfem- ]

¥ E

Responsible Unit

‘/‘;l“" %i%b I%
Process steps

Ak

Related Document

K ALP ~
F AN
Registrar of AAO,

Finance Office,
Cashier

KirkGgif ~ €3+ %
Registrar of AAO, FO

v Fivie ¥

EEYERN R A
AAO, SFMO, IT,
Library, Finance
Office, GAO

A Fe TP
Registrar of AAO

A TP
Registrar of AAO

fiee i

rH 2 ,EQJ‘F" H
Preparation of Registration Notification
Form and the Registration Payment Form

v

v W
FEATE WL EENET S
RE A i i I ﬁ—i’)”lﬂ’ ?ﬁ
247 8 wH2 gy HE
Sending Registration Publishing the

Notices and Payment
Instructions to
Freshmen, Transfer
Students, and
Returning students

Online Access for
Students to View and
Print Their
Registration Notices
and Payment Forms

prizepy ¥

Registration Administration

FiREapr ¥

for Student ID Card

Registration confirmation seal/stamp

EE RSN

Summation of registered students

L REE R

Academic Affairs

Regulation of Christ’s

College Taipei
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OF fhfmicE
Management Procedure of Academic Status
1 i * 4R
Applicable Scope:
AREEHIFL TR o

The Procedure is applicable for students in all academic programs at the College.

2 TEHRE
Operating Procedures:

2.1

2.2

B E EATA R A EE R FH G E S AT R
RAFPY - H A N TR

Document Request Forms:  With the exception of the preparation and
issuance of the original Student ID Card at the time of entering the College,
all other documents related to student’s academic status and records must be
applied for by submitting the completed, related Document Request Form.

i i
Data Verification:
221 FAZWHFEEY > AAPERATE CHZ R4 3p p o Fap
PR B - o d R A e
For the production of Student ID Cards for new students, the roster
of incoming new students and new student registration date, which
must be verified first, shall be forwarded to the manufacturer with
corresponding students’ photos.
222 F3md2d gaRE Y FEFG) Fakb e L LT
WiEg 4o
To replace a lost Student ID Card, the student must submit a
Document Request Form for the issuance of a replacement to AAO
for approval first before starting the production.
223 HE Y GFF AP RT P mIHL o
Leave of Absence: A student must apply for leave of absence
before the final exam week.
2231 FMAZHEFF CF5-FH > BIEPBEFEL
40 PP RS« Fl RE o - B L H
- FELR RE RPN FE G FRE R
WA~ ASFTHAREFI P REE o
An incoming new or transfer student can apply for
leave of absence during the first semester; however,
he/she must have completed the registration, paid
tuition and fees in full and obtained the active academic
status first. Due to personal reason, a student can
apply for leave of absence in the unit of academic
semester; however, the leave of absence for a student is
limited to one academic year at atime. In any event,
the accumulated period of leave of absence for each
student is limited to two years with the exceptions of
being on leave of absence due to compulsive military
service, pregnancy, childbirth or child care.
2232 FAYguhg o FHE TkEYFH, A3 EHF
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2.2.4

2.2.3.3

2.2.3.4

2.2.3.5

AGHHTEAKR - IEFERLET . 0 F HEP
vErFAE QR BEWER FaE 5
PR el M TRseel 1
fEA s priEskEboe o B2 THRAER

B dpr s RgRE -

When a student applies for leave of absence, he/she
must submit “Request Form for Leave of Absence”
with attached Student ID Card, related supporting
documents and “Parent’s Consent Form for Leave of
Absence or Withdraw” that is required if he/she is
under the age of legal competence sequentially to
Academic Advisor, Residence Assistance, Dean of
SAO, Registrar, Head of General Affairs, Chief
Librarian, Head of IT, Chair of Major, Chair of Dept. ,
and Dean of AAO for signatures/approvals; and, the
“Departure Process Form” must also be completed for
the completion of the leave of absence process.
EPARSREREF o Jib G g R
B0 A B ag 2 RIFIY FEL B pHEIT
GRS R N il el R
When a student has obtained the final approval for the
completion of the departure process, Registrar Group of
AAO shall notify Finance Office to process the
appropriate refund to him/her according to “Guidelines
for the Refund of College Tuition and Fees for
Withdrawing or Leave of Absence Student”. If
applicable, the roster of leave of absence students shall
be submitted to administrator of military service to
process relevant operation.
FE2REPRFAL AL U FRERFL Y HRE
ﬁv@%ﬁﬁﬁ@v@#&%%%—&»i%@&
£ - F o

At the end of leave of absence period if a student is ill
or encounters special crisis, he/she can apply for leave
of absence again. Upon approval, the leave of
absence period can be extended for another year;
however, the maximal extension is two (2) years.
FAHRE2 28D 330 0 REHF 25~
FHEBEEL, AR FERER)BE S o

The academic record of the academic semester, during
which a student takes a leave of absence, is not
included in the transcript. The leave of absence
semesters are not counted toward academic semesters
for the student; and, he/she cannot return to campus to
undertake make-up credits.

CEJELE S R RSl SR
Withdraw: Prior to submitting “Withdraw Request Form”, the
student must check whether he/she has reached the withdraw
threshold according to regulation.

2.2.4.1

SRR e N SEE ER SNt N
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2.2.4.2

2.2.4.3

2.2.4.4

2.2.45

B MER Y B g ge T :
CHEF B AWHR  FRE P el - pﬁci@‘

A~ @%% _%J}i,{ﬁl‘?ﬁ‘lll}éﬁ&\<lli¥'\
KxEfa o YR Tpker Y | 4oz k84

When a student applies for withdraw from the College,
he/she must submit “Parent’s Consent Form for Leave
of Absence or Withdraw”, “Request Form for Leave of
Absence” with related supporting documents and
Student ID Card sequentially to Academic Advisor,
Residence Assistance, Dean of SAO, Registrar, Head of
General Affairs, Chief Librarian, Head of IT, Chair of
Major, Chair of Dept., and Dean of AAO for
signatures/approvals; and, the “Departure Process Form”
must also be completed for the completion of the
withdraw process.
LE SIEREIRE £ SRR $sSLE ALENK SHERE
> IFEE o
A student, who is instructed to withdraw by the College
according to the regulation, must undertake process to
complete Departure Process Form for the completion of
the withdraw process.
%i?’%ﬁ‘ﬁ%iﬁi’ﬁréﬁé“ﬁ}% BH LG 2o
H %%% mﬁ@,j » 18 ¥ %i-fw:é. BEHEp 4 1
~ %%Pﬁ CRREE S B &m B

am*%méﬁww?ﬁ»%i’ W g i
EFEP 2 2o

After completing the withdraw process, if a student has
completed a full academic year of education at the
College and obtained credits, he/she may apply for the
issuance of “Certificate of Attendance” after his/her
academic status has been approved first. However, if
a student withdraws from the College because of the
disqualification of entrance or transfer matters or the
fabricated, fraudulent, counterfeited, or altered
academic document/certificates, the Certification of
Attendance or any other documents shall not be issued
by the College.

IS R At
HE 2 Y w4k ¥R o

Should a student dispute the College’s action to
forcefully withdraw or expel him/her from the College,
he/she shall have the rights to appeal to Student
Appeals Council according to student appeal
regulation.

AR~ IFRAEH oA WA g bR
GRS IEY ERSLE SLE RIS X S T Sl O
9 LH W bk fORPEL | ORI E93 o

When a student has obtained the final approval for the
completion of the withdraw process, Registrar Group of
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AAO shall notify Finance Office to process the
appropriate refund to him/her according to “Guidelines
for the Refund of College Tuition and Fees for
Withdrawing or Leave of Absence Student”. If
applicable, the roster of withdrawing students shall be
submitted to administrator of military service to process
relevant operation.
225 FARAAFTHLRFLEAPE L LRI AR {24 o
Any change to student’s basic information must be processed by
verifying the student’s identification first and asking for his/her
reasons for such a change request.
ﬁiﬁé‘ﬁ¢ﬁ£Mi39B’%Hﬁﬁﬁﬁﬁﬁ%ﬁc%
??ﬁﬁﬁﬁﬁﬁﬁﬁﬁ‘ﬁﬁﬁﬁﬂﬁﬁ’@Wiﬂ°
The name, National ID number and date of birth of a student must
be based on and identical to his/her National ID Card. Any
entrance qualification document(s), which contain(s) different
information, must be immediately corrected.

3 4l gk
Essential Elements of Control:

3.1

3.2

3.3

3.4

3.5

FLRAATHLIEARLFP 2 Ehf

Whether the basic information of each student is the same as the information
on the submitted documents and/or certificates.

N F PR G TR S F

Whether each student on leave has retained the reserved academic status.

cE IR B2 AT AL IE -

Whether each student, who has reached the withdraw threshold, has been
notified of the action of forceful withdraw from the College according to
regulation.

FRFTFLE LT R TRTEN ¥ ByHL o

Whether the correction of academic status information has been processed
by reviewing and verifying the required official documents according to
regulation.

GEL A FESEE A S ARG SR TRAEAF AR
R RASLR A TR R R A o PaRFAEHE
No one other than a student himself/herself, his/her parent(s), his/her legal
guardian, the operation requirement of Academic Affairs, the necessary
maintenance of student’s academic status information or the provisions
under Computer-Processed Personal Data Protection Act can have the
access to the academic status information of such a student.

4 @ 2 H
Applicable Form:

4.1

4.2

R
Roster of Incoming New Students

R~3F Lp

Roaster of Students on Leave of Absence and Withdrawn Students
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4.3

4.4

4.5

4.6

4.7

4.8

g7
Academic Status Information Card

kY

Request Form for Leave of Absence

280

Withdraw Request Form

i Ar R 2

Departure Process Form

B4k AEFEFLE

Parent’s Consent Form for Leave of Absence or Withdraw
ET LN

Certification of College Attendance

By R APM Y 2
Basis and Related Documents:

51

IR LY PP
Academic Affairs Regulation of Christ’s College Taipei

T AT B
Flowchart:
6.1 EAFTH AR ELTRR-) -

Flowchart of Management Procedure of Academic Status. Consult
“Flowchart 1.
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st 2o

5357k g A2 B - L Management Procedure of Academic Status Flowchart

[rAzm- ]
BFE AR o B2 i
Responsible Unit Process steps Related Document
L7 ARE T
AR ot e o Academic Affairs
Registrar of AAO Document Request Forms Regulation of Christ’s
College Taipei
POAR
Registrar of AAO A
Foir o B I R

Data Verification

Tt s M3
B3R AR

Jae \4
AAO, SAO, IT, RigF L 2 Yes
Library, FO & Leave of Absence or

GAO Withdrawal Status

FFR et P \
Registrar of AAO

it g e
o i Filing: Leave of
Farse s Bt % NO Absence List
Tt W3
B g3 R A

Jae

AAOQO, SAO, IT, \

Library, FO & HES SUR 5§

GAO Circulating for Signature
at Each Unit for Payment

HIE e P

Registrar of AAO

¥ B AL S AT
Registering and filing or
licensing
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Oy fmicE
Management Procedure of Academic Achievement Record of Students
1 ™ 0
Applicable Scope:
AMEAREIEEES L FEERFREE G
The Procedure covers the management of academic achievement record of current
students and graduating students.

2 FEARR
Operating Process:
21 B¥a4p

Management of academic achievement record of students:

211 EHEFHPATEECAIPEISE > FAFENY R A
GG RRAL 0 11004 & ueoa\ 5 E ¥ 7 470
CESS XL F FEUEE A T X EIP e
The course instructor must turn in students’ test scores and
academic achievement record within two (2) weeks from the Final
Exam date; the full score for student is one hundred (100) points;
and the passing grade is sixty (60) points for undergraduates and
seventy (70) points for graduate students. The calculations for
students’ grades shall be processed according to Academic Affairs
Regulation of Christ’s College Taipei.

212 ZBHHY TEL 0 FGREFS I E S B FH
After the completion of Mid-term Exam in the succeeding semester,
the GPA summary table of preceding academic semester of each
student shall be verified, printed and, then, filed as official record.

213 FUMFL A MRS PR S KPEH S E P aE
HAGz (a3 omshkimi s THE LA e FH, 23
M o TSR € RARA S PHL2Z
Should the instructor’s error due to omission(s) or calculation
mistake(s) cause the GPA error, the course instructor must
complete “Academic Achievement Change Request Form” and
written proof and, then, submit them to Academic Affairs
Committee meeting for approval and implementation of correction
of grades.

3 AL E:

Essential Elements of Control:

3.1 B4 8 EAEE T R T
Whether the computations of students’ academic achievements have been
processed according to regulation.

32 EUHKFFHEAELSE LT AT
Whether the course instructors have recorded students’ achievements
according to regulation.

3.3 FA LR FIFE G LI BRI URTF -
Whether students’ exam papers and academic achievements have been
stored for the minimal amount of time as required by the regulation.

3.4 B"‘]?{(F’FF? A F?‘)’ j/}%‘\"} BF;; i’< %fﬁﬂ‘:’\‘ ’}T Iy EF;;’ ’-{;%‘?IEH’—"E‘L
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THETEELG {? H 2 3 e EP 0 L ERB§RRA ST
AFL D o
Whether the course instructor(s) have submitted “Academic Achievement
Change Request Form” and written proof to Academic Affairs Committee
meeting for approval and implementation of correction of grades when the
instructor’s error due to omission(s) or calculation mistake(s) causes the
GPA error.

35 FAHNFLZ AFF AN FAzY 7T RARITIHL o
If a student continues doubting after his/her grades have been reviewed,
he/she shall have the rights to appeal according to regulation.

3.6 ZEFTRZFHATRRTITE -
Whether the academic assessment of graduating students’ graduation
eligibility has been processed according to operation regulation.

i A H
Applicable Form:
41 1824 H
Student’s Semester Report Card
42 Bl 5 H
Student’s Transcript
Student’s Semester GPA Summary Table
4.4 B ¥4 {x? FH
“Academic Achievement Change Request Form”

YRR ARM 2
Basis and Related Documents:
51 4 #AFEFRFR
Academic Affairs Regulation of Christ’s College Taipei
5.2 £ #AFEFRELF LS5 Piyke
Procedure for the Assessment of Student’s Academic Achievement at
Christ’s College Taipei
53 M AFFRFLFHE S F 2
Management Procedure of Student’s Academic Status and Achievement at
Christ’s College Taipei
5.4 4 AKFRE D S AILIHE
Guideline of the Administration of Students’ Grades at Christ’s College
Taipei
55 LM AFFREFKFL L ST T 5ye2
Procedure for the Correction or Make-up of Student’s Semester GPA
Requested by Course Instructor at Christ’s College Taipei

P i)

Flowchart:

6.1 ¥4 giiem [aer-] -
Flowchart of Management Procedure of Academic Achievement Record of
Students. “Flowchart 1.
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L SN | *F? I i #% B] Management Procedure of Academic Achievement Record of Students Flowchart

(A2 R - ]
i AR B iR 2
Responsible Unit Process steps Related Document
e R S

Course Instructor

FAR G
Registrar Group
of AAO

= S

Course Instructor

FF% et
Registrar Group
of AAO

FF% et
Registrar Group
of AAO

FF* fei
Registrar Group
of AAO

EHY A RE SR AN 0 T8
R T EE T

The course instructor shall enter the semester
grades into the school administration system
and submit the semester grade report signed

by the instructor.

\

4_yes

%3 INC =5
Is there an INC
(Incomplete) grade

/

FINC= =gz
BeEEFLS S Y

If a student has an
INC grade, the next
semester's instructor
will assign a grade.

% no

\
ZEHPH A H
W A

Next semester's
final grades shall

RAME S H

be archived

\

N

BoRF|Er g A
Print the final grade
summary

/

Complete the
grade entry

WA T &

After archiving the

final grades, store the
file for future reference

Academic Affairs Regulation of
Christ’s College Taipei

g3 8% 35 P
Procedure for the Assessment of
Student’s Academic Achievement
at Christ’s College Taipei
FAEH/2 Y F AR
Management Procedure of
Student’s Academic Status and
Achievement at Christ’s College
Taipei

ER YIS

Guideline of the Administration of
Students’ Grades at Christ’s
College Taipei
EHRF{IAAETE 575
Procedure for the Correction or
Make-up of Student’s Semester
GPA Requested by Course
Instructor at Christ’s College
Taipei

e 1 ditto

e b ditto

e b ditto
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OF 2 FiF#d itk

Issuance Procedure of Bachelor’s Degree Diploma

1

2

q R
Applicable Scope:

AREEL R gty .

The Procedure covers the issuances of Bachelor’s Degree diplomas to graduating
students.

TEME
Operating Process:
21 Figd g

Issuance of bachelor’s degree diploma:

211 FPE2LEFTR RBHRBAFLILRT N EFES - F
WP ETHFEREEEI BB 2 BEFTR HwitER
EEAR T AREERERN, o
Academic Assessment of Graduation Eligibility of Graduating
Students: Based on the requirements in course category list, the
graduation eligibility of each graduating student or
extended-graduation student must be reviewed before the Mid-term
exam of the second semester of each academic year. The review
operation must be processed in accordance with “Academic Affairs
Regulation of Christ’s College Taipei.

212 A Bmd
Issuance of Bachelor’s Degree Diploma:

2121 #ZHpEHEFRECEFTFLEE > FLIRGELE
LEFRAALpREFLE Fom -
The bachelor’s degree diploma shall be issued to each
student who is qualified and eligible for graduation and
has completed the departure procedure from the
College in accordance with Issuance Procedure of
Bachelor’s Degree Diploma.

2122 FHEAINELFTRFAEZFCHELTEA L L ER
FE ©
Each student shall be reqired to sign on the diploma
issuance book upon the confirmation of his/her
graduation eligibility.

2123 Wird ¥4 Lp 1 5-FHPREL > kAT
BEERACPRTEES L oo
Preparation of Graduating Student Name List:  After
the start of first semester, the Graduating Student Name
List shall be prepared according to the diploma
issuance book.

2124 BED P GREL R ES LP XA GHKES
Filing of Graduating Student Name List: Graduating
Student Name List shall be permanently stored for
future reference.
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3 AL E:

Essential Elements of Control:

31 ZEFTRZFPHATRRTITE o
Whether the review and approval of the graduation eligibility of each
student has been processed according to regulation.

32 2 ¥4 g B ¥HET LT RALTE -
Whether the issuances of bachelor’s degree diplomas have been processed
according to regulation.

4 &% £ H
Applicable Form:
41 252389 54
Application Form for Reviewing Graduation Eligibility

5 myEZ AP
Basis and other relevant documents:
51 1 #AFEFRER
Academic Affairs Regulation of Christ’s College Taipei

6 irATME -
Flowchart:
6.1 Bz gl [aem-] -
Flowchart of Issuance Procedure of Bachelor’s Degree Diploma.
“Flowchart 1.”
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B > % 2 % % A2 B Issuance Procedure of Bachelor’s Degree Diploma Flowchart

[rAem- ]
HEE i ALY o M
Responsible Unit Process steps Related Document
IAR B — P AEERER
’ doa B W e gy £ 4 i .
Registrar Group of EE 22 24 F Ryt .37 Academic Affairs ,
AAO Academic assessment of graduating Regulation of Christ’s
students' graduation eligibility and College Taipei

KARGIP ~ ki
Registrar Group of
AAO, Department
Chair

FFE fe T
Registrar Group of
AAO

FFE fe gL
Registrar Group of
AAO

FFRE fe L
Registrar Group of
AAO

AR T
Registrar Group of
AAO

checkout procedures

v

BEREFH
Meet graduation requirements

£_yes e
\ 4
#EEET
fer 4% A 2
Issuance of w4
Bachelor’s Degree . »
- Flratiz 4 L
Diploma |
Return of student ID #
Return the
student ID and
include in the
list of extended
students
A4

Wied x o
Preparation of
Graduating Student
Name List

A4

BEG P EHE A
Filing of Graduating
Student Name List

e+
Same as above.

e
Same as above.

e ¥
Same as above.
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CESAN I
Curriculum Planning Procedure
1 @* M
Applicable Scope:
AEHEH -
The Procedure covers all academic departments or units of the College.

2 TERE
Operating Procedure:

2.1

2.2

2.3

24

ARERFE AR E k8 g B QLA e TR PAeT

Each academic department or unit should plan course curriculum according

to its special development characteristics; and the rules of establishing

course curriculum are as follows:

2.1.1 AREFFRFARFP ¢ LB FR AR LB HT HFAE
= kaFT °
The course curriculum of each academic program or Major consists
of three (3) course categories, i.e., required courses, elective
courses and general-education courses.

212 3 HAREEG AP FI AE LB P FITEL o
The contents of required courses and elective courses of each
academic program or Major shall be designed and established by
the respective academic department and Major.

2.1.3 :aEHARAY A RTH CRTRG 0 K HE OB A BT
A TH T E R B2 TR AR AL R R R e
After the course curriculum of each academic program or Major is
established by the respective academic department or unit, the
administration and scheduling of all offered courses in each
academic year shall be processed according to “Guideline of the
Scheduling and Administration of Courses Offered by Christ’s
College Taipei” and “The Principle of Processing the Opening of a
New Course” of the College.

ARKEE 2 e d REE WS Dol p 4 0 Sie
AF g FRLE -

The establishment of courses and the preparation of “Summary Table of
Departmental Courses” shall be processed by the respective academic
department and submitted to Curriculum Committee for deliberation and
approval..

EnAt R EFRLTHAEMPRE DL ERBERILE S FHE
Upon being deliberated by Curriculum Committee, the “Summary Table of
Departmental Courses” shall be submitted to Academic Affairs Committee

meeting for deliberation and approval prior to its implementation.

ARKEGHE 2 FMFZTAFS BT RS NAEL R 62 KIEE R
FRILE -

If a course curriculum of an academic department requires adjustment or
revision, the adjusted or revised course curriculum must be deliberated and
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passed by both Curriculum Committee and Academic Affairs Committee
meetings.

3 AL

Essential Elements of Control:

31 )BHE ol wz Tgppad L35 LRRE 2 3mif ¢
R B -

Whether “Summary Table of Departmental Courses”, which is established
by the academic department, has been deliberated and passed by
“Department Curriculum Committee” meeting.

32 kBHE ot T p i | > R350mE R ¢ $RLE -
Whether “Summary Table of Departmental Courses”, which is established
by the academic department, has been deliberated and passed by
“Curriculum Committee” meeting.

33 HALA¢FRILBL TP P L | > EFEKBERTRLSE -
Whether “Summary Table of Departmental Courses”, which is deliberated
and passed by “Curriculum Committee” meeting, has been deliberated and
passed by “Academic Affairs Committee” meeting.

4 @ 2 H
Applicable Form:
4.1 A p B
Summary Table of Departmental Courses

5 &yp s AR 2 2

Basis and Related Document:

51 LM AFEFRERFAJILE B
Guidelines for Administering Courses Offered by Christ’s College Taipei

52 LM AFEFREFREFRTELE
Guideline of the Scheduling and Administration of Courses Offered by
Christ’s College Taipei

53 1 AFFIRATE FALLIL R A
The Principle of Processing the Opening of a New Course at Christ’s
College Taipei

6 ALMH
Flowchart:
6.1 ARl s [inem- ]
Flowchart of Curriculum Planning Procedure. Consult “Flowchart 1.
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Az 4.3 47 Curriculum Planning Procedure Flowchart

[rsem- ]
B HE AR I ApH < &
Responsible Unit Process steps Related Document
WIEHARF P B A
KEH > Prepare the Summary Table of TRARAL P AL A
Teaching Unit Departmental Courses Summary Table of
Departmental Courses
A A0 M
BN Recast
Curriculum )
Committee HAEk R g
Curriculum Bt
Committee Same as above.
FAr € &
Academic Affairs IR € R E R
Committee Deliberated and approved by et

MR E
Relevant Teaching
Unit

the Academic Affairs
Committee meeting

Fh KA
Implementation of the Summary
Table of Denartmental Courses

Same as above.

e+
Same as above.
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O s ir ¥

Course Selection Operation

R

Applicable Scope:
ARE 42 KEFH >

The Procedure covers all students and academic departments at Christ’s College

Taipei.

2 fTEARR

Operating Procedure:

21 B4 B E YR e pFFrHTE
All students must select courses during the mandated course-selection
timeframe in each academic semester as specified in academic calendar of
the College.

211

2.1.2

2.1.3

2.1.4

2.1.5

AEERATHE L EFEE | FEL -

The Procedure shall be administered according to “Course
Selection Procedure at Christ’s Collage of Taipei”.

FAEF PR ERET CPHL PP A B(FE R
) ERA o B Rl ik (L) R 84 4
FEBY o 2FE2Z B FREBITEYERELEBY o
The online course selection process for students consists of two
stages. For each student, there are two categories of courses, i.e.,
the academic department-required courses including common-core
courses and the elective courses. Each student must select courses
for study according to the Course Credit Table of the specific
Major of admissions that was offered to him/her at the time of
admissions. Any year-long course must be taken by a student
according to its sequential order, i.e., the first-semester course
proceeds before the second-semester course.
FoREIFERFEDNI6N > ZFRS AL EGAaE %
AfcEH RS5APE BRLERITE o

The first stage is the pre-selection of courses, which take place in
the 16" week of each academic semester. Upon the completion of
the first stage, should the number of the pre-registered students for
an elective course is less than 5, there will be a special project to
discuss whether such a course shall be offered in the succeeding
academic semester

FoOFENIELITED S -G FATNP R T R
74eig gV i9iE o

The second stage is the Add/Drop Period that is the first week of
the succeeding academic semester. During the Add/Drop Period,
a student shall be able to log in his/her account for the addition
and/or dropping of course(s).

FAL8PBYE Ll - 1=2F52 @508 0283
WE L S ERAESNY B A EFN02E L .
FIFARREL B ~ F 52 Hiek F PV R E S F > 77

LE PR Y EIINEE SUY W R R T &
Ir 553 Bl .

ol

N
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2.2

2.3

In an academic semester, a student of the freshman, sophomore or
Junior Class must take twelve (12) course credits or more but less
than twenty-two (22) course credits. A Senior-Class student must
take nine (9) course credits or more but less than twenty-two (22)
credits in an academic semester.
For special case, the student is allowed to select courses under the
minimal credits which is approved by major, CLAD and AAO in
official letter. But he/she should select at least a couse, should not
be list in rank, not apply course withdrawal for the semester.

216 FALBFL2 Y FFHR FriR TR FRBELF P
BB 7FE
A student’s eligibility for taking additional credits above the
maximum of twenty-two (22) credits in an academic semester must
be reviewed and rectified in accordance with “Approval Guidelines
on Student’s Request for Selecting Additional Courses of Christ’s
College Taipei”.

B4 7R E RS B G e B GE ik AR B E SR el o
A student can select courses from the College or one of the qualified
external colleges or universities. For taking a course(s) from qualified
external colleges or universities, the students must proceed in accordance
with rules of “Operation Procedure of Intercollegiate Elective Courses”.

221 FAFE L - @HE LT F BB RF S o d @
MABAEE A EPT o b AR RTIEE R AP B F
AoNERLE- P RARTEARLESFRLR ) Y G5
dfgEr 2 EE ki E I EERMT L o
When the inter-department transfer, inter-collegiate transfer or re-trance
admissions to the College of a student is completed, all shortages in
courses and credits, if any, shall be assessed and determined by the
chairs of the respective academic department and Major so that he/she
shall make up the shortages accordingly. The student must apply for
the transfer of all relevant courses and credits, which have been earned
in another department or university by him/her, within a week from the
first day of academic semester according to “Guideline of Transfer of
Course Credit”; and the chairs of the respective department and Major
shall decide on the acceptance and approval of any or all of his/her
previously earned courses and credits.

FAnaBHhRgpilp Fyagizi

Course withdrawalal must be requested by students within the grace period

from the beginning of each academic semester.

231 HiFEikAf THEAY GBI FAerEE | FHL o
The Procedure shall be administered according to “Apply Course
Withdrawal Procedure of Christ’s Collage Taipei”.

232 H432 TigigY FH | & FETTHEFZIPHKEE
AEERERATT R
Students must submit the completed “Application Form for Course
Withdrawal” to the respective course instructor and the chair of the
responsible academic department or unit for preliminary approvals
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prior to being processed by the College for approval.

3 FHIE g

Essential Elements of Control:

31 FAERILFTRATHLELRFTH -

Whether each student has completed the course selection process and
handed in the information and data on his/her selections.

3.2 FARFERLT RRTIPL -

Whether each student has selected course(s) from another university
according to regulation.

33 FARLEEIFAPD FREFERTASRL
Whether the acceptance of transferred courses and credits for each transfer
student has been administered according to the regulation.

34 FAEFEARLTI AT SRS N Ko
Whether each student has selected appropriate number of course credits to
fulfill semester requirements for the minimal and maximal credits.

35 F2EHKRTEZBRPP AT RTPEP FEL o
Whether the course selection, addition, dropping and/or withdrawal of every
student have be processed within the required time period according to
regulation.

3.6 FAFEHFH TEZ BB EATH2 SN E T IR TF Lo
Whether each student remains to fulfill semester requirements for the
minimal and maximal course credits after selecting, adding, dropping and/or
withdrawal courses.

4 @ * £ H :

Applicable Forms:
4.1 &Ly gAY GH

Application Form for Selecting Additional Courses
4.2 fEEFKY g E

Application Form for Inter-university course selection
4.3 FrisdY

Application Form for the Transfer of Course Credit
4.4 Big? ¥

Application Form for Course Withdrawal

5 g2 Aph v ¢
Basis and Related Documents:
5.1 4+ BFERTR -
Academic Affairs Regulation of Christ’s College Taipei
52 LM AFEFRE I EHIHE -
Course Selection Procedure of Christ’s Collage Taipei
53 LM AFFRIFENRIFS -
Operation Procedure of Intercollegiate Elective Courses at Christ’s College
Taipei
54 L AFERESILIES -
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5.5

5.6

Guideline of Transfer Course Evaluation & Acceptance at Christ’s College
Taipei

PaAREREL Y FRUESFPER

Approval Guidelines on Student’s Request for Selecting Additional Courses
of Christ’s College Taipei

(AC_144 A ABF g 2 ¥ 35k iz ykiz

Rules of Student’s Request for Course Withdrawal at Christ’s College
Taipei)

o AL
Flowchart:
6.1 i [inAam- ]

6.2

Flowchart of Course Selection Process. “Flowchart 1”

RYEL  REER-ELRL B ALL [AaRC ])
Flowchart of Processes for Selecting Addition Courses, Intercollegiate
Elective Courses, Transfer of Course Credit and Course Withdrawal.
Consult “Flowchart 2”.
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i¥ %/~ 4% ] Course Selection Process Flowchart

[rfem- ]
7 AL WM
Responsible Unit Process Step Related Document
Foit kit fp e s WAL
L éf( [had ME A ? R C%:)urspe Information
Curr.iculum Dept and Maj orpijfitablish Cours
Affairs of AAO;

Academic unit

CERE NS

FAX fasi i Ax g4 %%
Curriculum of Course Selection
AAO Information for Students;
e B AR v i9iE Student’s Table/List of
Online Course Add and Drop Selected Courses
FOTE e A E
Curriculum of
AAO
E kA

Completion of Course Selection
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REEL - REEF-ELHRL B ALD

Processes for Selecting Addition Courses, Intercollegiate Elective Courses, Transfer of Course

Credit and Course Withdrawal Flowchart

[iem= )
i AR B iR 2
Responsible Unit Process Step Related Document
’e B¢ s 20 ¢ 8
student R E R

M REHE =
Academic unit

Ok e dt

AAO curriculum

$F* Fee
AAO

Application form

JebF 2 JF ¥ g
Teacher and Academic
Unit Official Seal

BD RO At
Submit toAAO curriculum

( 7% e AAO )

040

Bz Y 3

Selecting Addition
Courses, Intercollegiate
Elective Courses,
Transfer of Course
Credit and Course
Withdrawal

g4 %%

(¢ T A7)
Student’s Table
(Updated)
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(Z)F2%78

Student Affairs Items:

Ot e o it ¥

Operation of Extra-curricular Activities

1 g R

Applicable Scope:

L

This Chapter section applies to all students of Christ’s College Taipei.

2 EEAER

Operating Procedure:
21 4 p B
Student Self-governing Organizations:

211

2.1.2

ARSERFLp L BAFLAARE > TERFIL L

AU THGEIRIA  WEF L poEMREZ EiTe

In order to implement the students’ self-governing concepts,

cultivate students’ democratic literacy, facilitate opinion

communication on campus and enhance the spirit of services, the

College provides advisements for the establishments and operations

of all student self-governing organizations.

WEF2 pioEMRE FF2HFRMGEFT2E AR
TEA EWE 2 ESREE

The establishments and operations of student self-governing

organizations and the financial assistance provided by the College

for such affairs shall be administered according to “Procedure of

the Establishment and Advisement of Student Body”.

22 Fixm:
Student Societies (or Clubs):

221

2.2.2

ARG ET S FHARIT 2 G EE o g RF AR
MR AR s EERME O BTAREA A 0 ImPIRART
FoRTAETN  LHE HEAS O HESIARS2E
T o

To provide advisement and guidance for students to participate in
the extracurricular activities of various student societies for the
enhancement of their leisure time on campus and, consequently, for
promoting study interests, cultivating social virtues, nurturing
leaders, modeling service spirit, cultivating leadership aptitude and
improving students’ ability in problem solving, the College
facilitates the establishments and operations of students’
self-governing societies.
WHEFAABA 2 FF2 £ AR TEILBESZ
The management of advising the establishments and operations of
students’ self-governing societies shall be administered in
accordance with the “Advisement Procedure of Student-Society
Activities”.
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23 HuABEd @ RAREFARE RIS F o
Other societal activities: They shall be administered according to the
management procedures for other societies on campus.

WAL

Essential Elements of Control:

31 WHEA A CEMRE FE2FRAH2ZEF 2 E L FRARF
AEREZHEyEE ) Lo
Whether the establishments and operations of student self-governing
organizations and the associated financial assistance provided by the
College affairs have been administered according to “Procedure of the
Establishment and Advisement of Student Body™.

32 WHFAALES = 2 F vz £ L3 kAR E 3 AABMES K 752
FHIL o
Whether the management of advising the establishments and operations of
students’ self-governing societies has been processed in accordance with the
regulation of “Advisement Procedure of Student-Society Activities”.

B r L H
Applicable Form:
B e

None.

By R ARM Y

Basis and Related Documents:

5.1 £ AFFREL 3R E 2 o Eye
Procedure of the Establishment and Advisement of Student Body at Christ’s
College Taipei

52 1 HAFFRELpIsEERTAR
Organization Regulation of the Student Self-governing Organization at
Christ’s College Taipei

53 1M AFEFREFIABMESH EH2(ZF2AM> 2V v &g
Advisement Procedure of Student-Society Activities at Christ’s College
Taipei (including Guidelines for Applying for the Establishment of a
Student Self-governing Society.)

54 1M AFEREIALBMERTEIRE TR % op
Implementation Rules for the Performance Appraisal of a Student
Self-governing Society at Christ’s College Taipei

5.5 44 ARF T 4B EL e
Procedure of Appointing and Hiring of Extracurricular Advisor for Student
Society at Christ’s College Taipei

56 L MAFER T §HErES
Procedure of Advising Departmental Society at Christ’s College Taipei

5.7 1M AFFREFIAABMBEER G AT T IES
Implementation Procedure of Providing Financial Assistance to
Student-Society Activities at Christ’s College Taipei
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5.8 4 # AR F T 4 A B HForik + LR
Rules of Using Offices of Student Societies at Christ’s College Taipei

6 AR -
Flowchart:
6.1 F4ABEdFEinmsn [nieh- ]
Refer to “Flowchart 17 for the administration process of Student-Society
Activities.
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g4 A EEH ? I ;% #% B8] The administration process of Student-Society Activities Flowchart

[czE- )

tb RS W i

AR

Ak

Responsible Unit Process Steps Related Document
FArugrzv rirEtg
g 2 AL WS & i Er2
=7 LALE CER EE S So
Student Societies ¥4 dAAEEIE 4 AW
(or Clubs) Applying for FF P (X 72
‘ the Student FAABMERLT AR S%
FFLAE Societies i%
g 2R Wi RFEIH2 TR
Student Societies k)l
(or Clubs) FAMBARFEIETFF S
Extracurricular v a0l
Advisor £ 4 50 E Guidelines for Applying for the
Operation —(;f Stﬁdent Societies Establishment of a Student
L84 HE P Self-governing Society
g .
B 55 Advisement Procedure of
Student Societies v Student-Society Activities
g)):tr?(:ll?rizcular F2AE ;3’—‘5"{; Rules for the Performance
Advisor Performance Apprglsal of a Appraisal of a Student
SAO Student Self-governing Society Self-governing Society
5 53 ke Procedure of Appointing and
SAO Hiring of Extracurricular Advisor

SR R0 3

Student Societies Rewards

for Student Society at Christ’s
College Taipei

Implementation Procedure of
Providing Financial Assistance to
Student-Society Activities

Implementation Rules for the
Performance Appraisal of a
Student Self-governing Society

Implementation Rules for the
Performance Appraisal of a
Student Self-governing Society
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LR L

Residence Life Counseling Procedure

1

2

v
Applicable Scope:
M 2E A o

The Procedure applies to all students of Christ’s College Taipei

TE AR
Operating Procedure:

21 FAOGER  ARIEISAFRTL I BRRFL F &P
EEMEREEE T

430 o

T RAS L VWA EYR R A

-EH

Management of Student Residence: In order to achieve the objective of
campus residence life education for all students, promote each student’s
own management of neat dormitory conditions, establish group harmony,
and cultivate students’ excellence in building daily Residence Life habits,
the room and board for all students at Christ’s College Taipei shall be
administered according to following processes.

2.1.1 Aamc:

Residence (Boarding)

2.1.1.1

2.1.1.2

2.1.1.3

2.1.1.4

ARGBEFAPE s o EEMLIFELS R
oA AL A E M 2R - i
To encourage students to have more time for diligent
study and cultivate community residence skills, all
students must live on campus according to the
College’s founding philosophy and education system.
WA BERTHLAFY > P o & AR
PIABFRE RAFBRE K FEA .
Each residence student must pay the residence fee in
full during registration according to the regulation and,
thereafter, report to Student Affairs and Ministries
Office for the assignment of a bed site and dormitory
room before moving into the assigned dormitory room.
LFE2RALEE St S 2{riB il
ENCE: 3 o;f,\a‘&li'—':liu—mw]ii@i EIMEARAE SR R
agg_rgﬂl»‘g ThE  yEE g HiF o
Collectively, all residence students must show mutual
respect, take good care of public facility, equipment
and furniture, and build/ maintain a harmonic and quiet
residence environment. To provide students excellent
leisure relaxation and fellowship in the Common
Recreation Room, the rules of “Use Procedure of the
Common Recreation Room in Student Dormitory” shall
be implemented.
ERCICIEE ~&w&ﬁ»m%fﬁﬂmkgﬁﬁ
3l J % %f T* Fu 2> 7"-‘75357_1 °
The assignment of dormitory room and bed site to each
student shall be processed on the basis of “Management
Procedure of Student Dormitory” and the public
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2.1.2

2.1.1.5

2.1.1.6

2.1.1.7

e

announcement of the Student Affairs and Ministries
Office.

A FEgdirm s RSk 784
BA P - EARR AR PRI

Every residence student must remove all of his/her
personal belongings from the dormitory before leaving
the College at the end of each academic year; and all
items, which have been left behind, will be disposed by
the College as trash.
ABARAFEF S RFEFRT BEMAE  £B32
BB TEIHARKERI R, -

When a residence student moves into the assigned
dormitory room, he/she must agree to maintain the
conditions of all existing dormitory properties by
signing a completed “Agreement to Manage Dormitory
Facility and Equipment”.

g4 %“}”‘é BB FBAFEY Ak & Tk
DG PR B0 (LA AFTRR SR
By kg e

Should a student need to stay in the dormitory during
summer or winter break due to personal circumstance,
he/she must apply for campus residence by completing
a “Request Form for Boarding in Student Dormitory
during Winter or Summer Break™ according to the
“Management Procedure of Student Dormitory during
Vacation Periods”.

Dormitory Management:

2.1.2.1

2.1.2.2

2.1.2.3

2.1.2.4

FAGeEm kR THA 5L AR, yHL
The student dormitories shall be managed accordlng to
the “Management Procedure of Student Dormitory”
§4@g$ o A At EHERER Tad
i3 E' fz’L—Eij ’ Fﬁpﬁ 1\}12‘)%@&'}41‘\%1 A b o
For the maintenance or repair of student dormitories,
the concerned residence student or his/her Residence
Life Counselorshall submit the completed “Request for
the Maintenance or Repair of Student Dormitory” to
General Affairs Office for maintenance or repair by
campus mechanics or an external contractor.
L3 /Fﬁfﬂ’ﬁ\-ﬁ"f}? Eﬁ%g‘”lq‘lﬂf”/ﬂ
——fx.’rw" ° T%‘?iiqkﬁ’rﬁﬂﬁgﬁm,ﬂ%‘ﬁ"
The cleaning and maintenance of each dormitory room
shall be organized by the room leader; and the each
roommate shall be assigned cleaning task(s) by the
leader. The “Procedure of Advising Students on the
Cleaning and Tidying of Student Dormitory” shall be
implemented accordingly.
p&&§4§”ﬂ‘ﬁw T L2FTRITER
TREEE, RF
The “Management Procedure of the Use of Resource
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2.1.3

2.1.2.5

2.1.2.6

9%

Exchange Room at Dormitory of Christ’s College
Taipei” shall be administered in order to encourage
students to learn sharing resources.

B mefsdps ki gm Tda - 3
g4 xaéf‘f(/ﬁ‘dlé Ry 2 f%_ﬂ“&%"%?l‘”‘%‘f 4
i @ 7k 48 ”E’ P JH" °

The “Use Procedure of Microwave Oven in Student
Dormitory of Christ’s College Taipei” and
“Management Procedure of Refrigerator in Student
Dormitory of Christ’s College Taipei” shall be
administered in order to provide students access to
microwave ovens and refrigerators in student
dormitory.

AEHPAE RN FAED THLAMPER L
2T asdgpamprd | » T RE LT RE FRA
T RERHLR & -

At the end of each academic semester, all students shall
be requested to complete “Opinion Survey of
Dormitory Hardware” and “Questionnaire on Student’s
Overall Dormitory Life”; and the analyses result of
surveys and questionnaires shall be reported to
“Strategy Planning Committee” of the College.

Withdrawal from Dormitory Residence

2.1.3.1

2.1.3.2

2.1.3.3

[N " j\ﬁ‘aféﬁf—l IQE’FW%EJJ r-'r/\FL"] Z_— >
& %iééx A FHLRE o BT yRLiTE e
When a resident student violates one of stipulated
conditions of “Management Procedure of Student
Dormitory”, applies for the status of day-school student
or petitions for withdrawal from the College, he/she
must start the withdrawal process from the dormitory
gL FHd B ERTY ;F’QIEI PR
BOogy27y @Rgiain ThIFI% 92,
g
When a student meets one of the criteria for withdrawal
from the dormitory and his/her application has been
approved by the College, the residence fee shall be
refunded to him/her according to the calculation
method in the “Refund Procedure for Suspension,
Withdraw or Expulsion” of Academic Affairs Chapter
section.
GAFEEHA T EH Y AFARE BT
BB BIMA L@ EIFE e of 2 E RS
?L\ ‘:«'\'/FLI%T)E}E'EE? }%';ﬁp ﬁ‘#fﬁ@%i\“ﬂ ﬁj@
PR £ 0 B S AeF o DA KA o @
EP PRAR st 2R TR K ff\* TR IR ¥ g
L
When withdrawing from the dormitory either in the
middle of an academic semester or at the end of an
academic year, each student must turn in all properties,
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with the exception of consumable goods, in the dorm
room prior to registering the withdrawal from the
dormitory. If any property has been missing or
damaged, or the student fails to clean the dorm room to
its original condition at the beginning of the academic
year, he/she must restore the property and dorm room
to their original conditions by the deadline set forth by
the College. In the event that the student fails to do so
or choses to pay for the restoration cost, the cost of
restoring the property and/or dorm room shall be
deducted from the security deposit; and, when the cost
is higher than the security deposit, he/she must pay the
difference. When the student does not restore the
property or dorm room before the deadline or the
security deposit is less than the restoration cost, his/her
parent(s) shall be notified for payment accordingly
based on the regulation.

22 B3 RPAMBEHFE LT BEIRRI BT Y AR Eh2

E o

System of Caring and Counseling of Students on Campus:

22.1

2.2.2

2.2.3

2.2.4

FAgerud §L54 3 2@ EREELEMIT 2r1d §
e EE 2 ERE RAR THfrrel, ~ THEFEHARS
Wl ~ &2 TEEEIP 7o

The caring and counseling of students in the dormitories shall be
managed by male and female Residence Life Counselors separately
on gender basis; the Academic Advisors of each academic class
shall provide academic and career consultation in accordance with
regulations of “Academic Advisor Procedure and Policy”, “Rules
of Implementing the Policy and System of Academic Advisor at
Christ’s College Taipei” and “Academic Advisor Manual”.

MR B A3 E s kAT A ENEE Sl
HE R ERE REELREENEELEE B2 B hk Fb
I SAR

Caring Network: The academic-class Academic Advisors, Major
Chairs, Department Chairs, Resident Counselor, part-time
Psychological Counselors, Student Affairs and Ministries Office,
Seniors with dorm-room leadership responsibly and resident
students shall form peer groups.

g4 TARFE, NI E- 2REEF > E2F T2 BN E L
FIREE 0 Td L EBEE R RURR B W

For students’ “Career Counseling”, the “Lecture Series of Career
Counseling” shall be conducted when all students are attending
Monday meeting every week.

ALRHS GRS TTBAP IR E T e IFEP
AERER LRI R AR EER T e T LAY EE

LulBr g LB R R F ) EBE o2 S 4 R
AEYIIEFER - FED A FAH TR E o
Communication Forum and Meeting: In addition to the
once-a-semester forum attended by student leadership and SAO
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2.2.5

2.2.6

2.2.7

Dean and semi-semester Academic Advisors meetings, the weekly
internal Academic-Affairs meetings, the monthly discussion
meetings attended by Residence Life Counselors and dorm-room
leaders, the monthly dorm meetings attended by resident students
and Residence Life Counselors for men and women separately and
the monthly SAO Dean’s meeting with all resident students shall be
conducted according to the regulation.

Hlietr  FE O Eesr 2 R ER s e
BixthE ko

Records of Counseling Appointments: The records of Academic
Advisors’ counseling services and Residence Life Counselors’
counseling services shall be safe kept in the file system of Student
Affairs and Ministries Office.

IR TSCEE N FEEE EREE EEE SRR I i
BTG REF b, o SHORNED R - M RE R
RA @ iE A ms HEm o Bk i e
Students under special conditions or with special needs: They
include students who have failed morality/conduct assessment and
been referred to on-campus Psychological Counselor according to
the rules of “Procedure of Academic Probation”.
%%Gﬁﬂﬁﬁﬁﬁﬂﬁmﬁﬁii%ﬁ%ﬁi%ﬁﬁﬁ%ﬁ
PR STEEER R A B o i SR

Need of referral to off-campus medical treatment or external
consultative institutions: Residence Life Counselor must submit
the completed “Referral-Letter Form” to the campus part-time
Psychological Counselor in order to make arrangement to be
treated at an appropriate external healthcare agency and contact
his/her parent(s).

2.3 BABEIEE ARSI RAGIRLF TR BB S AR
& T S ARR FEIL o
Procedure for Student’s Reward and Reprimand:  Students of the College
shall be rewarded or reprimanded on the basis of their factual behaviors
according to following process.

2.3.1

2.3.2

LS80 RS ¥ BT ONE TR DT AR Sy
LR o

Awards issued by the College are categorized as Commendation,
Minor Merit, Major Merit, Special Commendation (e.g., Honor
Leave of Absence) and Award Certificate or Award Money...etc.

MR A R E L L B TRBE R RF (R
ERAHE) PLIFARERRR AR TR
PER IRy >~ TEAGREREE, ~ TR G
Bypky ~ AT, HiEL o

Reprimands issued by the College are categorized as Warning,
Minor Demerit, Major Demerit, Academic Probation, Short-term
Suspension (with counseling provisions), Forced Withdrawal, and
Academic-Record Deletion...etc., shall be administered according
to the regulations of “Administration Policy on Students with

99 ¢

Failing Morality Standing”, “Procedure of Administering
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2.3.3

2.3.4

2.3.5

2.3.6

Academic Probation”, “Procedure of Administering Short-term
Suspension” and “Student’s Withdraw from Christ’s College
Taipei”.

AR DG TES R AL - F S R

When the behavior of a student is cited on the basis of one of the

stipulated conditions in the “Procedure for Student’s Reward and

Reprimand”, he/she shall be awarded or reprimanded accordingly.

FABERE  JMEBRA 2 -KPRE =0 397 282 0 &

3F r%?i}%4§¢§ﬁg 4 'f\p@%{ﬁ_}jrﬁim o

For the reward or reprimand of any student, the relevant faculty

member(s) and staff member(s) or the responsible department/unit

can make recommendation by submitting a completed

“Recommendation Form for Student’s Reward and Reprimand” in

accordance with the regulation of “Procedure for Student’s Reward

and Reprimand”

REREFAL B R MR PTG e

The original reprimand(s) of a student remain(s) effective even

after his/her return to the College upon completing a suspension.

B4 2 EEEIEALR 0 BT F|FER PR

The process of a student’s reprimand shall be administered

according to following methods:

2.3.6.1 - EHEEd i aJLE o2 o T w8
AAA S EE 2 ERER A RE -

All award or reprimand results shall be centrally
administered and publically announced by the Student
Affairs and Ministries Office; and, the concerned
students as well as their Academic Advisors, Residence
Life Counselors and parents shall be notified
immediately

2.3.6.2 EpElH S EL LI ERLPER L
e “;@iﬁ'*& ¥roEfe o2 o
All Commendations, Minor Merits, Warnings and
Minor Demerits shall be approved by Dean of Student
Affairs Office (“SAQO”)prior to being announced
publically; and, all Major Merits and Major Demerits
shall be further approved by the President prior to
making a public announcement.

2363 FAXTRzEF I HRE -BLIF F’H “* %‘%
2R 0 A Bk G o B bk %
FRELEY FATRLR § e -

When a student disputes the reprimand of Academic
Probation, Shot-term Suspension, Forced Withdrawal
or Expulsion with deletion of academic record, he/she
shall have the right to submit to Student Affairs and
Ministries Office a written appeal petition requesting
the President to re-evaluate the case by convening a
Student Appeals Council meeting.

2.3.6.4 H2EEIZZ %% EL LR B R PiEM
- B=d & frguil o ?"\v»

The student’s parent(s) shall be notified by Dean of
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Student Affairs and Ministries Offices the result of a
student’s reward or reprimand, such as Warning,
Commendation, Minor Merit or Minor Demerit.

2365 FEAHRFEF LR S fRELE
PITEAA g o XA A E S ABAE S KA
MARZIR TR E g TFL2IR %7 F2 M
LR A A
When a student’s behavior triggers the mechanism for a
major reward or reprimand, the Dean of Student Affairs
and Ministries Office shall report the event to the
President to convene a Discipline Committee meeting
and notify the student’s respective department chair,
Major chair, Academic Advisor and other related
personnel to attend the meeting; and the student shall
be invited to the meeting in order to provide him/her an
opportunity to explain the case and/or defend
himself/herself.

2.3.6.6 Mz AT fEa i fPiy FF 2d 0¥
s R X IASAE o
The written decision of a reward or reprimand must
state, in detail, the main subject event, all facts,
reason(s), timeframe and the decision-making
organization that has handed down the decision.

24 BAEGFSGFE I BABRGFIPARAD Z R EFAE T A
Bk~ BEEESE A R o kT A ITEARR L o
Procedure of Administering Student’s Conduct Grade: The review and
appraisal of a student’s conduct shall be administered on the basis of six
major items, i.e., Morality, Personal Hygiene and Cleanness, Life, Behavior
Manner, Diligence or Laziness and Award or Reprimand, according to
following operation processes.

24.1

2.4.2

2.4.3

24.4

B2 P ERETF2LAL 52 BETERE -

When a student’s behavior meets one or more of reward or
reprimand criteria, the student shall be subjected to the process of
“Procedure for Student’s Reward and Reprimand”.
FAgESHETL o AR TEARESE TN, Y
The assessment of a student’s conduct grade shall be administered
and calculated according to “Evaluation Procedure for Student’s
Conduct”.

FAJFFIFLIPFTHNZ LaARATL kAR TEAHEFS
The review information of each student’s conduct grade and the
assessments of each of six major items shall be administered
according to “Evaluation Procedure for Student’s Conduct”.
FARELP o SRl SRR AR R E 0 H
R VLSRR R R E ST EF R L
it

For the assessment of each student’s conduct, his/her Academic
Advisor shall be responsible for making remarks and record the
initial appraisal for each student of the same class level. Before
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2.4.5

2.4.6

24.7

the end of each academic semester, the Academic Advisors shall

submit to Student Affairs and Ministries Office the completed

conduct grading forms.

BAKRGFIFENL LS A ARIE A 72 Gy

FHIE o

One of the six (6) grade levels shall be given to each student

according to “Procedure of Grading Student’s Conduct at Christ’s

College Taipei”.

() $HEAFRIE L LFPHESFTIBEF T2

L Hc o

The accumulative conduct grade for each graduating student or

lower-class student shall be the average of his/her GPAs in conduct

for all academic semesters.

FAFEFLHTT 0 BT IR FHL

The appraisal of a student’s conduct shall be administered

according to following process.

2.4.7.1 FEEF 2 REEER RRT j*ul PELEZ G Mesr
T T IEL o
The Academic Advisor and Resident Life Counselor of
a student shall grade him/her according to daily
observations of him/her and the relevant comments on
his/her everyday conduct.

2.4.7.2 BitrTd X prRg 2 Rl TN R ~ il
Erg b WAt AR o
The Student Affairs and Ministries Office shall
regularly post the records of students’ worship absences,
commendations and reprimands on the campus
bulletins.

2473 THEAIJEIGFLL g WP R Fibes FEF
R L Y T L
AR RUEB T T NEF R RE
¥ o
“Evaluation Form for Grading Student Conduct” shall
be distributed by Student Affairs and Ministries Office
to Academic Advisors and Resident Life Counselors;
and, after completing the forms for each student, they
shall be submitted to SAO to be compiled and calculate
each’s cumulative grades in conduct. Thereafter they
shall be submitted to Academic Affairs Office for their
verification reviews, and, then, the President for
approvals.

2474 BAFFELIEd KA TELIEH L g0
H idmwgpdk » 23 2w o
A student’s cumulative grade of conduct shall be
entered into his/her “Student Semester Report Card” in
order to notify his/her parent(s); however, the grade is
not made public.

2475 B4 37 HFEL5(95100) 0 BB LY o
Students, who have achieved the extraordinary grade,
i.e., 95 to 100%, shall be publically commended.
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25 F23

2476 BAFIHATEDTEETIE 0 TRBE s
22 TEHEFEH,; > ABEELESIN > » F il
HAAEAE -

Any student, who needs to review and verify their
conduct grades of preceding semester, shall request for
verification review at Student Affairs and Ministries
Office within 2 weeks from the beginning of each
academic semester according to the “Academic Affairs
Calendar”

T E

Procedure of Student’s Leave of Absence

25.1

2.5.2

2.5.3

25.4

255

ACE A FE R R AR AL B R R ke e
FlAR s 2HEL A58 R FFRA —r]',%’/-\"% b PR R
R R TE A AFTRE 2 I RGP FLyRs, o
When a student cannot attend the mandatory events, such as
meetings, activities, classes or exams due to personal reasons,
he/she must apply for Student’s Leave of Absence because Christ’s
College Taipei is a boarding school for all students. Therefore a
student must apply for Student’s Leave of Absence on the basis of
personal reasons according to “Management Procedure of
Student’s Entering and Exiting the Campus of Christ’s College
Taipei”. However, during allowed periods for exiting campus
according to the regulation, there is no need to apply for Leave of
Absence.
§4L|E,\Av\ Bdots B84BT o rfﬁ/\gv_{J ri-‘fﬁiJ
FE@"J R FE "HER, TEREEB, THREE, 2 Tk
By, T, o
Categories of Student’s Leaves of Absence are as follows: Ifa
student needs to exit the campus because of various reasons, such
as “Personal Reason”, “Illness”, “Death in Family”, or “Official
Affairs”, ...etc., he/she must apply for “Academic Leave”,
“Gathering Leave of Absence”, “Examination Leave of Absence”,
“Campus Leave” and/or “Official Leave of Absence”
%4111E‘§—IF,\F‘3;E7F\—%"lzi}irgﬂpﬁuﬁ,\*ﬁ,ﬁ P AN
ﬁ FEE o
When a student applies for a leave of absence for two days or more,
he/she shall initiate the process, in person, at Residence Life
Counselor’s Room according to the “Rules of Students’ Leave of
Absence”.
%iew%ﬁ—%ulﬁ(i%w@%f%i%ﬁ%mmﬁ%
BH o FEBRyES FIEE o
When a student applies for a leave of absence for three days or
more, he/she shall submit the completed “Request Form of
Student’s Leave of Absence for More Than Three (3) Days” to
Student Affairs and Ministries Office according to “Rules of
Students’ Leave of Absence”.
%‘f‘ﬂle"i-;}—&-vj.lf} dr ,;% T%‘f‘ﬂl;}—&-g 2 »Iri-g_ﬁ @_?‘3’ I—,-FLE_J
dre FF % | DIEIRYES F PR
When a student applies for special Ieave of absence, he/she shall
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2.5.6

2.5.7

3 #HAlEE

initiate the process, in person, at Student Affairs and Ministries
Office by submitting a completed “Special Request Form for
Leaving Campus Ground” according to “Regulation for Leaving
Campus Ground by Students of Christ’s College Taipei”.

wE s 4 TR Y &R Y el gy T2
Frulh R g FEBMED BB Tr & s g
%_ TRREEEAIE- 25 s AN o= LIESNE

When a senior applies for special leave of absence because of
off-campus TOEFL study or the application for professional
certifications, he/she shall initiate the process, in person, at Student
Affairs and Ministries Office by submitting a completed “Special
Request Form for Leaving Campus Ground by Senior” according
to “Regulation for Leaving Campus Ground by Students of Christ’s
College Taipei”.

BAAR ARG i TR RAEFRTFERMN, > e 2
R

When a student cannot attend gatherings, he/she must contact the
Residence Life Counselor and request for a leave of absence
according to “Rules of Religious Life Education Leave of
Absence”.

Essential Elements of Control
31 F2amgpm:
Management of Student Residence:

3.1.1

3.1.2

3.1.3

3.1.4

3.1.5

3.1.6

LRSI REBE DA 2R 2 L

Whether the assignment of dormitory room and bed site to each

student has been processed according to the public announcement

of the Student Affairs and Ministries Office and related standards.

FAReB8 L FRATERSFHL -

Whether the repair and maintenance of student dormitories have

been administered according to the regulation.

HFEL8E L FyHLY A58 & LHgRAEs -

Whether the students, who apply for withdrawal from dormitory

residence, also apply for commuting-student status or start the

withdraw process from the College.

ARE2 IR 3F7 AT R EATRTRFIRIF R,

iR

Whether the residence fee has been refunded to a student who has

been approved to withdraw from the College according to the

calculation method in the “Refund Procedure for Suspension,

Withdraw or Expulsion” of Academic Affairs Chapter section.

A EYY I F e F ) L FRIBTMA o

When withdrawing from the dormltory either in the middle of an

academic semester or at the end of an academic year, whether each

student has turned in all properties.

A2 v &Y I FEL R TFERE 4o 3 RS A
/F/%Tﬁ}%'j’K@ﬁT%?*AE "E?m'ﬁ Ld’ﬂ\iﬂ*iﬁi
B R o
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3.2

3.3

3.4

3.5

When withdrawing from the dormitory either in the middle of an
academic semester or at the end of an academic year and if any
property has been damaged or the student fails to clean the dorm
room to its original condition at the beginning of the academic year,
whether the event has been administered by the College according
to process of “Agreement to Manage Dormitory Facility and
Equipment”.

B4 BRI E kAL

System of Caring and Counseling of Students on Campus:

3.21 EFRPEMFLLBFSEULER -
Whether the communication forums and meetings have been
convened according to the schedules.

322 FHEAZFERAFL > ATOHGE > FHEF B E

RREp %\EEF /f_ﬁ'f,,,,'aéo

Whether each student under special conditions or with special
needs has been referred to an on-campus Psychological Counselor
for counseling appointments; and whether Academic Advisor,
Major Chair, Department Chair and parents have been contacted
for close communication and assistance.

323 1 Z&ENNEL > A FTHEBEANE > T woRE S EFR
'2 JEis E’xg
Whether each student under special conditions or with special
needs has been referred to an on-campus Psychological Counselor
by completing a required “Referral-Letter Form” first; and whether
his/her parent(s) and Academic Advisor (or Major Chair) have
been contacted for follow-up caring and counseling.

324 %2k FHMIRZFE LT LA ii@v & *:T‘*
Whether the students who participate in peer-caring programs have
been encouraged and provided with training

3.2.5 #&p ﬂﬂ?‘%#ﬁ BEEFE el 2 L 4 R E TP o (T T A
mlg Lo
Whether the communication and support system among counseling
faculty members have been unimpeded; and “Intellectual
Attainment” has been conducted.

$IEETE LB R AR T AREE 0 &

FERKAE UFRET P2 FUFL PmAn  ~T SRR -

TR RA,E2 TERBERA, -

Procedure for Student’s Reward and Reprimand: Whether the reward and

reprimand of a student have been administered according to the required

process to maintain student’s fundamental rights and interests, retain order

on campus, and achieve the goals of education, with special emphasis on

“Principle of Clarity”, “Principle of Definiteness”, “Principle of Equality”

and “Principle of Panel Reviews”

FAFFFTE B2 FFIHELT RIS FPHL -

Procedure of Administering Student’s Conduct Grade: Whether the

students’ conduct grades have been administered according to the required

process.

FA5BivE 4 5847 RAER L -

Procedure of Student’s Leave of Absence: Whether students’ leaves of

absence have been administered according to the required process.
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3.6 F4YFEELIWL
Whether the students’ appeal conduit has been freely accessible.

B7 4 Ak E GG FREERENTON T K 0 AL HE R
£ e E it FAE Gl oo MR R XL TF > & A
E 4e 1Y gyﬁ‘ ;g. °
When any student whose mid-term, cumulative conduct grade is below 70
points, whether he/she as well as his/her Academic Advisor and parent(s)
have received either verbal notices or written notification letters to prevent
any further decrease in his/her conduct grade; and whether the student has
been provided with counseling services.

4 r L H
Applicable Forms:
41 B2 iawm ey
Roster of Boarding Students
42 BAmaRAkERr E
Agreement to Manage Dormitory Facility and Equipment
4.3 wmeAaEizgY G H
Request for the Maintenance or Repair of Student Dormitory
4.4 FHEP Y EE
Request Form of Student’s Leave of Absence
45 2t gpHE
Request Form of Student’s Leave of Absence for More Than Three (3) Days
4.6 Fueh e o4
Special Request Form for Leaving Campus Ground
47 w EsgEwh Y g4
Special Request Form for Leaving Campus Ground by Senior
4.8 {3 FEPIRFL(F L] )Y F
Request Form of Leaving Campus Ground for Off-campus Work Study and
Training Class
4.9 ek H
Withdrawal Process from the College Form
41058 4 LR E
Report Form of Student Award or Reprimand
A115 3 pjE o8 (2 55
Notification of Student Award or Reprimand (Triplicated Form)
4128 2 Fe (7774
Evaluation Form for Grading Student Conduct
41384 2 wH (S HFLH)
Student Academic Semester Report Card (including Morality Score)
4,14 H H
Referral-Letter Form
4154 * A FFE R BAFY F4
Management Procedure of Student Dormitory during Winter and Summer
Breaks at Christ’s College Taipei
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5 RypE AR 2 2
Basis and Related Documents

51

52

5.3

54

55

5.6

5.7

5.8

5.9

IS LT PR EX

Management Procedure of Student Dormitory of Christ’s College Taipei
BRI 2 B

Procedure for Student’s Reward and Reprimand at Christ’s College Taipei
Rl N R A b Eart

Procedure of Grading Student’s Conduct at Christ’s College Taipei
AT IR 2GRN

Rules of Students’ Leave of Absence at Christ’s College Taipei

T AEFRE A bR

Regulation for Leaving Campus Ground by Students of Christ’s College
Taipei

T AEFRT K FRT B

Rules of Religious Life Education Leave of Absence at Christ’s College
Taipei

AR E KR TRIFEIF RS,

Refund Procedure for Suspension, Withdraw or Expulsion at Christ’s
College Taipei

A AR F R E R EE T o R

Rules of Implementing the Policy and System of Academic Advisor at
Christ’s College Taipei

THAREREAEFL 2 2 RIS

Christ’s College Administration Policy on Students with Failing
Morality/Conduct Standing

5104 A AEF g4 FHRRF %2

Procedure of Administering Academic Probation of Christ’s College Taipei

5.114 #* &K 5 g 4 35 02

Procedure of Student’s Withdraw from Christ’s College Taipei

5.124 # AR F G 4 F & KRN Eres

Procedure of Advising Students on the Cleaning and Tidying of Student
Dormitory of Christ’s College Taipei

S.A3 LM AREMBEFTRAT R Y FF Ry

Management Procedure of the Use of Resource Exchange Room at
Dormitory of Christ’s College Taipei

5.14 4 # AR FRE 4 % &Mk it * 2p

Use Procedure of Microwave Oven in Student Dormitory of Christ’s
College Taipei

SAS5L M AR FRE 2 F £k p LR

Management Procedure of Refrigerator in Student Dormitory of Christ’s
College Taipei

5.16 4 KEF S 4 3£ 2inhit ¥ PR

Use Procedure of Common Recreation Room in Student Dormitory of
Christ’s College Taipei
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B EE

Counseling and Guidance Procedure

R

Applicable Scope:
AR 2 o
The Procedure applies to all students of Christ’s College Taipei.

2 TERE

Operating Procedure:
2.1 FE W EIRIEPF o
Contents of Counseling and Guidance Services

211

2.1.2

2.1.3

2.1.4

BUlEp N E A Bue TR AEH G FERAE - R
e 2 o R EBEEF o T ENER TR R0 2 .
Individual Counseling: The College offers individual counseling
service to every student, who is facing interpersonal relationship
difficulty, emotional problems, adjustment trouble at the
College...etc., in order to assist him/her to discuss the source(s) of
the problem(s) and the means to solve it(them).
2111 TERBF 254 AT ZRIFEFY
B AR TTREFAE, R
Every student on “Campus Probation” must meet with a
counselor at minimum once every two weeks for
counseling and guidance in order to implement the
rules of “Procedure of Campus Probation”.
2112 E2¥5F2vpik RIAEFEEFEFT e X
2 TEoERE, o
Each graduating student can take initiative to request
for “Employment Counseling and Guidance Services”
with a part-time Counselor for a minimum of one time.
B AER - MEO AP RE  F A R RS
d B SR o FfEp AEE APl
Group Counseling Session:  In the event of group counseling
session, a counselor shall meet with a group of students on regular
basis to discuss a special topic in order to provide students the
group experience and the understanding of interpersonal
relationships.
ARG E A H A EEEZFS S REPE TN FHA
KABEFBOT NS w0 R F L RS i e
Career Counseling:  The College shall provide each of the
students, who may face a dilemma in choosing a career, the related
information and counseling in order to discuss the direction of
future career development and assist him/her to make an
appropriate decision.
RIFRGFEE ke s AR A R I PR RS LRSS R

252 o
Testing and the Interpretation of Result:  The test results of a
student’s aptitudes, interests and personality shall help him/her to

objectively understand himself/herself. ~ The tests can be
219



administered individually or in group; and the results can be
interoperated accordingly. The consequent counseling result of
each student should be provided individually during a follow-up
counseling session.

22 FpWHES cHHFTI BERREFNE -
The counseling sessions at Counseling and Guidance Center shall be
administered to students according to the chronologic sequence of receiving
the request cases for counseling and guidance services.

2.2.1

2.2.2

2.2.3

2.2.4

2.2.5

TREARN R TETRERAL, TRZ 5L 2 HS
N RBHPFRLI - A2 B 20 EA R
R A 2

Referral of a Student on Probation: According to the rules of
“Campus Probation”, a list of students on Campus Probation shall
be arranged by the Students Affairs Office-for the arrangement of
six or more counseling sessions for each student. The brief
description of the counseling results shall be reported to the
Students Affairs Office after the student completes a set of
counseling sessions.

THREIWN R TETREGRE, TRESEL LH
Bitdh i > f FXAPRYPFF LS - A2 @k > ¥
RS RE > BB AT v RE e

Referral of a Student on Probation:  According to the rules of
“Campus Probation”, a list of students on Campus Probation shall
be transferred by the Academic Affairs Office to Counseling Office
for the arrangement of six or more counseling sessions for each
student. The brief description of the counseling results shall be
reported to the Academic Affairs Office after the student completes
a set of counseling sessions.

ALY TEE EER L AT SR TE ENE § 1
WEFERE AR o

Non-referral Counseling Case: A student can take initiative to
complete the “Request for Counseling Interview” in order to
arrange a counseling session with the counselor.
THEHBETR o AR R R FEHBRTRR
Pkt g 2 THBFEEEL, T HHE B

Record of individual counseling information:  The counselor must
record the case information of each student on the “Counseling
Record Form” and “Counseling Registration Form”; and file them
at Students Affairs Office.

NP EEDBEE EBAEFEAEDLIBIRE YT R
FWEBRNL, 58

Statistical analysis of the Volume of Individual Counseling Cases
in each Academic Semester: The faculty member of Counseling
Office shall analyze the total number of individual counseling cases;
and the “Counseling Cases Statistics Table” shall be compiled and
stored at Students Affairs Office.
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3 HHlE R

4

Essential Elements of Control
1 #p ﬂrﬁéﬁ-l T

Counseling and Guidance Services:

311 FHEREFAZHE  vHEED A TR TEL TFREF Y
Brrz tRY R RGNV TLE Y AL -
Whether the counseling result on a student of Campus Probation
has been reported to Academic Affairs Office after he/she
completes the counseling service; and whether the result can be
used to support the deletion of his/her name from the list of
“Campus Probation” students after the recommendation for
deletion has been reported by the Discipline Committee meeting.

312 FoiEFEdid LI FS&BETR TGt 2 T
B R
Whether the case information of each student has been recorded in
the “Counseling Record Form” and “Counseling Registration Form”
after the counseling session with counseling faculty member.

313 a8 PRI AR R ERII ARG EZL AR
TREFH
The faculty member(s) of Students Affairs Office has (have)
analyzed the total number of individual counseling cases; and the
“Counseling Cases Statistics Table” has been be compiled and
stored at Counseling Office.

o L H
Applicable Form:
4.1 #AH

Counseling Referral Form
Y Gk

Request for Counseling Service
S o

Counseling Record Form

X RE

Counseling Registration Form

g E ApM v 2
Basis and Related Documents:

The Psychological and Spiritual Center of Academic Affairs Rules and
Regulations at Christ’s College Taipei

5.2 44 RFERE L FIREF I

Christ’s College Taipei Procedure of Campus Probation
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Operating Procedure of Physical Education and Healthcare

1o

Applicable Scope:

ARMT 2 B2 Rz e il TRERAIDER AR

All operations pertinent to physical education and Healthcare Office (the “HCO”)
shall be administered according to the Procedure.

2 fTEARR

Operating Process:
21 Wy irE
Physical Education Operation:
211 FREDBASFETWT EPEE

2.1.2

2.1.3

2.1.4

The physical-education activities shall be managed by Student

Affairs Office (“SAQO”) of the College.

B R

Physical education curriculum:

2121 BFHRP I ARAENRGEL A - 3L FFHHT
i3 R8T AR ﬁrrf‘%ﬁ?ﬁc BAT 2 > drat B3 ¥
E LR R | EAT IR PE @*W%O<EW?$;§
[ A - A
Physical education course requirement: Each
Freshman, Sophomore or Junior must take a physical
education course every academic semester; and if one
misses a physical-education course in a semester,
he/she must make up the shortage timely.  Should a
student fail to make up the shortage when the extended
education period end, he/she shall be forced to
withdraw from the College. When a Senior takes a
physical-education course as a selective course, it is
worth one credit hour.

2122 AEFIP RHARTEIHTIEI EyEE  F% o
Grading physical education performance shall be
administered according to Appraisal Procedure of
Student’s Physical Education Performance of Christ’s
College Taipei.

R F oL

Management of Sports Facilities:

ArREBG e GEARE S ‘?I A1z HE AMBIEF AP

EH 2R LA o Y i * o AL Fgg~ £ RP

EL SR

The College’s sports facilities are mainly provided for the uses of

the College’s students, faculty members, staff members, labor

workers and their immediate family members who are engaged in
sports-related professions. The usages of stadium shall be
administered according to “Procedure of the Usage of Stadium” at

Christ’s College Taipei.

i AR A

Sports Activities and Competitions:
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2141 @Ehg i ppiERG s ApEEREgER T
Box g RRFRAR  BYRER g KU REE
MR 7B PRI o
Sports Day:  With the exception of special situations,
the “Rules of Sports Day and Competitions” for the
annual sports conference shall be passed by College
Affairs meeting and approved by the President every
year before it is initiated.

2142 =FE5-FHEFS I - AIRGIRF o d Kypl
PR TS AR 0 MR P YRR
Two to Three competitive ball games shall be
conducted in the second semester of every academic
year; and the rules of the gams shall be prepared by the
responsible unit and approved by the President prior to
convening the games.

2143 EHALAEFF - ORKFEECEAAME - PR
i = R R
The leading responsible unit and related unit(s) shall
prepare for the security and medical emergency
measures and the group insurance matters when
convening each sports competition.

2.2 Fd EgEivE
Healthcare Operation:
221 *REBAf FHELIITEIE
The SAO of the College shall be responsible for the management
of healthcare operation.
222 FAREKEL  SRFFARERIT S E R Y Wi
o TR FE RS MHEF 2 EE kT A TR PHL o
Student Health Examination: The following operating process
shall be administered in order to understand each student’s health
conditions, detect disease(s) and physical defects in early stage; and
follow-up treatments shall be prescribed in order to improve
student’s health.
2221 mMITMEAEP FL REE R KT
ERRELEERET WP kMR ERA ) -
Determining Physical Examination Items: Healthcare
Office shall establish “List of Recommended Items as
the Required Minimal Standards for College Student
Health Checkup” that is established by Ministry of

Education.
2222 FEEI A IEBRIKELLE TEERD
RE A A fke

Estimation of Enrolled Students: The SAQ shall

consult with the registration information at Academic

Affairs Group regarding the number of all enrolled

students for each new upcoming academic year.
2223 FTMRTT CEHALFREAG  FREEEM

FEBEEREP T

Preparation of Physical Education Budget: The SAO
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2.2.2.4

2.2.2.5

2.2.2.6

2.2.2.7

2.2.2.8

2.2.2.9

2.2.2.10

2.2.2.11

2.2.2.12

shall negotiate with hospitals for a preferable price and
submit the negotiated results to Dean of SAO and the
President for approval.
YRR 3;%&-%’3%%%‘?@ H-Frzire
Signing Agreement:  Upon being approved, the
agreement in triplicates shall be signed by both the
College and the hospital.
PGP Y R ELI2%E 7K -
Scheduling the Physical Examination Date: The
physical examination for students shall be conducted in
the first or second week after the beginning of each
academic year.
B IAL D RMRIE P F R
Preparing Physical Examination Process Flow: The
process flow shall be arranged according to the items of
physical examination.
ﬁiﬁ%%%3ﬁ€ﬁ§%*%%%ﬁﬁ?ﬁﬂﬁ
g4 R THE ) o
Production of Physical Examination Form: The
contract hospital shall produce the “Student Health
Information Card” prior to implementing the physical
examination.
TRAL PG o
Facility Preparation for Physical Examination.
Yot B A B T F i Ao o
Scheduling every student’s physical examination time
and notify each accordingly.
FriwIEd RIS G RF 2 o itk e R
ﬂ#kﬁi§&ﬁ%?$%’i?%%§&@§%
2 o
Issuing Health Examination Report:  The health
examination report of every student shall be issued to
him/her in person. Each student, whose examination
result(s) is (are) abnormal, shall be requested to visit a
hospital for re-examination and/or treatment and to
follow up with the contract hospital that has performed
the physical examination.
ERETFAHFEL R TR BRI RS ZEL
Follow up and consultation of every student having
abnormal health examination results: The College
shall arrange individual consultation with each student
or conduct group health seminars.
ERERATHEAATEA T THL Rk R
B~ THEAGERAP BV AVR, ~ TH2 R
wAPBFLE ) IFL S RITL Ry
Statistics and analysis of health examination results and
information: The documents of completed “Summary
Table of Students’ Health Examination Results”,
“Statistical Charts of Abnormal Health Examination
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2.2.3

Results of Students” and “Item List of
Health-Examination Abnormal Results” shall be used
as the basis for follow-up management.

A Y ARG KT £ 8 (T o

Healthcare Education: Essential works of the College’s

healthcare educations are as follows.

2231 AR ¥-
Advocacy of prevention of communicable diseases.

2.2.3.2 ByeiEd miEdE A o
Convening healthcare seminars.

2.2.3.3 BEEREAPM 2 FHE o
Establishing health-related courses.

2234 HHRBEAELTEBUEEFEEHC
Arranging individual consultation and follow up with
each student having abnormal health examination
result(s).

2235 BRHEPFH G RETIVE L EFPRT S 2 FL
EERE ] eEFIEFrE - RE DA B
BEw 2 ULETEARR o
Prevention of diseases: The College shall establish a
Healthcare Special Task Force to advocate the diseases,
provide examinations or tests, investigate, administer
vaccination and communicate with authorities
according to the regulations of Ministry of Education or
other government agencies at all levels.

2.2.3.6 24 EREFTATERERL -
Placing healthcare information on the College’s
website.

23 FAEMIEE (d FRERFEFRTY
Student Group Insurance: (It shall be established by each school according
to the actual situation.)

2.3.1

2.3.2

2.3.3

2.3.4

AL R AR AL B WA REHR
The subjects of Student Group Insurance are all students who are
registered and enrolling at the College.

A2 AT AR MRS A MR TR KR
Wi ARE A EBGRRIE A SRR

Decision on selecting the insurance company: The awarding of
group insurance shall be processed by the College according to
relevant regulations of Procurement Act; and the President or a
delegated individual of him/her shall be the proposer the group
insurance.

"$ Pifrg et > BABMMEGHEL LA RGEDIF A 0 G
R A A A o

Other than the death benefits, the beneficiary of other insurance
benefits of the Insured undertaking Student Group Insurance shall
be himself or herself.

LRiftg £ F ARG AT G dp L R ik x RUE o
Unless otherwise specified in an insurance policy, the beneficiary
of the death benefits of the Insured shall be in accordance with
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2.3.5

2.3.6

2.3.7

2.3.8

2.3.9

legal statutory order.

MiEE A FApa 8Lt R R ARG F RIS
RE (BRpieR3 ZFE) 2RI RUFEET ZFH -
The death, disability or medical-treatment benefits of the Insured
due to diseases or accidents are within the scope of insurance
coverage.

F oA L R AT RN ERARE S B
IO E TG AR A AR S

The insurance amounts and payment standards for each Insured in
an academic year shall be based on the insurance amounts and
payment standards listed in the Student Group Insurance
agreement.

A A B2 TR AT R NS Ry R R 0 A
Al B IRE A A D SER N E B EFLER D A2 - o
ETAARE R A 0 B AREFPE G MEP 2 RRTIVR
T2 BB EIEATES > [HAT RS EFE 22 KFNA 0 v d ARG
A E ;}7% :

When the insurance premium of an Insured is subsidized by the
College according to MOE regulation, the Insured must pay the
remainder of the insurance premium in two installments, each of
which must be paid upon registration for each of two academic
semesters. However the College shall subsidize the following
students’ insurance premiums to the maximal amounts as required
by MOE after reviewing and approving their proof documents for
eligibility. Nevertheless, the remainder of the insurance premium
of each Insured must remain to be the responsibility of the Insured.
2371 sEFxp2E82 (¢RI 282 ER &

TRV cHRmEAZE RERER P uRmA L

2 F & ) °

Students exempted from tuition and fees include

low-income students, severe or very severe disabled

students and children of severe or very severe disabled
people.
2372 RaxiLr g4 .

Students with aboriginal status.
LFARERZFIRAINES TR G S SARTR L o
All students, who are registered for enrollment at the College, must
participate in the Student Group Insurance and become the Insured.
FAOTIEP P BT PP ERT F O RULE p B F 2 B
i o
If a student does not pay for the insurance premium within 7 days
from the registration date, he/she automatically gives up the rights
to participate in Student Group Insurance program.

2.3.10 &' 4 »THp R L

Effective Period of the Insurance:

2.3.10.1 %484 BMFE4E&2 54 > BT pFE82100
PFEAZ T W #779 31p 24PF 3k o
The effective period of Student Group Insurance starts
at the beginning of August 1 of each academic year and

ends at the midnight of July 31% of the succeeding year.
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2.3.10.2 w24 B L H > > - Ay %‘5 AT ) A
FEPEL .
A student with extended graduation shall continue pay
the insurance premium on the per-semester basis; and
the insurance period shall terminate at the end of the
graduating semester.

2.3.11 AR EFHEp @ AEBE2 S P R E L E
WiEay -7 HRE Ry cd o I3 B1230p p #F'%
BRSNS R AR R T
Fpood AEH
The College must add the Student Group Insurance premium as a
new item to the receipt form for “payments collected on the behalf
of third-party” and collect it with tuition and miscellaneous fees
one registration day of each academic semester; and all of the
collected insurance premiums must be paid to the undertaking
insurance agency or its appointed financial organization within
thirty (30) days. The payment receipt for the insurance premiums,
which is issued by the undertaking insurance agency, must be
retained by the College.

3 ALk
Essential Elements of Control:

3.1

3.2

3.3

L 12 -

Physical Education Operation:

311 HAMWMTHABHRAT RAE TWT HF LB, FHL .
Whether the physical education courses undertaken by students
have been administered according to “Guidelines for the
Implementation of Physical Education Curriculum”.

3.1.2 Eypiamaf o LT EL0 EREE - ML PUEFEL -
Whether the Sports Conference and Competitions have been passed
by College Affairs meeting and approved by the President every
year before it is convened.

frd FaEivE -

Healthcare Operation:

321 B2 EEh AT RAERFHL o
Whether students’ health exams have been administered according
to the procedure and regulation.

3.22 FEFGHFELEERT o
Whether healthcare education has been implemented.

323 AFRKTINSLBFIRL EEEAAFBEHTERLR
Whether the disease control operations have been administered
according to the regulations of Ministry of Education or other
government agencies at all levels.

g4 B iEg
Student Group Insurance:
3.3.1 KEEL ATAT RARRFHL -
Whether the awarding of group insurance has been decided by the
College according to relevant procedure and regulation.
3.3.2 Kl FeiER LT G EEEL R AR T o
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4

Whether the insurance terms offered by the contract insurance
company have violated laws and/or the College’s regulations.
333 %LEEhE  FIMUEGE L LA R REDTE A 0 L
T ARG A RA
Other than death benefits, whether the students have been
designated as beneficiary of other insurance payments/benefits.
334 FRBGELEALIPLERTTE
Whether the beneficiary of each death benefit has been given to
beneficiary be in accordance with legal statutory order.
335 F-ARRGAZEGEFELHIEFLT P EFERARE D
M EaR 9F e 892 R EHERE -
Whether the insurance amounts and payment standards for each
Insured in an academic year have been based on the insurance
amounts and payment standards listed in the Student Group
Insurance agreement.

B r L H
Applicable Forms:

4.1

4.2

4.3

4.4

4.5

SEBRREAEEKRAT VP MR E R o

List of Recommended Implementation ltems of Required Minimal
Standards for College Student Health Checkup

B4R TR

Student Health Information Card

? £l 'ﬁ@ﬁﬁ w4 o

Summary Table of Students’ Health Examination Results

B4 ik p Byt

Statistical Charts of Abnormal Health Examination Results of Students
FA i p Ry LH o

Item List of Health-Examination Abnormal Results

By R APM Y
Basis and Related Documents:

51

52

53

54

5.5

5.6

LHAFERELWT S PR

Procedure of the Appraisal of Student’s Physical Education Performance of
Christ’s College Taipei.

AR F T R LR

Procedure of the Usage of Stadium of Christ’s College Taipei

A AEFREE B4 2 G pR2

Procedure of Borrowing Sports Equipment and Facilities at Christ’s College
Taipei

£ %E‘? B INES SR %#,z

Management Procedure of Sports Activities and Competitions at Christ’s
College Taipei

Fiiwrd i

School Health Act

Fiterd 2 5 % wh|

Implementation Rules of School Health Act
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5.7 4 AR IS 2 ML R & re
Procedure of Student Physical and Health Examination at Christ’s College
Taipei

5.8 4 AKFIRE L B R GrHS

Procedure of Student Group Insurance of Christ’s College Taipei

6 AR -

Flowchart:

6.1 F22&GpAsLivEinamsn [iner-] -
Refer to “Flowchart 17 for the Operating Process of Emergency Treatment
of Students’ Injuries and Illness

6.2 wWrHx v HTEERLL [haR-] -
Refer to “Flowchart 2 for the Operating Process of Health Education
Advocacy
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B4R & AR K A2
The Operating Process of Emergency Treatment of Students’ Injuries and Illness Flowchart

[rzm- ]

i A A
Responsible Unit

AR I
Process Steps

PR = 2
Related Document

BB~ L34 E
Eir

SAO,Major Director,
Homeroom Teacher

¥ it
SAO

B~y A8 A
YWEF S AR
SAO,Major Director,
Homeroom Teacher,
On-Site Personnel

T~

¥ it
SAO

B 5 6

SAO Diagnosis

I

A\ 4

A 4

o ie R
& Rest Treatment

B I3 R ﬁffll9i'f%5§§

SAO Notification of 119 for

Emergency Medical
Transfer
\4
FEd b

and Treatment

Hospital Examination

BEIFHE EHC
Results Filing and
Follow-Up

%

25 2
wbl ES

c‘l

N
3E E

e

1

L

L%
Z

TR T

—% S
o

%

Dormitory Medical
Transfer Registration
Form

Emergency Medical
Transfer Statistics Form
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4 ¥ v 7 ¥ 1% %428 The Operating Process of Health Education Advocacy Flowchart

[Azm@ =)

i A A

AR

G

Responsible Unit Process Steps Related Document
8 7% SAO 3+41% Proposal
ERFEFIT B
. Annual Plan 5% 7f & % Budget Plan
F 74/ SAO Development

fFd FEEREIA) 2
Special Task Force for
Health and Wellness

fFrd iR iEas ] e
Special Task Force for
Health and Wellness

et TR E ]
g I fee

Special Task Force for
Health and Wellness
SAO

A 4

¥ ¥ Advocacy

A 4

3 17 Implementation

A 4

BEGMH LY
Project Closure, Archiving, and

Expense Reimbursement

@ ¥ Flyer
/& 3¢ Poster
7 3 #% Electronic File

B irub o ioy 2 I3
2 %

SAO Activity Expense
Report Form

= RIR L A
Performance Report Form
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OF2 % &

SRR EIE TR

Procedure of Managing Student Emergency Events

1

2

qr R

Applicable Scope:
AR 2 o
The Procedure applies to all students of Christ’s College Taipei

TE AR

Operating Procedure
21 B2 &pEF
Emergency Hospitalization of Students:

211

2.1.2

2.1.3

2.1.4

2.15

iﬁ?i&ﬁm”%iﬁééﬁiéﬁﬁ%ﬁaﬁ’@iﬁﬁ
FHIE o
The emergency treatment/care of every student of Christ’s College
Taipei, who has incurred emergency injury or acute disease outside
of campus, shall be administered according to the Procedure.
%%%%%%i%ﬁ‘%%ﬁliﬁﬂﬁﬂiiﬁ’m%hfﬁ
A %Jﬁi%?@@?’%& q °
The standard operation for emergency hospitalization of students
and the task and responsibility of faculty members, staff members
and laborers should be administered according to “Procedure of
Administering Student’s Emergency Hospitalization”.
AT IPARE T ACERA L (RR TRT L b
REGRIZER y $5F 5158 )
oIIowmg emergency care equipment has been installed at the
Health Center of Christ’s College Taipei
2.1.3.1 p #8h T F 3 3 (AED)
Automated external defibrillator (AED)
2.1.32 FHITFL (7B FNHTE ~HH -~ &F -
L1 %)
Fixation equipment (including collars, neck braces,
protective pads, bandage and triangle scarf...etc.)
2133 #FEXFEL (7EFFF)
Patient Transportation Equipment (including long back
panel)
ARARFIARNEREZ B B3 & W74 2R
KPP EFEE 9258 +2 54 FrslBEEREY v34
By 32y - ﬂii,‘?‘;f%fa ’ ﬁf#i—}_%"zﬁ LR oY S
A general First Aid Kit is placed at each of nine (9) locations, i.e.,
the Student Affairs and Ministry Office, General Affairs Office,
Library, Sports Stadium, dining hall, security guard station, male
student dormitory, female student dormitory, and administration
building-health center.
A R IL AR AT
The College’s Process Flow as follows
2151 #Kp-HGpH D AREL LRPMFL - B R E
Wb P FAREEL S KRABRIARE
HWERZASL - FRBERFF 7 A8 p 8
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2.1.5.2

2.1.5.3

2.1.54

2.1.55

iR E P2 e F

Minor injury or illness occurred on campus: When a
student of the College becomes ill or is injured on
campus, he/she can go to residence counselor office on
his/her own or with the help of other students, faculty
members or staff members. If there is any need for
medical care, he/she can go to clinics or hospital on
his/her own or with the help of other student(s) or
faculty member(s).
ﬁﬁ%%%%iﬁ'*ﬁ§4tﬁmﬁ4&€fﬁ
RERGIF 2R R ARl
BRAEE A | GRS R R FREE
?ﬂiiﬁ,j;iﬁfr% TEA

On-campus emergency injury or illness case: When a
student of the College becomes serious ill or is
critically injured on campus, the residence counselor or
Academic Affairs Office shall assist the emergency
medics to transport him/her to a hospital emergency
room and provide necessary health insurance document
and necessary fees to the hospital. Meanwhile, the
student’s parent(s) or legal guardian shall be notified
immediately.
RAFEGREE AT L BRI EE R
REG I REERZ KRR L BT
FRE AR EMEA L BN T > T
W 3 % i* )

Off-campus emergency illness or injury case: When a
faculty member, staff member or labor worker receives
the notification of an emergency illness or event of the
College’s student, which has occurred off campus, the
employee must immediately inform Dean of Student
Affairs and Ministries Office or the designated
emergency-handling officer of the College to initiate
the procedure to administer all related matters. The
employee shall report to Student Affairs and Ministries
Office the end result of the event.
FAhCRTUBRP 2 TP  AREARMRE
I%I}iai‘t—ifﬁ?v},’@;iﬁ‘r%'ﬁ?v T ard ﬂ)ﬁ‘%—g
Birk o

Weekend, national holidays and off hours: The
emergency injury or illness occurred to any student of
the College on must be immediately reported to campus
security guards, and the residence counselor and Dean
of SAO must be simultaneously notified of the event.

53%‘;2; ?Eg.(‘\‘ﬁ”lftﬁlﬁ)‘ﬁﬁf@}il—;fflb

A‘\«E]ovf;!z @Errul W%_ﬁ ﬁjZ‘—v\"\»

Wiﬁﬂéhgkﬁw M Y L

(e -] %#Fsé:fﬁ T2AA FRBEL R 0 2 3o s

REFAAMEY o

Involuntary Hospltalization: When a student suffering
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2.1.6

3 AL g
Essential Elements of Control

?i%%ﬁ%

Emergency Hospitalization of Students.

3.1

3.1.1

3.1.2

3.1.3

(or suspected of suffering) mental illness has tendency
of harming others or himself/herself, the residence
counselor, Dean of SAO, counseling faculty member
and local police department (or fire department) must
be notified so that the student can be transported to a
specialized mental facility or clinics designated by
central-government healthcare agency. The College
shall provide assistance in administering all related
matters.

EEB R o BT TERA

Selection of transportation vehicle shall be based on following

operation process:

2.1.6.1 4T FAS ALY o R G o RE
RS EE P TR R ALY o GRS
(119) ~ B R o * B 32 8 3% > & A agribar
Feg B o TR @ @R o
Lightly injuried student, who remains conscious, should
obtain appropriate treatment on his/her own. A
severely injured student, who remains conscious but
becomes immobile, should be transported to the
emergency room by means of an ambulance, personal
car of a faculty member or staff member, taxi or a car
that is dispatched by General Affairs Office. The
reimbursement of transportation expenses incurred
shall be applied for according to the regulation.

2162 ~di ~fay PG AP G ERERY
BT EIURY o e e 1194c#E & 3% o
An ambulance must be requested immediately by
calling 119 when an emergency illness or injury is of
severe bleeding, suspected spinal cord injury,
unconsciousness or symptoms that require immediate
emergency care en route to emergency room.

ARy A ERERTUDIGERF -

Whether the emergency medical equipment has been installed at
health center of the College according to the regulation.
RERE AT g Hhouesr

Whether the emergency medical equipment has been regularly
maintained and the maintenance records have been properly
administered.

ARE L GHALT RGRHRR BTG RIGERR
Whether the illness or injury of each student has been properly
administered and treated according to the category and degree of
illness or injury.

3.1.4 24 fp ?‘T‘%l‘%/ﬁii?ﬁ v §_F iﬁ%iﬁiﬁﬁ%ﬁ °
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Whether all cases of emergency illness or injuries, which have
occurred to student either on or off the campus ground, have been
administered for medical treatments according to the Procedure.

4w ARM 2 &
Basis and Related Documents:
41 L #REFRE D LopEF L
CCT Procedure of Administering Student’s Emergency Hospitalization
42 FMAEHIRE RET B RILyEE
CCT Procedure of Administering Student’s Emergency Events at Christ’s
College Taipei
43 EHAFERFREHE )
Rules of Lending Medical Equipment of Christ’s College Taipei

5 A2
Flowchart
5.1 éi%%%maﬂﬁ%ﬁﬁ[wmﬁ@—]
Refer to “Flowchart 17 for the Student Emergency Handling Procedure
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g4 ?’T‘ & P2 i' ¥ Student Emergency Handling Procedure Flowchart

[z - ]
R A2 S i
Responsible Unit Process Steps Related Document
i%%??%?i%%ﬁ%
JelJR E
b ILEE 51 %4 B SEIL RS EE A
Class Homeroom Student Injury Je R PEE o
Teachers CCT Procedure of
Administering Student’s
i+ Ee AAO ! Emergency Hospitalization
# 73 5. SMAO AR F i CCT Procedure of

Report to SMAO

A 4

~ pa B{,‘ ~ ¢,/
A1 I TR JC AR

Notify Emergency Contact

A 4

1

Transport to Hospital

Administering Student’s
Emergency Events at Christ’s
College Taipei
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O % |4 i ¥
tudent Loan Procedure
1 g™ o
Applicable Scope:
AR 2
The Procedure is applicable to all students of the College.

2 TEHRE
Operating Procedure:
21 ¢ FER

Qualification for Student Loan:

EaTINT Y 0 §fz§ii&§f;;ﬁ FymE AR TP

FhirEL - wEFhedw- B2 pEFLTTED? If_l.gzlﬁi

THEE THEAL Jﬁi‘§ BERL) FIECEET LT EORLY

Fep AP R ITE S RATA ST FAR RS- T .

All students, who meet the eligibility criterion for tuition deduction or

waiver, should bring all necessary official documents and the completed

“Bank of Taiwan Student Loan Application” to Academic Affairs Office

within one month from the end of each semester to initiate the process

related to tuition deduction or waiver according to the regulation of MOE’s

“Procedure of Loan Application for Higher-Education Students”; however,

the incoming new students shall be centrally processed on

entrance-enrollment registration day.

211 e ARETNER -

11 students must have official academic records of Christ’s
College Taipei.

212 FExwm- BHREARAR L HFH > T 4T %ﬁpi} B2
BE AEE B T LAY S B G D o R
7 & FFPHEL o
Before the end of the preceding semester, an eligible student should
obtain the “Registration Payment Form”, prepare the “Bank of
Taiwan Student Loan Application” using the last semester loan
amount as reference and apply for the loan, in person, at any branch
of Bank of Taiwan.

203 P P LN KA g FE SRR 2
A EINIREFEIEHL > BT L Pd KPELF AT
FHIE o
When applying for a student loan the first time, the complete
household registration book of the Loan Guarantor must be brought
to the bank in order to start the loan application. ~ After being
reviewed and approved by the undertaker, the student (applicant)
shall complete the loan process.

214 F2 A2 AL RRTIVRLBAPR ETEF 632 foes
Ter 5 R R ERTIvTIRES (REd vnat) &
AT IR L DA G RGeSk
T RRATITIE l'i—'%lz » B H e Bk R TE R j;?‘,r)\.\, o
A student of the College, whose family’s annual income has been
verified to meet the standards issued and published by Ministry of
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2.1.5

Education, is eligible.  Alternatively a student of the College, who
has siblings or children meet the standards issued and published by
Ministry of Education, is eligible. concurrently even though his/her
family’s annual income does not meet the standards issued and
published by Ministry of Education, is also eligible. In addition, a
student, who has been verified to be eligible for student loan by the
College due to his/her special circumstance, also can apply for
student loan.

BUOTH SR P SRS @208 Pt
PooEEp ¢ 2L 0 ¢ R SRR A (TR -
FFOREF AV PG AR SR E A 0 BARRISLS LK
b fT e

After the review and approval information and calculated amount
of all student loans have been verified to be correct by Finance
Office, the List of Student Loan Applications” shall be prepared.
Every year before mid-April and mid-December, the College shall
request for transfer of total loan amount at Danshui branch of Bank
of Taiwan accordingly. If the transferred amount is insufficient,
the Finance Office must send in Request Receipt for Receiving
Additional Fund Transfer; and, all left-over money shall be
returned to Danshui branch of Bank of Taiwan.

2.2 ¢ S RA AR B
Operation Process Steps of Student Loan Application

221

2.2.2

2.2.3

2.2.4

2 ILBRERE > LT IR AR ey

'\“}"E';é' o

The ellglble student of the College shall log in the student loan

website of Bank of America, complete and, then, print “Student

Loan Application”.

FAD R ErHEHELY -

The student shall start the loan guarantee process at Bank of

Taiwan in person.

2221 ¥iE@Hrl: 5 - FPH(E E8Y1P45197 R)E ¥ =
FH(F£1715p 42320 K)o
Time for submitting loan guarantee: First semester
(from August 1% to the end of September every year)
and second semester (from January 15" to the end of
February).

2.2.2.2 yEEe gl AR LA [TIBF PEE o
Process Location:  All domestic branches of Bank of
Taiwan.

B P HEANARBE DAY FLF -

ach eligible student must complete all student loan application

process before the beginning of the succeeding semester.

AR R ETALE M v A e

The College shall compile all information and submit it to the

Taxation Center of Ministry of Finance for review and verification.

2241 ERFIIAREEFFTEE SBAEIHLG P B
Eligible Students: The College shall compile all
information and submit it to Bank of Taiwan for review
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and verification as well as the fund transfer.

2242 72 EREHEDAAG RN AR E KT IV
TIEE HEAPMER o FIRLR A AR F
7S PR o
Those ineligible students with siblings or children meet
the standards issued and published by Ministry of
Education: When submitting the Certificate, the student
becomes eligible to apply for a student loan. Failing
to submit the Certificate of Enrollment of a sibling, the
student cannot proceed with loan application.

2243 7 EHE AL RE FHERFT Y o
Ineligible Students:  The College shall notify each
ineligible student to submit the make-up payment for
the tuition and miscellaneous fees.

3 AL R
Essential Elements of Control:
3.1 ¥& RAEIA AT RRE BT AR FPRL
Whether the student loan operation has been administered in accordance
with the student loan process steps.

4 @ * L H
Applicable Form:
4.1 LHrAREEFRBRERKY FF
Christ’s College Taipei Student Loan Application Form

5 &gz 2 4pBE 2 2

Basis and Related Documents:

5.1 FT A sY X0 ERFIRE FAY R
“Ministry of Education Procedure of Loan Application for
Higher-Education Students”

5.2 i%%g?&%g%%a%

Christ’s College Taipei Student Loan Guide

6 inATR -
Flowchart:
6.1 »&F FaxirEinmsl [nam- ]
efer to “Flowchart 1” for the operation process of applying for student
loan.
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i&ﬁ B #% 17 ¥ /x 42. ] The operation process of applying for student loan Flowchart

[iedem- ]
i A A i A2 2 A BE 2 12
Responsible Unit Process Steps Related Document
5 45 SAO P HET R IR SR Y SRt
Draft of the Student Loans T B i;bgf AR (2 3
LRGSR A
& 7 e SAO v ﬂiﬁrgﬁﬁﬁ@%%yﬁ
T s {4 R Y
Prepare Student Loan Guide Informat'lon on Student Loans for
# 33 AL SAO the Previous Semester
v Official Student Loan Guidelines
) ., for the Upcoming Semester
% 75 A SAO S Y £
Announce Student Loan Guide Taiwan Bank Student Loan
ALY Application Form
By ok Student Loan Application Form
ey h 4 for This Semester at Our School
i

AN FLEE gl
Tax and Finance
Center

Bank of Taiwan
SAO

Students Requiring
Additional Attention

F it

21 2
P E

SAO
Finance Office

bt o SN ERR S A
5 3% e

Bank of Taiwan
DANSHUI
BRANCH

SAO

HAF R 2
Submit Student Loan Documents

A 4
PR P ACH
Verify Student Loan Files

A\ 4

B TRRE PAY P

Compile the "Student Loan
Application Register"

A\ 4

HArH 4 AT

Notify Students for
Confirmation

l

//%@jaéﬁﬁﬁﬁﬁ%ﬁ
Issued a letter and requested the

Bank of Taiwan to approve the loan

Tuition and Fees Payment Slip

LRRGTRE PR LA
ESAR T X TR N
fey wy

Bank of Taiwan Student Loan
Application Form

Student Loan Application Form
for This Semester at Our School
Tuition and Miscellaneous Fees
Payment Slip

R Rz M %
ﬁ%?%ﬁﬁ%ﬁ%%

LR |

Exported Student Loan Files
Review Results of the Student

Loan Committee Meeting
Affidavits for Each Financial Tier
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OF 2y g £ivk

Guidelines of Scholarships and Financial Aids

1

2

g R

Applicable Scope:

ARLABEHLFEEBTRY -

The Procedure applies to all types of scholarships and financial aids provided by
Christ’s College Taipei

T ¥ 47 5

Operating Procedure:

21 pFaFReF TR RBEFRALLAREY GEFA T ATERE
B {52 o
Procedure of Tuition-and-Fees Reduction or Waiver: The College shall
assist students with status of the Tuition-and-Fees reduction or
Tuition-and-Fees waiver to apply for tuition subsidies according to
following operation process.

211

2.1.2

2.1.3

BRTIMEE X EAREAL L ﬁ%% [ NP R I e T
m“ﬁ@i}é‘é’uj’f}}%i y A& %ﬁﬂ [N q’\‘é‘ﬁ— 2 N {,E_; h'ur;%%;:c];]q
ST A PR TE XIE)U%%Ij}(/}E\‘gU)E' #E E
TRLT R RAF Y AR TR ﬁﬂi‘”%ﬂ
- 7'-1;;5!7_ o
All students, who meet the eligibility criterion for Tuition-and-Fees
reduction or waiver, should bring all required official documents
and the completed “Student’s Application and Affidavit Letter for
Various Preferential-Treatment, Tuition-and-Fees Reduction or
Waiver” to Academic Affairs Office within one month from the
end of each semester to initiate the process related to
Tuition-and-Fees reduction or waiver according to the regulation of
MOE’s “Procedure of Loan Application of Higher-Education
Students”’; however, the incoming new students shall be centrally
processed on registration day for entrance enroliment.
FEGKTIRGGE > VALY VBN RAL £ A EEY
re d_;z 4E§ 4R gb§$aﬁ At B4 - Effg\, e 4{%\{; T i 3%
&sﬂ'miﬁﬁ$%$7ﬁyfﬁ°
After receiving the relevant MOE letter, the College shall use the
loan amount of last semester as a reference and submit to MOE
copies of the newly prepared “Summary Table of Students’
Applications for Tuition-and-Fees Subsidies in all Categories of
Tuition-and-Fees Reduction and Waiver” and Request Receipt for
Receiving Fund in order to pre-apply for the financial aids for
current academic semester.
FEOFEET L LT - K L TE AR S L
’j;%?'ﬁ‘jr@ 'L‘}J TR KT IMPE R R AL HAR RN
AL Ed KPELF B AT -
With the exception of offspring of deceased military service and
public service personnel, who must complete the
“Preferential-treatment Application Form for Offspring of
Deceased Military-service and Public-service Personnel”, when
applying for financial aids the first time. The application of other
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2.1.4

2.1.5

students of the same category shall be reviewed and approved by
the undertaker(s).

FPTHE AP AFE ¢V E P HERE B2 LR LY
S R R e Kl
FEr D ERE - RWARRT I o B IR ’
IRt AT AL 4r 0 AR B T 3R o

After the review and approval information as well as the calculated
amount of all student loans have been verified to be the same as
those compiled by Finance Office, the summary list, which must be
signed by every student individually upon receiving the respective
financial aid for various types of Tuition-and-Fees Reduction and
Waiver, and ““Summary Table of Students’ Applications for
Tuition-and-Fees Subsidies of all Categories of Tuition-and-Fees
Reduction and Waiver” shall be prepared in duplicates. Every
year before mid-April and mid-December, the College shall submit
to MOE both forms for review and approval. If the transferred
amount is insufficient, the Finance Office must send in Request
Receipt for Receiving Additional Fund Transfer; and, all surplus
money shall be returned to Danshui branch of Bank of Taiwan.

IR HGIM ¥ FoOBRFRLFTE T R = R
GHR - A TR el T

For each of those students who have paid the Tuition-and-Fees in
full, the undertaker shall prepare an itemized refund sheet; and
Cashier Group shall notify the student to receive the refund.

22 ARFAHEpa1F
On-campus work study Job:

22.1

2.2.2

3 HHLE:

Fappaigd ki TH2RB(E)E &2 ) 782 -
The on-campus work study job shall be administered according to
“Procedure of Managing Student Service Awards and Financial
Aids”.

Hu g e AREABT EFRZIARITYL -

Other scholarships or stipends shall be awarded according to the
award rule of each scholarship or stipend procedure.

Essential Elements of Control:
3.1 RaFppirg:
Operation of the Reduction or Waiver of Tuition-and-Fees

3.1.1

3.1.2

BACE D¢ PRA R L LT AR U R
<> & 7'5_}';;\37 °

Whether the current students have applied for
preferential-treatment, tuition-and-fees reduction or waiver by the
deadline; whether all required documents have been submitted.
RO ST P B RBRE THD LT
BEGEL) FE E RS -

Whether all eligible incoming new students have completed
“Student’s Application and Affidavit Letter for Various
Preferential-Treatment, Tuition-and-Fees Reduction or Waiver”
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when reporting to the College for entrance enrollment; and whether
they have applied for the preferential-treatment, Tuition-and-Fees
reduction or waiver.

313 CALREBERALFL AFRLT R ERGBERLL
A e
Whether all those students, who have received the
preferential-treatment, Tuition-and-Fees reduction or waiver, have
met the respective qualification criterion/criteria.

314 FFheRTNY FEEY 2L LF 5T EYRLL
B BBARY TU LM LRSS T
R AR YRS E HT RN
For the pre-application of all financial aids for current academic
semester, whether the College has used the loan amount of last
semester as a reference. Whether the prepared “Summary Table of
Students’ Applications for Tuition-and-Fees Subsidies in all
Categories of Tuition-and-Fees Reduction and Waiver” and the
Request Receipt for Receiving Fund have been submitted to
Ministry of Education.

3.1.5 (R RF(RL)LTE RRITIFRT IV -
Whether all preferential-treatment, Tuition-and-Fees reductions or
waivers have been reported to Ministry of Education for
verification and closure.

32 ARFIRPIF FAIRPIF A FRIARTEIRB(E)F &
PHRE | TFE -
Whether the on-campus work study jobs for students have been
administered according to “Procedure of Managing Student Service Awards
and Financial Aids”.

o L H

Applicable Form:

4.1 B2 MR BEGRL) LTSRS
“Student’s Application and Affidavit Letter for Various
Preferential-Treatment, Tuition-and-Fees Reduction or Waiver”

4.2 Y LR RLERG AR T
“Summary Table of Students’ Applications for Tuition-and-Fees Subsidies
in all Categories of Tuition-and-Fees Reduction and Waiver”

43 Eopdmdr LR REY F1 o
“Preferential-treatment Application Form for the Offspring of Deceased
Military-service and Public-service Personnel”

4.4 EpEL P
Roster of all Awarded Students

Ryp i AP R 2

Basis and Related Documents:

5.1 44 AKERE L IRI(E)F &ye
Christ’s College Taipei Procedure of Managing Student Service Awards and
Financial Aids
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52 LwmmF 2 b mi L FARE R RARE
Management Procedure of Tuition-and-Fees Reduction and Waiver for
Students with disabilities or Children of Handicapped Parents.

53 MRAAFIARFY T ERPLE R PR
Management Procedure of Tuition-and-Fees Reduction or Waiver for
Students of Active Military-service Personnel.

5.4 RANFIFFRZ 2 2B prr T FRF GRS
Management Procedure of Tuition-and-Fees Reduction or Waiver for
Aboriginal Students Enrolling in Higher-Education Institutions.

6 nARRE :
6.1 %iiﬁ%ﬁ%y g omfesrl [insam- )
Refer to “Flowchart 1” for operation process of awarding scholarships and
financial aids.
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Flowchart of operation process of awarding scholarships and financial aids

[Aem - )

i A
Responsible Unit

AR I
Process Steps

TR
Related Document

g4
Student

§ it
SAO

itk e &£ FmL R
g

SAQ; Scholarship
Management Committee

Fitke~ €3°% ~ Rardhyp
SAO, Finance Office, Cashier
Group of GAO

B £ R
Briefing Meeting of the
Application of Scholarships

A 4

R Ty
Student applying for
scholarships

\4

s A
Initial Review of Scholarship

Applications

l

PSS RFRLR

Convening Scholarship

Management Committee meeting

\4

Sk
Approval and Awarding of
Scholarships

e g &Y P ¢
Scholarship Application
Orientation

AL IR B ()T £ 7R
According to the College's
Scholarship Programs

et
Same as above.

B EELR ¢ e
Organization Regulation of
Scholarship Management
Committee
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ORMF% 2>~ LT FmEHFL R LA ITiFE
Management Procedure of Campus Safety and Disasters and Medical Emergency Events

of Students.
1 g * qao F :

Applicable Scope
AR o
The Procedure applies to all students at Christ’s College Taipei.

2 TEHRE

Operating Process:
2.1 kBl >E LT EE
Campus Safety and Disasters Management:

211

2.1.2

2.1.3

2.1.4

2.1.5

2.1.6

ARGEIRFICTERLT RFELE 2 FRERTR
BERMCTIRBIRERCEF RYEARELT
2 1 T o
In order to implement campus disasters management, the College
shall integrate the resources of all departments and school
administration, construct a management mechanism to handle
campus disasters, and execute various disaster management tasks,
such as disaster reduction, disaster preparedness, disaster response,
and campus restoration.
ARGZHARFILT PRI d i ERFE }_ LR T
KE% 2F LT REF T2 RFICT § P42 'Flé"
To implement the College’s disaster management, Students’
Affairs Office (SAO) hires campus security personnel for Campus
Safety and Disaster Notification and Management shall be
established by the College as the operational platform of campus
disaster management mechanism.
ARRRE AR ARTETT KBS T R AN
R T R EIEEA AR
The campus security personnel shall be equipped with cellphone,
phones, internet access and other related equipment; and staff
members shall be assigned as duty operators 24 hours.
AMOTHEFERL - FAFIREAFEE Lk TREE 22
CEE l—rﬁ’iﬁ T¥ELEL ) WAFRT N
When an emergency event occurs to any of faculty members, staff
members or students on campus, it must be administered according
to the regulation of “Guidelines of Campus Safety and Disaster
Incidence Reporting Operation”.
AMdp TE A ORPFRFIT F 41 07 EirRyRl A HF
PR Ry E e
The College shall delegate a profession who will be responsible for
reporting emergency events and must be responsible for
maintaining the confidentiality of all events.
ARZAFERT - LS/ A REBRAL ~F4 %
oo MAIREIE E 2@ F o
The College’s dedicated phone and fax numbers must be made
known to all faculty members, staff members and students for the
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2.1.7

2.1.8

2.1.9

2.1.10

2.1.11

2.1.12

2.1.13

2.1.14

purpose of reporting campus emergency events.
AR TREIST FRA e E o P RR L R %
ER R EFEALRITS 2 ITE AR o
The College shall establish the “Implementation Plan of Campus
Disaster Management” detailing stepwise procedure and operation
process for the minimization of disasters, preparedness, response
and restoration.
FXFFE g R KT FL AP TR ARG EETR
SAEEE r?ﬁ%"fﬁéwﬁ cER BRI EE -
The objective of disaster relief phase is to reduce the disaster
incidences or prevent the expansion of a disaster; and the College
must implement the delegation of authorized responsibilities
according to “MOE Establishment Guidelines for the
Implementation of Campus Disaster Management Mechanism”.
FhleE g i3 xqimj’%%}@%#ﬁ%@’ ART pFE/GE I IT
HEgair el v R R Bl T F 249 e & By
The purposes of preparing for readiness are to effectively execute
measures of emergency response, and daily implement the
preparation tasks according to “MOE Establishment Guidelines for
the Implementation of Campus Disaster Management Mechanism”.
AR AR Rk TRY IR RFINT R
WHlF L g, yHL
All items of the College’s emergency response measures shall be
administered according to “MOE Establishment Guidelines for the
Implementation of Campus Disaster Management Mechanism”.
R '\ibf@;“ﬁ Wi hEEa 'F’ﬂﬁfg\#’fj&r%?fgfﬁiéﬁl@%
TEEBA LB FEL o
The tasks and key elements of campus restoration after disaster(s)
should be implemented according to “MOE Establishment
Guidelines for the Implementation of Campus Disaster
Management Mechanism”.
AMEKEFS A N ‘lﬁ"’f 4 %23 Cf TR P ¥R
FEATFET O BT DL AEP o
The College shall de3|gnate an off|C|aI spokesperson who will be
responsible for the communication with the public after the
disaster(s); and he/she shall correct all wrong press reports and
clarify all false rumors.
AMUELF AR SR TR o X BRIV RIS
VR AL 3R e RFAE o
In order to ascertain unhindered reporting of disasters to the
authority, the College must be fully equipped with all required
communication equipment that is connected with MOE’s disaster
communication system.
IS R ERTE LS IEE S F RN LA VLY. S
ML A e
The College must critically review campus safety and disaster
management status on regular basis; and the relevant awards and
reprimands shall be handed out in order to improve the
implementation effectiveness of campus safety and disaster
management.
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2.2

T l\..}‘:P( /‘;Z' 2@/-
Management of Medical Emergency Events:

2.2.1

2.2.2

2.2.3

2.2.4

2.2.5

AL BRP PR RE G R B BRAIL kA AR

FFIE o

The emergency medical treatment/care of every student of Christ’s

College Taipei, who has incurred accidental injury or acute disease

outside of campus, shall be administered according to the

Procedure

i ,5;[;51; 2 AL é}ﬁtﬁi‘;ﬁli/}laﬁiﬁk—gjiiﬁ’&i\ﬁr?ﬁ

¥ RIEEE | PR

The standard operation for emergency medical treatment or

hospitalization of students and the task and responsibility of faculty

members, staff members and laborers should be administered
according to “Procedure of Managing Students’ Accidental Injuries
and Acute Illness”.

AT F Gk B TSGR R

The Students’ Affairs Office should establish following emergency

medical equipment:

2.2.31 - &4 o
General First-Aid Kit.

2232 #HFINF FeCinig i)

Portable Oxygen Tank Set (including flow meter).

2233 #xFL(zEFF %)

Patient Transportation Equipment (including long back
panel)

2.23.4 &% T EH -

Dedicated phone line.

2.2.35 Hi FrEXH -

Other medical equipment.

RERF R AL EF 2 P2 JF i o

The emergency medical equipment must be regularly maintained

and the students must be instructed to operate it/them properly.

I R AR AT

The College’s Process Flow as follows:

2251 M- BGE D ARFL ARPMFL - KA R E
HeebippE > ¥ a7 ﬂm%§4\ﬁ ﬁ =0
%‘?ﬁ@f@ﬂﬁﬁﬁﬁff Ef*‘“E’ i 3
%[5 P % %3 o
Minor injuries or illness occurred on campus: When a
student of the College becomes ill or is injured on
campus, he/she can go to Students’s Affairs Office on
his/her own or with the help of classmates, faculty
members or staff members. If there is any need for
medical care, he/she can go to clinics or hospital on
his/her own or with the help of other student(s) or
faculty member(s).

2252 RPAFEFHETE ARELARPMFLERLB R

ARG I By AR SR ET gl
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oo BB R AR E Y o

On-campus accidental injury or acute illness case:
When a student of the College becomes serious ill or is
critically injured on campus, the campus security
personnel shall assist the emergency medics to
transport him/her to a hospital emergency room and
provide necessary health insurance document and
necessary fees to the hospital. Meanwhile, the student’s
parent(s) or legal guardian shall be notified
immediately.

2253 fUAFEGRFL AEL RVEL KRR
BERGI R BRECFZKHEEL > BT
REARSRFERM I EAPRE Y » T
ik o
Off-campus accidental injury or acute illness case:
When a faculty member, staff member or labor worker
receives the notification of an off-campus serious
illness or critical injury occurred to a student of the
College, the employee must immediately inform
campus security personnel or campus guards to initiate
the procedure to administer all related matters. The
employee shall report to Dean of SAO the end result of
the event.

2254 JFARA-FEBP R TIET D AREIOIRPAF ALY
B mE o i i AR BLiEE e gL
EaEAAMEY > U FERE
Weekend, national holidays and off hours: The
accidental injury or acute illness occurred to any
student of the College on must be immediately reported
to campus security personnel, campus security guards,
and Dean of SAO must be simultaneously notified of
the event.

2255 HHEF L(ERUEL)HAART §F B 4L
fe2 b BERE AR B s ER
W 2 R e Y L2 A R AT
L FRBEDR 0 2 B AR L TN
Involuntary Hospitalization: When a student suffering
(or suspected of suffering) mental illness has tendency
of harming others or himself/herself, campus security
personnel, campus guards and local police department
(or fire department) must be notified so that the student
can be transported to a specialized mental facility or
clinics designated by central-government healthcare
agency. The College shall provide assistance in
administering all related matters.

226 HEFdfmik* o kT HITERR

Selection of transportation vehicle shall be based on following

operation process:

2261 i ¥ FAS DA FFIRE 0 5P f%:j‘éc»%% o i
LR EE P TER LA AR o 11940k
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B gBA R AR
g
Lightly injured student, who remains conscious, should
obtain appropriate medical treatment on his/her own.
A severely injured student, who remains conscious but
becomes immobile, should be transported to the
emergency room by means of an ambulance, taxi, or
personal car of a faculty/staff member. The
reimbursement of transportation expenses incurred
shall be requested for according to the regulation
22.6.2 ~Mi ~fEF FARE G AR AR EES
B EEFOTE 0 et 11943 2 iE i o
An ambulance must be requested immediately by
calling 119 when an emergency illness or injury is of
severe bleeding, suspected spinal cord injury,
unconsciousness or symptoms that require immediate
emergency medical care on the way to emergency
room.
2.2.7 ;I £ h;}]% IR E %%&;,I EREARBRBEY '—%?4':\?5;-}]’;‘3%#'%
hkdk ) oo uld FARRERZ AR EHFEGEL
The standard operation for emergency medical treatment or
hospitalization of students and the task and responsibility of faculty
members, staff members and laborers should be administered by
completing the “Record Form of Managing Student Emergency
Medical Treatment” which shall be signed off by Healthcare Unit
and Military Training Office where the form shall be filed for safe
storage.
2.2.8 %fiw%@f‘%f% s B 4 R B EE A AR anm' RgALI 4] pEE
RE EFEAY > TP L S 2 S SR B(FF) o
AO must assist in regular training each student the basic
life-saving skill course for a minimum of 4 hours, conduct
emergency medical treatment drills and encourage faculty members
and students to form Emergency Medical Team.
2.2.9 E** AR EHEG E**ff@ﬁ“ AL LT A0 e A 2 TR
BN ‘3\“{ o i ﬁ@m
When a College employee involves in the transportation of the
injured or ill person and if any administration or legal issues occur,
the College shall take initiatives to resolve them on behalf of such
an employee.

Foorg et Wi

&

3 LR
Essential Elements of Control:
3.1 KBFl% 2% LT FE:
Campus Safety and Disaster Management:
311 AFHFREAAR > UHAFERFICT FRIE T3 REICT
BIRASA2 FIET oo
To implement the College’s disaster management, whether a
campus security personnel for Campus Safety and Disaster
Notification and Management have been established by the College
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3.2

3.1.2

3.1.3

3.1.4

3.1.5

3.1.6

3.1.7

3.1.8

as the operational platform of campus disaster management
mechanism.

REARAZ ] ATTEFIT KBS T RRE Y
&KW o Xdp T4 PRI  A R o

Whether the operation zone of campus security personnel has been
equipped with cellphone, phones, internet access and other related
equipment; and staff members shall be assigned as duty operators
around the clock.

T4 OB A RPEREFIE 2470 17 Ekyet HEFFTR
BhFRFE-

Whether the College has appointed a delegated person who will be
responsible for reporting emergency events and must be
responsible for maintaining the confidentiality of all events.
AFLRTHE - BEEALIR KRR F 2o
Whether the College’s dedicated phone and fax numbers have been
made known to all faculty members, staff members and students
for the purpose of reporting campus emergency events.
AFTEARFCTFRF TR PR R¥2EAR
REFFELRITL 2 TEAR o

Whether the College has established the “Implementation Plan of
Campus Disaster Management” detailing stepwise procedure and
operation process for the minimization of disasters, preparedness,
response and restoration.

FARFFT 22 CTEE R FRAC G S RIS
Febgi i o

When campus safety or disaster events happened, whether the
College managed them according to detailed stepwise procedure
and operation process for the minimization of disasters,
preparedness, response and restoration.

MM E e & FMKA 0 AT ERTINEAR A
3F e B o

Whether the College’s communication and necessary
information-technology equipment has been connected with
MOE’s disaster reporting system in order to assure the unhindered
network information flow.

AT T RARFIE 22 LT R RIR s il
P - B M

Whether the College has critically reviewed campus safety and
disaster management status on regular basis; and the relevant
awards and reprimands have been handed out in order to improve
the effectiveness of its implementation.

AR AL
Management of Medical Emergency Events:

3.2.1

3.2.2

AT F AT RERTZRGERSE -

Whether the SAO has established the required emergency medical
equipment.

FeERHEE P AE > B Ao

Whether the emergency medical equipment has been regularly
maintained and the maintenance works have been recorded and
dated.
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4

323 AFHEFIRERF L FFE> 2 o
Whether the students have been instructed to operate it/them
properly according to operation manual.

324 *RFAGHATEGHLR  EFGHICGERS -
Whether students’ injuries and illness incurred on campus have
been treated on the basis of the seriousness of symptoms according
to the medical emergency procedures.

325 HFARPNHEEGHEEFR > AT :z%iﬁiﬁﬁ% °
Whether the off-campus injuries and illness happened to students
have been administered for medical treatments at clinics or
hospitals according to the required procedure

3.2.6 i,u%]ﬁi@m:il—- AR AR AEE T%u‘;}%g%}%@

thEk | B H R -
In the case of emergency injury and illness treatment, whether the
campus security personnel fills in the "Emergency Injury and
Iliness Dispatch Record Form™ shall be signed by the health care
unit and the military training room respectively and stored for
check.

327 B AFRmergd e R A MGV GRRET V4
ARERGEERAY 0 X %iflﬁvﬁﬂ;i * 2 E AR -

Whether the SAO has assisted in regular training each student the
basic life-saving skill course for a minimum of 4 hours, conducted
emergency medical treatment drills and encouraged faculty
members and students to form Emergency Medical Team.

328 FAREGFHILE # > Fita T T R 2172 Rt o
Whet er the medical treatment measures of emergency injuries and
iliness have been regularly statically analyzed and reviewed by the
SAO.

e r L H
Applicable Forms:
4.1 KX ik o
Campus Safety Team Roster
4.2 RE s 1 BmE L o
Roster of Authorities and Assigned Duties of Campus Safety Team
Members
; ‘h;}?‘r‘,w;g}%@m = S
FIecord Form of Managing Student Emergency Medical Treatment

Ryp i AP R 2
Basis and other relevant documents:
5.1 HTIERERFICT FEPBHIF WL
MOE Establishment Guidelines for the Implementation of Campus Disaster
Management Mechanism
52 RE%>2 LT FHRITER Lo
“Guidelines of Campus Safety and Disaster Incidence Reporting Operation”
53 K MAFELEREEH }ﬁa/@ﬂ’ﬁﬁ
Treatment Guidelines for Emergency Injuries and IlIness at Schools of All
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Levels Governed by MOE

54 1 HARFRRFL>FLTFREL -
Campus Safety and Disaster Management Guidelines of Christ’s College
Taipei

55 4 AETRT LG pAILIES -
Procedure of Managing Students’ Accidental Injuries and Acute Illness at
Christ’s College Taipei

6 AR
Flowchart:
6.1 i%%:s: rapEE sl [am- ]
efer to “Flowchart 1" for the Management of Emergency Incidence
Reporting Process.
6.2 B4 T AsmirEnmstl [InaRr- )
Refer to “Flowchart 2” for Student Accident Handling Operation Procedure.
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LrAFERT AT

& 2 ¥ {7 School

FASFREETE
Occurrences or discovery

A\ 4

% 4 | CSDC

Security Guard

A 4

1110 £ 119 & AR %
LA A
(T)02-2809-4661
(F)02-2809-4679
ERMARE
(T)02-2858-7000
(F)02-2858-2266 Call 110
or 119 or Mackay Hospital

i+ 3 3F /x 42 Management of Emergency Incidence Reporting Process

[ise@- ]

Personnel

ek 4B HeTR T
% % CSDC Personnel

wEHER

Dormentory Resident

to Classify IIncidence
Level
v \ 4
¢ % Level B 7 % Level A 5 % Level C
ML E(BE )L FER
# 7 4e % ¥ Inform MOE
School Campus Security
Center via Phone or Fax
il
L il
A 4
v HEIE C RERL
Inform Dean of SAO and
the President
v
Firrad ok o~ LAAILE 0§ M
2 4phE 4 R SAO to Mk & All Level-C
Inform Parents, Adademic cases to be signed off by
Advisor and other related Responsible Unit and
person submitted to  the
President for review.
e BF A2 EN B THREAD R G Bt Eaql pmp 3

BTk TR | TR K
T mte% ¢ o Level-B
cases to be reported to
MOE Campus Security

Center within 24 hours via

“Campus Security

Communication System”

I T
T A% ¢ w Level-A
cases to be reported to
MOE Campus Security

Center within 2 hours via
“Campuse Security
Communication System”

W TRk TR AR R
TR F ¢ Level-C
cases to be reported to
MOE Campus Security

Center within 72 hours via

“Campus Security

Communication System”

A
i 4 &2 Follow up

procedure

A 4

&% Case Closure
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B4 R M E % EJE ' ¥ 2 B) Student Accident Handling Operation Procedure

[hAem = )

AR EF H =
Responsible Unit

AR F
Process Steps

R 2
Related Document

& 4R

it

Campu Security Personnel
SAO

& AR

g it

Campu Security Personnel
SAO

B I X
2EWER -
- H A E
FiEApM LR
A E %7}&%’ N

PlIleEE ~REF

SAO, Campu Security
Personnel, Campus Life
Counselor, Unit Head,
Involved, HRSO, Personnel,
Vice President, President

~
i
’

’

fe 4

iR

Campu Security Personnel,
Counseling Personnel

KT HRFE
Educational
Programs

¥

KT R
Education
Enforcement

A 4

LE gL
Accident
Management

\ 4

BEHEEE LR
Counseling and Case
Aporoval

KE%>FLT e
Fu4

Campus Safety and Emergency
Response Plan

ERATARFX 2HRTEEFE

R REFE > 54
ERRFIZ 2P ED UFREH
Annual Campus Safety Education
Program for New Students

Annual Campus Safety Lecture
Annual Campus Safety Earthquake and
Disaster Drill

FoT IR TPEE AR FE
HEZX2F T REFILY <
e TERE A

KT 22 5T A4

A E A i ERRUEUFTERR
REF 2R &I A2 B

i & G o gL i E R

S EER e § R
e F i E

ATE RERE BT

MOE's School Safety Real-Time
Reporting Practice

School Safety and Disaster Prevention
and Response Center: Organization and
Responsibilities Table

Campus Incident Classification Table
Campus Emergency Notification and
Reporting Procedures

Campus Emergency Response Flowchart
Procedures for Handling Emergency
Injuries and Ilinesses

Emergency Response Team Meeting
Minutes

Media Reception Protocol

Press Release Drafting and Distribution
YR S
B4Rl EL BN G
2

Aipfeet £¢ -4

2 RFIE 222 EPRE% 2%
%45 R iT 5

Counseling Procedures

Student Accident Handling and
Counseling Report Form

Emergency Relief Application Form
Campus Safety Incident Recovery
Actions upon Completion of Incident
Handling
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(Z)anER
General Aftairs Items:
OMP ey &%
Operation Procedure of Property Procurement and Construction Maintenance Work
1 g™ -
Applicable Scope:
Aed A2 BEE 2 Y Gy R AR o
The Procedure is appllcable to all operations pertinent to procurements of personal
properties and the applications for the construction maintenance work at Christ’s
College Taipei.

2 TERE

Operating Process:

21 FHHEEEFEIE2 Y PECRAEEL THRETFEY R T AR
oy RARTREPAPM TR o EREF a2 Pty BRE R
iz VS BRI > GY FHE A FRAR BRI &Y W

EUEETR R R g4ty FENFZ R

Reqwsmon. To apply for the purchases and construction maintenance work,
the applicant unit must complete “The Procurement and Construction
Maintenance Work Form” by filling it with related information and
specifying the special requirements for quality, performance specifications
and timeliness with notes.  After being approved by the supervisor of the
applicant unit, it shall be submitted to General Affairs Office for processing.

22 B¥ i EHSEEMAYEE  hd REEEEpE o R G T2 A
*%m’mﬁﬁﬁ
Verification Review: Each requisite goods, which belongs to the category
of registered properties, must be recorded with signature in the Custody
Unit’s database along with its wear-and-tear condition and submitted for
verification review.

2.3 HFMEFH

Procurement and construction maintenance work:

231 pRUAPELETZHMEEZ L REEPHERFEL
Procurement and construction maintenance work Supported by
External Funds: The accounting write offs should be processed
according to rules of special Projects.

232 ®p gy %fri LA ()M 2R g8 pAEd K
PEH >3 ? Fe 318 > 40T IR ’ﬁ% °
For “procurement and construction maintenance work” items of
five thousand dollars (NT$5,000) or less, which are funded by the
College’s endowment, the requisitions should be approved by the
top-tier supervisors of units, offices or the department prior to
initiating the procurement and construction maintenance work.

233 RPEFOAERLHEAUL C ABIERIFA(F)2ER
AR RRERIEPE -
For a “procurement and construction maintenance work” item of
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2.3.4

2.3.5

2.3.6

2.3.7

2.3.8

2.3.9

more than five thousand dollars (NTS5,000) and less than ten
thousand dollars (NTS 10,000), which are funded by the College’s
endowment, the requisitions should be approved by the Vice
President.

FrEEg At > ARIMERLT ()L HEEE YA
KPFH P - THRP R BREFREER YR T
R BR R RE P s R

For a “procurement and construction maintenance work™ item of
more than ten thousand dollars (NT$10,000) and less than thirty
thousand dollars (NT$30,000), the requisition unit must obtain one
bids, which are within the reasonable range of the estimated cost,
and negotiate with the wining vender for a preferential price.

Then the requisition with a committed quote shall be submitted for
required approvals through the organization’s authority levels.
g S At > RBATE WL ()L HEMEE Y H R
BT RUE) Y R R R S F
FHRBERY  BEP ML - -

For a “procurement and construction maintenance work” item of
more than thirty thousand dollars (NT$30,000) and less than fifty
thousand dollars (NT$50,000), the requisition unit must obtain
three bids that are within the reasonable range of the estimated cost
and negotiate with a vender for a preferential price. Then the
requisition with a committed quote shall be submitted for required
approvals through the organization’s authority levels.

AL AN 2R E YR FEZ R RE o RAR
R FHEEERE  ABEF AP TL -

For a procurement item of more than fifty thousand dollars
(NT$50,000), the requisition unit must obtain three sealed bids that
are within the reasonable range of the estimated cost and negotiate
with a vender for a preferential price. Then the requisition with a
committed quote shall be submitted for required approvals through
the organization’s authority levels.

FrAR LB E A 2 A Y BN R RE o kA
RATRBEHFBEERE  AEF L T2 -

Purchases of more than NT$300,000 must be reviewed and
approved by three or more vendors in accordance with the school's
regulations after a procurement meeting.

FRPEE ¥R BN ESCRRERMEE B 0 A N AR X AT
PAYRI R > HAg et SR R AGE ) > R AL
SFEFULE R AF LR DRXFPHIER -

A procurement and construction maintenance work item, of which
the cost meets the criterion in Article 4 of Government
Procurement Laws for foundations or institutions that accept
government agencies’ grants and the specific grant money is more
than 50% of the procurement cost, shall be covered by the
Procedure and subjected to the supervision of such government
agency providing the grant money is more than the publically
announced amount.

R R Y R T TR G4
80 RAGRE WIRARR PR AR e
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2.4

If the application is in line with the Restricted application, it shall
fill out the “Restricted Application Form” and then follow the
resolution and the preceding procedures to process the bidding,
comparison, and negotiation of the bidding

2.3.10 B & 4R 5 Pl 18 B RS PR IR
J KyEE R A TR o
For any emergency procurement, repair or construction of
timeliness, the applicant can be handled by “Restricted application’
with the approval of the school.

b

L oo

S

Contract:

241 ®W BATE R LI et —‘5 AR RE RS A

&5
When the total cost of a procurement and construction maintenance
work is more than five hundred thousand dollars (NT$500,000), a
procurement contract or construction maintenance work agreement
must be signed with the winning tender after awarding bid to such
winning tender.
242 ENEEEY I APME = TR T -
The contract, which must be jointly signed by the applicant unit
and other related unit(s), shall be submitted to the President for
approval.
243 ELXHWITRAIZER
Key items for the preparation of a contract:
2431 PR ZE£H9F 4
Clearly stating names and information of both parties
who wish to enter the agreement.
2432 HHAFEEDZEKENF ST -
The quantity, contents and quality standards of the
winning bid for the procurement or construction
maintenance work.
2.4.3.3 M-SR
The cost (price) of the procurement or construction.
2434 2EpPHEEIHE -
The delivery date of goods or the construction period.
2435 2P IR N
The delivery method and the acceptance inspection of
property method.
2.4.3.6 >N
The payment method.
2437 HHPRZE FEF T o
Warranty period and guarantee responsibility
2438 FHEW1IFEL D
Safety of the construction and maintenance operation
2439 %11fE2%1 A FHIF-
Accidental insurance coverage for the construction
workers who participate in the construction or
engineering work.
2.4.3.10 ¥ & R
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2.5 Zic:

Termination of the contract.
2.4.3.11 s HEREEE T o
Liquidated damages.

Acceptance inspection of the property or work:

25.1

25.2

253

254

255

PSR c o P ARESP T HRETE 4 R H 22k
Hixx b yelskic o

For the acceptance inspection of property, the vendor must provide
to the use unit and undertaker unit the approved breakdown list of
procurement for processing the joint acceptance inspection of
property.

PR OARFEIR TR > CE R ER IR 2REIED K
Fdgiig A b B 8tk P Xd g0 =
WP Esk e CERE M 1 fed @ H 20 %o BAkAge s
Bl CRH PR IARRME o d R B0 i H e
LBfc  ¥od €3 H IR E S o

For the acceptance inspection of construction
maintenance-engineering work that has been contracted out
through open tender process, the whole construction work shall be
inspected for acceptance by a chief inspector who shall be
appointed by the President and coordinate with use unit and
General Affairs Office for joint acceptance inspection of property
in the presence of a monitor appointed by Finance Office.
Otherwise when a requisite unit has initiated the construction, the
use unit shall be the chief inspector to conduct the joint acceptance
inspection of property with the General Affairs Office. When a
unit has directly administered the procurement of the construction,
the General Affairs Office shall be the chief inspector to conduct
the joint acceptance inspection of property with the use unit in the
presence of a monitor appointed by Finance Office.

M2 g Rlckd g E2 FEHECARERESR-
AEST2 0 feey  YRgRY 5 (el S e -
BT s dhpm AL o

When the cost of property and construction maintenance work is
more than thirty thousand dollars (NT$30,000), the personnel from
Finance Office and Custody Unit shall jointly be the monitors for
the process. However, the quality and performance inspections
must be conducted by the applicant unit or professional specialist
prior to completing the inspection and acceptance procedure.

Rl AR e THRRE ¢ Rt AR RES T
AKAH | o

The process of the acceptance inspection of property must be
recorded, in details, in the “Record Form of The acceptance
inspection of property”; and the “Property Increase Form” must be
completed upon completing the procedure.

HOTPE A AR B - RFERTT P R R AR
REE o AL i

During the acceptance inspection of property, if the specification,
quantity or quality of the property does not meet the contracted
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2.6

requirements, the vendor must be required to repair, replace or
reproduce the property; however, no payment shall be made before
the deficiency has been corrected.

256 RN LW EFET Bk s ORI KL ()RR
E o
If any delay in delivering the goods occurs because of the repair,
replacement or reproduction of the property, the College shall
request the vendor (or manufacturer) for liquidated damages
according to the contract.

HETE

Payment:

2.6.1 %kmiwkﬁﬁw@ﬁﬁﬁﬁ‘ﬁﬂlrHﬁﬁﬁEJ’@

E lf_' ”](ﬁpu %ﬁ%’]ﬁ— fb v o g)‘]'—%i lf_#ﬂ’]‘+ HﬂJ\IE °

After completing the acceptance inspection of property, the
undertaker unit must collect and submit the transaction records,
invoices, evidence vouchers/certificates and the completed
“Property Increase Form” to the applicant unit for signed
confirmation of receipt. Then the documents shall be submitted
for approvals through the organization’s authority levels.

2.6.2 *RELARFZFA “% BT ED RFH £ R l‘f'iz o REW
AREERBEALEA BT A RHH ﬁWA%ﬁd
Unless the contract stipulates the cash payment through the
College’s petty cash system, all payments to the vendors must be in
the form of check or electronic transfer and cannot be transferred
through any faculty member, staff member or labor worker.

3 x4l gk
Essential Elements of Control:

3.1

3.2

3.3

3.4

iﬁﬁﬁ%ﬁwﬁﬂﬁidﬁ’{?ﬁﬁrﬁﬁﬁj’@é%ﬁaiﬁ
= Ais o 3% éujZ‘}g‘@j‘%Iﬂ'

Whether each unit, which applies for the procurement and construction
maintenance work, has completed the “Request Form for Procurement and
Construction Maintenance Work”; and whether each request form has been
approved by the supervisor of the applicant unit and, then, submitted to
General Affairs Office for processing.

U RS SEEER S Y Exd S A0 SRRy
wo g e

Whether each procured goods, which belongs to the category of registered
properties, has been recorded with signature in the Custody Unit’s database
along with its wear-and-tear condition and submitted for verification review.
RHEEA PR ER IR A FEFIRF AL FARES -

Whether, in the event that the procurement amount is different from the cost
of construction maintenance, the review process and the deliberation process
have been administered via different routes.

Tededh ~ v R RGBS Y E % 0 3 RS PHD

The open tender, bidding and price negotiation for each procurement and
construction maintenance work has been administered according to the rules
of the procedure.

260



3.5 FHE4AB VP ARIE P FF o L F R U AR R PR o
Whether the procurement has been administered according to the procedure
of exclusive tender when it belongs to the category of exclusive tender.

36 BETENT L HFMEY L% LT RRITALSE FHL o
Whether the procurement and construction maintenance work, which
requires signing an agreement, has been administered according to the
required procedure

3.7 HHENT L AT EFARIJPTRZ P F o
Whether the procurement agreements contain content(s) that pose(s) special
harmful risk to the College.

3.8 HMEFAKITLTEITNG -

Whether the acceptance inspection of the procurement and construction
maintenance work has been indeed administered.

3.9 ¥HIABKI ATFRRITI fFAARIIEEH o
Whether the acceptance inspection of construction maintenance work has
been administered by the responsible personnel and monitored by the
Finance Office representative.

3.10% - &Mt EEEE%HA R ER
Whether a monitor has joined the inspector(s) for the monitoring of the
acceptance inspection of the property that is above certain dollar threshold.

S A1 T4 g AR ~ Ik - BFERTT P LT T L
During the acceptance inspection of property, if the specification, quantity
or quality of the property does not meet the contracted requirements,
whether the vendor has been required to repair, replace or reproduce the
property

3120 ¥ 2 PR FE AR HES LW PR L3 %8 R K

(BB -

When any delay in delivering the goods occurs because of the repair,
replacement or reproduction of the property, whether the vendor (or
manufacturer) has compensated the College the liquidated damages
according to the contract.

3.13pE % f%]ft;?é PRRPEARS 0 A F RFERPIREMAL ZH L G2 K
B I RFIAFTEHEERD O FEZOMITHRER DU R &
E TN e} i?i(r]t%«"r 1 #‘t«"r B E N RN
Whether the procurement of each fixed asset has been administered
according to the internal regulation of the College; and whether the periodic
payments for equipment and construction have been the same as the
payment conditions and schedules in the relevant procurement contract or
construction maintenance work contract.

3145 fcx * s kypH Y i LEF R MGEHEE 2 EypL o
After completing the acceptance inspection of property, whether the
undertaker unit has attached relevant documents and evidence certificate for
the payment request.

#* L H
Applicable Forms:
4.1 HHLE -
“Request Form for Procurement and Construction Maintenance Work”
4.2 HEAFREHT o
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Procurement and Construction Maintenance Work Agreement
4.3 MAFRKE -

“Record Form of The acceptance inspection of property”
4.4 pAAH 4 H

“Property Increase Form”

YR AR Y i
Basis and Related Document:
51 % AEF Iy o

Christ’s College Taipei Procedure of Procurement

o A2
Flowchart:
6.1 HpirEnmesn [niem- ]
Refer to “Flowchart 1” for procurement process.
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3% B 42 B] Procurement Process Flowchart

[Azm@- ]
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O g mirs
Fixed Asset Management Procedure

1 ™ 0
Applicable Scope:
At A2 Y o B R RBRER T o

The Procedure applies to all operations pertinent to the purchase,

installation/building, transfer / relocation and scrapping/abandonment of any of

the College’s fixed assets.

TERE
Operating Process:
2.1 SHfERMF o fdp T Pl A

Fixed assets mean one of following two categories:

211 pA:
Properties:
2111 B2 3 sty BE2ER FLI
ERR@EATE R~ g 24 - &1}
DR REE R CHERE RFTA TR
L1
All useful land, land improvements, houses and
buildings; all durable machines, instruments and
equipment with greater than two (2) years of useful life
and itemized value of ten thousand dollars (NT$10,000)
or more each; and other equipment, leased assets,
computer software...etc.
2112 RIHLFZLERT -
All categories of collections of Library books and
materials
212 Flgf s GApEEERATL R AF AN > ARATERTE

oo B ERUAZIR2E Li,,,};;z. °

Items under Property Registry:  All purchased non-consumable
items, each of which costs more than three (3) thousand dollars and
less than ten (10) thousand dollars and has a useful life of more
than two (2) years.

2.2 MAFRETHA
Division of Property Management Responsibility:

22.1

2.2.2

2.2.3

FEHFIZARMAFEZ fFHE LG 2P
A2 oo
Custody Unit: It is the unit for with the overall management
responsibility for the College’s properties and shall conduct
periodic or unscheduled inventory counts and audits.
gFET I FPMARZ HIGHE -
Finance Unit: It is responsible for auditing the accounts and
documents of the College’s properties.
Wi PRI 22 M 22 %% -
Library: Library is responsible for the management of the library
collections and the preparation of related inventory lists.
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2.3

2.2.4

2.2.5

MTHE- fFHTIM2 2 AR %Y -
Sports Room: It is responsible for the management of the sport
equipment and the preparation of related inventory lists.
FAREE D R FR LR A AR R
Healthcare Unit: It is responsible for the management of the
medical supplies and the preparation of related inventory lists.

MAAFEE e
Recording of Property Registry:

23.1

2.3.2

2.3.3

DRSS Sl

ATRERA A Sk YerEi s T R H kM AN
51}%‘ , Jg;u? '—H

RABTZ €D > A A S BilE Fie
A+
After the newly purchased property passes the inspection for
acceptance, the responsible Custody Unit shall assign a category,
serial number and recorded as registered property in the “Property
Card”.
MAZRTFBELAEBATRESE FLEH
The establishment of a newly acquired property or the change
record of an existing property’s registry shall be administered on
the basis of following documents:
2.3.2.1 E’Ié_i‘gﬁiﬁ'g& : rﬁﬂ‘é_i‘?ﬁétﬁJ o
The registration of a newly acquired property:
“Property Increase Form”
2322 MAR#zZFw: "HASEHE -
The change record of an existing property: “Property
Transfer Form™.

2.3.23 MARFZF: "THARFE, -
The recording of the deletion of a property due to
damage or wear and tear: “Property
Impairment/Decrease Form”

PAA S A S~ Bl B el 0 PRARRE TP AR | hw) o

After being categorized, assigned a serial number and registered,

the property must be labelled with a “Property Label” for

identification purpose.

2.3.3.1 HAPFD FF H - PHT S do7 i N ARREER
PAA > PR 232 Al 0 BT P M0 & %
LRSS A
The production of adhesive backed property labels shall
be administered centrally by Custody Unit of General
Affairs Office. When a property cannot be labeled with
the respective label, its property label shall be placed at
an obvious location nearby it or kept by the user unit
for future reference.

2.3.3.2 “HRTIVEAPIMEE A > BIRAET ER
ARTIVEARS ST Y FHRER
All properties, which have been procured using MOE
Awards or Grants, must be labeled with fiscal year of
the award or grant and the phrase of “Property Procured
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with MOE Award and Grants”.

2333 Hwu AL HEEEZRE 0 G e R PE . PR
:;l o
All properties, which have been procured using other
external supplementary funds, shall be administered
according to the special rules if any.

2.4 H4AFE

Custody of properties:

241 HEHEEZARMAFEEDNGFE = o
Custody Unit is the unit in charge of the execution of Property
Management Affairs of the College.

242 ZEFMAERFIRE  FHEHMAL G FEFEHTHA
PEAAMER T L wg g E oo I A TR Bt
To implement the property management system, each department
or unit has the responsibility of safe-keeping properties. For the
change or transfer of any property, the unit must immediately
notify the Custody Unit of such change so that the property
database can be updated accordingly for the accuracy purpose.

243 MARREFA CHEIFSZECFRMAFEIRL &
FEFREFEL AR GECMARY 2 g RN g iz
Superintendent of Property Management: The supervisor of each
unit shall be the de facto Superintendent of Property Management
of his/her unit.

244 MAFRE A CHAFERER A R E mhAIN BBRAR G
AEEA FUMAREFE ERBARY ALY KK AP
KA R R FAMA R A
Custodial Agent: The Superintendent of Property Management of
each unit shall appoint a full-time staff member of his/her unit as
the Custodial Agent of the unit’s properties.

245 Hii §r@AFERAARE BPELMAS LY 0 Ko
"HAABLFP I MABIA CBIAZRFHEE EF
g i LA FEEH L o
If a unit supervisor is transferred or his/her job responsibility has
been adjusted, the transfer of unit’s properties shall be conducted
on the basis of the “Inventory List of Transfer Properties”; and the
transfer process with the presence of both outgoing and incoming
supervisors as well as Custody-Unit representative shall be
administered by a transfer facilitator appointed by the College.

2.4.6 Hirioigrcless B A PR RIAEM AR L HITM AR
TP B MASIAE R E S § R RE L ATREH T -
If a unit is reorganized, merged with another unit or eliminated, the
transfer of unit’s properties shall be conducted on the basis of the
“Inventory List of Transfer Properties”; and the transfer process
with the presence of unit supervisor(s) and Custody-Unit
representative shall be administered by a transfer facilitator
appointed by the College.
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2.5

2.6

2.7

P ):?).-_i‘a e

Addition of a Property:

251 HMEMALHIIEEE  d FEHE R TMARMH | PRI
AAMEE
After any newly acquired property passes the inspection for
acceptance, the Custody Unit shall process its registration
according to the “Property Increase Form”.

252 RFoS&icid REEL T HRBEFE HITRE G
LEEREE R EFE T AR S -
After each newly acquired library book or material passes the
inspection for acceptance, the Library shall be responsible to
catalog it for safekeeping and submit the prepared “Inventory List
of Library Books and Collections” to Custody Unit and Finance
Office for future reference.

253 pMAREFIEE (4off ) AR DRER THAR S E
ZRLAPMER  EERFEEREME R ET e -
When the new property is obtained through non-procurement
means, e.g., as a gift, the “Property Increase Form” with related
information must also be prepared and submitted to Custody Unit
for property registration.

AR Z BE:

Maintenance and Repair of Properties:

261 MAFRFAZMARY A REFVAAMAREREZ FF &
wlEdagest  wf o
The Custodial Agent and the property user of a property must
closely inspect, maintain and clean it frequently; and, all services
must be recorded in “Property Maintenance and Repair Record
Book™.

262 MASHAE " AP RPHEF > Bd KEECRARBREITE
1R TP -
If any damage i |s found during property inspection, the responsible
administration unit shall request for repair according to the
regulation of Property Maintenance Procedure.

263 MASPFHEEH» T R F 22 0T BEALLIPF KK
o pELAMAN LTI F AP E AL > FpHEF
B EIFRGATAS TR
The property administration unit shall take safety action to prevent
damages caused by potential disasters. In order to avoid major
loss of properties when disasters occur, the Custody Unit shall
submit request for property insurance coverage.

AR

Transfer of Properties:

271 PHEERMAFEDRSSFTE R EHS 2L LB 4T PHEHHE o
The transfer of a property from one unit to another shall be
processed when a transfer is required due to business operation or
special situation.

272 dBNEFED "HMASEE | CAFMHANMTHEEIS >
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2.7.3

2.7.4

H o

The origination unit, from which the property shall be transferred,
must submit the completed “Property Transfer Form” with the
related information to the designation unit, to which the property
shall be transferred.

BrEEIEEIMARE A SMARITE F A Tkl
PR ERPHIRIMA A BOEE

The supervisor of designation unit and the custodial agent shall
sign the “Property Transfer Form” upon the receipt of the property
and write down the new physical location of the property on the
form; thereafter, the form shall be submitted to Custody Unit for
the recording of property registration and transfer.
PHEEEMAAPRSHBE LY RECMAFE § 272 B2
e o

Before completing the process for the transfer of property from the
origination unit to the designation unit, the safekeeping
responsibility for the property shall remain to be the responsibility
of the origination unit.

2.8 MAAF
Borrowing Properties:

2.8.1

2.8.2

2.8.3

2.8.4

ARERM AR BTN F A% f%r% SRR SR L0 o
a °xﬁl"'“l‘ ’E’E’If})?}i'ﬁ—ﬁ "E’f,@si;,&ﬁ/ﬂ‘firmfi—i’
farp kv EREfEF o
The property borrowing is limited to intra-college scope related to
the needs of operations, teaching/research or school activities.
When there is a need to lend the property from a unit for
off-campus use, the request must be approved with signatures
through the organizational authority levels; and the unit managing
the property shall remain to be its responsibility.
feph LHEFA2Z BT B A EE THARKE ) - X
FPHErPMHMARELL2EFFEORMAFE L 5E > 1@
"F' 1—-‘1' o
For the on-campus inter-unit borrowing of any property, the
borrowing person or unit (“Borrower’”) must submit the completed
“Property Borrowing Form” with detailed descriptions of the
responsibilities for its maintenance and safekeeping to Custodial
Agent before the property is lent out.
A IR—’F‘: Ay ik r?ﬂﬁ”ﬁ? 5 ¥, "r’]:’ﬁ?‘"‘i\f;—*" Fp4 A& ik CRRIRCE

/E'}J"

The Custodial Agent shall immediately record the lending details
on the “Property Borrowing Record Book™ according to the
information on the “Property Borrowing Form”.

e BEMEIMA > Ao RSB B A R
TR EFRE o AARE A B A BT THA R
Fiedk ) il

When returning the property (properties), the physical inventory
and inspection of the property must be conducted; and if there is
any damage to property or any missing items, the Borrower must

compensate the College for the cost to repair or replace the
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2.9

property/properties based on market values. When the physical
inventory and inspection of returned property/properties are
satisfactory, the Custodial Agent must immediately record on the
“Property Borrowing Record Book™ with details of their return.

2.85 “MAEBY ANEELBD BFEE IIMARRTELRF-
All borrowed properties must be returned to the responsible units
before the date of annual inventory counts so that the annual
inventory audits can effectively proceed.

286 “HAHENROGHEBE - BT ALAEEE MREPE
ER T TV R e LR RS R
In the event that the property is proposed to be lent to an external
organization, the completed “Property Borrowing Form” must be
submitted to the President for review and approval first; and, the
Custody Unit of General Affairs Office shall be notified for the
process of external borrowing before the property is lent out
externally.

2.8.7 FIBRAERRFAGE > M e Fi 0 PRpRE L o
If a property needs to be shipped for repair off-campus by the
manufacturer or vendor, the responsible unit must submit repair
request to General Affairs Group for the related process.

288 ARUTIHA EGEIIAHEAFFHEEAY > A EEILHH

A
All properties of the College cannot be removed from or carried out
of campus unless the official borrowing procedure or the temporary
action of Custody Unit has been approved.

PAAITE ~ #k o~ R R RS ARIE

Process for the depreciation, amortization, write down or write-off of

property:

29.1 *RMARY B> 2 FEN AT THPEELS G 3T
T2 B &L o
The useful life of any of the College’s property must not be less
than the minimal years of useful life on Executive Yuan’s “The
Standards of Classification for Properties”.

2.9.2 MANEEMAS R > TR AR REMRZE P RITE
PRAHM T > HEP R R e T2 B REFHIRA-R
A FHEL o
After registering the properties according to their categories in
accounting journals, their depreciations and amortizations shall be
calculated and administered using linear method according to
accounting practices of “Unified Regulation of Accounting System
of Private School”.

2.9.3 ihﬁgfé?ﬁm’ﬁtﬁﬁ#w’ THETM AR E

MAR B e

When a property of the College exceeds its useful life and it meets
the conditions of being scrapped, then, the “Property
Impairment/Decrease Form” can be completed and submitted for
accounting write-off.

294 “HEMAEFALATEREBEA(Z)UY 2 S EZAGMA
FodRBE L EAMECLE AR EE AR 67 E
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2.9.5

2.9.6

2.9.7

g WIS EFREFA -

In the event that the property to be written off had an original value
of more than one million dollars (NT$1,000,000) or when the
write-off property was a house or building, the Director of General
Affairs Office shall convene a meeting with the supervisor of the
respective unit, relevant professional specialist and Finance Office
to deliberate the case; and after verifying the case, it shall be
submitted to the President for approval.
SEEaR*HERIMHAFRY j‘w vl g H R e g
= T‘?' @L§F% F"J}i #Fﬁlzir_)i’ E,ELW’W—%E'“ Bl ?’P‘
,aﬁnﬂ”‘fdﬁ LR EE =g Pa ri"E Ll - A

When the responsible unit or the user unit submits the property
write-off request, the Custody Unit shall send an appointed
representative to physically review and inspect the subject
property’s conditions or damages and remark on the request form;
thereafter, the request form with remarks shall be submitted to the
supervisor of the unit for write-off approval and, then, to Finance
Office for review and approval of accounting write-off as well as
the disposal of the property.

LH ARGRIS R RIS A R E 2 G R
Bpge o PR RFERTEZ PP AR AFRETICL RA] o

For the disposal of any write-off property, which has no use value
to the College as verified in the preceding paragraph and its normal
disposal may cause potential environmental concerns, its original
manufacturer shall be requested to buy it back or to remove it,
free of charge, for recycling.

AEVHEREY AT T IRT R RS NIRRT L RA
Ry rEEMm g E gk o

For the disposals of old but functional properties or recyclable
useless properties, they shall be sold or donated to other
organizations, in principle; and the proceeds of the sales must be
transferred to Finance Office for entries into accounting journals.

21004 A ¢ =i gk
Property Inventory Management:

2.10.1

2.10.2

2.10.3

LEEERYECI FREARMARILEEHL T LWL L
HpFEezE 2 A

The responsible unit and the user unit must diligently supervise the
implementation of property management by freely conducting
physical inventory audits of the properties periodically or
intermittently.

15—?Ez“l£ﬂ\%‘r?ﬂlgﬁ%#/fJ FEPer 2P EE e
7 71,34}5,;5#1 T MAERHZ TF TAZ MR - RME T
MRt 2 e - 7~ 8@ B o

The Custody Unit shall periodically or intermittently conduct
physical inventory audits of the College’s properties according to
“Procedure of Property Inventory Audit” of the College in order to
assure the unified accounting of all fixed assets and to record all
issues to be discussed or improved into record for reference.
ERGE lﬁ-gﬁz”ﬁz'ﬂr?ﬂﬁ FEht | o g}’?ﬂ\’f’{ﬁ’]"'?ﬁ
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Annual Inventory Audit: The “Property Inventory Audit Form”,
which is prepared by Custody Unit, shall be jointly used for
inventory audit by the Custody Unit and the audit team of the
certified public accountant who shall certify the College’s financial
statement.

211 p Fp = .

Management of Goods:

2111 Al gk mB R R SIS R > A PR E A FER
FHE R A AW ER BB R eI B R
Non-consumable goods shall be categorized and listed in the
controlled goods journals according to the assigned goods numbers.
The inventory count and quantity controls of the goods shall be
conducted by the personnel who control their uses. All
non-consumable goods, which do not belong to the category of
periodic inventory audits, shall be included in the property transfer
list when the supervisor of the respective unit is replaced.

2112 5| SR d SEE OV RMA R 2R T HEE THA
FIEE mEEI g ERR SR f*‘;?"%@_% AR 4
R sl A ITEARR > kP A AP M R T AIE 2 -

The reduction or damage of controlled goods shall be recorded by
the responsible unit on “Property Impairment/Decrease Form”
according to regulation property impairment and loses; and the
request shall be submitted to the supervisor of the unit for approval
with signature and the Custody Unit to remove the goods from the
inventory list. The disposal procedure of useless goods shall be
processed according to the regulations of property management.

212z H4F % ¢

Periodic Report Form:

2121 F 2 iv- x THARBREL ) > ZEIFPE S €373 R
Prepare an "Add-and-Subtract Forms of Properties” annually,
submit it for supervisor approval, and forward it to the Finance
Office for review and processing.

2122 = 8 & B R L SErHEE rﬁ‘dé_ipﬂ“ J A P H R i n
LR
The Custody Unit must print out the “Property Inventory List” of
each responsible unit and distribute it to the respective unit for
inventory count and file.

3 Al L g
Essential Elements of Control:
3.1 ARATH ARG MF LI UMAEIIEFA AP R S g D
» i o
Whether the newly acquired assets or the existing assets have been
accurately managed according to the categories of properties and controlled
goods and entered under the appropriate accounting subjects.
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32 MAAREFT AL ETM o
Whether the property registry record is clear and accurate.

3.3 A RFFLAMET SRR LT RET &
Whether the registrations of properties have been recorded timely without
delay

3.4 #1734 M AR S Lt e 6 B FZERE A R A E ] o
Whether after being categorized, assigned a serial number and registered, all
properties have been labelled with the adhesive-back property labels for
identification purpose.

35 FEE LFMmANNMAEFE L LR o
Whether the Custody Unit has clearly and actually prepared the list of
Custodial Agents.

3.6 AMHAH > AFHEY THAHHE | » P2
For the additions of all properties at the College, whether the “Property
Increase Forms” have been completed; and whether the properties have been
inspected for acceptance.

3.7 PAABEFIREE (4odfp¥) o7 > AT 0B TMHAR S H ) o
Even though a new property is obtained through non-procurement means,
e.g., as a gift, whether the “Property Increase Form” has also been prepared.

38 MAXERLZ FF  LimPed» TERi2aesit | o
For the maintenance, inspection, and cleaning services of each property,
whether all services has been accurately recorded in “Property Maintenance
and Repair Record Book™.

39 LECRMAFERAFIZRIES2LE » L34 BNHE -5

"HABEE | cAFPMARMTREIS  H o

When an inter-unit transfer is required due to business operation or special
situation, whether the origination unit has submitted the completed
“Property Transfer Form” with the related information to the designation
unit, to which the property shall be transferred.

BA0MAAH - £ FZRTED THMAHHBE
For each property borrowing, whether the “Property Borrowing Form™ has
been completed according to regulation.

SLIMAITER # > 22 €3 RdZA T P AR LT W F 2 FREFHIR
- RARELy FHEL
Whether the depreciation and aromatization methods and accounting
practices have been in compliance with regulations and according to
“Unified Regulation of Accounting System of Private School”.

BA2HE R ARAE > LT RFERIATF A FLZR9TETAE 5 L EF
FEE o
For the write-off of each property of the College, whether the procedure of
approval signature and accounting write off of the property have been
sequentially administered according to the regulation of current property
management of the College.

313 A AT R e R(THEL o
Whether the physical inventory counts of College’s properties have been
conducted according to the required schedules.

3145 4 &% AT BRI P &g LR o
Whether the consumable goods shall be categorized and listed in the
controlled goods journals according to the assigned goods numbers.

3A5F &Fdp » A FHE THAREE | > TR TIER L -
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In each event of the impairment or reduction of a property, whether the
“Property Impairment/Decrease Form™ has been completed and processed
according to the required process.
BI6HFETITFLERW THARPEL MBI RPZ2 P2F -
Whether the Custody Unit has completed the “Report Form of Property
Increase and Decrease” semi-annually and, then, submitted them to the
relevant unit for verification review and future reference.
BA7MFF R LB AELF NI 5 -
Whether all forms of property management have been stored for audit
according to the regulations.

e £ H o
Applicable Forms:
4.1 pMHAF o
Property Registry Card
4.2 PAAKAH o
Property Increase Form
4.3 MAHEE -
Property Transfer Form
4.4 PAAFIEHEH -
“Property Impairment/Decrease Form”
4.5 AR -
Property Label
4.6 &MLt o
“Property Maintenance and Repair Record Book”
A7 PAALEHEHE o
“Property Borrowing Form”
48 pAE D FwE
“Property Borrowing Record Book”
4.9 PAAMF T FFL o
“Monthly Report Form of Property Increase and Decrease”
4104 A H 25 d o
“Inventory List of Transfer Properties”
41142 F B4 -
Property Inventory Audit Form
41204 & 5 # o
Property Inventory List
4.13F 2 #p o
Inventory List of Library Books and Collections

YRR ARM Y

Basis and Related Documents:

5.1 A3 A4S %4 4F -
The Standards of Classification for Properties by Directorate General of
Budget

52 LM AFFRMP §EIESE -
Operation Procedure of Property Management of Christ’s College Taipei
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6 AR
Flowchart:
6.1 #ApY nfesn [iiem- ]
Refer to “Flowchart 17 for the personal-property procurement process
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# A P % /'t 4% Flowchart of Personal-Property Procurement Process
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O g miv¥
Management Procedure of Cashier Operation
1 ™ 0
Applicable Scope:
AP FRIFE TR o
The Procedure applies to the management of cashier operation at Christ’s College
Taipei.

2 TEHRE
Operating Procedure:

2.1

2.2

2.3

2.4

2.5

2.6

NI AR BT ATREBE R EA R -
The Cashier Clerk must implement the delegation of authority and
responsibility while he/she is on vacation or leave.

NN FIEA R PRI BREENAER YRR 2 RAZ
B RREE AT R oG A ERIAGREE DA w 2T
PAREZERRAREREMEEL o

For the transfer of job authority and responsibility from the incumbent
Cashier Clerk to the incoming one, the control of seals, documents,
accounting ledgers/journals, other office materials and in-process files shall
be thoroughly accounted for and tabulated first, and, then, shall be handed
over to the incoming person; and the transfer document must be signed by
both the outgoing and new Cashier Clerks and the transfer observer prior to
submitting it to the President.

NI R RFRFEBRFERI R ARE T DRI ER
HmR A BY 2§ o

According to the actual cashier-affairs conditions, the Cashier Clerk should
appropriately assign work to others based on the scope of job responsibility,
and define the details regarding their job authorities and responsibilities.

IR E AR FRAFE ML FLE R F N L e
EH A N RREREAEFAL IR

The Cashier Unit shall be responsible for the revenues and expenditures:
For revenues, the delegated bank(s) shall be designated as receiver of
revenues; and, for expenditures, the direct transfers and the issuance of
checks are the principle payment methods other than petty cash.

MR ARARIFRN > AR pELER Y R
The key contents of jobs of cashier staff members shall be defined according
to the regulations of related documents.

TR Tk (SR AT §HIR N TR TR =R )

Revenue receipt (accounts receivable) operation: (Refer to the College’s

“Procedure of Managing Revenue Receipt operations”.

261 MHpEmAR R EFECRE 2 e  AERLE H AR H 2
BARY FH O BT TR o e P DRI A R oo R0E
R0 R A AR TB IR AR A gL .
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2.7

2.6.2

2.6.3

2.6.4

2.6.5

2.6.6

2.6.7

After the Cashier Clerk receives the Adhesive Revenue Stamp
issued by the Finance Office or the Payment Request Form from
the relevant department/unit, the revenue receipt and disbursement
process shall be initiated accordingly. When receiving a cash
income, the Cashier Clerk shall verify the amount and category of
the cash revenue. When no error is found, a Payment Receipt
shall be immediately issued to the individual who makes the
payment.

ﬁ%ﬁﬁ@%iﬁﬁ%ﬁﬁﬁ’%ﬁﬂri%ifﬁjérﬁ
A ) R E | dolcEly > TG RER T B

BiE e H mFE
The money received must be deposited into the College’s bank
account; and the completed “Deposit Notice Form” or “Financial
Institution Deposit Receipt” must be submitted to Finance Office
for the entry into accounting journals.
XA E  RFRFLEAIFE P -T2 LT8R
AP o
Upon receiving a check, the drawer’s name, amount, date and
endorsement must be checked according to the regulation.
B AL T ASY G P Rl L kR e
After receiving the money, the Payment Requisition Form must be
stamped with the seal of the receiving staff member.
DA R F XA RAEFRER Y CILAE P ek o
When a cashier staff member receives the money, the amount must
be chronologically entered into the daily cash journal.
FPCRZmE BN P AP D NN KX R NS T
ARG HRENERECFRES > LR R o
Upon receiving the cash revenues, the cashier staff member and the
bank teller shall directly deposit all money on the same day or the
following day. Alternatively, the money can be directly wired to
the College’s bank account in order to prevent the unauthorized use
of the money.

SORENT BRE CWFRGESPER BEP AIL -
When fake or altered money bill(s) or marketable securities have
been received, the incidence must be immediately investigated.

it E (PR ARTEFHA NP A TEF a2 )
Payment Operation: (Refer to the College’s “Accounts Payable Operation
and Management Process” )

2.7.1

2.7.2

MAE PR e R BE A L NGB E RARA KR FER
A ECHEARGLA GREPFEMHREL L dAHEH
i

Based on the voucher or the “Adhesive Expenditure Certificate”
issued by the Finance Office, a check, Electronic Fund Transfer or
cash payment shall be made by Cashier Unit according to the
Accounts Payable Operation of the College. The check or
Electronic Fund Transfer can be issued by Cashier Unit after the
payment has been approved with signature seals through the
organizational authority levels.

FE- LEFERTLRSL O BRAR T §FHIR
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2.8

2.9

EFEPEE | FEL o A HIEZ B Bl b 5 o B &

”I{ °
When cash payment meets the quantity requirement and regulation,
the payment shall be made according to “Petty Cash Management
Procedure”.  All cash must be counted by the receiving parties on
the spot

273 EFAEBEARTEFFALAERZ FEMEE ) FHL .
The issuances of checks must be processed according to
“Procedure of Check Issuance Operation” of Christ’s College
Taipei.

274 NAEREBARPREFF AR 2 L4 EHlM 2 #
FTEHRES DR RF QRS2 @) KPR 1 SR
When issuing a check to a vendor for the payment of goods, the
check must be drawn with a line and specified that it cannot be
endorsed to a third party or changed to a direct wire transfer into
the vendor’s account; and, no faculty member, staff member or
labor worker is allowed to be an intermediate for any payment.

275 BEHEFFAAEH O REBECNRIIRFLEALMLFARZ A
FHE 2 o
When wiring payment to a vendor for the payment of goods, the
money must be wired directly to the bank account bearing the
vendor’s legal name or its responsible person

2.7.6 FHIE A3zt MR AREWANBL 2 L NMZRREEEE 2 2
hEAGZP PRI ER -
After completing each payment, the Cashier personnel shall date
stamp the Payment Voucher, the “Adhesive Expenditure Certificate”
and other documents and sign them with signature seal.

LIF AR B A2 de BT E

Tax Withholding Operation:

Btz 204 I Rdesz {if@fﬂ.g—u\/ﬁ‘ 5 MetiEma e
25 Ao et PR o

All withholding items taken out of the salaries, compensations and wages of
faculty members, staff members and labor workers must be administered on
the basis of relevant accounting vouchers/certificates or authorization
notification through approval process.

BHEHIR (SR ARTEFHAEY S FRITEMEE )

Petty Cash System: (Refer to “CCT Operating Procedure for Petty Cash

Management”

291 R EBAANARAGZELAERE LR ﬂﬂ%ﬂf%i *
M E e
Petty Cash System is established to pay for small-amount expenses
that are not suitable for check payments or occasional emergency

payments.
292 ARETGEETEFVIR S THEEIATLHFF A Mp e
? o

The fixed-amount Petty Cash System is utilized by the College and
administered by Cashier Unit; and the maximal amount is thirty (3)
thousand New Taiwan Dollars (NT$30,000).
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F_L
e
—
T

293 AL iFEEE, CF AR LBEBRTS LA E
r';}]x;},;,b”—r?»,l %F‘ Fa 4: . IE,";{ 'j; ¥ 4};@"1’){ f,—f o
For all administration units of the College, each
administration-related expense of less than three thousand New
Taiwan Dollars (NT$3,000) shall be paid out from Petty Cash.

294 FEHAFELEGEEAMBEFTE L g Aot NEHES LY
Ao MR AR R A BT EERAZEAMNERERNEH
WwWEPYF
The requester shall submit to Cashier Unit the expense proof or
travel expense report that has been approved by the supervisor of
the responsible unit for cash payment upon signing. The
Petty-Cash administrator must place an “Adhesive Expenditure
Certificate” on the expense document and date stamp it.

295 %+ £+ iRt & xﬂ-fg At NI I A E i R
Bﬁﬁsr"‘:if$ dg o TR £ HGEERERL o
After paying out an amount of cash, the Petty-Cash administrator
must assign a consecutive serial number to the “Adhesive
Expenditure Certificate” and date stamp it. Immediately, the
payment information shall be entered into Record Book.

29.6 F* EWAHUERFHUNATERIE AR BREL R £
H-3{-oo-R&EFUA G2 L NAEEHE > E5E
FPREEEVE PG RRIBRAEH - FF T
RBFP LR EFHE .

When the residual amount of petty cash is less than ten thousand
New Taiwan Dollars, the administrator must complete two copies
of the payment list. One shall be attached with “Adhesive
Expenditure Certificate” and submitted to the supervisor of the
responsible unit for approval prior to filing with Finance Office for
accounting write off and the replenish of the cash amount
according to the required process. The other shall be saved for
compilation with other payment lists into the (annual) petty cash
record book for future reference.

29.7 F* A£AAZ FEREE REFE TRY £ AT E A
A E BT R G RFRE AP L e St ip B e
For all petty cash payments, closing, advancing, allocation and
return, the Cashier administrator must immediately record each
occurring event in “Daily Recording Form of Petty Cash Revenues
and Payments” and the residual cash amount must match the
balance amount in the petty cash ledger every day.

298 R* gEfEHEF A EFF &R E -

The total amount of cash after receiving each replenishment must
not exceed the maximal amount of thirty thousand New Taiwan
Dollars (NT$30,000).

2.10% > % %5 !
Security and facilities:
2101 HpHE NG F2ZRE LT REIZ A FE RO
X 2MERA 0 DRI PP
The Cashier Unit must have security equipment and facility for the
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safe storage of cash, checks and marketable securities and other
items under its custody; and the appropriate, anti-theft
measurements must be implemented.

2.10.2 MR H 2 F%F o RRE AT T REFRTIPE =
2l B o
The safe of Cashier Unit must be placed in a dry location and
nearby the supervisor of Cashier Unit.

2103 hpE s HER2 EE BLEFE -
All relevant receipts and vouchers must be safely kept by the
Cashier Unit.

2104 S pE 2 BRFFEREECFERETT C RBYREFE
*
'Iflhe steel locking bolts for the door must be strong and the steel
body of the safe must be reinforced; and the safe must feature a
multiple-number combination lock.

3 4l gk
Essential Elements of Control:

3.1

3.2

3.3

3.4

3.5

3.6

3.7

3.8

3.9

MHB AR BB ARK AR > A RN

When the transfer or addition of Cashier personnel occurs, whether the petty
cash account/ bookkeeping has been transferred according to the regulation.
NPpE TR BRERFATFERT

Whether the accounts receivable operation of Cashier Unit has been in
compliance with regulations.

NPpE TR B R RZAT R ERT

Whether the cash receiving operation of Cashier Unit has been in
compliance with regulations.

D H ek TR LR RS TR

Whether the “Payment Receipts” have been made according to the accounts
receivable operation of Cashier Unit.

BT e ek ts o LF TR N e E i P B R R G

>

% o
After receiving each payment item, whether each Payment Request Form
has been stamped with date stamp and the signature seal of the receiving
staff member.
DA R H AR AR RER E R o
Whether Cashier personnel has immediately entered the money into
journal/ledger after receiving each sum.
GyEd AR R ERRI UL A LR A
For accounts payable, whether the payments have been processed according
to FIFO order with the exception of payments with defined deadlines.
B e AR R R B AR TAEREE R M PP ik T iR
WA A RINEAHE R SRR 2o
Whether every vendor’s original proof document has been pasted on the
“Record Paper for Affixing Certificate” with indicated use; and whether the
documents related to internal approved forms and contract have been
attached to the file.
IMEHEE > P ETEEFH G g -
Whether all related certificates and documents have been audited and
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approved by the Finance Office.

BA0NHpHE =X F Ry E-BL ~APMBHEE ¥ 2 RARAHRFEN T
FEpamBE2 LR A SREBTEE » T LAEB s AN
mEFE o
Whether the Cashier Unit has issued the checks and completed Electronic
Fund Transfer before the due dates on the basis of the accounting vouchers,
related certificate/proofs and documents according to the College’s payment
operation; and whether the “Record Book of Check Issuance, Electronic
Fund Transfer or Registered Mail” has been entered and updated after being
approved with signature seals through organization levels.

BA1EF A L EF AT H > -

Whether the checks have been issued according to the College’s regulation.

31245 H3gts  EHA LT ApMEREZ > 2P e F e p PR R
’_3_‘ o
Immediately after disbursing a cash amount, whether the paying staff
member has stamped on the proof document with signature seal and date
stamp.

BA3HEF* £ 2 THFHEAT RR T -

Whether the maximal amount of fixed amount petty cash has been in
compliance with regulation.

3A4F* EETF* A HAERERSFHF AT L2 EF L Ao
Whether the petty cash system has been used for payment amount of less
than three thousand New Taiwan Dollars (NT$3,000).

BA5 4 E Ay - FEBT L > CPESEY % &0 £ Fp E P A
REI AN gL N EIFELH -

Whether every borrowed cash amount due to the operation needs of any
responsible unit has been written off by submitting the required
“Expenditure Certificate”

316 % % £ 4 Fid £ F WA NEBHERS NHRTEHFHEE PP T EFEL
FrTEYEGHE o
Each time after paying with petty cash, whether the “Adhesive Expenditure
Certificate” has been assigned with the correct sequential serial number on it,
stamped with date stamp and immediately record it into “Petty Cash Record
Book”.

3.17 % % E#HA A F R LRI o
Whether petty cash allocation or transfer has been administered before the
required deadline.

A8 % % £FA LT RGHIFELFH > FFEAP > TEEFTLETA -
Whether petty cash allocation or transfer has been administered according to
corresponding categories, recorded in journals and ledgers and approved by
authorized supervisor.

A9 5 & - HEAAE* 2 AP L N2 S L F B E Atka 4
AR -

Whether the sum of cash, loan payments, changes and uncanceled accounts
payable is the same as the petty cash bookkeeping record.

320 A F R TARH TR E s * A o
Whether the receipt books have been received by Cashier Unit and their
uses have been recorded according to the regulations.

321 i 2 e A RAIRIHEZARH - FEPH R ES D
BHEARE G4
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Whether the used receipts have been handed to the personnel who have
made payments, submitted to Finance Office for verification review and
sent to Cashier Unit or the use unit for storage and future reference.

322 A e i FRITRRZ ey 0 AT RRTGE F R
Whether the unused receipts have been kept safely and any voided receipt
has been destroyed according to the regulation.

B2 H AT RBEEEBE = 5 2 BPELFA
Whether the receipts have been issued in the order of sequential serial
numbers without skipping.

324N pH 2 % 22 %% L FPERT -
Whether the security measures and equipment of Cashier Unit have been in
compliance with the regulations.

i A H
Applicable Forms:
4.1 JeEid il o
Receipt Notice Form
4.2 feait & -
Receipt Record Journal
4.3 %3 wH o
Deposit Notice Form
4.4 &R E -
Financial Institution Deposit Receipt
4.5 £ jcdy
Bank Receipt
4.6 i fcdy o
Payment Receipt
4.7 FLRREFET A o
Record Paper for Affixing Certificate
4.8 B A BT A EF Feik o
Record Book of Check Requisition or Registered Mail
4.9 R* &5 &y HE FEEAM A -
List of Petty Cash Uses
4104z > K H -
Adhesive Revenue Certificate
4.11 * NALREIEFE
“Adhesive Expenditure Certificate” (or “Adhesive Expenditure Proof
Document”)

RypE AP R 2 2o
Basis and Related Documents:
51 £MAFFREFFR D PR TEF ZyES
Procedure of Accounts receivable Operation and Management at Christ’s
College Taipei
52 M AFFREFFARDPHITEFEyHES
Procedure of Accounts Payable Operation and Management Process at
Christ’s College Taipei
53 A ARFREFHAFFALLLEA
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5.4 M AFFREFFIARRY &P EEE -
Important Items for the Issuance of Check at Christ’s College Taipei.
Petty Cash Management Procedure

6 nARR

Flowchart:

6.1 feiicdgminisa [iam- ]
Refer to “Flowchart 1 for Accounts Receivable Operation and
Management Process

6.2 HAaxirEgainesl [ineR- ]
Refer to “Flowchart 2” for Accounts Payable Operation and Management
Process
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o 3% (7 ¥ ¢ 775 42 Bl Accounts Receivable Operation and Management Process Flowchart

(@ ]
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i A% 1% % ¢ 727 A2 Bl Accounts Payable Operation and Management Process Flowchart
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Issuance of Checks, Payment Slips
(Remittance, Over-the-Counter
Payment): Stamping of Payment
Completed Seal

l

AESEA S FE
AR TRk A
Checks > Signing and Delivery
Payment Slips > Remittance,
Over-the-Counter Payment

\ 4

BREYEE
Vouchers Returned to the
Finance Office

g3 FI R N H R E
¥E Ly
Procedure of Accounts
receivable Operation
and Management

285




ORFBREFELE - BEZTFHRESONRE S LB IsRGTE
Operation Procedure of Campus Environmental Protection, Greenhouse Gas Reduction,
Energy Conservation and Pollution Prevention Planning
1 @™ 0
Applicable Scope:
o APEERETAMFEAMORRFEZ SR RES LD N F LR
BREBRFie s LR BEFRAKY > W RAE I T2 E2 EF
g Es TR LM RE Ko
The Procedure shall be used for the planning and steering of the administration of
the College’s environmental protection and energy conservation; and its purpose
is to consolidate and promote on-campus pollution prevention, energy
conservation and environment education as well as to regularly conduct
self-criticism of the tasks and the implementation responsibility according to the
requirements of relevant regulation(s).

2 iTERE
Operating Process:
2.1 BFAELBRIBEREZL S Gahiahtd o
General Affairs Office: GAO shall develop plans to promote
environmental protection and energy conservation.

22 BBFHZ SO hiad | ¢/RE  ERANABEFL/FE -
Environmental Protection and Energy Conservation Promotion
Committee/the President: The review and approval of annual promotion
plan.

2.3 Rt FE AP LR RBRREE SO LR GEET -
General Affairs Office: GAO shall supervise and audit each department’s
implementation status of environmental protection and energy conservation.

24 ERNFPAE CEBEIPEIFPREREL & O0RPGFE
Supervisor of each Office/Department/Unit:  He/she shall supervise and
audit the environmental protection and energy conservation status of the
respective Office/Department/Unit.

25 2REFREI - RIF RERNFREFELE &0 higd o
All faculty and staff members and labor workers, and contractors: ~ All
shall cooperate with one another to implement the promotion of
environmental protection and energy conservation.

3 Al L g

Essential Elements of Control:

3.1 2HE-HRBEEREL &G0 hiad £59 %
The promotion implementation of the administration of environmental
protection and energy conservation promotion.

32 PERAFTEFTRY L BASFREFE -
Management of sorting and pooling of recyclable waste materials and
reduction of disposable garbage.
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33 FEAMFW LI IEA LG F o L E @ VR AFihe jof Ty R
TIEE o p (TREFREREA iﬁi Vol s I dp gk 4 ke
PR TR ETE S STt d RIAAGTR M2 RHER T -
P EF A T SR A 0 AR R ??@?’ﬂ(fﬁtf”*“i"

Every employee is responsible for the sorting and pooling of waste materials.

Each Office/Department/Unit shall independently conduct sorting and

pooling of recyclable waste materials according to “Regulation Related to

Government Resource Recycling and Management Measures”, and

designate a site for such recyclable materials; and the General Affairs Group

shall send worker to all sites for the collection of the recyclable materials.

GAO shall assess the current status, conduct statistical analysis and fill the

“Monthly Statistical Report of Regular Waste and Recyclable Wastes”; and

the implementation effectiveness of collection and sorting recyclable

materials shall be examed.

3.4 KFE&HikEE:

Campus Energy Conservation Management:

3.4.1 ix TJ’I)"«]—#&%*IW%P/&?,F%E 7wk gy o X;*ﬂ’ﬁl\,ﬁ
f@?-‘c;- PRl (5 ‘,qﬂb/);;(\ - ;J;Jagpg_\ﬁ °
All faculty and staff members as well as labor workers must
establish themselves as leading examples for resource, energy and
money conservation according to the regulation of “Government
Guidelines of the Implementation of June 5" Energy Conservation
Movement”

342 o BirES P P REEE TERY TReFRERIFL, T2 T
SRR g 0 RARE SRR T Ao
General Affairs Office shall post on internet the “Website Report of
Monthly Campus Electricity Consumption” and “Website Monthly
Report of June 5th Energy Conservation”, and exam the
implementation effectiveness of collection and sorting recyclable
materials.

3.5 A ¢ H BIRE RS &N RS XAk
Auditing of Each Unit’s Promotion Efforts Regarding Environmental
Protection and Energy Conservation.

3.5.1 BFAGEEFEZ &SN RiERIE o AP ELEERHET
General Affairs Office shall audit whether the implementation of
the plans to promote environmental protection and energy
conservation have been administered.

352 rHEREHIEIRGRAREFLEE SO RZPHPN 3
Each department/unit must promote the implementation of the
contents in the plan for environmental protection and energy
conservation.

353 WAt ECEERRREE SORNARLY PESAPR
A
General Affairs Office shall inspect and audit the status and effects
of environmental protection and energy conservation program in
each department/unit; and the audit results shall be recorded.

354 LPEbir ERARF RS el o %?E*LF& TP E
Ferd o B/ IEP Z e L W IFS s T F‘ nxﬁrﬁ 6% 18
FEg *ig o
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If a department/unit does not pass the inspection/audit or any
abnormality in a department has been discovered, and if the
deficiency (deficiencies) cannot be corrected within two (2) weeks,
the department/unit must submit explanation and improvement plan
describing the responsible parties and follow-up tasks.
3.6 B4k & UL XA U

Supervision of the Deficiency Correction(s) Accomplished before

Completion Deadline and Follow Ups

3.61 :iFEZHAFRIAFRIB S Z TGRS F Bt
2B pE o d PHEAE REFESAICR  EAPM RS B
Bes Aph ¥ E FF B R R o MEHE o
The proposed draft procedure (if there is any) as the result of
self-criticism implementation at each phase shall be reviewed by
each department/unit’s supervisor for possible approval according
to environmental protection and energy conservation policy,
currently relevant regulation(s)s and other related considerations or
factors; and the revised procedure shall be administered
immediately upon being approved.

362 w7 eir TEAPFFRE, 2 PRRER2, L7654
oo BRFFEMFRELER -
In order to implement the contents of the environmental protection
and energy conservation plan fully, the regular and unannounced
audits of the actual results of the plan shall be conducted.

3.6.3 EfFIT Fies B MM AT REPRT S NF 5o
Submission of the audit results for review and their recording:
General Affairs Office shall submit all audit results to the President
for review and file them for future reference.

4 @+ LH
Applicable Forms:
4.1 BB FEZ G fadtd & o
Promotion Plan Schedule of Environmental Protection and Energy
Conservation
4.2 - BBRAFE FTRE IR IHFL o
Monthly Statistical Report of Regular Waste and Recyclable Wastes
4.3 F¥r T bR PIFEL -
Website Report of Monthly Campus Electricity Consumption
4.4 T Fi R AFL o
Website Report Table of June 5" Energy Conservation

5 kypz ph v

Basis and Related Documents:

5.1 AR FIE(Frctadky L ¥)-
Waste Management Law (Environmental Protection Bureau of Executive
Yuan).

52 o Nhad = 7 &80 hi8H | F o3 4)(Frctask v N e
The College’s Implementation Plan of “June 5th Energy Conservation
Movement”. (MOE of Executive Yuan)
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5.3 kg i (17 R SRR o
Energy Management Law (Ministry of Economy of Executive Yuan)
5.4 HBlEEAGEFT R |TEZRP] -
On-Campus Management Measures for Sorting and Collection of
Recyclable Waste Materials
55 KFAEAFFEFERL THFHAT SO0 REH | 722
Implementation Guidelines for Campus Disposable Garbage Reduction
Program and “June 5" Energy Conservation Movement”

6 AR :
Flowchart:
6.1 BB FESON A FTENRELLRE RES QL 7R
B [inamg-] -

Flowchart of Environmental Protection and Energy Conservation Action
Plan “Flowchart 1”
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T FES Rt FEARR

Flowchart of Environmental Protection and Energy Conservation Action Plan

[ise@- ]

o R fE S H
Responsible Unit

‘/‘;l“" %E*b I%
Process Steps

AP RBE 2 i
Related Document

BB FESn hipd
et B¢
Environmental
Protection and Energy
Conservation Promotion
Committee

Midfe~s L H o~ 230
General Affairs Office,
All Units, Department
Heads, Contractors

Birfs L H >
General Affairs Office,
All Units

Birfs L H >
General Affairs Office,
All Units

BirRes L H =
General Affairs Office,
All Units

>~ F
™

General Affairs Office,
Environmental
Protection and Energy
Conservation Promotion
Committee, President

ERBEBFEZ SN AR FHUIT
Preparation of the Annual Promotion Plan
for Environmental Protection and Energy

Conservation

FHRBFEZ SO0 R E9 0%
Implementation of Environmental
Protection and Energy Conservation Tasks

by All Units

R Uk g SRR

ke L

Inspection of Environmental Protection
and Energy Conservation Promotion

Tasks in All Units

2
\

Bodhas & U e 3 B
Supervise Deficiencies for Timely
Improvement and Follow-up

A

Vv

o
H
e

+ & 3 2_Improving compliance

V

FyE g sk

Submit for Approval and Retain Records

FTERERE RE S R
P4

New Year Promotion Plan
of Environmental
Protection and Energy
Conservation

- BRI EFTRY
B4R 4

ERr 7 RERER SR
%

T & R AR 4
Statistical Report of

Regular Waste and
Recyclable Wastes

Website Report of
Monthly Campus
Electricity Consumption

Website Report Table of
June 5" Energy
Conservation

e+
Same as above
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() FFEMFFR
Documents Processing and Archiving Management
@< # AILit¥
Document Management Procedure
14" #
Applicable Scope
A FRIZZ AP ITE TR AT E -
This Chapter section applies to all operations pertinent to document
management at Christ’s College Taipei.

2 FEARR
Operating Procedure:
21 ARt FHIER - AT ERE TS AL TR T
IPECRLIANRY 51 EE Ll 2 F S
In order to strengthen the document control operation at Christ’s College
Taipei, the Human Recourses and Secretariat Office shall designated a staff
member to centrally receive and deliver all official documents and to
improve the processing efficiency of those documents.

2.2

o 2
Receiving Process of Documents:

221

2.2.2

2.2.3

B

Signing for Letter Receipts:

NS R FIEPERRE 5 X2 § -3 SRS R E X
After the staff members of Document Receiving and Delivery Unit
receive the documents (letters), they shall compile and transfer the
documents to the designated Chief of Document Receiving and
Delivery Unit for the opening and inspection of the documents.

I =355

Opening and examination of regular documents/letters.

BB K RO LA R AT E 0 doG RS EEs
2aoAppl fod RyRt B IR RA G H T BH AR
The staff members of Document Receiving and Delivery Unit must
immediately inspect the names and quantity of all incoming
documents and their attachments to ascertain the correctness. If
there is any error or shortage, the undertaking personnel shall be
informed so that he/she shall contact the issuing unit in order to
correct the discrepancies.

B dTE

Opening and Reviewing of Confidential Documents/Letters

Bogrg A BRI a2 dreis > p B 2 g T
SRR UL SN T R S EX

After Chief of Document Receiving and Delivery Unit reviews the
incoming documents/letters, he/she shall log in all confidential
documents/letters, if any, in the “Record Book for the Initiation of
Confidential Document Delivery” before delivering them, in person,
to the prospective undertaking Administrator using signature
receipt form.

2.2.4 ¥ T
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2.2.5

2.2.6

Serial number assignment and central registration of incoming
official documents/letters:

2.2.4.1

AR

PN AR SN TR L I I
PP SEL > TRk 2 R s 2 BL R s v R R
*2z 3 qiﬁ-ﬁ"frT%ﬁ:}* _\ﬂ\é\v‘s"’;—)—’é}égg
g T EwE T Fd | »d B8 LB A
YL RFEAR

Upon receiving the document, complete the processing
procedures by stamping the receipt date and number at
the appropriate position on the front of the document.
Register and scan the paper document in the electronic
document management system, including the issuing
agency, document number, urgency level, document
type, attachments, and a summary of the main points.
Additionally, register it in the 'Receipt Registration
Book," and the Chief of Document Receiving and
Delivery Unit will distribute it to the respective
personnel.

File Category:

2.25.1

2.2.5.2

2.2.5.3

dwv AN A ﬁaﬁﬁ%;};&a BT AR (A
SRS HLE AR BT 2 ki
A f‘r]:}#’éjﬂ ] d )‘Ez“g f‘r’g,, °
The official documents of our school are categorized
into two types: automatic archiving in the electronic
document system and manual archiving (paper copies).
Upon completion of document processing, they are
automatically archived in the electronic document
system, while manual archiving is managed by each
unit independently.
BATHE A R TR TPEEL 2 o o T F R
B BE FTHAN2T TR
Chief of Document Receiving and Delivery Unit shall
sort all documents immediately after inspecting the
document contents.  All e-mails, facsimiles, telegrams
or international telegrams shall be administered by the
same process.
K>p 3z - BH=H
PSR EARZ A prE
PR A A 7R
When the contents of a document are related the
business affairs of two or more units, the principal
department/unit or the leading department/unit shall
coordinate with other department/unit(s)/unit(s) for the
process of such a document.

gﬁt T‘k‘

» Ik “'T!rg;f;‘
7

Z»
=R S S &

H o kg
Departmental Receiving and Delivery Processing:

2.2.6.1

AyrH bty TE A HEH g iF o
Each undertaking department/unit must designate an
undertaker who shall be responsible for the receiving,
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2.2.6.2

2.2.6.3

2.2.7 ¥tk

and distribution of incoming documents.
BiEHE BEREAL N e s BAE T B TE A A
HEFta 2 o oo
Documents sent via fax or email should first be
delivered to the Chief of Document Receiving and
Delivery Unit for scanning and distribution
ARFEA QIR A R A F L v 8 2 iR
KPRH = g7 o B i lfxﬁ@,_«_ ’F*: m;fﬂﬂ:/n #E R PE
CoHiEk FRMEMR AR T B
When the undertaking personnel receive the documents
distributed by Chief of Document Receiving and
Delivery Unit, he/she shall submit it to the immediate
supervisor for directions or the undertaking
Administrator according to the supervisor’s instruction.
In addition, an “Adhesive Label for Signature-bearing
Document” with the original Letter Number must be
place on the reply document by the undertaker if
applicable. All initial documents do not require such a
label

Re-categorization of disputed document:

2.2.7.1

2.2.7.2

¥ L

LHP AR F RO A Y G G R
Fﬁ d RA 2 KPEE e R L B8 RTes |
P R KPR R E JORkPE
When the undertaking Administrator of a
department/unit discovers categorization error or has
any question regarding a document’s categorization, the
undertaking department/unit shall request the Chief of
Document Receiving and Delivery Unit to re-categorize
it. Thereafter, the undertaking department/unit shall
process the document after signing the signature receipt
of such a document.

v TERFERRE EEIL » A~ KPEH =7

fF 23 FFEY o
The request for re-categorization of a disputed
document must be administered expeditiously; and the
undertaking department/unit shall also process it as
top-priority document.

Document Delivery Process

2.3.1 #y%:

Intend-to-Draft Procedure:
7&?’%&&1;%:%#[’%%7%@\:1 ‘PEFT#F]:F’ _ﬁ{r—]ﬂ\
E/,F F‘ MO REREPENE IR 0 RERE AT PEE o BRiE &»,L"?"fﬁ

%7?2—-0

The respective undertaking personnel shall prepare the
intend-to-draft procedure based on the unit supervisor’s written
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2.3.2

2.3.3

2.3.4

2.3.5

instruction, direction or dictation, or his/her own authority; and it
shall be submitted to his/her supervisor for approval.

i
Drafting Document:
2321 HEHMAPITAEELLUERIERS T BB IE

pLUPAS ) ﬂ’ﬂllﬁgﬂq#'ﬁ ’ 17#—;’;}5}%" 2 o
Using the intend-to-draft document or an approved
recommendation, the drafting of the document shall be
initiated. Draft shall be logically composed, and be
concise, truthful and sincere.

2322 ®IHRAEFOHpE o LR P E Hg2 p
HEFEE 2 fHERPHFE > BT 5T o
When processing a reply document or transferring a
document, the document’s explanation section must be
completed with the name of issuance Unit, date and
Letter Number of the original document.

2.3.23 2 drpfpilp R o g AR EE &
FEHEFPETEL > d BB A R%S 2 BFE D
v @i¥ o
Document writing should be carried out directly in the
electronic document management system. After
receiving approval from superiors, the Chief of
Document Receiving and Delivery Unit will assign a
document number and proceed with document
transmission.

f &

Document Co-signing:

Lo fpR G ap g o a v
Hi-@pFngzg wru 'l g%
WG A g EH S EE o
When the nature or content of a document is also related to other
department/unit’s (units’) affairs,  If necessary, the “List of
Required Departmental Co-signatures for Joint Execution of an
Official Document” must be attached with the document prior to
circulating it among the relevant units or the requirement for joint
signatures must be clearly described in the first page of the
document.

Pife 2 Bfe

Draft Document Editing and Draft Document Reviewing:

T RRABREAE SR RfpAEREd KPR R 2 B 44 p
B o

After the document has been drafted, it shall be administered
through editing and reviewing process; and, then, the undertaking
personnel shall submit it for approval by the immediate
administrative supervisor.

Fost

Proofreading:

LORyRE P FROHHES R 0 E D s o

Each responsible unit should proofread the draft on its own and
submit it for approval to superiors.
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2.3.6

2.3.7

2.3.8

2.4 ﬁr?;]rgj :
Document Archiving:

2.5

24.1

2.4.2

ﬁfé!_:

Document Printing:

B H AR MRPRL Y fh o BRRREE P aEL > #

FL AR N i W & S R

After being edited, reviewed , proof-read and submit it for approval

to superiors, the undertaking Administrator of the issuance unit of

the document shall convert it into an official document, which shall

be sent to Chief of Document Receiving and Delivery Unit for final

proofreading and printing.

* Bl

Seal Imprinting:

R TE g ITE | AR PHE o

Imprinting document with a seal shall be administered according to

the regulation of “Management Procedure of Official Seals”.

);f < .

Document Delivery:

2381 HAg>-Ed KPFEE-p FFE2 o
The hard copy of an approved document shall be sent
out by the undertaking unit.

2382 RFFdBRFAREFRY B g H i
SSCREE SER O B Vi St S G G R g i
PR FTe R I HAmR, FR
The electronic official document or letter shall be sent
out by Chief of Document Receiving and Delivery Unit.
If a receiving unit does not verify the receipt of such as
document via internet, such a document must be printed
on document stationary paper; and the seal of “Unable
to Verify the Delivery of an Electronic Copy” shall be
placed on it prior to sending it.

D% AL CUTE AR BT 2 MR D A TR

All documents shall be categorized according to the file number
assigned by the Chief of Document Receiving and Delivery Unit.
CHEATE A RH T 2R FE F L v 0 - B e 4
A tu— Er?i}'éj N e

All documents that have been assigned and labeled with a Letter
Number of College Central Receiving and Delivery shall be filed
for central storage by the Chief of Document Receiving and
Delivery Unit.

Follow up on Document Processing:

25.1

Do PEEH L o BRET|NESE @ 27 AZE3P S FU R &
7P o
The processing time of the expeditious, fast and regular documents
shall be immediate, no more than 3 days and no more than 7 days
respectively.
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2.6

2.7

2.5.2

B

W AR APHEEH 2 22 o 2T AR RER AR

THr ARk f£RE | (qitz) » LEFAPEODE
dAYHEZEY  GHE I PR v e E ARG
For the overdue documents, of which the completion dates have not
been extended, Document Group of General Affairs Department
shall prepare the blank forms entitled “Expedite Request Form for
the Issuance of an Overdue Official Document”. If overdue
document occurs, the respective undertaking unit must explain the
reasons for the delay or submit a request form to extend the
completion date of such a document.  After being approved by the
head of the undertaking unit, the form shall be submitted to Chief
of Document Receiving and Delivery Unit for future reference.

Extension of Document Completion Date:

26.1

2.6.2

2.6.3

AR

AR AR RE R R EEP A W Rd > T uE L
FEILE R o
When the document is deemed to be complicated or required for
deliberation or other reasons, the undertaking unit shall request for
the extension of document completion date.
Appe BT KPR et R G L ¥ > T w £ 9%
T o
When a document is already overdue and the undertaking unit has
determined that it cannot be completed soon enough, the
undertaking unit must apply for extension of the completion date.
KYEHE AT % Ay EY T A ke B Y FH
(2w ) »HE > TR HED B SHEL FHA
BEw e LR oo
The undertaking unit must apply for the extension of document
completion date by submitting to the Document System a
completed “Request Form for the Extension of Document
Completion Date” which specifies the days of extension and has
been approved by the Chief of Document Receiving and Delivery
Unit.

Access to Files:

2.7.1

2.7.2

2.7.3

WA ERRyEL 2 B g Lo

Access to a unit’s files shall be limited to the authorized

undertaking Administrator or the supervisor of such unit.
FHEFEBNFTCEAMP B AR ARG R E
(it ) > GEFIERE 4T AR -

When a department/unit needs to have the access to certain

document(s), the “Request Form for the Review of Filed

Documents” must be completed and submitted to the

department/unit supervisor for approval prior to having the access

to such document(s).

NEWBEE RRARBR Y EAERAERT > SPAE

FEEAR -

The access to confidential files must be processed and authorized
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according to the regulation of Information Security Policy of
Christ’s College Taipei.

274 DR EHDTAMTE FRELLFEF2ZF 2 BB R I
o~ fdk s B HE B 2EA KR ETEFHE o
The person, who is authorized to have the access to the
document(s), must be responsible for its safe keeping; and the
document(s) must not be disclosed, separated, altered, substituted,
added, damaged, transferred, transcribed or lost; making copy of
such document(s) must be authorized first.

2.8 fhEkFmae

File Disposal and Destruction

281 HE2FFPARLAGZAAFFE D FFIA e 2 F32
A v PR AT R o
The retention period of the files is categorized into two types:
permanent retention and periodic retention. Only those records that
have been kept for a fixed period of time are eligible for
destruction.

2.82 fHEFFEARH BAEFH UL E 0 BEUT TR
P4 ) o ERERRPEE 2P o BORPRE A
BMEFEGFCRE 0 BRI AR 2 i E Lo
File management personnel shall prepare a "File Destruction List"
(Attachment 9) for files that have reached the end of their retention
period, and submit it for review by the original business unit. If the
business unit determines that continued preservation is necessary, it
should provide a rationale and specify the extended retention
period

2.83 HULRHFE UL E HEIRAATFLP BB THS
FFAETUREL 2 2T o
For files with extended retention periods, file management
personnel may refer to these cases when revising the "File
Retention Period Standards Table" in the future.

284 ¥nHEPELHEBEE BEREPTE  EIALAFER
Ee i G R oS
After the business unit has reviewed the disposal cases, they must
be approved by the President, then submitted to the Human
Resources and Secretariat Office for final approval before the
disposal can proceed.

2.8.5 PRI 0 E Y Y 2400 F o I e i e
£ g FPHLE RITE
The appropriate method of destruction should be selected according
to the media type and the head of the General Affairs Office should
be asked to supervise the destruction operation.

3 AL E:
Essential Elements of Control:
3.1 Jr~ Al
Management of Document/Letter Receipt:
31,1 e 22 2 e~ 355k ~ A2 ~ Sl Fé 0 AT R TR
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3.2

3.3

3.4

3.5

3.6

FHIE o
Whether the receipt, opening, reviewing, categorization, serial
number assignment and recording of incoming official
documents/letters have been processed according to the required
process.

3.1.2 it FFREITAREFET o
Whether each confidential document has administered the request
according to the required process”.

3.1.3 H i< ith > £ F XA TR FED o
Whether each department/unit, which requests for re-categorization,
has administered the request according to the required process.

B hau

Management of Document Issuance:

321 #MHEBRAF 222 EH > LFHHE 21 g
Whether the draft copy of each prospective administration
document has been approved by the supervisor of the respective
department/unit.

322 ~fHREFEDEFANF  BHECE O ERG M LT E R4
B > o
Whether the nature or content of a document, which is related to
other department/unit’s affairs, has been signed off by all related
units.

323 =2xgd R FmirEime g o d@anlge el
53 o
Whether each delivered official document has been received by the
receipt department/unit and recorded in the “Record Book of
Delivered Document”.

i -

Document Filing:

Do fphh o LE AR o AR AR B ALY
Whether all documents have been filed for storage by Chief of Document
Receiving and Delivery Unit according to Categorization Standards.

ﬁ]‘afél_ :

Request for the issuance of an Overdue Official Document:

D PR R A E RARR AR

Whether an overdue official document has been requested for issuance
according to the regulation.

AP

Extension of Document Completion Date:

REREDR T o2 > L FRRTED -

Whether all documents with extended completion dates have been
completed before the extended deadlines.

AR
Access to Archived Files:
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4

361 BRMEZZECTRAFHERTL P CEFLEFE -
Whether the department/unit, which requests for access to certain
files, is qualified and approved by the authorized first-tier
supervisor.

362 FHP2xE2Z AR EERARPDY FAIIRERT 0 ER
PLAEPEEAR -

Whether the access to confidential files has been processed and
authorized according to Information Security Policy of Christ’s
College Taipei.

e £ H o
Applicable Forms:
4.1 Je> FieE(HiE-)e
Incoming Document Record Book
42 22 ¢FHE % (i)
List of Required Departmental Co-signatures for Joint Execution of an
Official Document
43 EriRdor f£RE (girz)
Expedite Request Form for the Issuance of an Overdue Official Document
4.4 k2 EHY GHE (fite) o
Request Form for the Extension of Document Completion Date
45 p%%%:&‘?‘ E(j‘x—7)o
Request Form for the Review of Filed Documents
4.6 B ¥ %:e# (= ) Document Review Registration Book
4.7 ﬁﬁ*&g&v]mﬁ-ﬁf (¥t ~ ) Archiving Receipt Checklist
4.8 fhEagr (24 ) File Destruction List

R AR

Basis and Related Documents:

5.1 Frctafed e "2 2 ad@fhx gLy | o
“Document Process and File Management Handbook” issued by Executive
Yuan Secretary General Office.

52 LM AFFRD Y RJILIFS o
Regulatlon of Official Document Process at Christ’s College Taipei

53 & AEE R BT LR -
Rules of the Management and Use Operation of Official Seals of Christ’s
College Taipei

54 @iﬁ?riﬁg%$?ﬂ %‘:F’ﬁ%—i-zz‘/z‘%?-%
Compilation of Archive Laws and Regulations Published by NAANDC

i
Flowchart:
6.1 v 2Agnic¥iasmsn [nmm-] -

Refer to “Flowchart 1” for document management process.
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T % /= 42 Bl Document Management Process Flowchart

[ise@- ]

i A
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AR I
Process Steps

AP BE 2 i
Related Document

AEERST R
The Human

Recourses and
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22 F Nid R
The Chief of
Document
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< & 3 ¥ ¥ Prepare >

A 4

: J Sign

\ 4
T (% e )

Open and Review

v
S FLE F B

Number and Registration

\ 4

F 45/~ = Scan/Distribute

B2 [ERTA 2
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% Co-handlin e
f Sl IE T
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€ 7HE 2§ P
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A

i ¥ %
Approval by the Unit Supervisor

A\ 4
BRALEER
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Tev Hie
Incoming
Document Record
Book
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© Epgjrg mIiTE
Management Procedure of Official Seals
1 g7 R
Applicable Scope
AREHEEIE2 A ITE TR AT E o
This Chapter section applies to all operations pertinent to the management and
use of the official seals and rubber stamps.

2 TERE
Operating Procedure:

2.1

2.2

ARRENA LI RAFAFEARE Y T FLE R FRATER
B {52 o

The official College Seal as well as all finance-related seals and rubber
stamps, date stamps, signature seals for the issuance of checks and the
receipt of cash shall be administered strictly according to the Procedure.

Er 2 F e o

Record and Custody of seals and stamps.

221 =id BFEE o
The custody of each seal or stamp must be assigned to an
authorized individual.

222 BzAiieogalLjkd 2k AR KR o
The person, who has the custody of the check books, must be
different from the individual who has the custody of the authorized
signature seal(s).

223 EEERACHIEAfFELUF B TR EE T
P2 g2 HFEE1 v, FRE TERFE | L RT
oo TEEFR o FLRE R
The department/unit in charge of the management of official seals
and rubber stamps shall appoint an authorized person who will be
responsible for the production, replacement and supplemental
issuance of all official seals and rubber stamps as well as the
regular or unannounced inventory audits. In addition, it shall
establish the “Custody List of Seals and Stamps with
Corresponding Authorized Custodian for Seals and Rubber
Stamps”, imprint all seals and stamps in the “Record Book of Seal
and Stamp Imprints” and keep both files for the tracking and
management of all official seals and rubber stamps.

224 Ly EgaEE A R REREELRY 2 FE o 4o A A
R R FE e
The authorized custodian of each type of seals or rubber stamps
must supervise the use and management of them. He/she shall
bear all responsibilities if any is lost or misused.

225 FHEEARFRLLFE > BOREFMEHBILY -
When the authorized custodian of a seal or stamp is replaced, the
transfer of the seal or stamp and all related documents between the
incumbent and his/her successor must be administered
immediately.
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2.3 B #E2 frr 2 F
Commencement and Usage of the Official Seals:

2.3.1

2.3.2

2.3.3

2.3.4

2.3.5

FHEERARLY B2 BN F R RME RS R
OB o
The seal and/or stamp imprints required for each type of documents
shall be categorized and regulated on the basis of the documents’
characteristics and contents and according to the principles and
customary practices.
Brfr ARy LaREARak f FARTILEE
[LAERE - J@—Jﬁ,xﬁ FEG S AR fp v o REL T
':""?"‘;F% ged 2 EIZ_‘EI— TE AP P IfsH B oo
All documents of Christ’s College shall not be imprinted/impressed
with the official College Seal without the approval of the President
or his/her delegated department director. When the written
document is not presented, the applicant shall complete and submit
“Request Form for Seal-imprinting on an Official Document” or
the applicant department shall fill application information in the
“Logbook of Seal-imprinting Applications” and submit it for
approval before placing the seal impression on such said document.
FERNAREFEEREIFE L LRCER T PR - AP 20 F
e REFER (Y FH  gErAFAL R
WrmE AR o
When a routinely issued document is on the list of the usage scopes
of seals/stamps described in Rules of the Management and Use
Operation of Official Seals, the applicant or applicant department
must submit the completed “Request Form for Seal-imprinting on
an Official Document” for approval before requesting the
respective Authorized Custodian to place the required official seal
on such a document.
%, _Ef z“"‘% GIfT* Br e Eeh s i FEFRAH @ ;}'B‘r;%\*_t e ’i-':FI
B
’g’]"'/ﬁw » ,,,{IZFIE-? A ﬁ?r':'v"
With the exception of the routinely issued documents, the applicant
or applicant department of an document, which requires the
impressions of official seals or stamps because of operational or
other special needs, must submit the completed “Request Form for
Seal-imprinting on an Official Document” and “Request Form for
Approval(s)” to the authorized responsible supervisor s for
approvals before requesting the respective Authorized Custodian to
place the required official seal on such as document.
B A T oY FH BRI > P EEF L
B o
Each Authorized Custodian must enter a sequential serial number
to the approved “Request Form for Seal-imprinting on an Official
Document” immediately after applying the seal or stamp onto a
document; and he/she should regularly present the file folder with
all sequentially arranged application forms to the authorized
responsible supervisor for inspections.
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2.4 o ERE () A E
Production (Replacement) or Supplemental issuance of an Official Seal or

Stamp:

24.1

2.4.2

2.4.3

24.4

2.4.5

ﬁ&d%ﬁ%&@’@@r@réJJir?%ﬁ%ﬁ*%ﬁ
HEZBREETAMME R HE TSR Y 54,
Foow i gWMY GH

When the College applies for the production and issuance of the
College Seal, the completed “Request Form for the Production of
Official College Seal” must be submitted to the authorized
government agency according to the regulations of “Rules of the
Management and Use Operation of Official Seals” and “Ordinance
of Production, Issuance, Commencement, Management and
Replacement of Seals, and the Cancellation of Obsolete or
Damaged Seals”.

AL H R RE ) ﬁ@¢ﬁf* B
A5 ()R Y A o R W ) i
2 eni®d > SREPTE M- d AT FEREZ ?Ei ) T
FEFEFAS O REBRE T o

For the production (replacement) or supplemental issuance of any
of the departmental seals or rubber stamps, the applicant unit must
submit the completed “Request Form for the Production
(Replacement) or Supplemental issuance of Official Seal/Stamp”,
the usage and legitimate reason for the production (replacement) or
supplemental issuance of such a seal or stamp approved by the
President. The departmental seal or stamp shall be centrally
produced by Human Resources and Secretariat Office that will be
responsible for the subsequent imprint(s) of such a seal or stamp in
the in the “Record Book of Seal and Stamp Imprints” for safe
record keeping. Thereafter, the seal or stamp shall be transferred
to the respective department/unit for its commencement..
Wﬁﬂ#ﬁ*j% P e g B e B IR—’F‘: AR B iEE
AL PR RS (R TR Rl ()
ETR S o R WE(@ L) Fd B SPRREUR A
A F e

When a seal, which has been registered with an external institution,
is damaged or lost, its Authorized Custodian must officially notify
the institution and make a public announcement for its cancellation.
In addition, the completed “Request Form for the Production
(Replacement) or Supplemental issuance of Official Seal/Stamp”,
the event of damaged or lost seal, and the reason for the
replacement of such a seal or stamp must be submitted to the
institution for approval and the issuance of a replacement seal.
BErg BEE BRI R EY AT ERE T SR
T AR PEIT o

When replacing a seal or stamp, the department in charge of the
usage of such a seal or rubber stamp must return the original item
to Human Resources and Secretariat Office for its cancellation and
destroy according to seal/stamp destruction procedure.

B 2 B EE P T R A AR B L R PHE .

When a lost seal or stamp has been found and returned, it must be
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2.5

3 ##

cancelled and destroyed according to regulation of the seal/stamp
destruction procedure.

Returning and Destruction of Seal or Stamp:

251 EE2z gEkd FEAEL TERY GE L 0 FEELAY -
BFZAFEEPREH I 2 FL AR
For the cancellation of a seal or stamp, its respective Authorized
Custodian must submit the “Request Form for Approval(s)”
according to the procedure for the Production (Replacement) or
Supplemental issuance of Official Seal; and such a seal or stamp
shall not be used in the future.

252 EHv AL ERTFAMAIT AL ERS M ER L
After returning a seal to Human Resources and Secretariat Office
for its cancelation, HRSO must immediately truncate one of its
corners prior to destroying it.

253 HrFHE2ZrEEd AT TFERT TN T B
A5 SN <
The to-be-cancelled/destroyed seals must be centrally destructed
batch-wise under the observation of General Affairs Group of
GAO.

A

Essential Elements of Control:

3.1

3.2

3.3

3.4

3.5

3.6

LRGBS D A AH RIS nﬁg*% a4

BEABEE » Adamergd a4 A- o2 e

Whether the seals for opening bank accounts have been separately kept by

the President (or his/her delegated assistant), the leading accountant and

Cashier administrator; and whether various seals and rubber stamps have not

been centrally controlled by a specially designated individual.

e Fregr 2% LFHE L Tred G Sd pErER T
z\i” G E (e H B e

Whether each applicant has completed and submitted “Request Form for

Seal-imprinting on an Official Document” or each applicant department has

filled application information in the “Logbook of Seal-imprinting

Applications” and submitted it for approval before placing the seal

impression on such said document.

LHEegL TP lw DRI EFP LS EE -

Whether the production of each of every department s seals and rubber

stamps has been pre-approved first; and whether each seal or stamp has been

entered in the seal/stamp list for management purpose.

A R S R

Whether each Request for Seal Imprinting (or Impressing) has been

approved by the appropriate, authorized supervisor.

TRl v opm Fr RFLEE

Whether the imprinting of seals has been administered according to the

scope of seal imprinting application.

BERAMFUEFES AR LR PPE LT RO EHA R T IEL2 o

When a lost seal or stamp has been found and returned, whether it has been
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4

cancelled and destroyed according to regulation of the seal/stamp
destruction procedure.

e £ H o
Applicable Forms:
4.1 * Y 5H o
Request Form for Seal-imprinting on an Official Document
4.2 FEip o
Logbook of Seal-imprinting Applications
4.3 WY i oo
Request Form for the Production of Official College Seal
4.4 gl (HE) S A E Y A o
Request Form for the Production (Replacement) or Supplemental issuance
of Official Seal
45 B d e
Request Form for Approval(s)
4.6 ErgEixpg H o
Custody List of Seals and Stamps with Corresponding Authorized
Custodian(s)
4.7 ETFEgP e
List of Seal and Stamp Imprints

By R APM Y 2
Basis and Related Documents:
51 BRI -
Rules of the Management and Use Operation of Official Seals
5.2 ezl g F I 2 R M RS o
Ordinance of Production, Issuance, Commencement, Management and
Replacement of Seals, and the Cancellation of Obsolete or Damaged Seals
53 LM AFFRY EIRERE -
Rules of the Management and Use Operation of Official Seals of Christ’s
College Taipei

o AL -

Flowchart:

6.1 * e el [nAER-] -
Refer to “Flowchart 1” for the process flow of the management of official
seals.
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* Er ¥ -7k 4% B Application for the use of the unit seals Flowchart

SRl
(A2 - ]
METE i AR A P ApRE 2 i
Related Document

Process Steps

Responsible Unit
< B3 1% ¥ Prepare >
VE
Application Unit
A 4
— P
# 8 % H Fill out the form Request Form for
Seal-imprinting on
an Official
Document

v

Tk 3 % +% Submit for approval

President Office

1% .8 Approval

CEEREE # No

The Human
Recourses and
Secretariat Office

£ Yes

* B /¥ e ¥ % Stamp/Scan

A 4

% 4% Registration
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(I )PPy #EERE
Research and Development Matters
KT ER A F R R ERa
Ministry of Education’s Incentive Program for Private Universities' Administrative
Development Plans
§r
Applicable Scope
S R TEEY EUEE Y-S SRR R R
The relevant procedures for the Ministry of Education’s incentive program for private
universities' administrative development plans apply to this chapter.

1.

TERE
Operating Procedure:

2.1

2.2

2.3

2.4

2.0

2.6

2.7

2.8

AL RGd 2R EE RBERFE % o
The planning for incentive funding and subsidies is prepared by each department of
the university, based on the annual budget.

RECERFR P ALY R o PR R F
If a department's annual budget complies with the regulations for incentive funding,
the Research and Development Office will conduct an initial review of the budget.

ERIFEIFFRAFE ) €7 ERBUITER R -
After the initial review by the Research and Development Office, the budget will be
compiled into the overall budget proposal by the Accounting Office.

RIFXFRFAMERZ T ER -
The overall budget proposal will be submitted to relevant meetings and the Board of
Directors, along with the revised plan.

SPREERL S TR 2 LTFRL
The execution of funds will be carried out in accordance with the relevant financial
and resource management regulations and guidelines.

@%ﬁiﬁg%%@ﬁ%?%%%fi%ﬁﬁ%&ﬁ%&?%%ﬁ°

The Ministry of Education’s incentive program for private universities'
administrative development plans will be audited according to the plans of the Audit
Committee.

RARTNRERGE R EER ARNA, AR

The self-assessment form for the "Allocation of Incentive Program Funds for
Administrative Development Plans" will be completed for submission to the Ministry
of Education.

BRHRTIREFFL BN ET LR FATESF H RITE -

The process for the written review or on-site inspection of the incentive and subsidy
funding will be conducted according to the regulations set by the Ministry of
Education.
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3.

Al g
Control Points:
3.1 g 2% RP[ERGE -
Funding Planning and Execution
B L1EFRPAFE TIA* LITLAER o
Procedures for the allocation of funds and the establishment of spending
regulations.
L L2EMEF AT EHE -
Actual implementation status of overall fund execution.
L3 FRESH F B4 -
Mechanisms for post-execution fund management and control.
3.1 4% - EREF AT L2 L i3 -
Specific improvements made based on the feedback from the previous year’s
fund inspection.
3.2 TH¥P, E3REAWE -
Execution of “Operational Funds”
3.2. 1% MARR R 2 137 -
Formulation of relevant regulations for operational funds.
3228 F PR RERAN FRIZ S o
Reasonableness of the actual scope of spending for operational funds.
&Z3$#W%%ﬁ¥$ﬁi?%ﬁ5%%°
Actual implementation of incentive and subsidy cases under operational funds.
3.3 TFAP ,  EFHREWH -
Execution of “Capital Funds”
3. 3. 1 F ARk PR 2§57 -
Formulation of relevant regulations for capital funds.
SI2FAFER R EA Y FRIZ £ -
Reasonableness of the actual scope of spending for capital funds.
3.33F AR L2 FEHNGENA -
Actual implementation of procurement cases under capital funds.

3.3. 44 A g AR ER ) o

Implementation of the asset management system.
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4.

&% L H
Applicable Forms:

4.1

rﬁé@%%iﬁ-%‘ B3R5 7 AR, pi®dk o
"Self-Assessment Form for the Allocation of Incentive Program Funds for
Administrative Development Plans."

EFEE AR &
Basis and Relevant Documents:

5.1

5.2

5.3

5.4

5.0

EAENR Y- ok SR k8N k8 2 THEE
Ministry of Education's Guidelines for the Incentive Program for Private
Universities' Administrative Development Plans.

i 73"%"%‘? P B ety pEAT BY & 8L o
Christ’s College Taipei’s Guidelines for Academic Research Incentive and Subsidy
Programs.

T ARE P e AT B4 SF PREL Y PEE o

Christ’s College Taipei’s Procedures for the Allocation and Use of Incentive and
Subsidy Funds.

AR T E R

Christ’s College Taipei’s Procurement Procedures.

ERp St JERIY- R FE L e
Christ’s College Taipei’s Asset Management Regulations.

A% [
Flowchart:

6. 1

>0 [in4e®l- ] :
See [Flowchart 1]:
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ORMPHE2 #irt |l § (A g) HoEf FE2 M vd
National Science and Technology Council (NSTC) Research and Publication Subsidy

Operations
I @7 @

Applicable Scope
AREF AL 2 M FERFH AT E o
The procedures for the NSTC research subsidy operations apply to this chapter.

TERAE
Operating Procedure:

2.1 AR EF T RITE > kAP F RIMRPFER > 245 2HE T REF > T
RAPET AL AR S E R G T REP RS G &k Joa 4
MEFFRERLE > ARG LR UFE ﬁ»wwm;ﬁp£$
PR LA AP EIMET RIZRA P A RO AL FAE AR
FoEERAES O PHLARRY CGFR] - PHFEL O NRIFEP R
= % ”" BB FHL S THIFLAF LS AP PR EEXE T o
For handhng NSTC research projects, the university will announce the submission
deadlines for each project to all full-time faculty members. Faculty are required to
submit applications online and deliver the supporting documents to the NSTC within
the prescribed time frame. Upon receiving the approval letter, the project leader will
be asked to sign the execution consent form online. The relevant budget items and
amounts will then be entered into the university’s accounting system based on the
approved list. The project leader must adhere to the NSTC's funding regulations,
personnel recruitment guidelines, and the university’s human resources and
accounting procedures for the employment of staff, budget adjustments, and expense
reimbursements. All financial reporting, submission of the final report, and any
changes must be completed within the specified time frame, and the change report
should be submitted to the Research and Development Office for finalization.

2.2 PRRRLE AR FAFTFETE BRI RPFERF > 02 2L EHREF2
FE S LR EPERPN R AR F SR G NRER NG kPR
%@%iﬁg?}ﬁﬁrﬁﬁww?%’L%iﬁﬁwﬁﬁvdak%%m%
FOGEANRIEEPRILT R BIEFL S FEFEA G TS
FPRREFRAFLAEIFALLRTT -

For handling NSTC undergraduate student research projects, the university will
announce the submission deadlines to all full-time faculty and students. Applications
must be submitted online, and the supporting documents should be delivered to the
NSTC within the prescribed time frame. Upon receiving the approval letter, the
relevant budget details will be entered into the university’s accounting system, and
all required documents and receipts for payment will be submitted within the
specified time frame. Students must complete their financial reporting, upload the
final report, sign the receipt list, and submit the financial income and expenditure
report to the Research and Development Office for final processing.

2.3 PAERFLERA N AREERTE > ARETIRFERRAFLE TEL BT R L
PEASLRADE TR REE NG PR ARSI RFLY Py
“ﬁﬁﬁi&@’@%ﬁﬁyﬁﬁ’¢$ﬁfgww BRI B A A

g B 'F-T-ﬁi);' #«.‘FF B~ *T&di IF:.r_ s B2, {HZ":F'& P\ ERCN %ZP\ = ‘#’ uﬂz >
FiBCERL RS iﬁﬁ%ﬁ;fﬂ’%ﬁ AfiAp b R ITE A‘f' pf—lv N7 IS
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3.

2.4

SRAK S BEE T

Full-time faculty members at the university may, according to the NSTC guidelines,
submit the required documents online within the prescribed time frame. After
submission, the Research and Development (R&D) Office will compile and send the
materials online. Upon receiving the approval letter, the R&D Office will inform the
subsidized faculty member and request them to follow the NSTC’s funding
management principles, as well as the university’s personnel and accounting
procedures, for handling leave requests and expense reimbursements. The faculty
member must complete the internal financial reporting, upload the reflection report,
and report the approved reimbursement amount within the specified time frame.
After the R&D Office verifies the correctness of the submitted financial report, they
will proceed with the payment request and closure process as per the guidelines in
the approval letter.

PRI B G 7 2 PER B BAMAIIHL (R 5) ¢ i 2 RRAME
WMET IR Z A ITERREPHIPH ~ ML A R RE T FE o

For other NSTC procedures and operational guidelines, the relevant application
procedures (including formal requests) must be followed. Reimbursement, final
report submissions, and other necessary tasks should be completed in accordance
with the NSTC’s funding management principles and the university's accounting
procedures.

R

Essential Elements of Control:

3.1

3.2

3.3

AN T EE B KT
Announce application procedures to faculty members according to the relevant
operational guidelines.

FEGR AR RER R 0 ¥ A e B Y s AL S S o
Ensure that applicants have submitted their applications within the prescribed time
frame, including the required documents and online submission to the relevant
institutions.

RO R EAMEY ASTRAIZ ARAE T EARR 0 PETE
PHERE INRIBFR AL LW R LR L GRS E
«;%g °

Verify that leave requests, reimbursements, and other procedures are handled
according to the NSTC’s funding guidelines and the university’s personnel and
accounting procedures, and ensure that all financial reporting, change notifications,

and final reports are completed within the prescribed time frame for project closure.
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4.

g L H

Applicable Forms:

4.1 P L TERBE LR M TEREEZ 22 o
Online forms required for each NSTC operation, as outlined in the relevant
operational guidelines.

Ry A PR

Basis and Relevant Documents:

5.1 M7 E 2 Hilrd | gL A7 H T ¥ L 8o
National Science and Technology Council (NSTC) Guidelines for Subsidized
Research Projects.

5.2 WRFE2 it A A EPN B ?\%‘3—%‘ NABEERERITEL I
NSTC Guidelines for Subsidies to Domestic Experts and Scholars Attending
International Academic Conferences.

5.3 M7FE 2 HirL A g EHF T EEF TR A o
NSTC Principles for the Management of Subsidized Research Project Funds.

5.4 RFFHEZ FIEL R g LR/ FFAL A LR EA o
NSTC Guidelines for the Employment of Personnel in Subsidized Research Projects.

5.5 RIRPE 2 Pt f g R BT L7 5% AT 8-

NSTC Guidelines for the Review and Appeal of Subsidized Research Projects.

5.6 M7FE 2 Hilrt | ¢ FIHmE 22 FREL -

NSTC Guidelines for the Handling and Review of Academic Ethics Cases.

57T MPFEZ BrL | ¢ Iy A v LR ko
NSTC Guidelines for the Selection Process of the Outstanding Research Award.

5.8 MTPFE 2 HIL R €A YAEHFA TP o IRAEZ U EFFL T
TER B -

NSTC Guidelines for the Subsidy of Humanities and Social Sciences Book
Publishing.

5.9 RRFE 2 HirL | g A F2 B ¢ pFod FapmyptdivEeg.
NSTC Guidelines for the Subsidy of Translation and Annotation Projects in
Humanities and Social Sciences.

5.10 MG E A HFL R g0 A 2 B2 R g PESMPLE B P E v LR R
NSTC Guidelines for the Subsidy of Writing Academic Books in Humanities and
Social Sciences.

5.11 B8 2 L | gD BRI EE o § c L2 o

NSTC Guidelines for Subsidies for Domestic International Academic Conferences.
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5.12 BTG 5 4 | E R B S8 MBS s ¢k c £ 8 8o
NSTC Guidelines for Team Participation in International Academic Organization
Meetings.

5.1 MEFE 2 Pt | g 4 2 A PFFA TP it 28 5 FISE& T 5
WHEaSHITEL R
NSTC Humanities and Social Sciences Research Center Guidelines for Supporting
Academic Counseling and Consultation for Young Scholars and Interdisciplinary
Research.

A% B
Flowchart:

6.1 %8 [nAem- ]
See [Flowchart 1]
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© o Tt £ 40F7 5 A= 5 A M 17 %
Academic Research Subsidy and Incentive Operations for Faculty Members
OF5EhAR/AREF A

Must Be Reviewed by Reviewers/Committees

1. T%AeEA
Operating Procedure::

1.1 PRy M ivd o4 TRy 4 T8y >k R M3 &
B2 flC @R TP BAREFER TP S % BFORN P E SRR K
NI INEE Y RIS ST NI R RS R R
S R PR RN Lt Joy T LR
Al -

Administration of Research-Related Grant Programs: The university administers
grants in eight areas: Research Project Grants, Academic Research Achievement
Awards, Music Performance and Composition Grants, Outstanding Researcher
Awards for Faculty, Awards for Research Outcomes Recognized as Excellent by
Government Agencies, Outstanding Faculty Awards for Music Performance and
Composition, Grants for Supervising Students in the National Science and
Technology Council’s University Student Research Program, and Subsidies for
Attending International Academic Conferences.
LIl TAEgsase | A ERAERPEM ML B NPT 4 578
EFANIE RERPLES UABREF -
Research Project Grants: Grants are provided for research projects not funded by
the National Science Council (NSC) in the current year, following approval by
the Research and Development Committee and the university president.
LLzrewpfﬁ%ﬁej;&eﬁﬁ%wpi»m”%*%aﬂe 7 fief
B2 Hm2 A BT RPEZLY FARIFF g L L EFFE€F
A RER RS AT
Academic Research Achievement Awards: Awards are given to faculty for
academic work published in peer-reviewed journals or books. After submission
to the Research and Development Office and review by the committee, the
university president approves the grant.
1.1.3 T #E 72 4] f%ﬁ’ﬁfﬁﬁ = %iflﬁjintﬁ | EEFELIITIRE RPEEF R
RO~ BEp gg AT SV A RIFE RREL LT EF
Lo RKRERREES .'171‘?-51"*{ fT o
Music Performance and Composition Grants: Grants support faculty in music
performances and compositions. Applicants submit supporting materials for
review by the Research and Development Committee, with final approval by the

university president.
1.1.4 T/ g ?rsmﬁ%,aék’?ﬂ%ﬂﬂ” BUA K FETEE K
BEGCR R P E P EUE Y REFLEET AR

Outstandlng Researcher Awards for Faculty These awards recognize faculty for
exceptional research. Nominations can be made by departments or through
self-application, followed by review and approval by the Research and
Development Committee and the university president.

LIS TA g = & st i P imiE & lﬁi‘l‘*‘xﬁ’ﬂﬁu CEERTINCFFEER
NU%KF’“ FEyRI=EL gl 4 5V i & Mﬂ’:ﬁ*@%%ﬁ{f =
LR EF L RERLEA '17@“9‘“*4“1’ FdEEpgeEr Rl
Awards for Research Outcomes Recognized as Excellent by Government
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2.

FHE

Agencies: Faculty whose research projects funded by government agencies such
as the Ministry of Education or NSC are deemed excellent are eligible for this
award. After review by the Research and Development Committee and approval
by the president, funding is provided from the annual research grant budget.

116F*Wﬂﬁ£ém% ﬁﬁfﬁﬁj-ﬁmﬁ Mg X SR

RN ?IEFF GorBE fRE Y AR FY G S EEFRULEE
N i N R ﬁ%@’

Outstanding Faculty Awards for Music Performance and Composition: Faculty
who have held two performances or exhibitions within three years, or who have
participated in consecutive annual performances, are eligible. Applications are
reviewed by the Research and Development Committee and approved by the
president.

LLT TS ARgs 3o mMppss nt f 2 L8P 580, 53

Brirh S84 my  CERRGPEE LR A BRI P EA
PEOEFEEFRELEY O REFLEFET B

Grants for Supervising Students in the National Science and Technology
Council’s University Student Research Program: Faculty who supervise students
receiving NSC research grants are eligible for this award, after review and
approval by the Research and Development Committee and the university
president.

LL8 TR EZFEEIE R, 5 BT T R AP RE - L2

KEFNRBEZEEER P A BF AR P E 2 PL R € - KT
RN H WA A Y AR KRR AT RS o kAR B2 RAR R 3 )
P R PEHEF A Mg REP T

Subsidies for Attending International Academic Conferences: These subsidies
support faculty attendance at international conferences. Faculty must first apply
for external funding and, if not granted, may apply for university funding
through the Research and Development Committee, with final approval from the

president.

- 1

Essential Elements of Control:

2.1

2.2

2.3

2.4

2.0

CHALTTRAE -
Whether the applicant's documentation is complete.

VR AT AR G
Whether the application is submitted on time.

S SR TV EES N S
Whether the application is reviewed according to the prescribed procedures by the
committee.

¢ s EEERE P
Whether the application is approved by the president.
R AR Y R EF R Ry R EA A s AR S R R R

li&ﬁ?%§ﬁ5°
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3.

Whether the approved application is processed according to the "Ministry of
Education’s Subsidy and Incentive Funds," "Relevant Financial Management
Principles of Government Agencies," and Christ's College Taipei's accounting system
for reimbursement.

#r L H
Applicable Forms:

3.1

kAR E AT RS PR ARRE TR & BT T 2 & i o
Forms required for submission as specified in Christ's College Taipei’s guidelines for
various subsidies and incentives.

YRR ARBE 2
Basis and Relevant Documents:

4.1

4.2

4.3

4.4

R0 St Ak Pl R S
Christ's College Taipei’s Guidelines for Academic Research Subsidies and
Incentives.

THAREERAFREFLA g EL -
Christ's College Taipei’s Guidelines for the Establishment of the Research and
Development Promotion Committee.

3R BB ST P A T R
Christ's College Taipei’s Procedures for the Allocation and Use of Incentive and
Subsidy Funds.

THAREERAIFRAFLA g EL -
Christ's College Taipei’s Guidelines for the Establishment of the Research and
Development Promotion Committee.

A% BB
Flowchart:

5.1

S [insem- ]
See [Flowchart 1].
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O k7 %1%

Extension Education Affairs

HeR FoT RSl R

Extension Education Center Start-up Control Operations

W

Applicable Scope:

MR KT RETIZ AP ITE S E AT E o

All operations and regulations of extension education and related courses of the
College are applicable to this Chapter section.

1.

TERE
Operating Process:

2.1

2.2

(SR LN

Preparation for the start of classes:

211 & & 4 711 0 NIRRT i RMESUR R AT £ ¥ 2 A
P FEATREFISFF K
Discuss the appropriateness of the drop-in courses and whether the content
of the promoted courses meets the market demand at the Academic Affairs
meeting in April and November of each year.

2.1.2 #4350 (EFIHE ) fo b 2 RE A FIErT e ST § 0 i
FRTINRFEIFITE o
Collect all credit-bearing courses, prepare a brief report, and fill out the
online application for the Ministry of Education.

213 K} e i BL LT PPN RIRERT R BA A TRE o
As mentioned above, if the class is a credit-bearing class, the enrollment
process will begin after an agreement is reached at a faculty meeting

fed g

Enroliment:

221 HF2 B AFIOEITHF ) ESALE R 7 BT erk o
Advertise courses and brochures on the website for college classes and
credit classes (with classes).

222 HRFL A D RBAREFRF 2 RLTR NI ERL S FHY
MENPERRPNABELEFRERN L F oA H PR HIF
ez A B RHW2 kEE 3 gz o
Before enrollment of extension classes, we should prepare the brochures
and information for subsequent enroliment, and let potential students
inside and outside of the school know the information through various
channels of marketing media, and increase their willingness to take
classes. The work includes: 1. enrollment brochure preparation 2. system
construction 3. website announcement.

223 #4 TEF R BA RS
The enrollment operation has two parts: internal and external publicity:
2231 #pz @z 1ML 2FREFFT L CHRPMH

Fr W ARPREFHR

On-campus publicity includes: 1. on-campus announcements, 2.
school website homepage announcements, 3. on-campus
brochures, and 4. on-campus advertisement boards.
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2.3

2.4

2232 ez @z L EEEF CLAERKTREL 2 E 3 H
Bd A BB ARERET TG
Off-campus publicity includes: 1. newsletter mailings, 2.
publicity on the Extension Education website, 3. notices to
former students, and 4. publicity on other community websites.

FREFHF L

Enrollment for Credit Classes

231 EAFIF LA LAFAHGFRTR 2L F3PERTR O BETHR
= Hip o
Credit class enrollment process: 1. Inquire about course information. 2.
Review student qualifications and accept enrollment from those who meet
the qualifications.

232NN RAIFLIBRREE ORI FL AT RN EFKITE 2
M IATM TR AIE L P o
Enrollment Methods: 1. Online Enrollment: Students log in to the online
enrollment system and complete the course selection process. 2. Use
online ATM or bank remittance to pay the credit fee.

Bris ¥ ¥ @

Class Preparation:

241 BArsigrsigF B RF LT A OKET S el TP
238 -
Credit-bearing classes are attached to classes. Students who need
resources for classes and teaching platforms should inquire with the
Extension Education Center.

242 BL EFIETIR v & ORPEA TG BFIA2L{8 ) F R FIR R R 5T
HAE EFIRER B AT R R RGEFRIIE R o R )
B ENTTHRA EFRILITE  FF BIIPE L ITH 22
EfF o rH R I TR
Before the start of a credit class, each contractor must evaluate the
effectiveness of the class and, if the class is held, agree on the course,
classroom location, notify students and teachers of the opening of the class,
and assist teachers in printing handouts or ordering textbooks, and carry
out the opening of the class; if the class is not held, then notify the
cooperating organization and the teacher of the class, notify the students,
and carry out the refund operation.

243 Bri@dem & RKPEA PR B 2ts  FRFIP A FIZ R F LT
Tl ARBHOLA 2 KRRl 3R kT 4 0T E
TE DR R F RSP ) SRR IR R TR
- SR S
Starting a class Before starting a class, each contractor must evaluate the
effectiveness of the class, and if the class is started, promote the class by
doing the following: 1. Confirming the class level 2. Renting a classroom 3.
Notifying students of the class 4. Making a sign-in sheet 5. Assisting with
book orders; if the class is not started, notify the teacher of the class, notify
students, and proceed with refunding the tuition or transferring to a
different class.
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2.5

2.6 Hi

Stz

#

Course Commencement:

25.1

2.5.2

2.5.3

BREFIGF LA TERFLIEE QB4 S AR FTERA (0T )
Bi-md U TF R T-PHFLET 53 FARTRBAE AL
Btz 2 dis kR arid =t flivy 3 keang
Renig 2md o
If the number of enrollment of the promotion class reaches the condition of
starting the class, then the class will start, and then we will coordinate the
irregularities (as below), and inform the students of the next enrollment
time in the last one or two weeks. If there is a special need, we will
investigate their satisfaction with the course. Upon completion of the
course, the instructor will be asked to grade the entire class and prepare a
certificate of completion for those who need it.
BH BT AedR LA MR EBFLIES s A F R 5 ﬁ@ﬂ’wiﬁu
DB KRR TR B PR RSP 3 ’ﬁwﬂ e o 8 EF kA
B PR LA BPF IR RE R {'{n $§;me& Y %éﬁ -t
*F
Handling of exceptions: If the number of applicants does not meet the
requirements for starting a class or if students have special reasons for
applying for refunds in accordance with the regulations of the Regulations
for the Implementation of Extension of Education in Schools Above the
College Level, then they will be refunded the tuition. If the number of
students enrolled in a class does not match the number of students enrolled,
we will confirm whether there are students who have transferred to another
class or those who have not enrolled but are attending the class.

A SNl ’%cr?i FRY I 7 E L P RR LT |
2 A5 L KBS IR A RS P B R R PR SRR R
;#iiiﬂw@»ﬁ@<$ﬁww’ww%&—@ﬁ%»ﬁm%o
Credit Class Operations: After students apply for a class transfer or refund,

the final confirmed student's gradebook will be handed over to the
instructor by the department assistant. At the end of the semester, the
instructor will be reminded to hand over the gradebook to the Center, and
after the departmental gradebook has been collected, the production of
credit certificates will begin in a uniform manner,

254 BATTR AP AEARTE N EY A R A KT IVER(TL S &L LT

J 4 A JEHAR

Completion of the final report for credit classes: The Ministry of
Education will complete the report at the end of the semester, including the
number of male and female students in each class.

T:-‘,_,’_Vé‘_é" % nF‘}‘? }Sd' .

Producing and Issumg Certificates:

2.6.1

;}H‘}%f]’gﬁ FE—EJ’%T\ ﬂ.‘ﬂ u—d-)_‘#)";‘:%(?(ﬁﬁf‘ ‘,3%'9’ ”F'"%‘/\

228 4
g °

If the students of the extension class need a certificate, the Center will
issue a credit certificate only after the instructor has given the grade.

2.6.2 FrrupgEE A LR VERFES R

The process of issuing certificates for credit classes: 1. Students can
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choose to send the certificates by mail or collect them in person.

3. AL
Essential Elements of Control:

3.1

3.2

3.3

3.4

3.5

3.6

3.7

3.8

Bz TERARESE TERN FRIER KT ForH: ) » LT RAT
FHIE o

Classes and operation procedures should be in accordance with the “Regulations
for the Implementation of Extension Education in Post-Secondary Schools” and
whether or not they are conducted in accordance with the regulations.

JERTFIN T L BT ITH AR KEF AT # 6 ‘;iéﬁcﬁ; TREEE A
THRIAAMKT SR~ ARPRARRE A Y v RE -
Whether the teacher of a new promotional or credlt bearmg class meets the
qualifications or expertise of the course, has relevant teaching experience, is
recommended by the relevant staff of the school, or is recommended by the
director of the Center.

REFGBEEA T AR AN L AR * o
Whether the instructor's hourly rate meets the cost of the course or the fee required
by the University.

BArriB A F RN LEBEGAFABIEH AT BT HEY > BRI
2R % o 2B FREFFE IRy - e w5354 2 \’zﬁtf.{.f.{.& i
RIS 22 P EAF T -

Eligibility for credit classes: 1. Academic year courses must be taken in the
previous semester before the next semester, except for students with special
conditions. 2. If the instructor decides before the second week of class that the
student is not suitable for the level of the course, the group will give the student
the credit fee.

FEREBIIA NP5 b RPgEfFIm i E o nflgr 2 B HEI Y .
After the student has transferred to another class or withdrawn from the course,
the instructor will be provided with a correct list of names of the instructors for the
purpose of roll call and subsequent payment of grades.

B o sINgrTr 0 BITIE PAL A RE T 7 R BT Lo

Credit-bearing classes will be attached to the class, and the conditions for starting
such classes will depend on the availability of such classes in the school.

FRE TP RPpRART RE A BT HE o

Classroom selection rules are based on the needs of the program and the number
of students in the classroom.

FERLTF AT L AR pﬁc%‘f RAT AR L o2 kg ok
RAFLALMLT I AT L2 3 FIHFL] RERE R AR
3}7%; lﬁ}}’t AT ‘% o o
Whether or not there is a roll call for each class: 1. To confirm whether or not the
students have signed up for the class; 2. To check whether or not the actual
number of classes have been completed according to the roll call status; 3. To give
grades to the students according to the attendance status if the students have a
need for a certificate of completion.

L
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Tuition fee collection control for Extension Education Center

1.

TERSE
Operating Process:

11 &8 B Har 5 3R LITR R 2 Jadf o
Open receipts according to the class enrollment of the student in the Academic
Affairs System.

1.2 7B 073 5 Sug P SLE 53t & R HE o
Print out the payment statistics of the day in the Academic Affairs System.

1.3 34T L s E 2 |livkyg r @ L o
Make an account in the cashier system of Hua Nan Bank and prepare a receipt
for the income.

14 iz e rBE o
Audit the income summons by staff.

15 #ityer BL M AZ e-mail #2232 NHQH -
Submit the paper copy and e-mail file of the income substitution summons to the
cashier,

16 #HEEB -3 % -
Reconciliation with the Accounting Office for each school year.

e g

Essential Elements of Control:

21 B2 WESAREFE TEPN I ERARRT A e 0 AT RAT
FEIE o
Classes and operation procedures should be in accordance with the
“Regulations for the Implementation of Extension Education in Post-secondary
Schools” and whether they are carried out in accordance with the regulations.

22 PRMEAFLINLE AAEW BB E LI LA -
Whether the daily closing amount is in accordance with the system amount and
whether the serial number of receipts is in accordance with the schedule.

23 HESALFMT B 2B RBEFE R - R FmPLAT T ki

w3 oo

Whether the students who transfer money to other schools have actually opened
receipts and the amount of the receipts is consistent with the income, and
whether they have traced the source of the expenses.
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Tuition fee refund control of Extension Education Center

1.

XS
Operational Procedures

11

Application for tuition refund:

111 fpiv NG RMATIF &% -

The amount of refund will be determined in accordance with the Ministry of
Education's refund rules.

112 #5i9% B ALY /3 AL PARFLF R LY -

Refunds before the class, after the class has ended, if the student has not
reached 1/3 of the full term, or for other special reasons as agreed to by the
supervisor.

12 % AEITE ERHITILF  HRFRIF T AERIFY Ao T 5A
B3y e
Except for the refund of the difference between the amount of the unopened
class and the transfer class, all other student refunds shall be made by filling out
the refund application form and obtaining the consent of the supervisor.

13 R 354
Refund methods for students:

131% B ERERHZTH
Remittance: Students should provide remittance information.

14 P At RFIRF > BRI P RRRS P iRy -
For those who apply for advance payment to pay for the refund in person, the
remittance refund will be made according to the school's procedure of
remittance refund.

15 33 23 8 P4 Aamp -

After the refund is completed, the school will follow the school's underwriting
procedure.

Al g

Essential Elements of Control

21 B2 WEMRERE THEPU T FRIR KT FEHE, > LT ERT
FEIE o
The opening of classes and procedures should comply with the 'Regulations for
the Implementation of Extension Education in Post-secondary Schools' and be
properly executed.

22 HBEIE2Z MBI ALFE 2L FF 2 od L7 RARATIEE o

Whether the examination and recording of financial revenues and expenditures
related to academic affairs are handled in accordance with the regulations.
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OhLx %54 FThe «Eix
Indigenous Student Resource Center
£ F: ] 3044 17 £ Internal Control of Operations

l\

RAAEEL FRY T ERY

Indigenous Student Resource Center Operations Supervisor :

ARRF? cB RPN RANE2 - IR e R EWE MR F 228
PRSFARAAY CApH L AR FREEAY FRAA BT L RER LS
EAL RN - 5 30

The Center assists aboriginal students in all matters, including academic counseling,
caring for students' lives, organizing activities related to aboriginal culture, assisting
students in applying for aboriginal scholarships, and building up the centrality of
aboriginal students.

h *%& 3= Risk Assessment :

N ARRFA S 111 & 08 % 01 PRIz B0 adnhrt £ 2314
REHESARGRATY RS ARPERFEL S KRS AT o AR E
PR o AR BFRT o4 € R FHOETEE L &P R F 0 2R
AFIEL o HRGR IR E S WEFE L T o

Since the ISRC was just established on August 01, 2022, we are not yet familiar with
the business operation, but we can improve the efficiency of the Sources Center in
handling the administrative business by consulting with the contractors of the
Sources Centers of other universities or other predecessors in the university. If
necessary, we will evaluate the timeliness and necessity of the matter, adopt
appropriate methods to solve the difficulties, and design internal control operations
to minimize the damage of the matter.

FIEI P

Programs :

PR GRS E X RERP RAF A PR GFERAD R o E R R
HiF o

3

Based on the results of the risk assessment, we will design a risk assessment program
suitable for the indigenous students in the school, so that the business of the center
can be carried out smoothly.

B g

Essential Elements of Control :

A A AR A AT C B (B R GRS
AL ETE D 24T E S R 2 A T E RS e T

To ensure the effective operation of the Center's activities, the Center has formulated
control operations for each business item based on the results of the risk assessment,
and the control operations designed are as follows :
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TP e TAITEARP
ltem Established Work Items Responsible Unit
Number
001 FAAEERR AR EL S B LY Gir g REXEEAS TR <
Scholarship Application for Indigenous Students at (ISRC)
Christ’s College Taipei
002 Rl Tt SN S A LR REA%E2 TR

Indigenous Student Activities Counseling at Christ’s

College Taipei

(ISRC)
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Indigenous Student Scholarship Application Procedure
1~ @ # R

Applicable Scope:
RARREL B g £ 0¥ -
Scholarship Application for Indigenous Students

2~

e A A
Operating Procedure :

2.1

2.2

<R AXN%ZL ﬁ gﬁyé—‘gfdmﬁ?H ngf *&"Q%>Lﬁ~i’ mf,;b v ,%_ B4

Bz RAdg4 » ¥7 ikl F’Eﬁﬁ“y’?ﬂ’i}ﬁlﬂ_%*x‘ﬁifﬁz“

FPELRANE D EOE LY M TE

According to the regulations of the Committee of Indigenous Peoples'

Scholarships for Aboriginal Students in Colleges and Universities, all aboriginal

students who are eligible to apply for scholarships can go to the Aboriginal

Student Resource Center to apply for aboriginal students' scholarships according

to the time of the relevant announcement.

% 72 i¥ ¥ J P Principles of Acceptance :

221 FEBATH2Z A ’#M}FE RyIPWPEZR2Z AP 2F2 A ERIRE AL
AP o FUHEABFERIRFT B = & F?L“”Lr'fﬁ o The
students referred to in this point refer to those who study in domestic
public and private colleges and universities approved by the Ministry of
Education and have the status of aborigines. However, they do not include
those who have extended their years of study, or those who are enrolled in
the first three years of a five-year college or graduate school.

222 ~@Ep g g2 BV Rl ke fiAeT
The scholarships, the application criteria and the amount of the
scholarships are as follows :

222184 w-BHEELFE - L ot JFIz EY HBEE L EEY
ez g-+ o
Students who have achieved an academic grade of 70 or above in
the previous semester are eligible to apply for a scholarship of
NT$32,000 per semester.
222284 % - EHFELFE S LA AR B AFeRL e E g
2o @G- g e F LAFHMER - F A~
Yami students who have achieved at least 60 points in the previous
semester or who are domiciled in Lanyu Township are eligible to
apply for a general grant of NT$20,000 per semester.
2.2.2.3 f”&»]'{)\ PR Mg r B - BEREE L E S LS % » 17
G R A A FHRITER A A Mg P g e R
§ﬂ?§“‘am°
Students from low-income households or low- and middle-income
households who have achieved at least 60 points in the previous
semester are eligible to apply for a low-income household grant of
NT$30,000 per semester or a low- and middle-income household
grant of NT$20,000 per semester.
223 FAHEPwBERE LN -F L AN
LRSS E IR FRE RN F TS
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3~

Students are limited to one scholarship. Indigenous students or students
whose tuition, fees, room and board are paid in full by their schools are not
eligible to apply for this scholarship.
23 B EFALE 6K
Scholarship Review Committee Meeting :
311 HEEA-UMFEFR BUEITEDIIEE LEEFAVER
HRPE -
Scholarships and general grants shall be reviewed on the basis of the
student's prior semester class rank converted to a percentage ranking for
selective disbursement.
24 WEBELFREGERFHEAIHEAERTI S o
Backup the data of the awarded students and send the data to Fu Jen Catholic
University's Indigenous Student Resource Center.
25 FWEAERFTY PR VESSS LHEE TV g s B A 48
£2 522 FWRHFERBIRBEY Fike -~ P
Students will be notified of the award upon approval by Fu Jen Catholic
University's Center for Sources of Funding and will be informed of the forty-eight
(48) hours of life service learning hours per semester to be performed by students
receiving the scholarship.
26 FHERUNELR ¢ BE LB RLERTEL T HBRET -
Presentation of Native Nations Council Scholarship certificates to the winning
students and taking of photographs for retention.

HAE

Essential Elements of Control:

31 B4 ppEe R LY F L FNRAY AN > BHRTEP 2 B
Whether a student's application for a scholarship is processed within the prescribed
period of time with the required supporting documents.

32 S REMEELFL RV FFRATEEANT LY FL AT
If a student has already applied for a scholarship, does his/her ehglblhty for the
scholarship meet the requirements of the scholarship application °

33 ArFEFALR LT 0 FEA TP LITBP LEET A RARBPE -
Whether or not the scholarship review committee has given priority to the applicant
based on his/her class rank in the previous semester converted to a percentage
ranking.

i A H

Applicable Forms

41 REARLF B RRAANE S i F &Y -4
Application for Scholarships for Aboriginal Students at the Council of Indigenous
People

YA AR Y
Basis and Relevant Documents :
51 Riax*%%L R gﬁésﬂ«% ERRRAANES R

13!3
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Key Elements of Implementation of the Council of Indigenous Peoples' Scholarships
for Aboriginal Students in Tertiary Institutions.

6~ /42H Flowchart :
6.1 FHAAFFRROLNETL o Y e iimsl [am- ]
Indigenous Student Scholarship Application Procedure of Christ’s College Taipei.
Consult “Process Flowchart 17.
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FAAEFIRR AT S B £V G E AR

3

Responsible Unit

AL I

Process Step

RAAEF S TR
Indigenous Student

Resource Center

RAAEF S TR
Indigenous Student

Resource Center

BAXEELFTiRY <
Indigenous Student

Resource Center

REA%FL TR <
Indigenous Student

Resource Center

REA%FL TR <
Indigenous Student
Resource Center
WEABRFTY S
FJCU Indigenous Student

Resource Center

RAAEFLFTRY o
Indigenous Student

Resource Center

# % T ¥ Preparation

2B

Application Open

v

£mgL Y

Student Annlications Accented

v

BUE YT

CEERY # no

Eligibility of Scholarship Application

Documents

SN A A M
Submit Required Documents within the

Application Deadline

\ 4

TP R ?6 AP A g»%
Initial Review by On-Campus Resource

Center Staff

\ 4

J/ £_yes

LEHBTH

Documents Complete?

Z no

\ 4

#:i:_v‘ g};’-,?,t\:‘ oo g LR

FJCU Indigenous Student Resource Center

Announces Awards

BOFETHRD B R

Scholarship Application Disqualified

+_yes

BUFEFEARAGATRIEA

Scholarship Committee Reviews Eligibility and Ranks

v

%4 End

AESLARFAZERETITH
FEIMCABRFTY o
Compile and Submit Awarded Students' Data Reviewed by

Committee to FICU Resource Center

]

24 End
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Indigenous Student Activities Counseling Procedure

1 i

# [l

Applicable Scope :
VSNERENC - S AP AR A LR I R

Indigenous Student Activities Counseling

2~ ITERE

Operating Procedure :

2.1

2.2

R BEROALTE2Ey PRELEE S RENEL L RERIGELE AR
ﬁﬁg@¢xkﬂﬁﬁﬁ%£@o

Strengthen the connection with the Aboriginal Workers' Association, and

organize lectures on life, academic counseling and career planning, as well as

community activities, or organize counseling seminars for aboriginal talents
returning to their hometowns :

211 @1 FguREyHIA > P FF > JRLRRERE > Hed 2

SR BYE

To link up with Aboriginal working groups and organize cultural
activities and inter-school visits to enhance students' diversified learning
opportunities.

212 yER R A2 FaEFERH L2 )’j‘*u‘%"-ff’—l F2 3 BRHFE -
Provides counseling on aboriginal life and schoolwork, as well as career
planning activities for employment and further education.

213 @k o g A LR RgweE e Ak e
Invite outstanding Aboriginal people to speak or give talks at the school.

214 AR ROXNE 4 8 R LA 1 0¥ §E AR JRTE o
To organize Aboriginal students to participate in the Aboriginal
Workshop to return to their home communities.

ByeR R B b g

Provide courses on traditional Aboriginal culture and arts and crafts :

221 HEHES FARp AEE B A L 2 HE2 BKE LR
Students are counseled to emphasize the inheritance and innovation of
the traditional culture and skills of their own ethnic group.

222 BN EFH A KRR A B ARG 2 F 2w
REX2 V2 @R o HHELA4 o
Employing tribal arts and crafts teachers to offer courses on traditional
Aboriginal culture and arts and crafts to enhance students' understanding
of Aboriginal culture and ability to teach Aboriginal arts and crafts.
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223 yHELHER AR I iz R RFEFE SR BT
®5
To organize activities and visits to learn about aboriginal cultures and

skills, and to integrate them into the teaching of related subjects.

3~ AL
Essential Elements of Control :
31 FE LR A ERLT R -
Whether the main axis structure of the activity plan is complete and appropriate
32 Xy R* AT EEUE wp LFP R
Whether the funds are spent wisely and whether the breakdown is clear.
33 FHAFILTFNAELT S R FEET LA o
Whether the results of the activity have been fully documented and shared on

social media platforms.

4~ @#* L H,
Applicable Forms:
A1 RFRTIE AP TEL BT TR A2
Forms required for submission as specified in Christ's College Taipei’s

guidelines for MOE subsidies.

5+ iRypZ ApM 2 2
Basis and Related Documents -
51 K MBS F LB
The Department of Education's Key Elements of School Support Funding

Implementation.

6~ 42K Flowchart :
6.1 A ARAEFRApLNEFL BhyR g ErEnaemsl [em- ]
Indigenous Student Activities Counseling Procedure of Christ’s College Taipei.

Consult “Process Flowchart 1.
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FARAEFRRAAEF 2 Fh PR LT AER
Indigenous Student Activities Counseling Procedure Flowchart

[Aem - ]

FECH /A AR 7
Administrative Unit/

Club Activity Plan Application

v

LN

o it B P EI 4 4

Activity Execution

Submit Receipts for Reimbursement

|

AR T BT S A2

Prepare Final Report

Build Social Media Platform

A 4
TR 4

File Documents
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(=) 2F & F%
Industry-Academia Collaboration
£
Applicable Scope:
AAEE TR RGN AEE -

The procedures for industry-academia collaboration at the university are

1.

governed by this section.

TEARE :

Operating Procedure:

2.1

2.2

2.3

2.4

2.5

2.6

2.7

B b A R A AP R ACRT N -

The Research and Development Office (R&D Office) will announce external
industry-academia collaboration project solicitations.

$RRY b IR A e T2 i PR

Full-time faculty members interested in applying for a project should follow the
conditions specified by the funding agency.

i% ﬂ&%iia’ g LiTq % ﬂ’ﬁfﬁvﬁcé T2 TERERY ) %I RR o RARE T
= F' Yo 7Y R o

The "administrative management fee" allocation will be reviewed in accordance with
the guidelines for industry-academia collaboration and the project budget.

Bt PRI E5O PR o ERE PR e R E
For solicited projects, a matching contribution from self-raised funds is required.

The project proposal must be approved by the university president before submission
to external agencies.

fv mp IR A e E s Bl KEF R SR L

If the external agency requests the completion of the application within a specified
timeframe, the faculty member will complete the application form.

VAV RERME PO B RETLEN RO AE 0 JRER
NFEAIFPF R (Z5FPwd)e

Once an industry-academia project is approved for funding by an external agency,
both parties must sign a contract. After the contract is signed, the original copy,
along with the detailed budget, must be submitted to the R&D Office.

FPRrr 32T A RTEPPoi B €334 0 T 533384
FERRBFE v B AP H LT

The R&D Office will forward the project data and approved budget to the
accounting office to enter it into the system. Once confirmed by the project leader,

the project funds can be accessed.

335



28 Hﬁ,;aﬁﬁ T ik AP MR AEL PP L A R 2 B
G EE f‘é SERERE L ,ia{@;x&ﬂkfiﬁﬁé_?ﬁﬁﬁfﬁ??'??éﬁ

The use of funds and reimbursement procedures should be conducted in accordance
with the university’s regulations. Any books, journals, instruments, or equipment
purchased for the project, unless otherwise specified in the contract, should be

managed according to the university's asset management guidelines.

3. AL R

Essential Elements of Control:

31 MrfrmieY AR AL pHBE R E A 2 oo
Solicited projects must prepare the required documents according to the regulations
of the funding or commissioning agency.

32 FRYGHRA A AL PHEER P RE NG SEE
Applications must be submitted online or by mail to the funding or commissioning
agency within the specified deadline.

33 P EEYEN P EABARETNELAIEEA (FERP L ).
Upon contract completion, the project leader must provide the original contract and
the detailed budget to the Research and Development Office.

34 FErE Y %r R PR A RPES P
The allocation of administrative management fees should follow the university’s

regulations.

4, @ * £ H
Applicable Forms:
41 FALH EHFFITERES SN B EApMIRE AL
Fill out the relevant forms or documents based on the operational guidelines or

methods of each external project.

5. ikyp i ApRBE 2 2
Basis and Related Documents
51 HT MBI ERAFEITF Wy o
Implementation Guidelines for Industry-Academia Collaboration at Colleges and

Universities (Ministry of Education).
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52 LA AFERAFEFERITELG -

Industry-Academia Collaboration Management Guidelines at Christ’s College
Taipei.

53 AMAFFRAFETERFPA AL 2PHE Jor el PRE o
Industry-Academia Collaboration and Government Research Funding or
Commissioned Project Income and Expenditure Management Guidelines at Christ’s
College Taipei.

54 HYIHEN)Z LPEST PR HFITEL Y -

Guidelines for the Disbursement and Final Reporting of Subsidies, Donations, and
Commissioned Funds (Ministry of Education).

AR

Flowchart:

6.1 %8 [inizm- ]

See [Flowchart1]
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(=) W%ELRs £1FE A
International Exchange and Cooperation Matters
OrREB I RERFEWHRKITE
Sister School Programs with Schools Outside of Taiwan
LE>g eiraga 1 BN ZTROYTPF -
Within one month of the agreement, the two parties shall draft the content of the
agreement.
2. 4rd AR ENTHA > GERELFEV - FHOGREELNTLFA 0 BIUH
ECEE F L
If the CCT provides a sample agreement, please refer to past examples. If the other
party provides a template, the other party's template will take precedence.
3. A THRET ARARE AREFE L PR o ART A
BT FCH AN TR G R ARk HS R HHRE R

o

£
d

A letter of cooperation may be submitted by the CCT or by the organization with
which the CCT intends to sign a cooperation agreement. It may be initiated by
school, department, center, or administrative unit in response to a need for
cooperation or academic exchange, or by its counterpart.

4, 772 BB PIRE> Eiv2Z R 5m 2o

The signing procedure depends on the level of cooperation between the two parties.

41 MEREETERREGTUEUE R 2REE TR GEE SRR J REES
LEBZRIHIMET > T EGREPT SR
School-level agreements in the name of the school should be based on the
principle of school-wide cooperation, with the International and Public Affairs
Office handling the related matters and signing the agreement after the approval
of the president.

42 LT FEHE r RS BHEI(Z) Bd EESEXEIBRFRBIMHE
Boog > @R e YO TEFREPFETZ -

If more than two departments of the CCT are involved, the International and
Public Affairs Office will assist the organizer in drawing up an agreement with
the counterparts and sign it with the approval of the President.

43 IR B FEORE- 28 F R FRE Y v g yrE
BHAIFHEFI TN TERETFCLEIRIFRE > ERLEE
aia%i Wi NB BT E RS T NEREHRRNETECLERT M

FREPT I d ZAPRE D EHS B2 > FTRBEREF AL FIRK
‘%E&F%iz&i Hho ot Ad AyEE =FF o
If the scope of the cooperation agreement is limited to a single major, center or
administrative unit, it is appropriate for the organizer to draw up an agreement
with the counterpart unit of the other party and send it to the Office of

International and Public Affairs for review. After submitting the agreement to
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5. B

the unit for approval at a meeting, the organizer will sign the agreement with the
counterpart unit of the other party by means of a personalized signature,
reviewing the minutes of the meeting and the written agreement, and presenting
it to the Office of International and Public Affairs for the approval of the
president of the CCT, and then a photocopy of the agreement should be sent to
the Office of International and Public Affairs for examination. After signing the
agreement, the organizer should send a copy of the agreement to the Office of
International and Public Affairs for filing, and the original copy should be kept
by the organizer.

EFEH

The manner in which a contract is signed by both parties:

5.1

5.2

5.3

5.4

MEL L Email FEFE>FFLG

Sign the contract by mail or e-mail.

R RERE S -

Representatives of the other party came to the CCT to sign the contract.

d ARE S FALRTEY -

The principal or superintendent of the CCT will go abroad to sign the contract.
d >R PHO9AHEH > FREN -

The Chief Executive of each party will bring the contract to the other party's

school to sign the contract.
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O Fo ity it g

Reception of Foreign Visitors to the CCT

Ik 2t s Toa 5 REEREERF I F % 3 BRFRE
LB RRED S P ORI R )RR R F R AL SR
Fo IR SEG FAREY L BALSS E oA P R
& ,e,:f;] IR AF A S RICE A g e RSt WALACR R TR AL
Fa ko BEE I SO RERFRpOMILESANAENIFL  ERE
RISEGF A B TR R MRS o
According to the title or rank of the visiting guests, there are three types of
receptions: large-scale, medium-scale, and small-scale receptions. Large-scale
reception means that the host of the meeting is the president, who invites the guests
to dine at restaurant after the meeting and gives them gifts representative of Taiwan;
medium-scale reception means that the host of the meeting is the vice president, who
invites the guests to dine at restaurant after the meeting and gives them gifts
representative of Taiwan or CCT; and small-scale reception means that the director
of the IPAO is the host of the meeting, who invites the guests to dine at the CCT
after the seminar and gives them gifts representative of the Taiwan; and small-scale
reception means that the director of the public relations office is the host of the
meeting and invites the guests to dine at the CCT after the meeting. The gifts given
to the guests were gifts from the CCT.

2. BPERFFERFEFRERF R RTBD R AP FREUE K3 p g
W E kW 31 4 AP RABMPFEFE G RPHFEEELR o UE
FRRREAR - AR TRFRRE > B2 TE L IR MIRAF LT ERLE
ARSI Y RS Ea
Remind visiting guests to avoid weekends or national holidays. Depending on the
rank of the visiting guests and the purpose of the visit, contact the school
counterparts who will be meeting with the visiting guests 3 to 4 weeks prior to the
visit and arrange the itinerary of the visit. As soon as you have finalized your
reception specifications, you should confirm with the Director's Secretary the time to
host the exchange meeting to facilitate the smooth running of the meeting.

3. AR R > REAPMAER 2 R BT RRREIEY) € RS B Y kied Y
FIEAL S S AR RS E SRR PN AgEE T o
In accordance with the needs of visitors, provide relevant consultation and assist in
administrative procedures to reserve meeting places, apply for school buses, apply
for school gifts, assist in purchasing gifts, and arrange for the accommodation of
visiting guests.

4 BRPHFRERRFEFRIP LRI (REH LB E ) IipM E
FERETAR o
Arrange visiting departments (e.g., library, majors, etc.) according to the professional

fields and needs of the visiting guests, and ask the relevant departments to arrange
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10.

for tour guides.
FRTEE UM AEHERT > FRERIITAR LHEE 1w e
Depending on the needs of the visit, a list of conference staff and a detailed flow of

work will be organized prior to the conference.

R SIS S R E - FEE2 T SUINENLICEEE S ACE 48 Pood

BEFF IV ERELARPEY
Confirm with the co-organizers, colleagues and tour guides one to two weeks before
the visit, and notify them of the visit beforehand.
WO E ok 1 32 AM R RRAREFRE LHE > B LA ERITE €
HEH KRB ARMEIE ELRE o
Confirm the list of teachers and principals who will receive guests one to two weeks
prior to the visit, and prepare the materials, gifts, and souvenirs required for the
meeting.
A?‘(j\)ﬂ:ﬁpﬁwmg%gp&ﬁﬁ ;{%iiﬁ—rp * R Qé—_,;—,b:—r—\.,‘p]ﬁv}ﬁ‘(’#
EYfRr21t28 -
If there is a meal time during a foreign guest's visit, we should ask our supervisors in
advance where and how to have the meal, and we should understand the foreign
guest's eating habits and cultural differences.

CHER O HREFPHTE (TR ARPYER MZ - BE) -
When the activity is over, the expenses will be written off (pay attention to our
school's procedure of writing off the expenses and the tax ID number).
A AR R SR i

Archiving of data after the event
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©f ~ 1~ i~ 2 dnd @FhivE

Taiwan, Mainland, Overseas Chinese, and Foreign Student Enrollment Examinations

I g ERFLIEFE
Develop an annual enrollment plan
Application arrangement
3. 3 LTk
Enrollment Assignments
4. 4174
Review of operations
b, R ITE
Release of listings
6. F &P il
Sending Admission Notice
Confirmation of Intention to Study
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(COFE EFuAsLE g
Library and Information Processing Items:
CLER S R AES

Library Operations Procedure

1~

B

Objective

B30T A )R 31965 £ » — EIFFIRAF2REF L iR -
FE2EY PR DT AT AE DL o MG - TAERERA S
PAFREAES 2 D0 B AN RERE P EFYAF LM TR A
MERA CERE R A a2 BT £ F R - X
Rty B84 PR TR o SAREREIHLEE 0 B gL MR T
FTTERT o RS 2 Y T ROR T BRI -

The library (hereinafter referred to as "the Library"), established in 1965, has
continuously served the faculty and students of the university by providing materials
and information necessary for teaching, research, and learning. As a Christian liberal
arts university, the purpose of the university library is to supply resources and
information needed for teaching, research, and learning. Therefore, the Library is
dedicated to understanding users' needs and its mission, building a high-quality
collection to support the university's curriculum, faculty research, and student
reading needs. To ensure the fulfillment of organizational objectives, the Library
plans relevant services and formulates operational guidelines to safeguard the
collection, enhance resource utilization, and improve the efficiency of circulation
services.

2~ ¥ % 4 Scope of Operations

T EgmEL | FE LA A

Document | Operation Title Responsible Unit

Number

001 B2 FihEhe & R 24
Acquisition and Cataloging of Library
Library Resources

002 ERCE R B E 4
Library Resource Circulation Library

003 s £ TR AR Bl 4
Interlibrary Cooperation Services Library
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OmF FihiFhE 2 &

Acquisition and Cataloging of Library Resources

1~

2~

p e

Purpose:
;iﬁﬁg‘Pi‘Fﬁﬁ§4§”’ﬂ%%ﬁﬁﬁﬁ%ﬁbiﬁﬁ/ﬁl
EVFLEGRERTRLEGREI TR (BEL 0 A%HD L e FRE
A WﬂLW%W’%ﬁﬁ WAL 20T EEME R Bl
ﬂ%%%@ﬁ@}&’Trmﬁﬁﬁﬁﬁ%?méﬁyo

P FERGMTHRMEIERTTRORE RS B- FERIMA L
NEFERAEELATROGEEF LG 2 FL AV EREE R TR
kiR K& o

To support teaching, research, administration, and student learning, the library

?

acquires and procures various types of book resources that meet the learning,
research, and curriculum development needs of the faculty, staff, and students.
Through bibliographic classification, cataloging, and organizing, the library
enhances the efficiency of resource retrieval services, allowing all faculty, staff, and
students to quickly and accurately search for and use library resources through the
library's automated system—the Library Collection Search System.

In addition, to preserve a complete record of all procured and donated book
resources, the library registers each book's property record, fulfilling the
responsibility of safeguarding and managing the library's resources. These records
also serve as a basis for statistics on collection size and for tracking the sources of
the books.

TERE:
Operating Procedure:
21 HEITE
Acquisition Procedures
211 BEFFREA:
Definition of Library Resources:
FTRABE M APT S ARE AT FH TS
LB f;}i& °

o
=h

ds
b

Includes printed books, printed periodicals, audiovisual materials,
non-book materials, e-books, e-journals, and online databases.
212 BZ 5y A
Allocatlon of Library Funds:
RS FESRPRLME LT U E EREE S 0 A
$@%~sxiwm%aJ TR FHA AR FRE 2R

345



2.1.3

2.14

wed TR LATRFMLTHE  SHELFPEERPA
(6 B3 LR T hER -

The library allocates procurement budgets for printed books, printed
periodicals, e-books, e-journals, online databases, audiovisual materials,
and non-book materials based on the approved annual budget and
collection development direction. After review by the library director
and approval by the school, the acquisition of various library resources
will be executed.

B FRaE:

Collection of Library Materials

BZaLE L1 Podded o L3P 84 5 NER AR
o BGRE AEE E o

The library collects book recommendations from majors, core
curriculum centers, various departments, students, and the online
recommendation system.

B3 Foblapd

Procurement of Library Materials

HKARE - AREE2 AT FTHREEERF AL EFFRE &
MR PEAR R BET o

B2 3 FRESE DI FRE)ERG & S S EHY
AR MEARE R o

Printed books, audiovisual, and non-book materials are procured after
checking for duplicates in the collection and subsequent evaluation,
following the school's procurement procedures. Periodicals and
electronic resources (e-books, e-journals, and databases) are procured
based on vendor quotations or through consortia, in accordance with the

school's procurement procedures.

22 ETivx
Acceptance Procedures

221

2.2.2

FHRLZ DT R

Physical Books and Periodical Resources:

BLAT R A2 LR TR o

Acceptance and Verification: Verify and check all acquired library
resources upon delivery.
TFFRERERFF TP TR

Electronic Resources (E-books, E-journals, Databases):
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ﬁl T/T:_ ;F: F ‘ /)EI %J%- ;‘ E
Creation of Electronic Resource Web Lists.
+ TR I 4% T

Acceptance and Verification of Electronic Resources.

2.3 41 iT¥E

Processing Procedures

231 F-FFEAcl P HIAEFAMNEE EBARMATEY) F R
(R AREMRER/E T %)
First-Stage Processing: For physical books, affix the library barcode
number (property registration number) and apply stamps (e.g.,
collection stamp, source stamp, donation stamp, or book edge stamp).

232 HoFFE4cI DX FTEE TR AARE AREZ 4R S RFID &%
PR FR(BAERPYE) AP rees AT EE K

Second-Stage Processing: For printed books going through the new
book display process, affix spine labels, write RFID chip data, apply
stamps (e.g., borrowing start date stamp), and record statistics; for
new printed periodicals, apply stamps, record statistics, and shelve the

items.

24 P R HpiTE
Cataloging and Classification Procedures
TP~ F BRSSP AR A R g 5 2 B
5&5@? SN ;ﬁ;} ?s}:ﬂ N :g ~TIYNE TS ?%}:i}iﬁg?; »";i‘g}%‘]% ?,}g ,
SEE TR AR R e B R
Based on cataloging rules and standards for Chinese and Western resources, the
library performs bibliographic classification and cataloging for all incoming
resources, including Chinese and Western books, periodicals, audiovisual
materials, non-book materials, e-books, e-journals, and electronic databases,
using the library automation system.
241 FhA)Mh it p b A AFSRL EAEE L P AR

Yo F & o
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Barcode Registration and Entry: Enter the barcode number and
bibliographic information into the library automation system; record and
log received printed periodicals.

242 Al E CBEFPRZIIP TS RBLEA KLY I L2
B BEANERP ERITE
Classification and Cataloging: Library staff review bibliographic data
and classify materials using reference tools and cataloging systems.

25 AT B P EITE
New Resource Display and Shelving Procedures
251 FHWEE TR
Physical book resources
2511 RT3 ET p oy
Set the system new book display date
25.1.2 Frd Eom 2 AERIER LR 0 AP B ERE ke
Transfer the status of the new collection's barcode number
from cataloging to the circulation system for display and
circulation purposes.
2513 RATETEFIEBERTIFATETET®
Assign the new book barcode numbers to the new book
display area
2514 eriird B H
Print the new book display list
2515 B ard dp e
Take photos of the new books for display
2516 #E P EIETH
Shelve new books in the display area
2.5.1.7 7 #73 i 3F email i 3 35 o
Send a new book notification email to readers
252 TIFHR(RFE T3P FTRE):
Electronic Resources (E-books, E-journals, Databases)

2521 Feuie R g H
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Confirm the web list
2522 3 F 3 PRI AR
Import e-book metadata into the library system
2523 BT+ FThECT A N
Write the e-resource activation message
2524 T+ TR 4% email i &3 é—"“ °
Send an email notification to readers after the e-resource is

available

26 %MEMA P &
Property Inventory
261 FHRZIFTR: HZBIZARTHERSPROEAL > BWlME
B&GHE -
Physical Book Resources: After the ordered books and audiovisual

materials have completed the verification process, an inventory list is

created.
262 TFIFR:HEEAEEZNT T R IYINAL S THRELRT
Firf §F AT A PRI AR IREETMRA AP RS

PR oogRTRAR ORI B A mEF AR
Electronic Resources: After the procurement or donation of e-books,
e-journals, or electronic databases is verified by the library's responsible
personnel, a dedicated page is set up on the library's website for display.
The e-book metadata and collection information are imported into the

library's automation system for readers to borrow and query.

3~ HAlLE

Essential Elements of Control:

31 A B EFRPT2ZME - THRIB T FIFTREY  AREART T
BRI > IR ERF Lo 2 LR E P T
Budget Allocation and Procurement Execution:
Based on the annual budget approved by the school for books, periodicals, and
electronic resources, allocate the procurement budget for various types of
library resources. Execute the procurement and verification tasks within the

fiscal year and ensure completion on schedule.
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3.2

3.3

3.4

3.5

AR S AR R 2 A REPA 1L FR L W E TR
BEFREAFM NP EREFALIAKESY ~FY ~ 7502973 3%
ARFE BT o

Evaluation and Procurement Based on Recommendations:

Evaluate and procure books and resources based on faculty recommendations,
textbooks designated by professors, and books recommended by the entire
faculty, staff, and students, to meet the needs of teaching, research, learning,
administration, and all curriculum development across the university.

MR B T AREFTHZ R I FTREFLSERD T PERH &
I~ FEBE AT ES I EZRE

Cataloging and Processing:

Catalog, process, and perform bibliographic work on procured books, journals,
audiovisual materials, and electronic resources. This includes classification,
cataloging, database creation, processing, circulation work, and new book
display and shelving.

WIERTLTUAF > BERMET BT ERERE P EE G R IRE o

New Book Notification and Display:

Create new book notifications, organize new book displays, and provide
shelving and borrowing circulation services for library books.

WITHE FHMA TP -

Create the Asset Catalog:

Prepare a detailed inventory of library resources and property records.

#r AHZ A
Applicable Form and Systems

4.1

4.2

4.3

4.4

4.5

4.6

T AAEE B AERTE L

Christ College Taipei Library new book
FAAEFRREERE THRMA G

Christ College Taipei property inventory record.
THAATERBEERE TR E

Christ College Taipei user recommendation form

£ AR RIS R R F e A

Christ College Taipei faculty reference book solicitation form
WebPAC 3 35 MR kAL

WebPAC online recommendation system.

L HE
v 3
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Procurement contracts.

A7 HREH

Purchase requests

4.8 ALREIGE

Receipt stamps.

Y5 E ApRE v
Basis and Related Documents
51 4+ M AFF BT L 8 hD FoK
Christ College Taipei Library Classification and Cataloging Policy
52 e~ REFRMP L ESEFR LTI EE R

Cataloging and Organizational Reference Tools and Systems for Chinese and

Western Language Book Resources:

MARC21 3 P % 4k7 = £ (B375K)

MARC21 Bibliographic Record Chinese Manual (Revised Edition)
=E D RR

Anglo-American Cataloguing Rules

% MR ¢ ~ #F % (LCC Classification Web & F & 1)

Library of Congress Classification (LCC Classification Web Online
System)

% MR ¢ 154 % (LCC Classification Web & F & 1)

Library of Congress Subject Headings (LCC Classification Web Online
System)

OCLC Connexion Client (OCLC s+ % B & %)

OCLC Connexion Client (OCLC Online Bibliographic System)

P REHFETR

Chinese Romanization and Vocabulary

Cutter’s Two-Figure Author Table (1% %)

Cutter’s Two-Figure Author Table (Author Table)
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6~ /n42H Flowchart
6.1 AABETHHEFLHTEERLL [iar- )
Refer to “Flowchart 17 for the Paper Book Acquisition and Cataloging
Workflow.
62 HIZ2 R FFTRAFEAHEFETETERSLL [aR- ]
Refer to “Flowchart 2” for the Periodicals and Electronic Resources

Acquisition Workflow.
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Paper Book Acquisition and Cataloging Workflow

<W0rk Commencement>

y

Budget allocation for various resources (books,
audio-visuals, periodicals, electronic resources)

y

Collect and review book suggestions

Verified duplicate copies

Whether It Meets the
Criteria for Purchasing a

Duplicate Copy

Add to the Purchase List

Submit procurement
requests

Proceed with Procurement

Process acquisitions and

property registration

Classify and catalog resources
into the library collection

Display new books

Create the Asset Catalog

yes

no

Flowchart 1

( Work Completion >

354



B E R I TR F ST AR
[iz@ =)

355



Periodicals and Electronic Resources Acquisition Workflow

GOrk Commencement)

Allocate annual budgets for acquisition

Collect periodical and electronic
resource suggestions

Vendor Quotation/Alliance Book Selection

Purchase Request

|

Submit procurement requests and sign
agreements (e-books, periodicals)

y

Procurement

v

Verify and register
received items
Incorporate into the
library collection

L

Notify users of new

resources

L

@ork Completion>
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Library Resource Circulation

1. peb
Purpose
SRBEKEIETRE T 2~ APFERTRE T ST 2 JAEE L L LR
EE T R T R R A AR TGN R
PG LT TR ORI TR E RN T AR SRR T
ALE R Y T YEE | R ETFHL o
To enhance the usage efficiency of the library's various resources, maintain fairness
in the use of library resources, and remind borrowers to properly protect and utilize
the borrowed library materials. In accordance with the "Christ College Taipeli
Library Materials Borrowing Regulations,"” borrowing services for library resources
will be provided. Violations of the borrowing regulations will be handled based on
the "Christ College Taipei Library Materials Misuse Handling Procedures."

2. TFEREE
Operating Procedure
21 AEaERig
Library Materials Borrowing
2.1.1 CTRLAEARR 0 i T A R AT R
Library Materials refer to the following types of resources:
® Fl:HMAN2ZED
Books: Physical, printed books
® JHMTH I #3 DVD~VCDCD -~ %% ~ &3 F
Multimedia Materials: Includes DVDs, VCDs, CDs,
videotapes, audiotapes.
2.1.2 A RFET S Eop B ulE it AR B PR T
Users must present the following identification documents to
complete the borrowing process:
® ARPFEZFRKFAFELFLIE
Valid staff ID or student ID issued by the institution.
® RIaPdL il ERFEZL RFEE
Valid part-time faculty ID or temporary ID issued by the
library.
® IipApAAEEITH P g oRE R
Valid identification issued by consortium libraries or
interlibrary cooperation units.
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2.1.3 g

Borrowing Method:

® %*‘i'*ﬂLm‘aﬁ' PRI R e
Bring personal identification to the circulation desk to
process the borrowing.

O ¥ ETELAAERL ) LB L SEmiLie —*" XFHE
o T Hh g T L ARRUEA -
After verifying the identity of the borrower, the system
checks whether the user meets the borrowing eligibility,
then scans the barcode of the materials to be borrowed.

ik i RFERETETRE RN AT
BEATIH R 0 2 A Lo
The system, in accordance with the "Christ College Taipei
Library Materials Borrowing Regulations," displays the due
date and completes the borrowing procedure.

22 AEFEE 4D T B
Library Materials Return, Overdue Fine Payment, and Materials
Compensation
221 A i B
Library Materials Return
2111 A TR AR R
The borrower returns the materials at the circulation
desk.
2112 i dFR AR ER o
The system scans the materials' barcode.
2113  ralpdag s 24 L NE A G eI
A4 FLIEHT B,% J6 XL p # email 3p X s

;ngjjz.e},*%‘; %ijg;l‘]i_%fv;*ﬁ—m] 3
TaiE F A R HA A A Y3
ﬁ'{ ’ —QL’Z‘ﬂL ‘::Jﬁ\}\ ’ ,:2\ .?:fb:é_ %‘i %%%%}P‘ ﬁ\‘.t»* % I;‘Eil AR

The system processes the return of materials and
checks whether the item is a reserved item or if
overdue fines have been generated. If it is a reserved
item, in addition to the system automatically emailing
the reservation notification to the reader, the
circulation staff must print the reservation list and
keep the reserved items at the desk. If there are fines,

the fine amount and overdue days will be displayed.
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2.2.2

If there are no fines, the system directly updates the
status of the materials and the borrower’s record.
WP A
Overdue Fine Payment:
2211 JERBRADIIFIAP G PP T A ﬁiﬁjﬁé’ﬁ
— HAAMEY o
The borrower selects the fines to be paid, and overdue
fines can be paid either in full or in installments.
2212 A oA B eBRan o X el By e
The circulation staff collects the fines and prints a
receipt for the payment.
2213 AR AT I o

The system updates the fine records.

2.3 AREPRTE
Library Materials Compensation:

231

2.3.2

2.3.3

234

2.35

PHEW A 2 23

Loss Reporting and Compensation for Materials

PRRH A Z ppd gy TEA AEF BT ETHERR T
Wyez | BAER AP EERLRT -

The loss reporting and compensation for materials are handled in
accordance with the "Christ College Taipei Library Materials
Misused Handling Procedures,” and in consultation with library
staff to ensure the compensation materials meet the library’s
standards.

B AT RS

The borrower purchases a replacement for the lost material.
IR ELRY

The borrower proceeds to the circulation desk to complete the
compensation process with library staff.

HALATE R R TIRAE R S o

The system updates the borrowing record and restores borrowing
privileges.

Rpp 2 THRELHD A REEEHE %P -

The compensated materials are sent to cataloging staff for

registration and cataloging.
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3.

4.

g

Essential Elements of Control

3L T EH LT BT
Whether the user is eligible to borrow library materials.

32 4FEYFRLTE TEARAREREEETEE RN A
Whether the borrowing and return of materials are processed according to
the "Christ College Taipei Library Materials Borrowing Regulations.

33 H* AdmHmEATELM ARERREETRERRE T JILyE | R
Z_¥ 3 o Whether fines imposed on borrowers are paid in accordance with
the "Christ College Taipei Library Materials Misuse Handling Procedures.

34 HF AMAIAIE 0 GRS AT LATHEY L 2 DAk o
After the borrower pays the fine, whether the system updates the
borrower's fine record.

35 AR LRk TEAARFRRG ETRELE Y AT | AT
Whether material compensation is handled according to the " Christ
College Taipei Library Materials Misuse Handling Procedures."

3.6 M ARRFITERAL > kAT (ATE AL ko
After the borrower completes the compensation process, whether the

system updates the borrower's compensation record.

it * £ H
Applicable Form
4.1 H* AP A g h A BT
Borrower's Personal Record (System, Web Interface)
4.2 B35k &
Fine Record
4.3 3. % &
Reservation Records
4.4 pE¥ % by

Compensation Records

Ryp R ARM 2
Basis and Related Documents
51 THMAFFRBIHETRERARN
Christ College Taipei Library Materials Borrowing Regulations
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5.2 T4 RAEEREFETHERRE Y ASTyrt
Christ College Taipei Library Materials Misused Handling Procedures

A

Process Flowchart

6.1 A FEARR S LOAAZR-)
Refer to “Flowchart 17 for the Library Materials Borrowing Process
Flowchart

6.2 ApFiFd BN GO F DT T ITERR S LR S)
Refer to “Flowchart 2” for the Library materials return, overdue fines
payment, and reservation notification processing Flowchart

6.3 4l iTERRILLOERZ)
Refer to “Flowchart 3” for the Library Materials Compensation Process

Flowchart
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Library Materials Borrowing Process Flowchart

( Commencement of Work >

The borrower goes to the circulation desk

and presents their identification

Is the presented identification valid

System scans the

borrower’s library card

y

Does the borrower meet the

Flowchart 1

eligibility requirements

\l/ yes

The system scans and records the
materials borrowed by the reader

J

The system displays the due date of the
borrowed materials according to the
library’s borrowing regulations

( Work completion \
2
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Library materials return, overdue fines payment, and reservation notification processing flowchart

@mmencement of wo@

Select payment

Flowchart 2

The borrower returns the borrowed items

at the circulation desk

The system scans the barcode to process
the return of library materials

Impose overdue charges

\|/ yes

Display the fine amount and
overdue days

Collect payment and print receipt

The system updates the status of
the materials, fine records, and

borrower’s record

The system updates the status
of the materials and the
borrower’s record

<Work completion>

<Work completion>
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no

no

\l/ yes

The system sends and prints a

reservation notification to the

library

!

The system updates the status of
the materials, reservation
records, and borrower’s record

(Work completion>




GRS 1f (7 % A2 ]

(IR T RS <)
A LY AR

J

S P R A
B R

S & AR IR
e

J

R FORLE R TR
o BIRRARFIYE

e

W

ful"

AL ATRERR /R
B bkE: B A ke

366

[hzE =)



Library Materials Compensation Process Flowchart

Commencement of work

y

Damaged materials returned by the borrower

or materials reported lost by the borrower

The system scans the borrower's ID card barcode to
access the borrowing record

Select damaged or lost materials and report the loss

\

Complete the compensation procedure within one month in
accordance with the Materials Misused Handling
Procedures

v J

Compensatory book Compensation fee

The system updates the status of the materials,
replacement book/replacement fee records,
and the borrower’s record

Work completion
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1.

Ok & (EIRIE

Interlibrary Cooperation Services

pen

Purpose
REXREFALSADTIREE X IRFFTIRET F o SEEF L TR
T HAEREEAT R IEF LRI ELAFT ARSI 2R oREEE T2
Wé%®¢W%%&WMEM$ﬁ%M

poebigig T xR @ IEIRAS kS (NDDS) ) (4T §AENDDS) » 7 % 2 FRE
%W?ﬁ@”‘ﬂ%?#’.@pﬁmﬂ’ﬁﬁiﬁé%ﬂﬁﬁéiiﬁﬁoi
A NME?@?%:F%“ﬂ%ﬂ4ﬂm%mbﬁﬁggﬁ%’éﬁiﬁé
REBIEIRTS > R BRI AL ¥ g U B Ay A BT TR -
To provide more diverse resource channels for all faculty and students, and to increase
resource usage, the library facilitates interlibrary cooperation services. This allows
access to resources from other libraries, achieving the goal of resource sharing between
libraries. The library is a member of the National Document Delivery Service (NDDS).
Additionally, through the National Document Delivery Service (NDDS) (hereafter
referred to as NDDS), interlibrary cooperation services such as document
photocopying and interlibrary loan of books are made convenient, promoting resource
sharing between libraries across the country. Our library is a participating library in
NDDS and also a member of the Chinese Library and Information Interlibrary
Cooperation Association. Through the National Document Delivery Service, faculty
and students on campus can utilize an online application system to easily obtain
documents or books from other libraries.

T X AR5
Operating Procedures
21 >R~ }gL B pRa%Y (NDDS)
National Document Delivery Service Application (NDDS)
2.1.1%7h ¢ iz
External Requests:
2111 AREEEL EMETAEEE CREHER 0 2 s 2R
R BEIRIH(NDDS)2 i * 4 ALEF L B R e IRy AT
%%%%ﬁﬁﬁﬁﬁﬁwﬂ@£W¢$@ﬁmﬁﬁammﬁh
I 45 https://ndds.stpi.narl.org.tw/ p {7 _F ¥ j‘i'F SIS
EEAEERE EREL md¢%%4%1#%mM~#%%®ﬂ
fRARR o RTY G2 AR ITRIE AR TR -

Our library is a member of the Chinese Library and Information

Interlibrary Cooperation Association and is a participating

library in the National Document Delivery Service (NDDS). If
368


https://ndds.stpi.narl.org.tw/

2112

2.1.1.3

2114

faculty and students find journals, articles, or books that are not
available in our collection, they can use the National Document
Delivery Service Platform (NDDS) at
https://ndds.stpi.narl.org.tw/ to apply online for journal articles or

book loans. The loan period, scope, and rules for interlibrary loan
are governed by the library from which the item is requested
YRR £ Tehe LI#J% BERGE TR 2R L;Jq @ LR %
% $L(NDDS) https://ndds.stpi.narl.org.tw/ T 5 zxp &% HE 50
d APRELFIT (S ?E*J"’ ¥ I o T 2 A B AR
2 > d A4 NDDS % «u%"}"%:g CaE Y it AR
S5 B ES VLSO S S o = T | —"Ff PR 5L F A L o
To apply for interlibrary document delivery services, users must
register for an interlibrary account on the National Document
Delivery Service Platform (NDDS) at https://ndds.stpi.narl.org.tw/.
Once approved by our library, users can apply for journal articles
or interlibrary loans via the platform. After verifying the request
through the NDDS system, our library will send out the interlibrary
loan request. The validity of the interlibrary account will match the
expiration date of the library account in our system.
,%;Kﬁﬂ' ’j_,gﬁ_ —i:%_%’j_ j‘%, v ’j_x,{f?‘—: ]g 7-10 1 5% > l%*
P agqcy P R R B RN LS L TIOR3
EH P AR BB L BAEFEL AL REL ERAR
;ﬁz'v a4 @Fe' o, gz éﬁ‘f?‘;ﬂ'li %;&ng}g °
All interlibrary loan requests will be sent to our library. The
processing time is approximately 7-10 business days. Faculty and
students must pay a fee, and the charging standards and loan rules
vary by partner libraries. Users should refer to the online resources
of each interlibrary partner for their fee structures and borrowing
rules. Users can apply to multiple libraries and prioritize the order
of their requests.
BV L (Y - E0E TR 0 4ER § 3516 NDDS i suBhfc >
ﬁj%ﬁwﬁgi»? LT e @%%Pw»aﬁ&
NDDS k %t % 3z ;g B’»x» ) ’gi*“ﬁc’:% HE2ZFET R EET
T2 PER ﬁrﬁxﬁi AREBZ 4 42 F > NDDS [k suit 718
c3 SRENIE E SN S RS LW LN
After the interlibrary loan request arrives at our library, the staff
will verify it through the NDDS system, then notify the user of its
arrival. The user can pay at the library counter and collect the item.
After the user picks up the item, the staff will register the

transaction in the NDDS system. The item must be returned to our
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https://ndds.stpi.narl.org.tw/
https://ndds.stpi.narl.org.tw/
https://ndds.stpi.narl.org.tw/

library according to the borrowing time limits set by the lending
library. Staff will perform a return check through the NDDS
system, print a return slip, and package the item to be mailed back

to the lending library.

2.1.2° k¥ iz

External Requests (from Other Libraries)

2121 FAMEREPI 2 EAFE > LR R EEEE LR K h A
Er AP TERS B2 BT %—15‘?\?"3’—1—* s NIERIE R -
g > ¢ ?%"?F
Our library provides interlibrary photocopying services for journal
articles but does not offer interlibrary book loans. If our library
does not have a journal in its collection or is unable to provide a
photocopy, the request will be returned or redirected to the
second-priority library.

2122 *eagerd T:{ Vel 2 8 I ARt EE 0 &
PrERE 3 % (52 NDDS k Su ~ ¥ g Er T i £ 372 0%
HE R A4-B4&F 1~ ~A3 =% F 2~ NDDS 7|83z &
YR & ERE S F
After our library processes the photocopy request, the document's
weight will be checked at our mailroom, and the mailing costs will
be calculated. The NDDS system will be updated with the number
of pages, fees, and postage costs. The photocopying fees are: 1 NT
dollar per page for A4 and B4 size, and 2 NT dollars per page for
A3 size. The request details will be printed from the NDDS system,
and the photocopy will be packaged and mailed.

22 >R }I;L B IRAE F B E
National Document Delivery Service Fee Settlement
AERBEFAFT P 2R }I;L B EPRFH(NDDS) 5% &k sv s 4l AR H 7 *
PRfed o A GRED AT o A EE AR o
Our library settles the fees based on the National Document Delivery Service
(NDDS) settlement system from the Science and Technology Information
Center, offsetting both the payable and receivable amounts, and then
transferring the amount to the Science and Technology Information Center or
paying it back to the university's cashier

370



3. HilLEk:
Essential Elements of Control :

31 >R~ lgkiéi’fuﬂﬂﬁd’%%iﬂ' AT A ARKFRIAFS o
Whether the applicant for the National Document Delivery Service account is a
faculty member, staff, or student of the university.

32 2FY pBEIRAIH O EE Y G LT Al ppd e
Whether the applicant for the National Document Delivery Service account is a
faculty member, staff, or student of the university.

33 2Ee R BCEIRE kY R AT L AR
Whether the documents requested through the National Document Delivery

Service are part of the library's collection.

4, ikRIpE AR 2
Basis and Related Documents
2 % pe @ EIRAY % NDDS & ¢ i * 4551
National Document Delivery Service System (NDDS) Online User Guide

5 i AERE
Flowchart

5.1 " >R~ k@ EIRAF(NDDS) ) ERinfe( Y %0 [naem- ]
Refer to “Flowchart 17 for the National Document Delivery Service (NDDS)
Workflow (External Requests)

5.2 [ 2B¥ px#LMmH(NDDS) | ¥ $im42(*h k¥ ) %8 [insem- ]
Refer to “Flowchart 2” for the National Document Delivery Service (NDDS)
Workflow (External Requests)
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National Document Delivery Service (NDDS) Workflow (External Requests)

Flowchart 1
University Faculty and Students CCT Library Off-Campus Institutions
Q’Vork Commenceme@
Applicant Login System Administrator Login
to the NDDS to the NDDS System
Fill out the Application Form :
Processing of Document Processing of Book
Copying Requests Loan Requests
Submit the Application [
Request Processed by the
Submit the S Application Department
Application and Sent Out Request
Receiving and Registering the
Request at the Applicant Library
in NDDS
Applicant Pays at . - -
Counter and < | Notification of Arrival Notification of Arrival of
Collects the Copy of Photocopy Request Book Loan Request
@ork CompletiorD
Applicant Pays and

Collects the Item

Book Return Check:

Applicant Returns Book Damage or Overdue
yes no
v —
Applicant — | Collect Payment and Receiving and
Compensation/Payment Send to the Requesting Registering by the
of Fines Library Requesting Library

\

<Work COleetiOID
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National Document Delivery Service (NDDS) Workflow (External Requests)
Flowchart 2

Off-Campus Institutions

@ork Commenceme@

\l, Supplying Library
Logs into the
NDDS System

CCT Library

Applicant Login to the
NDDS System

Fill out the .
Processing of Photocopy

Application Form Requests
Requesting Library \L

Submits the Request

Verify if the Item is Available in the
Collection and Can Be Completed
Within the Applicant's Waiting Period

Transfer to Another Library / ¢

Return the Item

!

Process Photocopy Requests

J

Log in to the NDDS System
for Page Count and Fees

Requesting Library Receives
and Checks Send the Photocopy

<Work Completion >
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OFN N

Information security management

1 ogr R

Applicable Scope:
AT AR M RARE KA o

Our information-related services and facilities.

2 TEHRE

Operating Process:
2.1 FRJLF AL 2R FE 2
Handle information security bulletin incidents

2.1.1

2.1.2

2.1.3

2.1.4

FPMBAARG 0 L F AR AT AT R

After receiving the report report, the responsible person should
check theincident for sure.

EHABCSRINGELLTHT > TETRIL -

After verification, it should be judged whether the incident is true
anddealt with.

ek RAEY @féﬁ;iﬁﬁ?ﬁ%%—wﬁmﬁ%%?
PHFTAURT SEFER FPRERIP o FEdoxg g
WREEF /syt ki EaHE L o

If the incident is falsely reported, the case should be closed; If the
incidentis confirmed, the user should log in to the information
securitynotification platform of the educational institution within
onehour to report it, and at the same time notify the
deviceadministrator according to the IP address list for handling

andinform the department head or unit supervisor.

2

FAEREFLTFERELEAROTRIFF PN B LT AR
i 3F

Each information security incident needs to be handled within
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thespecified time and the case closure report must be

completedaccording to the different levels
2141 A4F 2 AP FHRERE - RN7E L FTNAA
B RTRE R s IRE & TRA#HE

«:‘;{
FITH LN A Aipdp > 2T LY YRR

%, £
,J’i ..évb

2

FIE T o

Eo3

AR
Level4 Incident: Leakage of state secret information,
tamperingwith the data of the national important
informationinfrastructure system, impact on the
operation of thenational important information
infrastructure system orsystem outage, and failure to
resume normal operationwithin the tolerable
interruption time.

2142 3% paARE ORFTHE MG e FIE 4

RAFTHAEE R - o ERF TR P TN LR

Level 3 Incident: Leakage of classified or sensitive
officialinformation, serious tampering of core business
systemsor data, impact on core business operations or
systemshutdown, and inability to resume normal
operationwithin a tolerable outage.

2.1.43 2% E 2 palaR 2 P E iR B

Level 2 Event: Tampering with non-classified or
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2.1.5

2.1.6

sensitive corebusiness data, minor tampering of core
businesssystems or data, disruption of core business
operationsor reduction of system efficiency, and
resumption ofoperations within a tolerable outage time.
2144 1%F 2 2P ERFREME 250 £33 k5
£ TR R~ 2P AT (P LR A R
A7 o
Level 1 incident: Leakage of non-core business data,
tamperingwith non-core business systems or data,
impact ortemporary suspension of non-core business
operations.
2145 Q%% FHyEE.
Level 0 event: information security warning.
2146 02%FEZNT2 | FpreiEzs > 3~45E 23
36N IR N d P RE R A
FAFXT P2 XA FRACFARERRT] > Tk deed 2
7 e
The device administrator in the event of an information security
incidentmust confirm the cause of the incident and propose
improvementand prevention methods.
FAFEFEF AL PEBRAMERE ;A A FREFE
5L TR R LR B R -
If the information security incident violates the school rules or
networkrules, it shall be punished in accordance with theTaipei
ChristianCollege Campus Computer and Network Resource

ManagementMeasures.
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2.2

/.w_ ]? i:/

Ay ]

Spam incidents are handled

2.2.1

2.2.2

2.2.3

2.2.4

TeRlwBEAFL - L F 4R R A%EE -

After receiving the report report, the responsible person should

check theincident for sure.

EHLBRLRIGE LT BT > TEFRIL

After verification, it should be judged whether the incident is true

anddealt with.

PR EER T ERIE R i A F AR IP

perBE o PR RRF R LR E R TR

If the incident is a false alarm, the case should be closed after

monitoring;If it is true, it should notify

the unit to which the IP address of thereported person belongs, and

at the same time report that thereported person has informed the

reported person of the incidentand request that the device be

disposed of.

MEFRH BT TP ® RAGLF S gk FREARE =1 ¢

Tk T B R Y R AR B2 e
i /)il”g W Pk iR T e o

The reported person should reply to the handling situation within 7

daysand close the case, otherwise the supervisor of the unit will

benotified and punished in accordance with the Ministry

ofEducation's campus network use regulations and Taipei

ChristianCollege campus computer and network resource

managementmeasures.
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2.3 A NEEE EEIE
Handling of suspected infringements

2.3.1 IRGEEFE L F AR AT A%E R o

2.3.2 After receiving the report report, the responsible person should
check theincident for sure.

233 L@AFLRBAETELTIHT > FRFAE -

After verification, it should be judged whether the incident is true
anddealt with.

234 ANEETChERYET EREEE BT R R E
4 IP kA BE o L R EF A 2 Wik BTG
SR RS P Rk
If the suspected infringement is an alarm, the case should be
monitoredand closed; If it is true, it should notify
the unit to which the IPaddress of the reported person belongs,
inform the legal liabilityfor infringement and immediately stop the
infringement, andreport that the whistleblower has informed the
reported person ofthe incident.

235 ANERFEHFEFL AL FRETIVREIERE Y R £
AAEFRRFR B2 PRT R I T
If the circumstances of the suspected infringement are
serious,punishment shall be carried out in accordance with
theregulations of the education department for the use of
campusnetworks and the measures for the management of
campuscomputers and network resources at Taipei Christian
College.

23.6 BHEFERWT PP T RAEFGE SR il LG H
N % L

380



The person being reported shall reply to the handling situation and
closethe case within 7 days, and transfer the relevant information

to theunit supervisor for processing.

2.4 HmpEF agiFp TS
Provide a platform to scan web vulnerabilities

241 NERT BEREET AR5 B RIRFERERY o
Apply under the Educational Institution Website Application
VulnerabilityDetection Terms of Service.

242 RIHpFT BRI AR 55 BR R I R A PEL -
It is handled in accordance with the confidentiality policy of
theeducational institution's website application
vulnerabilitydetection service.

243 REERMERTRPR -
Provides malicious profile execution detection.

244 BEF KR -

Provides backup file detection

245 HEFPFFEEEEER -

Provides inappropriate configuration management detection.

246 HEPHFIHRP o
Provides catalog index detection.

247 F|EESFE 5K -

Provides background page detection.

24.8 #EHBEL L -

Provide password forgotten handling.

2.4.9 H{EBER G E BH| o
Provide vulnerability risk level judgment.
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25 v e
Educational Advocacy
251 zHEHE K 7 AGFL A o
The target of the advocacy should include teachers, students,
andpersonnel of the university.
252 zEPMFREZFTAL PRI -

Advocacy content should be on information security-related issues.

2.6 it FREE TN
Filter inappropriate web page information
2.6.1 1945 T AF e (TANet)ES BT 2 fxb(F ) 853
RAER ) FPEL
It is handled in accordance with the "Taiwan Academic Network

(TANet) Classification and Consideration Principles for Websites

(Pages)Refusal to Access Information".

2.6.2 &uupFETI M NI R $Y i N P A PR L

s

FeF 2 METHHE o
Blocking access to pornographic, gambling, violent terrorism,

drugs andsubstance abuse.

,a v

2.6.3 ZEPRE KA BERD PINcrcF LR AP RTuE AT L

Build a defense system to defend against attacks from the outside

andcontrol internal connections.

3 Al L g
Essential Elements of Control:
3.1 F AR F BT EITPN FHIL o
Whether the handling of the incident is handled within the prescribedtime
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3.2

3.3

3.4

3.5

limit.

RETEEE Y 285k o

Whether the case has been closed.
FEETICEATRE2RT 2R

Whether to hold at least one information security education and
publicitysessions each year.

AT RPN 5 R 2 RREFHIE -

Whether to block the connection of inappropriate web pages on campus.
AR ERET R AR 55 B BIPRFE o

Whether to provide web application vulnerability detection services.

Br L H (&)
Applicable Forms:(None)

Ryp AR 2
Basis and Related Documents:

51

52

5.3

54

55

5.6

5.7

5.8

FRUEAFITE AR

Information security reporting operation process

i St G AR L i 2

Spam Mail Handling Procedure

WEMAER NEEERETERR

Standard Operating Procedures for Suspected Infringement of
IntellectualProperty Rights

A AE R R B A

Taipei Christian College Campus Network Usage Rules

A AR R IR F S R TR TR

Taipei Christian College Campus Computer and Network
ResourceManagement Measures

E<ar ﬁﬁﬁ}}& =R F25% 53 BLIG P PR AR 1 2K

Educational Institution Website Application Vulnerability Detection
Termsof Service

RO B REY AR 5 33 BhAR R PRAE R L

Privacy Policy for Educational Institution Website Application
VulnerabilityDetection Service

£ e (TANe)IES G P-FT 2 b (F)2 83 R AR
TANet's Refusal to Access Information Websites(Pages)
ClassificationCriteria Principle
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6 AR
Basis and Related Documents:
6.1 RIZFAF 2UFT AR
Process for handling information security notification incidents
6.2 EBEAGESTEMAER N EEILRR AR
Spam Email/Suspected Intellectual Property Infringement
HandlingProcedures
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Flow chart for handling information security bulletin incidents

Relevantauthoritiesandres
Process steps Relateddocuments

ponsibleunits

Christ’s College

Taipei Campus

Archive the task.

Network Usage
Receive notifications from higher authorities, Rules
external organizations, or public reporting.
i Chris’t College
Information The responsible personnel verify the incident. Taipei Campus
technology Computer and
False report: Report the verification
Network
results to superiors or inform the TRUE OR FALSE
Resource
whistleblower.
Management
True
il Measures

Identify the user through IP or network account records

v

Classification of Information Security Incident Severity Levels

v

After completing the processing within the specified

time, log in to the reporting platform to submit the report,|

Is it an event of level 3

False

True

4

The Ministry of Education's review is correct

A

Case closed on the reporting

v

Review and punishment

C End of Process >
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Spam Letters/Suspected Intellectual Property Infringement Procedure FlowChart

Relevantauthoritiesandres

Process steps Relateddocuments
ponsibleunits
Christ’s College
Archive the task. .
Taipei Campus
Network Usage
Received reports, complaints, or network Rules
management mechanisms from superiors.
Chris’t College

Information

technology

The responsible personnel verifies

and investigates the incident

TRUE OR FALSE

FALSE B

False reporting, report to superiors
or the reporter with an explanation =

of the verification results

TRUE

v

Reply to the reporter via email and inform them that

the incident is being handled

v

v

Internal procedure for

handling spam email incidents

Internal response procedure for

intellectual property infringement

Notify the unit responsible for the

reported IP address to stop sending spam

for infringement and require them to

Notify the unit responsible for the reported IP address of its legal liability

immediately cease the activity

Has it been more than seven

days without being addressed?

true =P

Has it been reported again

false

Assist in understanding, and for

serious cases, impose penalties [~

according to relevant regulations

true

Forward relevant information

to the unit supervisor 1

for handling

Inform the reporter of the action taken

fal

e
<
y

A

End of Process

Taipei Campus
Computer and
Network
Resource
Management

Measures




CES T
Information Equipment Maintenance
1 i * @3 F
Applicable Scope:
KRR 2% 2 TRRIR R - FAPETAKA -
Government-use computers, printers, and other information equipment for

faculty and staff, as well as computer classroom devices.

2 TERE
Operating Process:
2.1 FRGKE Ak

Informatlon Equipment Maintenance

2.1.1 TR E B4R

Information Equipment Repair Process:

2111 R¥FFEBTFEE T Wl ﬁr?
WA HF AP A | R IRP EHRR -
Users may report malfunctions via email, phone,
messaging software, or by filling out the "Information
Equipment Repair Form.

2.1.1.2 FHRA[AZWVEE LR F‘ FE R
IT personnel will process the case and contact the user
to confirm the issue.

2.1.1.3 TP ApERT FELRAE -

Users will receive phone guidance to troubleshoot the

2.1.1.4 #®FT M «#”f B RER] o ISR PR -
If the issue cannot be resolved via phone, an on-site

inspection and repair will be conducted.
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2.1.1.5 Hvg iz I “,% AR Rt il w FyED 3 o
¥ oﬁ,ﬁw,,gm&% >E R R
If on-site repair is not feasible, the faulty computer will
be taken to the IT office, and assistance will be
provided to back up important data.

21.1.6 XaFHrFasrozad 4oy AME IR B
i E G FIR L AR AL 0 2L R R R e TR
FRERG IR E ERil o
If hardware components are faulty, those covered
under warranty will be sent to the vendor for repair.
For non-warranty components, a cost estimate will be
prepared, and the necessary parts will be purchased
for repair.

2117 2B RPIABLEF LT rREF T ITCE

DR L
After the repair, all hardware functions must be tested
to ensure normal operation, and necessary security

settings should be applied.

=

2.1.1.8 AT AWK K A EERY 0 M R i

)

h

Users will be notified to collect their equipment, and

the repair case will be closed.

2.2 FTHK l%*gi“’

Informatlon Equipment Management:

221 2iPAHFMER A Y AR E RPN K

kv p o
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Establish an antivirus software management system to centrally
manage antivirus and anti-hacking functions, ensuring system

security.

3 HAlEE:

Essential Elements of Control:

3.1 XAH AR FEgAR "'ﬂzfi =R TR E I AT # S
Timeliness of equipment repair and whether it causes prolonged inability
for users to perform official duties.

3.2 M LFAFLFEHRMES 2 2B -
Whether the repair fully resolves the issue and restores the equipment to
full functionality.

33 AALTIMMMAPI I T FEFFTAFEFINT KT > o
Whether system security-related servers are functioning properly to

maintain the security of each computer.

4 @ A H
Applicable Forms:

4.1 FTHEE A A

Information Equipment Repair Form

5 kypE ApM e
Basis and Related Document:

e

i)

None

391



6 AL
Flowchart:

6.1 FxkaagiERirEnm [doimizh])
Standard Operating Procedures for Information Equipment Repair [Refer to

Flowchart]
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Standard Operating Procedures for Information Equipment Repair — Flowchart

Relevantauthoritiesandres

ponsibleunits

Process steps

Relateddocuments

Information

technology

Preparation Work

Users log a request via email, phone, messaging software, or a repair form.

/

Call the user to confirm and

troubleshoot the issue.

’_YGS Is the repair

No
X

On-site repair / Equipment taken back for maintenance.

Is the repair completed?

Yes

NO__» Please purchase parts for replacement.

Is it covered under

Yes

'

Send it to the vendor for processing

'z
Confirmation of completion after repair.

v

C End of Process >

User repair

form

394




O RF MR &I

Information Equipment Procurement

1

@ pR

Applicable Scope:
KBR 27 2 TRRETH CABEFTRRAE -
Government-use computers, printers, and other information equipment for

faculty and staff, as well as computer classroom devices.

TEME

Operating Process:
2.1 FAK KR

Informatlon Equipment Procurement:

211 AHEEfF2RERAR - KERIT TR HFE-

2.1.2

2.1.3

2.1.4

This unit is responsible for the procurement of information

equipment for administrative personnel and teaching classrooms

across the institution.

i A B ARV ¢ TR L 4 AR gL I o

New employees may apply for procurement or reuse an existing

desktop computer as needed.

FTRRFLAERAMG R 2 UREF AT g £ i@
FRFRGE S TR DRHEY o

The replacement of old equipment requires that the usage period

exceed the school's designated retention period and that its

continued use significantly affects work efficiency before a

replacement request can be submitted.

TR & BT AR

Information Equipment Procurement Process:

2141 AHEFEPHRZTRAE REFLEEF RA- %

TR
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3 Bl

2.1.4.2

This unit conducts an annual needs assessment,
consolidating requests from various departments to
organize a unified procurement process.

BLER D LREEE AL BIFH A AR
B EMK S TAARMRGRE SRR
BLITHE o o

Priority is given to selecting environmentally certified
products. Based on budget and functional
specifications, IT personnel will submit a quotation

and proceed with the procurement process.

Essential Elements of Control:

3.1

3.2

G aA

procurement.

4 x;jfgi BB &
Basis and Related Document:

4.1

4.2

PR 2

2@ 27

?lu7ﬁ -;E‘; {?‘ 'if;/a °
Confirm whether the budget is sufficient after the needs assessment.
FAPFRRE T AR sy BARY EREFEERAS -

Ensure that the selected equipment meets functional requirements and

prioritize the use of environmentally certified products during

Government Procurement Act
i At i’x%"%‘f Frodr P 1T ¥ 942

Christ’s CollegeTaipei Procurement Guidelines
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5 iARmE
Flowchart

5.1 FME & HFEEEFENE [4oiizRm ]
Standard Operating Procedures for Information Equipment Procurement

[Refer to Flowchart]
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Standard Operating Procedures for Information Equipment Procurement [Refer to Flowchart]

Relevantauthoritiesandres

ponsibleunits

Process steps

Relateddocuments

User
Department

Information

technology

Information

technology

Information

technology

Information

technology

General Affairs
Office

Information

technology

User Department Submits and Confirms Needs

Notify the User Department

Assist in Providing a Quotation

A 4

Initiate Procurement Procedures

A

Equipment Installation

v

Asset Registration Procedures

Christ’s
College Taipei
Procurement

Guidelines
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BB R D
V1. Related-Party Transactions:
- ~ P
1. Purpose:
BRMGEM A LR 2 IERARA G AR (SRR TE MBI A2 TR R
PRI R F RS )
This System shall serve as the basis for all transactions involving “Related Party (Parties).

(Refer to “Implementation Procedure of Internal Control System of School Foundation
and Affiliated Private School”.)

-~ lﬁ ¥ %a & -
2. Applicable Scope:
AR A AR T EARA SR AR FEL o
The operating procedure pertinent to transactions involving related party/parties of the

College shall be processed according to the System.

=~ EEmEp
3. Operation Instruction:
SR RARE 2T E
Refer to Control Operation for Related-Party Transactions
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O A 5 254 1T% ¢
Control Operation for Related-Party Transactions

1

2

g R
Applicable Scope:

ABETEA LS 2 APM TR R E Y 2 o

The Procedure applies to the relevant actions and matters of the related parties

pertinent to the transactions between them and the College.

TERE

Operating Procedure:

21 BGEAXE REREAATARE TR EARLF § 2T
FTEE G BH AL TRALT (SR TERMBIZ A2 9TRF2
FHp IR R w782 )

“Related-Party Transaction” mans any sale-and-purchase transaction, capital
lease and fund borrowing between the College and one of following natural
persons or legal entities as defined below: (Refer to Refer to
“Implementation Procedure of Internal Control System of School
Foundation and Affiliated Private School”.)
211 5% ~ERAEREL -
Board Directors, Inspector General and the President of the
College.
212 % ~ERANRKRELE2ZFRB -
Spouse of a Board Director, Inspector General or the President of
the College.
213 FF¥ERAAREzomEUp AR -
A cousin or sibling of a Board Director, Inspector General, or the
President of the College.
214 dBRZAETE T BEANTETIEEL CEBEL2 24
A legal person represented by a Board Director or Inspector
General of the College as Chairman of the Board (or Trustees).
215 HEE -~ B2AFEZEZRAF oA - ApRZZE L o
A legal person, of which fifty percent (50%) of constituents are
holding positions on both the Board of Directors of the Foundation
and the Board of Directors of the College and the Inspector
General.
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2.2

2.3

B4 2 s

The identification and Safeguard of Related Party (Parties)
221 HmEMRL MOGRREEITELE o
Preparation of the list of related parties, organizations and

companies.

222 7 T LATHGA M EE T H o
Updating of the list of related parties, organizations and companies
periodically.

MisA2 2 d g

Management of Related-Party Transactions:

231 AREMGA M BBHEEZTER ML LR 40T
Criteria governing the financial transactions between the College
and the related party (parties), organization(s) and/or
companies/business entities are described below:

2.3.1.1

2.3.1.2

2.3.1.3

BRAEZEFFEFENEREM B A ~ M 2
HEEE (SR T2 8K2,)

The College Endowment and operation funds cannot be
entrusted to or lent to the related party (parties),
organization(s) and/or companies/business entities.
(Refer to “Private School Law™.)

ATFYE G R AL MG R ER 2
B REREPELZ TR R g yEL T AP
TR RAESHE ~ AR 15 R R
FEAFE N LBRBFEEIHL - (SR THR
PMEZE A2 k2 FREFHIR- KRRy )
When the College plans to borrow money from the
related party (parties), organization(s) and/or
companies/business entities due to operational needs,
the “Petition”, which must consist of lending
organization, loan period, interest rate, guarantee
information and payment method and schedule, must
be approved by the President. In addition, it must be
administered according to financial activities of the
College. (Refer to “Unified Regulation of Accounting
System of School Foundation and Affiliated Private
School™.)

AeE e B A S MR T E A B A
FEFENA PR SRR T o

When the College borrows money from the related
402



party (parties), organization(s) and/or
companies/business entities, whether the interest rate is
the same as Bank of Taiwan’s market interest rate or
lower at the time of lending.

232 AREMGA M BBHEZTER M ESARR AT
Criteria governing the business transactions between the College
and the related party (parties), organization(s) and/or
companies/business entities are described below:

2.3.2.1

2.3.2.2

2.3.2.3

FrREM A ZBOBREE T EMAREE L1
Lo oimik T fr-dpbx g % r A%y it -3#’}*3 - ”F? poiLl
2ok, PR FFHATIAAL G BAELD
Mo ERRF OV REEOTLS AP HAH
M“P’%&74ﬁ$ﬁ MACTE R R R - A
&R e
The transactions of property procurements and
associated payments between the College and the
related party (parties), organization(s) and/or
companies/business entities shall still be administered
according to “General Affairs Procurement Law” and
“Verification Review, Management and Records of
Financial Affairs of Revenues and Expenditures”. If
there is a special reason or a superior condition that is
different from other suppliers, the business deal shall be
reasonable as to the prices and payment conditions.
Otherwise, the prices and payment schedule must be
comparable to other suppliers’.
FREMW B Z B GBHEE TEMAAS L o
ERIFFHRIPL c B BHE A MHARIZRT B RE
"y i T g (F H P M) &=k
The property-disposition transaction between the
College and the related party (parties), organization(s)
and/or companies/business entities shall still follow the
administration process of General Affairs Office. For
each major property-disposition transaction, reasonable
prices according to fair market value (when market
price is available) or appraisal value must be agreed
and used.
KNI AL FTE LR TeFRr Yy, » ©
R - AL

For the renting or leasing-out of a real property, a
403



“Lease Agreement” must be signed between two parties
and the terms must be reasonably calculated.

2.4 R A R E ¥R
Verification of Accounting Records of Related-Party Transactions:
X i ’g ﬂ_ﬁﬁ G R A AR A SRS
QR EAG vy
In accordance with Transaction Management Procedure, the Finance Office
must regularly audit the accounting matters and adjustments and make
payments according to the conditions of the transaction.

25 MRAE EHEE:
Management of Contracts of Related-Party Transactions:
FHESRKE LN - PEARATA FTARBII IR E9Fk
€ 2 IRER J‘zﬁié&’ > 2 B ETE -
Regarding major procurements, expenditures, acquisitions or dispositions of
assets and funds borrowing, legal counsel’s advisements and opinions
regarding the rights and obligations of both the College and the related
party/parties must be obtained.

26 MaAE2ZLAEEHE
Expression and Disclosure of Related-Party Transactions:
%ﬁﬁﬂw%&~M%%ﬁii$?4’*¥iﬁ’%@r§ﬁ%@é
CE R P BRI - KRR T ARG TR, TG
VAP ERLPAN I F S RMBEERFLI TR R T, 3 TR
IR A 4 ¢ EF i o
The details of business transactions between the College and the related
party (parties), organization(s) and/or companies/business entities must be
clearly disclosed in the “Financial Statement” according to the regulations
of “Unified Regulation of Accounting System of School Foundation and
Affiliated Private School”, “Generally Accepted Accounting Principles
(“GAAP”)”, “Notes to CPA-Audited and Certified Financial Statement of
Private Higher-Education Institutions”.

3 LR
Essential Elements of Control:
31 MixAzZ tHE I F AT
Whether the name list of the related parties have been verified to be correct.
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4

3.2

3.3

3.4

i

MaAZ AP FETREFZLARFTLAL o

Whether the transaction(s) involving the Related Party/Parties has (have)
violated any regulation or law.

B e A F AT AR MRS S o

Whether the implementation of bookkeeping audits or the notification letter
pertinent to transaction(s) involving the Related Party/Parties has (have)
been administered.

EHERE RA RS A B TEE RN 2R T 2
LEAFPEATEL R

As to the control of transactions involving the related party (parties),
whether the operation items have been inspected regularly or unscheduled in
order to understand if the operation is in compliance with regulations.

7 H

Applicable Forms:

4.1

4.2

4.3

4.4

CREEE R

Name List of the Related Parties, Organizations and Companies/Business
Entities

TEEER

Related-Party Transaction Petition Form

FE Y

Lease Agreement

PATR3R £

Financial Statement

YR APM Y 2
Basis and Related Documents:

51

52

53

54

B RO B2 A2 TR 2 F RN SR R s e
Implementation Procedure of Internal Control System of School Foundation
and Affiliated Private School

R ERE

Private School Law

FRMABZ A2 R FREFHIRZ - R

Unified Regulation of Accounting System of School Foundation and
Affiliated Private School

- BN E R

Generally Accepted Accounting Principles (“GAAP”)
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5.5 MirgtER ¥
Statement of Financial Accounting Standards (“SFAS”)

56 € APERALPN I F2ERMBFELIBFLIFART
Notes to CPA-Audited and Certified Financial Statement of Private
Higher-Education Institutions

6 AR -
Flowchart:
6.1 B kA EgpdlirEiaEsn [Em-] -
Refer to “Flowchart 17 for the operation process of controlling transactions

involving related party (parties).
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B T2 A 2 % 4] 1% 2 % A% BB the operation process of controlling transactions involving related party Flowchart

[czmE- )

Responsible Unit

i A A

‘/‘;l“" %E%b I%
Process Steps

AP RE 2 2
Related Document

[

B 4
Related Party or
Related Party

Institution

21 2
v R

Finance Office

21 2> dr 4
I3 __.?_ A .>|..~P\

Finance Office

Cashier

2L >
v E

Finance Office

L F AR
Transaction

Confirmation

Preparation of Related Party

Information

\4

T~ HHE S 3R
Review, Reconciliation, and

Sampling

l

3 b TR

Transaction Data

Archiving

BEI&RpEY
Approval Memos or Sales

Contracts

%%ﬁﬁﬁ&%ﬁ%
Transaction or Financial

Records

! 4§ 4 Monthly Reports

2N M54
Contracts and Financial

Statements
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N LK

VIIL Rules of Internal Audit Implementation

SR

1. Purpose:

R R AR R R P
32 ok i PR BRIk 0 FE

PR 2§ AR PR R E 2 ok
HES LIPS IEEE S B

In order to assist the President of the College to review and verify the effectiveness of

internal controls, measure the effectiveness and efficiency of school operations, timely

provide recommendations for improvement, and ensure achieving the purpose of effective

implementation of continual internal control system, the College hereby implements

internal audits.

- \lﬁq’r%]ﬁ

2. Applicable Scope:
rEELH o

The operation pertinent to the Rules applies to all departments, units and offices of the

College.

SR -

3. Operation Description:

1 pRfErz o

E

Organization of Internal Audit:

11

1.2

1.3

AR K P RFEEH UG ML R KB E
FodgFgrEELigEres o

On the basis of the size of the College, its business conditions, management
requirements and the rules of relevant laws and regulations, an Audit Unit is
established and staffed with appropriate staff members.

ke RN TSR S LR A AR
SR RHEE

The Auditor(s) of the College must be selected and appointed from a pool of
College’s personnel or external specialists who pose fair conduct and
royalty aptitudes and have qualified education and experience.

AP AR BABERABE MY BRI 2 E o mE R
Biro e ikE - EFEEERAFLIHTES

The Auditor(s) of the College must pose unmatched spirit of independence,
grasp the objective and impartial position, perform their due duties and
responsibilities and, periodically, report the audit results to the President,
Board of Directors and Supervisor Director.
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2 fEPr AR 2 BE
Auditor(s)’ Job Authority:

2.1

2.2

2.3

2.4

2.5

A2 AFEE HABERCFEETAIBGEAILIZLTRAEP
The College’s records and associated operations pertinent to human
resources affairs, financial matters, operation affairs and transactions with
affiliated person(s) or parties shall be inspected and verified by the
Auditor(s).

AL E N PERITZ TS AY o

The records and associated operations of petty cash dealings and
management at the College shall be inspected and verified by the
Auditor(s).

AL S REGHE T RS

The inventory physical count of cash, bank deposits and marketable
securities against accounting records/journals shall be conducted by the
Auditor(s).

APATE P T F B RS 2 AL D2 B PR ER e

The effectiveness of financial improvement and the reduction of
uneconomical expenditures of the College shall be inspected and verified by
the Auditor(s); and the resulting recommendations shall be reported
accordingly.

Az B EFEPER -

Audit review of the College’s projects shall be conducted by the Auditor(s).

3 Mt AR LB
Auditor(s)’ Job Responsibility:

3.1

3.2

MEAEPA R R GRS BTG SRR A e p o3
Al ERAEPVEBSREP R BREE TR o

According to results of risk assessment, the College’s Auditor(s) shall
establish an auditing plan that shall become the basis for future audits of the
College’s internal controls. The proposed auditing plan must be approved
by the President; and all revisions shall be processed accordingly.

AAEP A RSP TE I P IRFI G R AR SRV TR 2 H g
AER RV EREPFRL BIBE KRG TRBE M T
TR THEHL 2 E 5 o P2 T TR E YT
i b s & e

When the Auditor(s) discover(s) the deficiency of internal control system,
abnormal matters and other deficient items during auditing process, they (he
or she) must truly disclose such deficiencies and/or abnormalities in the

annual audit report attached with primary (raw) worksheets and relevant
409



3.3

3.4

3.5

information.  The audit report must be compiled and regular followed up

until satisfactory improvements have been achieved. All annual audit

reports with primary (raw) worksheets and relevant information must be
safely kept for five (5) years.

wIEAY R B ATAR S B fEAeT

Other deficiencies mentioned in the preceding paragraph include following:

3.3.1 FirisMiEATEIRZ AL -

All deficiencies discovered by government auditing agencies.

332 MBEREFFAPF AR\ EAFIREP L 7724844 o
Deficiencies listed on the statement of the College’s internal
control system provided to the third-party Certified Public
Accountant (CPA) during the auditing for the purpose of certifying
the financial statement of the College.

333 EPFVMHBAPERESLEFAPTERZEL o
Deficiencies uncovered by the third-party Certified Public
Accountant (CPA) when he or she performed the audits for the
purpose of certifying financial statement or the project audits.

3.34 Hii4 o
Other deficiencies.

AP A R AR 2 EBEF L B RE PR B RE <

ERFEFOHERZEASAMG X EAFTLRF B2 TIESEPEE

ZMEREPRE  REZBEFLE  B2TETEE o

Auditor(s) of the College must submit the audit report and follow-up reports

to the President of the College for review, inspection and ratification.

Should the serious violations discovered by Auditor(s) potentially cause

significant harm to the School Foundation or the College, they (he or she)

must immediately complete the audit report and send it to the President for
review, inspection and ratification.  After the President receives such audit
report, he or she must immediate submit a copy to the Board of Directors.

Aoz fEP A R AP B AL Frc A ook BMRR G
2 2z H ,ﬁﬂﬂ» #TSE 2 ?,s}:i °

When the Auditor(s) of the College conduct(s) auditing, they (he or she)
shall request the administration personnel or the departments of the College
to provide relevant accounting books/journals, vouchers, documents and
other necessary auditing information.
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R

Internal Audit Methods and Approaches

4.1

4.2

4.3

4.4

AR BRI RARTEEEHZ LR | ZHPTP - PR
PP - FoDE B2 TERAE -EPEREETES
F2 P E o RRATETZHEPIED > T TERRE 2 EPELR £
P B R R
After assessing the operating cycles and risks of the College, Auditor(s)
should establish the auditing plan(s) consisting of audit review proposes,
audit items, objects of audits, implementation timetables, audit methods,
operating procedures, audit focus and audit results.  According to the audit
items, the operation process and guidelines of auditing shall be established;
however, timely adjustments shall be made according to the situations.
B E kR EAR 2 LR IRFRM MR RBEERFET AR 0
AP IFETLR T Ao
Considering the professional specialty field(s), the Audit Unit may hire the
internal and/or external expert(s) to assist the Auditor(s) in order to upgrade
the substantive effectiveness of the internal auditing.
PR AT E A PR R b R
The types of audits at the College are categorized as planned audit and
project audit depending on the circumstances.
ﬁf’f" 2B 4o
Audit procedure is as follows:
441 I DR FER RS SV RBEPS R BB
Defining the purpose and scope of an audit, classifying an audit as
a planned audit or a project audit.
4.4.2 Y ivlEg o
Preparations for Audits
4.4.2.1 FEFairRG] o
Auditing Operation Plan.
4422 EBPMIHEPFE PEAPECIIRR
Write an Internal Audit plan and submit it to the
President for his/her concurrence.
4423 fHPE-REIEPECLFE DAL EILEP
PFRFZ PR R 10 o
Auditor(s) must communicate with the supervisor of
the to-be-audited department beforehand to determine
the audit time and relevant coordination activities.
4424 FEPHECRDEPEDTID AT LPRE R
Auditor(s) shall notify the to-be-audited department

seven (7) days in advance of the scheduled audit
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date(s).

4.4.3 P gz .
Execution of Audit

4.4.4

4.43.1

4.4.3.2

4.4.3.3

4.4.3.4

AP PSS TR (TE 5%
WAk 2 1995 o

When conducting an audit, Auditor(s) shall record the
audit process in the primary (raw) worksheets that shall
be the basis of the audit report.

NP SEPAR ZAETR &M TR
T OE TR 2 & T R AR

When executing an audit, the personnel being audited
must truly provide to the Auditor(s) the relevant
information or answer all inquired questions.
HELPF > 23 2P EEAF Brgizd-i
FoOMEFEAREEALT TR

When conducting an audit, should nonconformity be
discovered, the supervisor of the department being
audited must be informed in order to clarify whether
the nonconformity exists or not.

PP T e 4 o AP A B ek TR
Bz ERE v st | o

All deficiencies discovered during an audit must be
recorded by the Auditor(s) in the record table of
internal-audit observation, suggestion and response.

R ER:
Post-audit Meeting:

4441

4.4.4.2

4.4.4.3

4.4.4.4

A R#1 T AR~ PV R R IR E

A EFR

Auditor(s) shall present the Internal Audit Record Form

to the supervisor of the audited department for final

approval.

FR2 TP et | & 0 ¥ LS HEPE

The final-approved “the Internal Audit Record Form” ,

shall be sent to the audited department for affirmation.

BRI CRAERELEERFT o

Auditor(s) shall coordinate the scheduling of a

post-audit meeting.

BiEgrEieexre

Auditor(s) shall conduct the post-audit meeting with the
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audited department and personnel.

4.45 FEBPNIVEPEL
Writing Internal Audit Report:

4.4.6

4.45.1

4.45.2

LR

i AR AT TRME F AT AP S
2B TRmpfEs )
Auditor(s) shall write the “Audit Internal Report”
according to the primary (raw) worksheet and the
Internal Audit Record Form”.

TR L ) RS PE A F R B
PEEEE  MERLPR
The “Internal Audit Report” must be sent to the
supervisor of the audited department for review and
acknowledgement according to administrative process
and, then, to the President for final review and
ratification.

Audit follow-up and tracking:

4.46.1

4.4.6.2

4.4.6.3

4.4.6.4

4.4.6.5

AR RLEPE RN TR A T
&P
Auditor(s) shall conduct follow-up verification
according to the deadline imposed by the audited
department’s operating procedures for the completion
of the improvement.
A R R PERa TRKBERTEHRESL
Auditor(s) shall write the “Follow-up Report”
according to the primary (raw) worksheet of audit
tracking proposal.
ZREFE 2 st L FHA LI P TIR A A A
A2 R RN S R T
Auditor(s) must clearly note in the “Follow-up Report”
those to-be improved items that have not been
completed or commenced before the deadline.
TEBEFRL | BEAEPECLE R B2 AP E
e & MEREPRE -
The “Follow-up Report” must be transferred to the
supervisor of audited department for review and
acknowledgement and, then, submitted to the President
for review and ratification.
L EH ALY AN AN Frel g pIE A
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4.4.6.6

& o Rtk S FOAR BB AR L XA T %
B LR

Those to-be-improved items that have not been
completed or commenced before the deadline(s) shall
be listed in the focus points of the succeeding audit.
The responsible person(s) and/or department shall be
awarded or reprimanded by the College in accordance
with the Rules of Awards and Reprimands.
BEFFTHMIERE > ML THEERFEZ LY -
Items related to budgets shall be used as reference for
compiling the budget of the succeeding academic year.

5 BB 2 kRS ARYFILEA G BEEL SRR S L A A
ARG TP 2Y o (AR CT Pyt yem)
Awards and Reprimands: In order to effectively advance the College’s
implementation of effective governance, cases of the results of audit reports and the
improvements of deficiencies shall be listed in the performance appraisals of the
College for references. (According to “Appraisal Procedure of the Operation

Performance of the College”.)

6 nATME -
Flowchart:

6.1 pngEpnAzsn [indem-] -
Refer to “Flowchart 1” for Internal Audit Process.
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P FRFEF% 1F £ 42 Bl Internal Audit Process Flowchart

[czmE- )

MR E

AR

LA

C

2% end

D

Responsible Unit Process Steps Related Document
4R < #& % ¥ ¥ Preparation >
Auditor
\ 4
1
7%“* ﬁ # T 173 4 Draft Audit Plan
XFLH
Auditor
Audited Unit }431 #£4% p # Schedule Audit Date
LR
Auditor ¥
fE4r 4R 2 #2434 4 Issue Audit Notice
Fj 2
% %E T: A 4
Auditor 7. B 2474245 ¢ % Hold Audit Kick-off Meeti
. . R #4424 € & Hold Audit Kick-off Meeting
Audited Unit o
o R
EE A Audit Internal Report
Al i 7 ILF-F5 1% Conduct On-site Audit Y P
Auditor
Audited Unit MIRFERE & SR
A 4 R B 74415 % 12 § & Hold Post-Audit Meeting | Audit Internal Report
ZRH =
Auditor ¥
Audited Unit ¥ B #4172 4F & Write Audit Report
SR FridR 4
AE] d" Internal Audit Record
uditor
i % 3 Deficiency Improvement Form
%A E
Audited Unit v
A <R % no AT it #1744 4 Have Audit
X AEH Deficiencies Been Corrected?
Auditor 2_yes
Audited Unit ¥ 8 if BidF 2 Write Follow-up Report
#Hr LR
Auditor v
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