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	Article 1
	KMU has established the Leave Regulations for Faculty and Staff (hereinafter referred to as "the Regulations") to provide a basis for faculty and staff to take leave.

	Article 2
	Unless otherwise provided by laws and regulations, leave requests from full-time faculty and staff employed within the establishment staffing of KMU, project teachers, military training instructors, contract employees, technical workers, janitors, security guards, and drivers shall be handled in accordance with the provisions of the Regulations.
The rules for leave requests from personnel hired by KMU who are not referred to in the preceding paragraph shall be separately formulated.

	Article 3
	Leave requests from faculty and staff shall be handled in accordance with the following provisions:
1. Personal leave (including the Family Care Leave and Physical and Mental Adjustment Leave)
Those who have to deal with personal affairs may ask for leave for personal affairs. A total of fourteen days for the leave for personal affairs is given per academic year. Those who are approved to engage in further study or research shall be exempted from this limitation. However, the days of regular holidays will not be deducted from the extended days of the leave for personal affairs.
When a faculty or staff member is required to personally provide care due to a family member receiving preventive vaccinations, suffering from a serious illness, or encountering other major incidents, Family Care Leave may be granted for up to seven days per academic year. For purposes of physical and mental adjustment, Physical and Mental Adjustment Leave may be granted for up to three days per academic year. The number of days taken as Family Care Leave and Physical and Mental Adjustment Leave shall be included in the calculation of Personal Leave.
If the total number of days of Personal Leave, Family Care Leave, and Physical and Mental Adjustment Leave exceeds seven days, salary shall be deducted on a daily basis. For contract employees, Personal Leave shall be unpaid and deducted on a daily basis. Where the supervisor deems it necessary based on the stated reason for leave, supporting documentation may be required, or the leave category may be adjusted to annual leave.
2. Sick leave (including menstrual leave):
Those who need to rest and recuperate due to illness or medical diagnosis may take sick leave during the treatment or rest period, with thirty days allowed per academic year.
Female faculty and staff member who encounter difficulties in their work due to the menstrual period may take one day of menstrual leave per month. If the number of days taken during the entire academic year does not exceed three, it will not be counted as sick leave. From the fourth day onwards, it will be included in the calculation of sick leave. If it exceeds the prescribed number of days, it shall be offset by the leave for personal affairs.
For those suffering from a serious illness not curable within a short period, or requiring leave for pregnancy-related medical treatment as diagnosed by a physician, an Extended Sick Leave may be granted upon special application and approval after all entitled sick leave, personal leave, and annual leave have been exhausted. The total duration of Extended Sick Leave shall not exceed one year within a two-year period; however, if the employee has returned to duty for more than one year, the calculation of Extended Sick Leave may recommence. If Extended Sick Leave spans two academic years, the number of days of personal leave, sick leave, and annual leave available in each academic year shall be deducted accordingly. Regular days off may be deducted from sick leave, but shall not be deducted from Extended Sick Leave. The University may require employees applying for Extended Sick Leave to undergo a medical re-examination at a regional-level or higher hospital and submit a medical certificate specifying the required recovery period. If the maximum duration of Extended Sick Leave has been exhausted and the employee is still unable to return to work, retirement or layoff shall be processed in accordance with applicable laws.
For those who have been on sick leave for more than six months, part of their full salary shall be deducted. The deduction method is as follows:
 (1) One-third of the full salary will be deducted if the accumulated seniority is less than ten years.
 (2) One-fifth of the full salary will be deducted if the accumulated seniority is more than ten years but less than twenty years.
 (3) No deduction of salary for more than twenty years of accumulated seniority.
The contract employees who are on sick leave for less than thirty days within one year shall receive half of their salaries, and their salaries shall be suspended on a daily basis if the total sick leave has exceeded thirty days.
3. Marriage leave:
[bookmark: _Hlk158126323]Married individuals are entitled to fourteen days of marriage leave, which can be taken intermittently and deducted from regular days off, and must be taken within three months starting from ten days before the date of marriage registration. However, with approval from the university due to special circumstances, marriage leave may be taken within one year.
4. Assisted reproductive leave:
Female faculty and staff undergoing assisted reproductive treatment are entitled to seven days of leave each year for this purpose, which can be taken in multiple segments.
5. Pre-maternity leave:
Before giving birth, pregnant women are entitled to eight days of pre-maternity leave, which may be taken intermittently, and shall not be applied after delivery.
6. Maternity leave (including miscarriage leave):
After childbirth, forty-two days of maternity leave are granted. Those who experience a miscarriage after twenty weeks of pregnancy are entitled to forty-two days of miscarriage leave. Those who experience a miscarriage after twelve weeks but less than twenty weeks of pregnancy are entitled to twenty-one days of miscarriage leave, while those who experience a miscarriage before twelve weeks of pregnancy are entitled to fourteen days of miscarriage leave. Maternity leave and miscarriage leave must be taken at once and should deduct regular days off. If an individual has already taken all pre-maternity leave before childbirth and, with certification from a medical institution or a physician in remote areas where medical facilities are not available, proves the necessity of leave, partial maternity leave may be applied for before childbirth with a limit of twenty-one days, without restriction on the number of times it can be taken. However, for those who experience a miscarriage, the days of miscarriage leave should deduct the days of maternity leave already taken.
7. Pregnancy checkup accompaniment and paternity leave:
seven days shall be given for an employee who applies for pregnancy checkup accompaniment and paternity leave based on accompanying their spouse for prenatal checkups, childbirth, or miscarriage following a pregnancy of twenty weeks and above. Such leave may be taken intermittently. Except that the pregnancy checkup leave shall only be applicable during the gestation period of the spouses, employees shall have paternity leave during a fifteen-day window (regular days off included) before and after the day their spouses are in labor or miscarriage.
8. Funeral leave
 (1) Twenty-one days of funeral leave shall be granted for the death of the spouse.
 (2) Fifteen days of funeral leave shall be granted for the death of a parent.
 (3) Ten days of funeral leave shall be granted for the death of a stepparent, spouse's parent, or child.
 (4) Six days of funeral leave shall be granted for the death of a grandparent.
 (5) Five days of funeral leave shall be granted for the death of a great-grandparent, grandparent of the spouse, stepparent of spouse, or sibling.
Except for step-parents or parents-in-law of a spouse—limited to cases where the employee or spouse was supported by the step-parent prior to adulthood or continued to cohabit with the step-parent before the latter’s death—funeral leave shall be limited to natural or legally recognized kinship existing at the time of the event. Regular days off may be deducted from funeral leave. If funeral leave is taken in installments, it shall be completed within one hundred days from the date of death.

	Article 4
	For individuals who need to feed their babies under two years old or need to collect breast milk, they shall be provided with the time for feeding or breast milk collection sixty minutes a day.  For those who work overtime for more than one hour of daily normal work hours, they shall be given an additional thirty minutes for feeding or breast milk collection. The time for feeding or breast milk collection shall be deemed as working time.
To raise children under three years old, one may apply to the school to adjust working hours or reduce working hours by one hour per day. But no compensation shall be paid for the reduced working time.

	Article 5
	Individuals who have been in service for six months or more may apply for parental leave without pay for up to two years to care for a child before the child reaches the age of three. Where two or more children are cared for simultaneously, the leave periods shall be combined, with a maximum duration of two years calculated based on the youngest child. Each period of parental leave without pay shall, in principle, be no less than six months. Where leave of less than six months is required, the duration and frequency of applications shall be as follows:
1. Thirty days or more but less than six months: limited to two applications.
2. Less than thirty days: applications may be made on a daily basis, but the cumulative total shall not exceed thirty days.
Applications for parental leave without pay shall be submitted using the prescribed form with supporting documentation. The application procedures are as follows:
1. For leave of thirty days or more: application shall be submitted ten days in advance.
2. For leave of less than thirty days: application shall be submitted five days in advance. However, where personal care is required due to a child’s illness, suspension of childcare services, or school closure, the application may be submitted one day in advance. In cases of sudden emergencies where advance notice is not feasible, the application may be submitted by an authorized representative.
During parental leave without pay, employees shall not be employed by other entities or engage in self-employment. Any violation shall be deemed a voluntary resignation. 
Except where the parental leave period is less than thirty days, and reinstatement is applied for concurrently with the leave application, employees shall apply for reinstatement within twenty days prior to the expiration of the leave period.

	Article 6
	Those who fall under any of the following circumstances shall be granted official leave (including occupational injury and sickness leave):
1. Assigned to participate in meetings convened by the government.
2. Assigned to participate in study tours or attend international conferences.
3. Assigned to provide various military services in accordance with the law.
4. Participate in various voting organized by the government in accordance with the law.
5. Where an individual meets any of the circumstances listed in Article 20, Paragraph 8, Subparagraphs 8 and following of the Act Governing Retirement, Bereavement Compensation, Separation, and Dismissal of Faculty and Staff of School Corporations and Their Affiliated Private Schools, and must rest or undergo medical treatment for a period of up to two years, official leave may be granted. This provision shall not apply where injury or illness results from the individual’s own misconduct.
6. Participate in government-sponsored job-related examinations with the consent of KMU.
7. Those who are assigned or authorized to participate in training or further study related to their duties for less than one year.
8. Participation, with University approval, in activities organized by the University; or attendance, upon invitation by domestic or international government agencies, organizations, or educational institutions, at meetings or activities related to official duties; or the conduct of duty-related research.
9. Attendance, with University approval, to provide testimony, defense, or statements of opinion in fulfillment of statutory obligations.
10. Where an individual is required by law to cooperate personally with inspections, quarantine, isolation treatment, or other epidemic prevention or disease control measures implemented by competent health authorities due to a statutory infectious disease. This shall not apply where the illness is attributable to the employee’s own fault.
11. Other individuals who are required to be granted official leave in accordance with national laws and acts, relevant laws and regulations of KMU, or the school authority’s special approval.
Individuals attending proceedings related to sexual assault, sexual harassment, sexual bullying, violations of professional ethics related to sex or gender, or bullying incidents, in fulfillment of statutory obligations as witnesses, shall be granted official leave.
The duration of official leave shall be determined by the University based on actual needs. However, occupational injury leave shall be limited to a maximum of one year from the date of injury or illness, after which a special evaluation shall be conducted. If occupational injury leave has reached a total of two years and the individual is still unable to return to work, leave without pay shall be granted or retirement or layoff shall be processed in accordance with law. If one year has elapsed since the commencement of leave without pay and recovery has not occurred, retirement or layoff shall be processed in accordance with law. If one year has elapsed since the commencement of leave without pay and recovery has not occurred, retirement or layoff shall be processed in accordance with law.
The official leave for participating in an overseas international physical meeting may be increased by two days (Asia-Pacific Region) or four days (outside Asia-Pacific Region). A period not exceeding five days of official leave is granted for participating in other satellite meetings related to the overseas international physical meeting.
The approval of official leave shall be supported by relevant documents. In principle, salaries shall be paid without deducting regular days off. However, if there are other regulations or dedicated proposals approved by KMU, it will follow those regulations or approvals.

	Article 7
	School staff and military training instructors will be given official leave based on their years of service at KMU. Except for those cases where the Labor Standards Act applies, any official leave not taken by the end of the year or before the termination of the contract shall be deemed to be forfeited.
1. Three days for service seniority of six months or more but less than one year.
2. Seven days for service seniority of one year or more but less than two years.
3. Ten days for service seniority of two years or more but less than three years.
4. Fourteen days for service seniority of three years or more but less than five years.
5. Fifteen days for service seniority of five years or more but less than ten years.
6. One additional day for each year of service seniority over ten years up to a maximum of thirty days.
Faculty and staff’s seniority from contract employment and secondment before being employed within the establishment staffing of KMU may be accumulated. If an individual enters the service of the school after leaving the school, his/her years of service prior to the date of leaving the school will be accumulated too.
Faculty members seconded from external institutions to the University and teachers specially recruited by the University under project-based appointment shall be granted annual leave in accordance with the provisions of Subparagraphs of Paragraph 1 of this Article, based on the starting date for full-time faculty service submitted at the time they report to the University.

	Article 8
	Faculty and staff members who possess Indigenous status may apply for leave on the dates of their respective Indigenous peoples’ annual ceremonial festivals as announced by the Indigenous Peoples Council pursuant to the Act Governing the Implementation of Commemorative Days and Holidays. Applicants shall submit household registration documents as proof of their tribal affiliation.

	Article 9
	[bookmark: _Hlk158132518]Personal leave, family care leave, annual leave, sick leave, marriage leave, menstrual leave, pre-maternity leave, pregnancy checkup accompany and paternity leave, official leave, occupational injury and sickness leave, and funeral leave may be taken in half-hour increments. Assisted reproductive leave and each maternity leave before giving birth, shall be taken at least half a day.

	Article 10
	The relevant provisions for sabbatical leave of professors shall be set out separately.

	Article 11
	During winter and summer breaks, faculty and staff members shall report to work at the University. Appreciation leave may be granted in accordance with University announcements and applicable regulations.

	Article 12
	A leave application form shall be filled in three days before the leave with the reasons stated. The form shall be submitted hierarchically and responsibly according to the leave application procedures. Only after approval can one leave the job or not attend work.
Those who are unable to apply for leave in accordance with the procedures mentioned in the preceding paragraph due to an emergency may entrust colleagues, family members, or friends to handle the procedures on their behalves, or report to their supervisor on the day of the incident and complete the leave procedures within three days. If KMU requires supplements on the reasons or proof documents, they should be submitted within seven days. Otherwise, it will be considered as absenteeism.

	Article 13
	Leave requests should have a designated substitute responsible for duties, and depending on the category of duties, seniority, and position, a substitute should be appointed in order of priority. The substitute shall exercise the due care of a good administrator in performing the duties diligently. Substitutes are not permitted to take leave during their substitution period. In case of exceptional circumstances requiring leave, additional substitute(s) should be appointed, or the person should be informed in advance to appoint additional substitute(s). The selection and responsibilities of additional substitutes shall follow the same regulations as those for the primary substitute.

	Article 14
	Faculty and staff members applying for two or more consecutive days of sick leave, or for assisted reproduction leave, pre-maternity leave, pregnancy checkup accompaniment and paternity leave, maternity leave, miscarriage leave, parental leave without pay, marriage leave, funeral leave, official leave, occupational injury leave, or extended personal or sick leave, shall submit the following supporting documents, as applicable:
1. Sick leave of two or more days: A medical certificate issued by a legally established medical institution.
2. Assisted reproduction leave: A diagnostic certificate issued by an assisted reproduction institution approved by the Ministry of Health and Welfare.
3. Pre-maternity leave, pregnancy checkup accompaniment and paternity leave, and maternity (miscarriage) leave: Relevant supporting documents such as the "Maternal Health Handbook" (Mother's Handbook), a diagnostic certificate issued by a legally established medical institution, or a birth certificate.
4. Marriage leave: Household registration records. If leave is taken prior to marriage registration, a wedding invitation may be submitted initially, with household registration records to be provided subsequently.
5. Funeral leave: An obituary notice, household deregistration certificate, or death certificate. If the familial relationship cannot be clearly identified, additional household registration documents shall be provided.
6. Parental leave without pay, official leave, occupational injury leave, extended personal leave, and extended sick leave: Relevant approval, documents, or application forms.
7.  Applications for extended sick leave due to illness, or for occupational injury leave exceeding seven days due to work-related injury or illness: A diagnostic certificate issued by a hospital accredited by the central competent health authority shall be submitted. For leave of fewer than seven days, or for extended sick leave due to pregnancy-related medical treatment, a certificate issued by a legally established medical institution shall suffice.

	Article 15
	Those who leave their duties without permission, fail to finish the leave application procedure timely without justifiable reasons, fail to return to school for work after the leave has expired, or take more than the vacation days available shall be deemed as absenteeism, thus their salaries shall be deducted on daily basis and punished in accordance with KMU's Regulations on Staff Rewards and Punishments.

	Article 16
	The regulations on leave for employees of affiliated institutions and related undertakings of KMU shall be formulated separately.

	Article 17
	After being reviewed and approved by the University Council, the Regulations shall be implemented from the date of publication, and the same applies to amendments.



*The English version is for reference only. If there is any inconsistency or ambiguity between the English and Traditional Chinese versions, the Traditional Chinese version shall prevail.
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