             國立頭城高級家事商業職業學校教師請假課務處理單
National Tou Cheng Home Economics and Commercial Vocational High School Teacher Leave & Class Arrangement Form
	國立頭城家商教師請假課務處理單 請假時間:   年   月  日  時 至  年  月  日  時
Leave Period:  Starting Date_______________ Time_________    Ending Date_______________ Time_________

	教師Teacher：           事由Reason：  ___________ 假別Leave Type：         
課務Class Arrangement：□奉公派代Substitute Assigned by School □自行調代Self-Arranged □補課 Make-up class □無課No class

	    星期月/日
Week/MM/DD

節次Period
	星期一 Mon
月  日
	星期二Tue
月  日
	星期三Wed
月  日
	星期四Thu
月  日
	星期五Fri
月   日

	上午AM
	１
	科目Subject
	
	
	
	
	

	
	
	班級 Class
	
	
	
	
	

	
	
	上(代)課教師簽章 Signature
	
	
	
	
	

	
	２
	科目Subject
	
	
	
	
	

	
	
	班級 Class
	
	
	
	
	

	
	
	上(代)課教師簽章 Signature
	
	
	
	
	

	
	３
	科目Subject
	
	
	
	
	

	
	
	班級 Class
	
	
	
	
	

	
	
	上(代)課教師簽章 Signature
	
	
	
	
	

	
	４
	科目Subject
	
	
	
	
	

	
	
	班級 Class
	
	
	
	
	

	
	
	上(代)課教師簽章 Signature
	
	
	
	
	

	下午PM
	５
	科目Subject
	
	
	
	
	

	
	
	班級 Class
	
	
	
	
	

	
	
	上(代)課教師簽章 Signature
	
	
	
	
	

	
	６
	科目Subject
	
	
	
	
	

	
	
	班級 Class
	
	
	
	
	

	
	
	上(代)課教師簽章 Signature
	
	
	
	
	

	
	７
	科目Subject
	
	
	
	
	

	
	
	班級 Class
	
	
	
	
	

	
	
	上(代)課教師簽章 Signature
	
	
	
	
	

	請假人簽章
Applicant's Signature
	單位主管
Department Supervisor
	教學組
Curriculum Division
	教 務 主 任 核 示
Director of Academic Affairs

	
	
	
	


【本聯交教學組保存】
[This copy is to be retained by the Curriculum Division]
※注意事項:
1、 教師差假，手續未完成未獲准假者，如有排代課，其代課鐘點費由請假人扣付。
2、 教師差假所選課務若未能按原填處理方式處理時，除非有特殊原因，事先與教學組協調外，均以缺課處理。
3、 教師請假期間若有課務，除線上請假外，務必將本單提前送至教務處教學組，教學組收到本單後，才會核定線上申請。
4、 教師差假課務處理單，除緊急事故外，應於一日前交教學組，公差公假等由交務處排代者， 需於三天以前交教學組處理(三天計算方式如下:例如02/14出差，課務處理單須於02/11前交教學組) ，以便將課務處理方式通知代課教師及學生。
5、   本單一切手續完成影印後存教學組，以便報支鐘點費，課務處理手續始完成。
※ Important Notes:
1. If a teacher applies for leave but the leave procedure has not been completed and approved, any arranged substitute teaching will be paid at the applicant's own expense.

2. If the teacher’s course(s) during the leave period are not handled according to the originally indicated method—unless there are special reasons and prior coordination with the Curriculum Division—it will be treated as a missed class.

3. If the teacher has any scheduled classes during the leave period, in addition to submitting the online leave request, this form must be submitted in advance to the Curriculum Division. The leave will not be approved until the form has been received.

4. Except for emergencies, this form should be submitted to the Curriculum Division at least one day in advance. For official duties or public leave (where substitute teachers are assigned by the Academic Affairs Office), the form must be submitted at least three days in advance. (Example: If the leave is on February 14, the form must be submitted by February 11.)
5. After all procedures on this form are completed, a photocopy will be retained by the Curriculum Division as documentation for processing hourly pay. The course arrangement is considered finalized only after this procedure is completed.
