	CYCU　　Academic Year　 Semester Class Substitute Application Form

	(Faculty Applying for Leave of Absence

	Name 
	
	Personnel No.
	

	Reason for Leave
	

	Start & End Date
	From    Yr    M    D  To   Yr   M    D （Total　　  Weeks）

	Remarks
	

	(Substitute Teacher Data and Class

	Name
(Personnel No.)
	
	Teacher Rank or the Equivalent
	□Prof.     □A Prof.
□Asst. Prof. □Lecturer

	Highest Education
	
	Professional Field
	

	Class proposed to substitute
(Class Schedule)
	
	
	

	Start/End Date & Hours

	～
	～
	～

	
	Total 　　Weeks　　Hours
	Total 　　Weeks　　Hours
	Total 　　Weeks　　Hours

	Signed by the Class Offering Unit
	
	
	

	(Proposed substitute teacher is one of the current-appointed full-time or adjunct faculty, please follow verification process 1.
(Proposed substitute teacher is not a current-appointed teacher, please decide applicable verification process based on the length of the substitute period：（please check one）
  Are the number of substitute weeks 4 or more? □No, please follow process 1 to verify; □Yes, please follow process 2 to verify.

	(Verification Process 1
	Head of the Affiliated Unit
	Office of Academic Affairs
	Office of Human Resources

	(Verification 2 (must attach the relevant data of “substitute teacher data check list,” deliberated by the teachers’ review committees of department and college and sent to the teachers’ review committee of the university for ratification.


	Dept.
TRC
	Passed by    semester     time department-level teachers’  review committee  (　 Yr  　M　  D  )
　　  　　 　（Signature/Date）
	Coll.
TRC
	Passed by    semester     time department-level teachers’  review committee   (　 Yr  　M　  D  )
  　    　　　（Signature/Date）
	President Ratification  
	

	HR Office
	□ Proposed to send to the teachers’ review committee of the university for ratification
　　  　 　　（Stamp/Date）
	Univ.
TRC
	Passed by    semester     time teachers’  review committee  of  the university     (　 Yr  　M　  D  )
 　    　　　（Signature/Date）
	
	


Substitute Teaching Relevant Directions
1. If the substitute class is conducted by a current full-time or adjunct faculty, since the teacher qualification has been deliberated and approved by the teachers’ review committees at all levels, the verification process for the application of substitute teaching will be as follow: department head → office of academic affairs → personnel office.

2. If the substitute class is conducted by a non-current adjunct faculty, the teacher qualification shall be submitted to the teachers’ review committee for deliberation, and ratified by the teachers’ review committees of department, college, and the university, and the relevant data of "substitute teacher data check list" shall also be attached.

3. If an adjunct faculty is unable to conduct teaching for more than 4 weeks due to any reasons, please complete the deliberation process of three-level teachers’ review committee for the substitute teaching qualification within the teaching semester, or seek for another adjunct faculty who meets the teacher qualification to teach in accordance with the provisions of Article 3, Section 3 of the "Chung Yuan Christian University Regulation on the Appointment of Adjunct Faculty. [107-2-3 resolution of teachers’ review committee of the university]
