
  

授課老師 

核准 

喪假、產假(含產前、分娩、哺育及陪產假) 
、器官捐贈假(以上各假別皆應檢附證明) 

 

學期考試期間 
(期末考試) 

二天以內 

授課老師及 
系主任(所長或

學位學程主任)
核准 

公假(應附證明) 

學 生 請 假 流 程 圖 

事假、 
病假 

生活輔導組備查  

三天以上 校內活動 校外活動 
(含出境) 

系主任(所長或

學位學程主任)
或派遣學生出公

務之行政單位主

管核准 

三天以上

(應附證明) 

 

系主任(所長或

學位學程主任)
或派遣學生出公

務之行政單位主

管核准 

通報軍訓室 
(校外活動登錄) 

 

授課老師及 

系主任(所長或

學位學程主任) 

核准 

授課老師 

核准 

※ 學生請假申請應至「學生請假系統」登錄，如有不可抗力因素以致無法線上申請時，請改以紙本請假。

辦  

各項請假事由 

皆應附證明 
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二天以內 

各科授課老師

及系主任(所長

或學位學程主

任)核准 

生理假 

毋須師長審核 

 

生理假 
(每月僅一天) 



 
 
 
 
 
 
 
 
 
  

each type of leave  
(with certificates) 

  

End-of-term  
examinations 

Approved by the 
department chair 
(institute or program 
director) or the chief 
administrator of the 
responsible office 

Registered by the Military Training 

Office for an extramural activity 

No more than 2 days 3 or more days  

NCKU Student Leave Application Flow Chart 

Official leave (with certificates) 
Bereavement leave, maternity leave (including 
prenatal care, postnatal care, and baby nurturing), 
menstrual leave, or leave for organ donation 
(including bone marrow or organ) (with certificates) 

Intramural 

Approved by the 
department chair 
(institute or program 
director) or the chief 
administrator of the 
responsible office 

Extramural or overseas 

Approved by 
course instructors 
and the department 
chair (institute or 
program director) 

Approved 
by course 
instructors  

Approved by course 
instructors and the 
department chair 
(institute or 
program director) 

Menstrual leave 
(a maximum of  

1 day in one month) 

Filed by the Student Assistance Division for 
administrative verification 

Exempted from 
approval 

procedurals 

Personal leave 
or sick leave 

3 or more days 

(with certificates) 

  

Approved by 
course instructors 

and the department 
chair (institute or 
program director) 

No more than 2 days 

  

Approved by  

course 

  

※ Applications should be submitted and processed online. Applicants who fail to apply online due to 
unforeseen contingencies are allowed to submit a written application for approval. 

  
108/06 版 

 

  


	學生請假流程圖-(108-1)修正-中
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