	國立成功大學教師請假期間聘用代課教師申請單

National Cheng Kung University
Hiring Substitute Teachers During Full Time Teacher’s Leave Form

	系  所
Department/
Graduate school
	
	請假教師Teacher who takes leave
	
	職稱
Title
	

	請假事由
Reason for leave
	
	請假日期起訖
Time Period
	自 年  月  日至   年   月  日
From    dd___mm___yy___to dd___mm___yy____

	授課科目
Subject
	系所
Department/
Graduate school
	年級
Year
	代課教師
Substitute Teacher
	系所
Department
	職稱
Title
	代課時間起訖Time Period
	代課時數
Substitution Hours
	備註
Remark



	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	附註：一、代課教師應優先以校內基本授課時數不足之專任教師充當。
　　　二、日間授課時數與代課時數合計後，其超支時數每週仍不得超過四小時。
      三、請由人事室差假系統列印已核准之請假單，連同本表送教學資訊組辦理代課鐘點費。
Remarks:

1. For substituting teacher, full-time teachers who teach less than basic hours should be considered first.
2. The overtime taught by the full-time teachers should not exceed four hours after adding up all the teaching hours and substituting hours. 
3. Substituting teacher should go to personnel office to print out leave permit of other teacher, and submit this form together to teaching information division to claim hour fee.




系所主管簽章：
Signature of Department/Graduate School supervisor ________________________________
