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國立高雄餐旅大學 學生請假流程圖 
National Kaohsiung University of Hospitality and Tourism (NKUHT) Student 

Leave of Absence Flowchart 
 

學生因要事、生病、公務、喪親、生產或生理期、身心調適等缺課 
Absences due to Personal Affairs, Illness, Official Duties, Bereavement, Maternity, Menstruation, or Mental Health. 

 

 

 

 
 
 
 

事假 
Personal Leave 

事前或事後 3 日內申請，免附證明，惟 18 歲以下未成年學生則需另檢附法定代理人同意文件；婚假應檢附詳細記事之戶
籍謄本，限十日內請畢。 
Applications must be submitted either in advance or within 3 days after the event, and no supporting documents are required. However, students 
under the age of 18 must provide additional consent documents from their legal guardian. For marriage leave, a certified copy of the Household 
Registration Transcript with detailed notes must be attached, and the leave must be completed within 10 days. 

病假 
Sick Leave 

事前或事後 10 日內申請，免附證明文件，3 日(含)以上，須檢附載有醫囑建議休養期間之證明文件，僅限單次使用為原
則，不得跨學期沿用。 
Applications must be filed either in advance or within 10 days after the occurrence, and no supporting documents are required for periods under 3 days. For applications of 
3 days or more, supporting documents specifying the medically recommended rest period must be attached. As a general rule, this is limited to one-time use only and shall 
not be carried over to subsequent semesters. 

公假 
Official Leave 

事前或事後 10 日內申請，持有校內、外證明文件，超過十人(含)以上，應列印課表逐一加會任課老師，全班請假依學制加
會教務處。 
Applications must be filed in advance or within 10 days post-absence with valid on/off-campus proof. For groups of 10 or more, applicants 
must print class schedules and obtain sign-offs from all instructors. Whole-class leave must also be routed to the Office of Academic Af-
fairs according to the academic system. 

喪假 
ereavement Leave 

事前或事後 10 日內申請，持有己名之訃文。限直系血親及旁系二親等，或以永久共同生活為目的而同居之親屬、監護人、
配偶死亡，得請 7 日，限百日內完成。 
Apply in advance or within 10 days post-absence with an obituary under the applicant's name. Valid for death of spouse, guardian, immedi-
ate or 2nd-degree relatives, and permanent cohabiting kin. Entitled to 7 days, which must be completed within 100 days. 

產假 
Maternity Leave 

事前或事後 10 日內申請，持有健保局特約診所、醫院以上出具之證明文件，產假應一次請畢。 
Apply in advance or within 10 days after, with proof from an NHI-contracted clinic or hospital. Maternity leave must be taken all at once. 

生理假 
Menstrual Leave 

可前 3 日後 3 日內申請，不必持證明，以 22 日為週期，每週期一次，一次以一日為限。 
Apply 3 days before or after, no proof needed. Limited to 1 day per 22-day cycle. 

身心調適假 
Mental Health Adjust-

ment Leave 

限當日或事後 3日內，一日請假無須檢附佐證，連續二日申請者須有醫療院所或相關輔導機構門診紀錄，連續三日者則
須檢具診斷證明文件。 
Apply on the day or within 3 days after. No proof needed for 1 day. A clinic record is required for 2 consecutive days, and a medical cer-
tificate for 3 consecutive days. 

校務行政假 
University Administra-

tive Leave 

事前或事後 10 日內申請，出席校務會議、教務 會議、學務會議者，須有開會通知證明文件得申請之。 
Apply 10 days before or after. A meeting notice is required to attend University, Academic Affairs, or Student Affairs meetings. 

防災防疫假 
Disaster and Epidemic 

Prevention Leave 

事後 10 日內申請，因天災或强制隔離之法定傳染疾病，經由政府權責機關發佈停班 停課者適用之。 
Apply within 10 days after. Applicable only when government authorities order closures due to natural disasters or mandatory quarantine for 
infectious diseases. 

 

 

 

 

 

 

 

 

請假簽核流程及提醒： 
(一)二日內：由導師、生輔組初審、輔導教官或生輔

組組長簽可。 
(二)三~六日：由導師、主任、生輔組初審、輔導教官、

生輔組組長簽可。 
(三)七日以上：經逐級核簽後由學務長核定。 
(四)公假不論日數，須陳送所系科(學程)主任簽核後，

逐級核簽。 
(五)期末應於課程結束後三日內完成請假程序申請。 
(六)線上請假後，應隨時至請假系統查閱准假情形，

簽核延遲請自行提醒每一流程之批核者；申請後
有問題請於十日內逕洽生輔組，逾期恕無法受理。 

(七)其他相關規定請參閱本校學生請假規則。 

Leave Application Process & Reminders: 
(1) Within 2 days: Reviewed by the Class Advisor and the Student Life Division, 

and approved by the Military Instructor (Counselor) or the Chief of the 
Student Life Division. 

(2) 3 to 6 days: Reviewed by the Class Advisor, the Department/Program Chair, 
and the Student Life Division, and approved by the Military Instructor 
(Counselor) and the Chief of the Student Life Division. 

(3) 7 days or more: Routed through the proper administrative channels for 
review and submitted to the Dean of Student Affairs for final approval. 

(4) Official leave: Regardless of the number of days, the request must be 
submitted to the Chair of the respective Department, Graduate Institute, 
or Program for approval, and then routed through the proper administrative 
channels. 

(5) End of semester: The leave application procedure must be completed within 
3 days after the end of the courses. 

(6) Online leave application: After submitting a request, applicants should 
check the Leave of Absence System at any time to monitor the approval 
status. If there is a delay in the process, applicants are responsible 
for reminding the reviewer at each stage. For any issues after applica-
tion, please contact the Student Life Division directly within 10 days. 
Late inquiries will not be accepted. 

(7) Other relevant regulations: Please refer to the university's Student Leave 
of Absence Rules. 

本規章負責單位：學生事務處生活輔導組 Responsible Unit for These Regulations: Student Affairs Office, Student Life Guidance Section 
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Student Life Division. 

結束 E n d 

資料轉入個人操行成績 
D a t a  i m p o r t e d  t o  p e r s o n a l  c o n d u c t  g r a d e s .  

 

退件應五日內(當日不計)補正送回 
Resubmit the corrected return within 5 days 

(excluding the date of issue). 

 於請假期限內登入 
校園入口網/在校生校務資訊系統➔登
錄「個人請假申請」資料➔依規定上

傳附件證明➔由系統自動簽核 
https://cip.nkuht.edu.tw/in-
dex.do?thetime=162155635020 

Log in within the application deadline 
→ Campus Portal 
→ Academic Information System (for enrolled stu-
dents) 
→ Enter "Personal Leave Application" 
→ Upload required supporting documents 
→ Automatic system sign-off and approva 
https://cip.nkuht.edu.tw/in-
dex.do?thetime=162155635020 


