
學生獎懲管理標準作業流程圖 
Student Reward and Disciplinary Management Standard Operating Procedure Flowchart 

 

 

 

 

提送獎懲委員會議審查 
ubmitted to the Rewards and Disciplinary 

Committee for review. 

 

輸入學生獎懲資料 
Enter Student Merit and Demerit Records 

並校對日期、姓名、種類及次數 
Enter student merit and demerit records and verify the date, 

name, category, and number of occurrences. 

＊大功（過）務必列印獎懲建議表送
審。（依據流程） 
Major merits/demerits must be submitted with a 

printed review form. 

導師簽核 
Advisor approval. 

科、系、所長簽核 
Department/Program/Division Head Approva.l 

 

輔導教官簽核 
Military Instructor Approval. 

生活輔導組組長簽核 
Head of the Student Guidance Section for approval. 

 

學務長簽核 
Dean of Student Affairs. 

大功（過）送審獎懲單經由學務長簽核 
Major merits or demerits are submitted to the Dean of Student 

Affairs for approval. 

獎懲委員會議紀錄陳送校長簽核 
Committee minutes are submitted to the President for approval. 

不服決議者，須於收文次日起 30日內向諮輔組提出申訴 
Those who disagree with the decision must file an appeal with the Counseling and 

Guidance Section within 30 days of receipt. 

提出具體疑義，申訴成立 
Submit specific concerns; the appeal will be upheld if valid. 

申請人逕至系統取消 
The applicant independently 

送審中 
Under Review 

學生可自行查看獎懲申
請人、獎懲明細 

Students can view reward/discipline 
applicants and details. 

生輔組系統讀碼登錄、郵
寄通知 
The Student Services Section records it in 
the system and sends notification by mail. 

登錄學生操行獎懲資料、郵
寄通知 

Record the student’s conduct rewards and 
disciplinary actions and send notification by 

mail. 

逕至生活輔導組查證 
Directly refer to the Student Services 

Section for verification. 

 
或 Or 

修正或取消原處分 
Amend or revoke the original 

disciplinary action. 

申請人：（限教職員工） 
輸入教職員帳號及密碼 

Applicant: (Faculty and Staff Only) Enter 
your faculty/staff account and password. 

輸入帳號（學生學
號）及密碼 

Enter your account (student ID 
number) and password. 

否 

是 Yes 

大功、大過加會諮輔組或實就組(因實習) 
Merits and major demerits will be handled by the Counseling 

Section or Internship Section (for internships). 

獎懲建議單及會議紀錄送交生輔組完成線上讀碼簽核 
The reward/discipline recommendation form and meeting minutes are submitted to 

the Student Affairs Section for online approval. 

 

 

否 No 

查詢 
Enquiry 

是 Yes 

是 Yes 

否 No 


