臺北市私立靜心高級中學教職員工請假單Absent Slip
106.07.14行政會議修正通過
      Date:
	單位
	□中學Middle    □小學Elementary    □幼兒園 Pre-school

	Name
	
	Sector
	
	Position
	

	假別
	□公假Official Leave  □事假Personal Leave  □病假Sick Leave  
□喪假Mourning Leave  □婚假Wedding Leave  □產假Maternity  
□流產假Miscarriage Leave  □休假Day Off  □其他Others_____________
□補休假Time Off in Lieu (Date:_________ Issue:____________)

	Reason
	
	Proof
Documents
	

	Date and 
Time
	From(Year/Month/Day/Time)
To(Year/Month/Day/Time)


	Total Time
	    Days      Hours

	Substitution
	
	Substitution
Position
	

	主管核批
	Director of the 

Department

單位主管
	Director of the Student Affairs Department

學務處(導師)或

處室主管(行政)
	Supervisor

Curriculum Section

教學組(教師)
	Director of the Academic Affairs Department

教務主任(教師)
	Principal
校長

	
	
	
	
	
	

	Personnel

Administrator

人事

管理員
	
	Director of the Personnel Office Department
人事主任
	
	


(Please fill in the Substitution form below.)
	Period
	1st
	2nd
	3rd
	4th
	5th
	6th
	7th
	8th
	9th

	Class
	
	
	
	
	
	
	
	
	

	Substitute’s Signature
	
	
	
	
	
	
	
	
	

	Date
	Month/day
	Month/day
	Month/day
	Month/day
	Month/day
	Month/day
	Month/day
	Month/day
	Month/day


1. For 3 or less than 3 days’ of sick leaves, please arrange substitutions and inform the department and relevant offices.
2. If you are taking more than 3 days of sick leave, maternity leave or miscarriage leave, please enclose a doctor’s note.
3 For any leave less than 2 days, approvals from the director of the English Department and the Academic Affairs Office are required.
4. For any leave over three days or more, the Principal’s approval is also required.
5. For a one-day leave, please fill in this absent slip with your own handwriting one week in advance.
6. Please prepare lessons plans for your substitutes and make sure that they are clear about the lesson objectives and content.
