YZU    School Year    Semester Application Form for Staff Taking Courses in YZU

Date:          
	Applicant’s Data

	Name
	
	Service Unit
	
	Job Title
	

	Date of service begin

（at least one year）
	
	Major & School of graduation
	Applicants shall be qualified for taking courses of both graduate school and undergraduate school.

	Course Information

	Department（College）
	
	Course
	(one course at most, the applicant shall not take any laboratory course)  

	Course No. 
	
	Class
	
	Instructor
	

	Course period
	Date:         from            to         
Date:         from            to          Total hours:

	Signature of Department Chairman
	
	Signature of Instructor
	

	Compensatory Selection

	1. Deducted from compensatory time off by the Personnel Office:

　　　 hours each week,　　　　hours totally

2. Compensatory overtime working
Date

from

to

3. Taking courses during the time off so that the compensation is not necessary.

Notice: 1.For those who select compensatory overtime working, the hours shall be calculated based on the E-attendance System

        2.All the compensatory selections shall be calculated based on hours.

        3.This application form shall be filled out by the applicant and then sent to the Personnel Office to go through the administrative verification process.



	For Personnel Office Use Only

	The applicant’s efficiency scale of last school year (above scale A)
	· Yes
· No.
	Current staff numbers within the department
	(to be calculated as the 1st rank department)
	Numbers and  percentage of people in the Department applied for taking courses
	_______people（the applicant、　　　　　　　　　），　／　　*100％＝　　％

（not more than 30% of the 1st rank department’s staffs ）

	Verification

	Personnel Office 
	Office of Academic Affairs
	Secretariat Office
	President
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