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National Taiwan University of Arts Guidelines on Faculty
Applications for Mid-Semester Going Abroad
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Approved at the 19th Administrative Meeting of the 2006 academic year on June 27th, 2006

Approved at the 1st Administrative Meeting of the 2025 academic year on August 19th, 2025
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I .In order to regulate faculty members’ applications for mid-semester going abroad,
these Guidelines on National Taiwan University of Arts (hereafter referred to as
"NTUA") for Faculty Applications for Mid-Semester Going Abroad (hereafter
referred to as "These Guidelines ") are established in accordance with the relevant
regulations of the Ministry of Education and other relevant regulations of NTUA.
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IT . To avoid affecting teaching, faculty members applying to travel abroad,
tourism or visiting relatives should do so during winter or summer vacations or
other holidays; however, those applying for marriage leave shall be exempt
from this restriction.
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Il. Faculty members going abroad at mid-semester (excluding flexible teaching
weeks) should ensure that regular teaching is not affected. In the
following circumstances, official leave may be granted, up to fourteen days per
semester, and twenty days per academic year:
(1) Faculty members applying to go abroad for conferences, to present papers, or
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for academic research needs, such as being invited to visit, inspect, or observe
abroad.

(2) Faculty members selected by NTUA to attend conferences, visit, inspect, or
execute approved research projects abroad, or invited by the Ministry of
Education, National Science and Technology Council (NSTC), or other public
or private institutions, and have received subsidies with proof of subsidy
attached.

For all the aforementioned official travel cases, an invitation letter or other relevant

supporting documents must be submitted before departure, and travel is permitted

only after approval. If the total number of travel days exceeds the above regulations,
the excess portion shall be processed as personal leave or vacation leave. Upon
expiration of the travel period, one must return to the country on time.
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. Faculty members applying for self-funded travel abroad at mid-semester

(including going abroad for private matters) must be approved. The reasons should
be to attend a child's wedding, visit seriously ill immediate family members, or
attend one's own thesis defense or graduation ceremony, with the period generally
limited to a maximum of one week.
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. For those who have courses during their travel abroad, a "Faculty Leave and

Makeup Class Application Form" must be attached. Make-up class times should
be arranged to avoid conflicts with students' other enrolled courses.
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. If a faculty member fails to submit an application form before going abroad, or

submits an application form but travels before it is approved, or fails to return
within the approved period, in addition to being responsible for their actions
abroad, the case may be submitted to NTUA Faculty Evaluation Committee for
appropriate disciplinary actions, depending on the severity of the circumstances.
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. Faculty members whose applications for going abroad have been approved must

fill out a leave application form in NTUA's electronic attendance and leave



system to complete leave procedures. Furthermore, in accordance with the "NTUA
Notes on Faculty Leave, Substitute, and the Incurred Hourly Pay," they must
complete the "Faculty Leave and Makeup Class Application Form" to arrange for
class adjustments, substitutes, and make-up classes.
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VII. Any matters not provided for in these Guidelines shall be handled in accordance
with the relevant laws and regulations.
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IX. These Guidelines were approved by the Administrative Meeting and
implemented after the President’s approval. All amendments and revisions shall
follow the same procedure.



