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In order to provide guidance for part-time teachers to reschedule classes, arrange make-up
classes, and find substitute teachers, the University has prescribed the Policy for Class
Rescheduling, Make-up Class and Substitute Teachers for Absence of Part-Time Teachers (the
“Policy”) pursuant to the Procedures of Recruitment of Part-Time Teachers of Colleges and
Higher Educational Institutions.
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The term “Part-Time Teacher” as used in this Policy means any person hired by the University
to teach part-time according to the ranking of teachers under the University Act, and qualifying
the Act Governing the Appointment of Educators.
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In the absence of any Part-Time Teacher of the University who takes leave during teaching
hours according to the Procedures of Recruitment of Part-Time Teachers of Colleges and
Higher Educational Institutions, the class shall be rescheduled, made up, or conducted by a
substitute teacher. The University shall pay the hourly fees and fund the hourly fees for make-
up class and the substitute teacher.
If the hours of leave of absence exceed the maximum period under the preceding Procedures,
no hourly fees will be paid.

The hourly fees shall be funded by the recruitment budgets.
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If the substitute teacher is a full-time teacher at the University, the substitute hours shall be
included in the mandatory weekly teaching hours. If the total teaching hours exceed the
maximum period of hourly fees, the hourly fees for excessive hours shall be paid, provided
that the average excessive hours per week does not exceed four hours.
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If the substitute teacher is from an external institution, the absent teacher’s unit shall request
for approval from the Dean of Academic Affairs before the class.

If the substitute teacher will teach the class for more than three months, the University’s
Guidelines of Recruitment of Part-Time Teachers shall apply.
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The hourly fee for external substitute teachers is paid according to the Schedule of Hourly
Fees of Part-Time Teachers of Public Colleges and Higher Educational Institutions.
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Any matter not set forth herein shall be handled in accordance with the Procedures of
Recruitment of Part-Time Teachers of Colleges and Higher Educational Institutions and
relevant rules.
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This Policy and any amendment thereto shall be implemented after the review of the

Administration Meeting.



