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Appendix 1: WKU APPLICATION FORM FOR LEAVE (STAFF)
PR 1. Gl BRI R TR )

WKU Agplication Form For Leave ( Staff)
lm M B R FHIR R TiE |

This part is reported to Human Resources

FERIRA A TR
Name Office
W4 7

Leave types i# 18 25 5

OPersonal leave of absence S1fy  OSick leave Jffz [OMarriage Vacation 451
CMaternity leave /=it OPaternity leave [5/={ft O Bereavement leave 1%
[COCompassionate Leave & il 14: i 34 OTraining 35illa2 Y

OProbationary period extension i HIHE# O On business 4 7p30l 55 80 H %

Reason

wREE

Duration P

From M To %| , Total B K% o
H IR
Signature of Office signature of University’s
Director/Head Leadership in Charge
WAL F BAT 5 F
Rl?isourrrlnf‘ec;(:i Signature of Staff

X oge

R AEE

The following part goes to the custody of Office Head
TEEHTARAFTR

Name Leave Type

e X i B 2% A

Duration

| EOR %
1 1R From M To % , Total & K%

o

Resumption
From Leave
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April 21%,2016

Wenzhou-Kean University Staff Attendance and Leave Regulations

Chapter | General Principle
Article 1 The regulation is formulated in order to strengthen and reinforce the
internal administrative management, enhance work efficiency and ensure a better
working order. The regulation is formulated according to P. R. China’s related laws
and current situation of Wenzhou-Kean University.
Article 2 This Regulation covers the administrative Staff of Wenzhou-Kean

University only.

Chapter Il Attendance Tracking Management

Article 3 Working-Hour System established and implemented for
administrative staff, While Class-Hour-Working System for the staff in teaching
position of Wenzhou-Kean University.

Article 4 Staff members should comply with the formal procedures , three days
in advance and get approval by their directors, if they need to be absent on a business
trip or a training during work days.

Article 5 Staff members’ individual records of attendance ought to be
continuously tracked and followed up.

Article 6 The following situations will be recorded as absenteeism:

6.1. Being absent without application and approval from supervisors.

6.2. Being absent when approved day-off ends, or the new application for

further leave unapproved.

6.3. Falsification of reasons for requesting leave.



6.4. Being absent from the new position when the order of job-transfer
activates.

6.5. Being absent from on-duty work without permission or approval from
supervisors or leaderships.

Article 7 Staff members should attend work and leave work at prescribed time.
If they fail to do so, (within 60 mins) they will be regarded as being late for or early
from work. If staff members are late for or early from work longer than 60 mins, they
will be penalized as being absent for a half working day. If they are late for or early
from work three times, also will be penalized as being absent for a half working day.

Article 8 The University will deduct contract employees 50% of one-month
merit pay, if he or she being absent from work over one day. 10% of one-month salary
as deduction for casual employee being absent from work over one day.

Article 9 Unilateral declaration of dismissal or dissolution of contract will be
implemented by Wenzhou-Kean University if the staff being absent from work over
10 days continuously or accumulative total over 20 days within one year.

Article 10 The outcome of Attendance must influence staff member’s personal
promotion, salary and merit pay and annual salary directly.

Article 11 Random inspection ought to be implemented towards all
departments and the outcome must be shown in the publicity. The eligibility for
year-end excellence award ought to be canceled if any fake attendance records being

submitted by staff or department.

Chapter 111  Regulation of Holiday
Article 12 Holiday include : National public holidays , the University
Holiday( winter holiday, summer holiday,etc), personal leave of absence, sick leave,

maternity leave, and paternity leave ,marriage vacation, bereavement leave,
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compassionate leave.

The days for personal leave is exclusive of weekends and national public
holidays. The days for sick leave, marriage vacation, maternity leave, paternity leave
and bereavement leave are inclusive of weekends, national public holidays , the
University holidays.

Article 13 The University Holiday( also known as Academic holidays), means
periods of holiday ought to be arranged and implemented during summer, winter and
the last period of December in accordance with the University Calendar.

Article 14 Personal leave of absence, which requires personal application and
supervisors’ or leaders’ approval , no longer than 30 days as grand total being absent
from work within one year for the staff to deal with their personal business or
individual affairs is allowed , excluding national public holidays.

14.1. 5% of one-month merit pay as deduction for the staff who apply and get
approved for personal leave within 3 days. 10% of one-month merit pay as
deduction for the staff of who apply and get approved for personal leave within 10
days. No one-month merit pay as well as 3% of one month wage as deduction for the
staff who apply and get approved for personal leave over 10 days.

14.2. 1% of one-month wage as deduction for casual employees who apply
and get approved for personal leave within 10days. 2% of one-month wage as
deduction for casual employees who apply and get approved for personal leave over
10 days.

50% of meal perquisite as well as telephone cost perquisite for the staff if the
period of approved personal leave is over 9 days.

Article 15 Sick leave. Staff member is allowed to ask for sick leave to recover
from personal illness, injury or disability that prevents the performance of their usual

duties. It requires application and approval by supervisors or leaders with medical
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records from hospital.

15.1. No deduction in basic salary, merit salary, telephone cost perquisite and
meal perquisite for the contract employees who apply for sick leave within one month
as grand total with their medical records each year. No merit pay, meal perquisite
and telephone cost perquisite for the contract employees if another one month sick
leave is required. Merit pay, meal perquisite and telephone cost perquisite of the
second-month will be averagely prorated as deduction based on the absence of work
day, which means no Merit pay, meal perquisite and telephone cost perquisite if whole
second-month sick leave is required and no deduction in basic salary for the
second-month sick leave with their medical records each year. No merit pay, meal
perquisite and telephone cost perquisite for the contract employees if sick leave
require since the third-month (Merit pay, meal perquisite and telephone cost perquisite
of each month[since the third month of sick leave] will be averagely prorated as
deduction based on the absence of work day, which means no Merit pay, meal
perquisite and telephone cost perquisite if whole month time[since the third month]
sick leave is required), and the total 2% of one-month basic salary as deduction,
which will be averagely prorated as deduction based on the absence of work day, for
the contract employees who apply for sick leave more than two months with medical
records each year.

15.2. No deduction in basic salary, telephone cost perquisite and meal perquisite
for the casual employees who apply for sick leave within one month as grand total
with their medical records each year. No meal perquisite and telephone cost perquisite
for the casual employees if another one month sick leave is required. Meal perquisite
and telephone cost perquisite of the second-month will be averagely prorated as
deduction based on the absence of work day, which means no meal perquisite and

telephone cost perquisite if whole second-month sick leave is required and no
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deduction in basic salary for the second-month sick leave with their medical records
each year. No meal perquisite and telephone cost perquisite for the casual employees
if sick leave require since the third-month (Meal perquisite and telephone cost
perquisite of each month[since the third month of sick leave] will be averagely
prorated as deduction based on the absence of work day, which means no meal
perquisite and telephone cost perquisite if whole month time[since the third month]
sick leave is required) ,and the total 2% of one-month basic salary as deduction,
which will be averagely prorated as deduction based on the absence of work day, for
the casual employees who apply for sick leave more than two month with medical
records each year.

15.3. No deduction in salary, meal perquisite and telephone cost perquisite
during the period of treatment and rehabilitation if injury suffered on job for all
employees, including contract employees and casual employees of Wenzhou-Kean
University.

15.4. The deduction from one-month salary and merit pay up to one-year salary
and merit pay ought to be executed as penalty in light of specific circumstances
provided that staff members during sick leave engage in paid activities. Unilateral
declaration of dismissal or dissolution of contract will be implemented by
Wenzhou-Kean University to those in the circumstance of breaching the principles
severely.

Article 16 Marriage Vacation. 3 days as marriage vacation for the
employees of Wenzhou-Kean University without deduction in salary, merit pay (for
contract employees) and any other perquisite.

Article 17 Maternity Leave and Paternity Leave

17.1. 128 days as maternity leave for the female staff during the period of

pregnancy and lactation. More 15 days for those who suffer from dystocia. Multiple
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births will have an additional entitlement of 15 days.

17.2. A miscarriage within four months of the pregnancy carries an entitlement
of 15 days leave. Miscarriage over four months of pregnancy carries an entitlement of
42 days leave.

17.3. 15 days as paternity leave for male staft during his wife’s procreating.

17.4. No deduction in basic salary and merit pay during the maternity leave and
paternity leave. No meal perquisite and telephone call cost perquisite during the
maternity leave and paternity leave.

Article 18 Bereavement Leave. 3 to 5 days( depend on the distance of journey)
as bereavement leave for the loss of parents, parents-in-law, spouse, offspring, or
non-lineal consanguinity completely supported by the applicants in economy. No
deduction in salary, merit pay and meal perquisite and telephone call cost perquisite
for bereavement leave.

Article 19 Compassionate Leave. 15 days as compassionate leave if spouse,
lineal consanguinity, or parents-in-law get critically ill. As personal leave if more days
required.

Article 20 Probationary Period Extension. Newly employed staff members in
the probationary period who apply for a long leave (the accumulative total of days
exceed two weeks) will have their probationary period extended and the extension

equals the leave duration.

Chapter IV Leave Application Procedure
Article 21 The leave application procedure is applicable for all sorts of leaves.
The staff ought to fill in <WKU Application From For Leave (staff)> (Appendix 1) by
Office Automation System one week in advance with approved document or medical

record,etc. And the approval from supervisors or leaders is necessary. The document <
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WKU Application From For Leave (staff)> can be divided into two parts. Part two
will be kept by department director, and part one will be kept by the Office of Human
Resource as record. Application in writing form is required for over-three-day leave.
In special circumstance, or emergency, later-application is required afterwards.

Article 22 Approval Procedure

22.1. Marriage vacation / Maternity leave / Paternity leave / Bereavement
Leave requires office director’s approval, then should be submitted to the Office of
Human Resources for record.

22.2. Personal leave of absence / Sick leave / Compassionate leave

(1) With the approval of the department’s supervisors, for no more than 3 days,
the record must be submitted to the Office of Human Resource.

(2) With the approval of the department’s supervisor and university leader in
charge, for more than 3 days, the record must be submitted to the Office of Human
Resource. To those administrative staff who is under the administration of
Vice-Chancellor for academic affairs, the approval from the university leadership in
charge of Office of Human Resource is necessary if more than 3 days’ leave is
required.

22.3. Staff should report to the Office of Human Resource on time as soon as
the leave is expired. Also complete the <Leave Cancellation> process by Office
Automation System.

22.4. Office director / head who applies for a leave requires the approval of the
university leadership in charge. The university leadership who applies for a leave shall
report to Chair of university.

22.5. If staff members are unable to return after their leave of absence, they
shall apply for a leave extension in advance by writing an application. Only with

approval, they could extend the leave. In special circumstances, staff members need to
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orally report to their office director / head if they are unable to submit written
application for extended leave, and afterwards complete the official application as
soon as they come back to work.

22.6. If staff members take a leave without approval, fail to resume work on
schedule or fail to complete official application procedure on time, they will be

regarded as absenteeism.

Chapter 5 The Appendix
Article 23 Wenzhou-Kean University Staff Attendance and Leave Policy

(revised in 2015) will be repealed while this new revised version is in operation.

Article 24 Please refer to the university’s related regulations if the issues is not

mentioned by this regulation.

Article 25 The Office of Human Resource is responsible for the interpretation

and explanation of this revised regulation.

Appendix 1: WKU APPLICATION FORM FOR LEAVE (STAFF)
BE 1. Gl BRI R TR )
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WKU Agplication Form For Leave ( Staff)
lm M H BA ¥ ZOR R TiE R

This part is reported to Human Resources

FERIR A A TR
Name Office
W4 #

Leave types i# 18 2 7

CPersonal leave of absence S1ft  OSick leave Jffz [OMarriage Vacation 451
CMaternity leave /=it OPaternity leave [5/={ft [0 Bereavement leave %1%
CCompassionate Leave [ it {5 34 OTraining 5l 823X

OProbationary period extension A HZEH] O On business #MH /pEE MY 558G H 7%

Reason

wBFEE

Duration o

From ;A To %| , Total & K%k
H IR
Signature of Office dignature of University’s
Director/Head Leadership in Charge
WTAFTALEF BT o F
Rlisounrlnfzgi/r; Signature of Staff

R oge

St FAES

The following part goes to the custody of Office Head
TR H T ARAFR

Name Leave Type

4 1 B 2% A

Duration

1R From M To Z| , Total ¥ K%

Resumption
From Leave

BB H
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