	新北市立丹鳳高級中學  教師課務處理登記請示單
New Taipei Municipal DanFeng High School  Teacher’s Lesson Processing Registration Request Form

	申請教師
Apply Teacher
	
	職稱
Occupation
	□導師  □專任 　□行政
Homeroom   Full-time   Administrative
	申請日期
Apply Date
	年         月        日 
 Year          Month          Day

	課務需調
整時間
Date & Time need to be adjusted
	   年    月    日   時起
Year    Month    Day    Hour to
   年    月    日   時止
Year    Month    Day    Hour
	課務調
整事由
Reason for adjustment
	

	申請教師需要調/代課程(寫原課表課程)
Lessons need to be adjusted(Original Class Table)
	自行協商與他人互調日期科目
Negotiate and exchange date subjects with others
	自覓補課時間
Self-seeking  make up the missed lesson

	科目
Subject
	班級
Class
	月
Month
	日
Day
	星期
Week
	節次
Session
	代課老師簽名
Substitute Teacher Sign-in
	月
Month
	日
Day
	星期
Week
	節次
Session
	原科目
Subject
	互調人簽名
Intermodulation Teacher Sign-in
	月
Month
	日
Day
	節次
Session

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	備註欄
Note
	1. 公假、婚假、喪假、產假、小產假、產前假、陪產假、公傷假以及三天以上病假由教學組/實研組排代；鐘點費由教學組/實研組移撥至代課老師帳戶。
Official leave, Marriage leave, Funeral leave, Maternity leave, Paternity leave, Occupational sickness leave and Sick leave above 3 days will be arranged by Curriculum/Experiment Section. Hourly fee will be transferred to the substitute teacher’s bank account by Curriculum/Experiment Section.
2. 事假(含家庭照顧假)、病假(含生理假)、補休假等，請自行協商調/代課老師；鐘點費由請假教師自行處理。
[bookmark: _GoBack]Personal leave, Sick leave, Annual leave, Compensatory leave, please negotiate and exchange by apply teacher, Hourly fee also needs to be paid by apply teacher.

	教學/實研組長
Section Chief of
Curriculum / Experiment
	
	教務主任
Director of Academic Affairs
	
	校    長
Principal
	



