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明志科技大學
大學部海外交換學習課程實施辦法
Ming Chi University of Technology
Regulations for Undergraduate Overseas Exchange Programs

第一篇  總則
Part I	General Provisions
第一條  目的
為培育本校學生成為具備國際視野、理論與實務兼備之專業人才，強化學生跨文化溝通能力與職場競爭力，並推動與國外姐妹校之實質交流，落實技職教育之國際化發展方針，特訂定「大學部海外交換學習課程實施辦法」。
Article 1	Purpose
In order to cultivate students of the University into professionals with an international perspective and a balance of theoretical knowledge and practical skills, strengthen their intercultural communication abilities and workplace competitiveness, promote substantive exchanges with overseas sister schools, and implement the international development policy of technical and vocational education, the “Regulations for Undergraduate Overseas Exchange Programs” are formulated.
第二條  海外交換學習教育之目標
一、培養敬業樂群、勤勞踏實與尊重多元文化之態度。
二、透過海外姊妹校所安排之專業課程，強化專業技能與實務經驗。
三、增進跨文化溝通與國際禮儀應對能力。
四、激發學習意願與可塑性。
五、訓練發掘問題及解決問題的能力。
六、強化外語應用能力及專業表達技巧。
七、拓展國際視野，深化對全球產業運作與教育模式之理解。
Article 2 	Educational Objectives of Overseas Exchange Programs
1.	To cultivate attitudes of professional dedication, sociability, diligence, steadiness, and respect for cultural diversity.
2. 	To strengthen professional skills and practical experience through professional courses offered by overseas sister schools.
3. To improve intercultural communication skills and competence in international etiquette.
4. 	To stimulate learning motivation and malleability.
5.	To train the ability to identify and solve problems.
6. 	To strengthen foreign language proficiency and professional expression skills.
7. 	To broaden international perspectives and deepen understanding of global industry operations and education models.
第三條  實施對象
本校大學部四技日間部大三學生。
Article 3	Eligible Participants
Junior students enrolled in the undergraduate programs of the Day School of the four-year technical college at the University.
第二篇 海外交換學習前素養訓練
Part II	Pre-Departure Competence Training for Overseas Exchange Programs
第四條  海外交換學習前素養訓練
一、學生應於赴海外姊妹校交換學習前，配合國際事務處舉辦海外交換學習行前說明會，由系主任、導師及相關行政單位向交換生進行說明與輔導，使學生充分了解交換學習注意事項相關內容。
二、由輔導老師對所屬輔導學生進行海外交換學習前輔導並至系統填報，內容包含選課建議、學習規劃、學術適應、生活調整與返校後經驗分享等相關指導。
三、為強化學生赴海外前之基本素養如跨文化溝通、外語表達等，學生於交換前須參與「海外交換學習前素養訓練」等相關課程之訓練。
Article 4 	Pre-Departure Competence Training for Overseas Exchange Programs
1. Prior to departing for exchange studies at overseas sister schools, students should attend the pre-departure session organized by the Office of International Affairs. The department chairs, class advisors, and relevant administrative units will provide explanations and guidance to exchange students to ensure they fully understand the matters related to the exchange program.
2. The advisors shall provide pre-departure guidance to their assigned students regarding overseas exchange programs and complete the relevant entries in the system. The guidance shall include course selection advice, study plan, academic adaptation, lifestyle adjustments, and post-return experience sharing.
3. 	To strengthen students’ basic competencies before going abroad, such as intercultural communication skills and foreign language proficiency, students must participate in relevant courses such as“Pre-Departure Competency Training for Overseas Exchange Programs” and other courses prior to their departure.
第五條  海外交換學習前
一、海外交換學習之相關支出(如機票、簽證、生活費或學費等)原則自理(領取學校補助者另依本校規定辦理)，並須自行購買足額(至少300萬以上)且涵蓋出國研修期間之醫療、意外保險(自去程搭機日至返程搭機日)，若未依規定購買保險，將取消錄取資格。
二、海外交換學習報到時間由交換學校規定，如交換學校開學日程需要學生提早報到須由學生填妥學生至境外交流學習公假申請切結書（表號：A2Q1060101）。
三、海外交換學習期間，應依規定繳交本校全額學雜費以保留學籍，並須自行處理相關出國相關手續(包含因參與出國研修而衍伸的個人事務)。
Article 5 	Pre-Departure Requirements for Overseas Exchange Programs
1. 	All expenses related to overseas exchange programs (including airfare, visas, living expenses, tuition, etc.) shall, in principle, be borne by the students (except for those receiving subsidies from the University, who shall follow the regulations of the University). Students must also purchase sufficient insurance (at least NT$3 million) that covers medical and accident insurance during the overseas exchange period (from the departure flight date to the return flight date). Failure to purchase insurance as required will result in disqualification from admission to the program.
2. 	The reporting date for the overseas exchange programs shall be determined by the host institution. If the host institution requires students to report earlier than the semester start date indicated on the academic calendar, the students shall complete the Application and Declaration for Official Leave of Overseas Exchange Students (Form No.: A2Q1060101).
3. 	During the overseas exchange period, students must pay the full tuition and miscellaneous fees to the University in accordance with regulations to retain their student status. They should also handle all procedures related to their overseas study (including personal matters arising from participating in overseas exchange programs) on their own.
第三篇 海外交換學習訪視輔導與評估
Part III 	Interviews, Guidance, and Evaluation for Overseas Exchange Students
第六條  海外交換學習輔導
一、老師擔任大三多元學習模組(工讀實務實習、專業研究實習及海外交換學習)之輔導(指導)老師，每位老師所輔導(指導)學生人數上限總計為九名，超過仍以九名核計鐘點費。
二、老師輔導一名學生，每週支付1/6小時鐘點費。
三、學生海外交換學習期間，每位學生均需由專業老師擔任輔導老師，輔導學生海外交換學習事務。
四、學校輔導老師及學生於海外交換學習期間，應共同研訂「海外交換學習課程規劃表」（表號：A2Q1060201），作為交換學習內容之依據。
五、輔導老師自行與學生排定時間並得透過網路、電子郵件了解學生學習狀況，以落實海外交換學習之專精要求。訪視後至系統填寫每月訪視聯繫表（表號：A2Q1060501）送班級導師、各系主任及國際處全球組，俾便聯繫處理反應之問題。
Article 6	Guidance for Overseas Exchange Students
1. 	Each instructor serving as an advisor for the junior-year Multimodal Learning Modules (Work-study Practicum, Professional Research Practicum, and Overseas Exchange Learning) shall advise (guide) up to nine students. If the number of students exceeds nine, the hourly rate shall still be calculated based on nine students.
2. 	For each student advised, the advisor shall be paid 1/6 of an hourly rate per week.
3. 	During the overseas exchange period, each student shall be assigned a professional advisor to provide guidance on matters related to the overseas exchange program.
4.	During the overseas exchange period, the advisor and the student shall jointly develop an “Overseas Exchange Program Course Plan" (Form No.: A2Q1060201) as the basis for the exchange program.
5. 	Advisors shall schedule appointments with students and understand students’ learning situations through online communication or via email to ensure that the students’ studies meet the specialization requirements of the overseas exchange programs. After the interview, advisors shall complete the Monthly Contact Form (Form No.: A2Q1060501) and submit it to the class advisor, department chair, and the Division of Global Cooperation and Exchange, Office of International Affairs, to facilitate contact and address any issues that may arise.
第七條  海外交換學習輔導老師之職責
一、對海外交換學習學生實施行前教育，以強化其跨文化溝通能力與海外
    學習素養
二、海外交換學習為期一年，每三個月為一評核階段，每階段學習成績及格始得通過。輔導老師於學生海外交換學習於各評核階段得透過網路、電子郵件輔導學生乙次，對每位學生「海外交換學習」實施輔導及指導評核學生口頭報告。
三、瞭解學生海外交換學習內容及生活狀況，給予學生學習指導，解決海外交換學習學生學習之困難。
四、指導學生寫作海外交換學習報告。
五、評核海外交換學習報告成績，使用「學生海外交換學習成績考評表」（表號：A2Q1060701）。
六、參與海外交換學習相關之協調、報告、檢討座談。
Article 7 	Duties of Advisors for Overseas Exchange Students
1. To conduct pre-departure orientation for overseas exchange students to strengthen their intercultural communication skills and overseas learning competencies.
2. Overseas exchange programs last for one year and is divided into quarterly assessment phases. Students must pass the assessment for each phase with a satisfactory grade. During each assessment phase of the overseas exchange program, advisors shall provide guidance to each student once per phase via online communication or email, provide guidance for each student's overseas exchange program as well as instruct and assess their oral reports.
3. 	To understand the content of students’ overseas exchange programs and their living conditions, provide them with study guidance, and resolve any learning difficulties they may encounter.
4.	To guide students in writing their overseas exchange program reports.
[bookmark: _Hlk203575226]5.	To assess the overseas exchange program reports using the “Overseas Exchange Program Performance Assessment Form" (Form No.: A2Q1060701).
6. 	To participate in coordination, reporting, and review seminars related to overseas exchange programs.
第四篇 海外交換學習成績評核方式
Part IV	Assessment Methods for Overseas Exchange Programs
第八條  學生海外交換學習成績評核
一、學生應依計畫每三個月完成一篇「海外交換學習報告」，內容與寫作方式依規定辦理(表號：A2Q1060401)，細節由各系輔導老師指導之。
二、學生於海外交換學習期間，每三個月應舉行口頭報告，使用「學生海外交換學習成績考評表」（表號：A2Q1060701）。
三、海外交換學習各階段成績合格授予學分，除口頭、書面報告外，海外交換學習期間之課程規劃表、平常聯繫學習等各項報告列入重要評核，同學應以每月聯繫表（表號：A2Q1060501）與輔導老師保持聯繫，並請輔導老師上傳至訪視輔導紀錄系統。
四、海外交換學習期間，每學期須修讀至少6學分(若出國修習之學校係採歐洲學分互認體系（European Credit Transfer and Accumulation System, ECTS），原則以2 ECTS等同1學分)。
五、輔導老師將海外交換學習報告評核計算成績後，送班導師彙整全班交換學習成績並送教務處註冊組，海外交換學習報告置各系辦公室存查。
六、學生海外交換學習如遇不可抗拒狀況，無法繼續參加海外交換學習，擬以個案呈校長核示，准由輔導老師指定學生以「專題報告寫作」評核海外交換學習成績，成績不得超過80分。
Article 8 	Assessment of Overseas Exchange Students’ Performance
1. 	Students should complete one Overseas Exchange Program Report every three months according to the plan. The content and writing style should be in accordance with the regulations (Form No.: A2Q1060401), with details instructed by the advisors of respective departments.
2. 	During the overseas exchange period, students should give oral reports every three months using the “Overseas Exchange Program Performance Assessment Form" (Form No.: A2Q1060701).
3.	Credits will be awarded upon passing each assessment phase of the overseas exchange program. In addition to oral and written reports, reports on the course plan, regular contact, and study during the overseas exchange period will be included as important assessment components. Students should keep in touch with their advisors using the Monthly Contact Form (Form No.: A2Q1060501) and ask their advisors to upload this form to the interviews and guidance record system.
4. 	During the overseas exchange period, students must complete at least 6 credits per semester (if the host institution adopts the European Credit Transfer and Accumulation System (ECTS), in principle, 2 ECTS credits are equivalent to 1 credit).
5. 	After assessing and calculating the grades for the overseas exchange program reports, the advisor shall submit them to the class advisor, who will compile the results of the exchange programs for the entire class and submit them to the Registry Division, Office of Academic Affairs. The overseas exchange program reports will be kept in the offices of the respective departments for reference.
6. 	If a student is unable to continue the overseas exchange program due to force majeure, the case shall be submitted to the President for approval. Upon approval, the advisor may assign the student to write a “Special Report” as an alternative method of assessing performance in the overseas exchange program. The grade for the report shall not exceed 80 points.
第九條  學生海外交換學習操行評核
一、海外交換學習結束前一個月，由輔導老師依學生海外交換學習及生活表現評核成績後，送班導師彙總全班學生操行成績。
二、海外交換學習結束前一週由班導師將「大學部學生操行表」送學務處生活輔導組登錄操行成績。
Article 9 	Assessment of Overseas Exchange Students’ Conduct
1. 	One month before the end of the overseas exchange program, the advisor shall assess each student’s learning performance in the overseas exchange program and daily life, and submit the results to the class advisor, who shall compile the conduct grades for the entire class.
2. 	One week before the end of the overseas exchange program, the class advisor shall submit the “Undergraduate Student Conduct Assessment Form” to the Student Assistance Division, Office of Student Affairs for the registration of conduct grades.
第五篇 海外交換學習遭交換學校退學
Part V	Expulsion from the Host Institution during the Overseas Exchange Period
第十條  學生海外交換學習遭交換學校退學
如有異常行為屢勸不聽或經輔導老師予以輔導未改善者，交換學校得知會國際事務處全球交流組予以退學，同時將其異常行為具體事實，以書面資料郵件學校，並視情節依「學生獎懲規定」給予適當懲處。
Article 10	Expulsion of Students from the Host Institution during the Overseas Exchange Period
For students who engage in misconduct that persists despite repeated warnings or fail to improve after counseling from the advisors, the host institution shall notify the Division of Global Cooperation and Exchange of the Office of International Affairs of the University and expel the student from the Overseas Exchange Program. The host institution shall also provide the University with written documentation regarding the student’s misconduct by mails. Appropriate disciplinary action shall be taken in accordance with the “Regulations of Reward and Discipline for Students” depending on the severity of the case.
第十一條  學生於交換學校休學之處理
一、家庭因素、健康因素、個人興趣、適應不佳、不告而別、學生專業能力不足者。
二、學生欲於交換學校休學，須事先告知輔導老師。如學生自行於交換學校休學未告知輔導老師者，該階段交換學習成績核計零分，待畢業前補修，學校視情節依「學生獎懲規定」給予適當懲處。
三、學生如因第十條所列之原因休學，須經輔導老師及系主任確認同意後，可由輔導老師以國際專題研究或其他方式完成交換學習課程。
四、學生於海外交換學習期間於本校辦理休退學仍須填寫「明志科技大學學生終止海外交換學習申請表」（表號：A2Q1060301）並於兩週內完成休退學程序。
Article 11	Handling of Suspension from the Host Institution
1. Students may request suspension due to family issues, health issues, personal interests, poor adaptation, unreported departure, or insufficient academic ability.
2. Students who intend to suspend their studies at the host institution must notify their advisors in advance. For students who suspend studies on their own initiative without providing prior notice, their exchange program performance grades for that period will be recorded as zero and must be made up before graduation. The University will take appropriate disciplinary action in accordance with the “Regulations of Reward and Discipline for Students” depending on the severity of the case.
3. Students who suspend their studies due to the reasons listed in Article 10 may, upon confirmation and approval by their advisors and department chairs, complete the overseas exchange programs through international research projects or other alternative methods arranged by their advisors.
4. Students who apply for suspension or withdrawal from the University during their overseas exchange period are still required to complete the “Ming Chi University of Technology Overseas Exchange Program Termination Form” (Form No.: A2Q1060301) and complete the procedures within two weeks.
第六篇 海外交換學習期間注意事項
Part VI	Matters Needing Attention during the Overseas Exchange Period
第十二條  學習中注意事項
1、 海外交換學習期間，同學於學業及生活上須全力維護本校及交換學校之校譽，密切與本校(系所及國際事務處全球交流組)保持聯繫，恪遵兩校之一切規定，並不得做出有損兩校校譽之情事。
2、 同學應於抵達目的地十四日內填具抵達國外報告單，並以電子郵件寄送至學校承辦人員信箱。
3、 海外交換學習期間不可從事各類勞務工作(因課程需求，事先向本校核備者不在此限)或違法打工，如有違反情況須同時接受兩校校規及當地法規處置。
4、 海外交換學習期間若有須辦理之校內事務仍須依照本校各單位公告之時程辦理，本校無替本人特別安排之義務。
5、 海外交換學習期間同學應自負生活安全之責任，本校將善盡學術交流之行政服務事宜，但不負責學生在海外的生活照顧及法律責任。
6、 海外交換學習期間所修習課程依照交換學校當學期開課資料為準，本校及交換學校不保證所開課程能完全符合學同學之需求，且所修之學分不得低於換學校及本校之規定，學分抵免事宜悉依本校相關辦法辦理，若因出國研習影響(當學期或未來)之畢業時程，或有學分抵免之問題，學生須自負全責。
7、 具役男身分之交換生，須依法完成各相關手續，並於海外交換學習期間結束後，於所辦理之兵役緩徵核准時效日前準時返國，如有違反情況，除須自負一切法律責任外，本校往後有權不予同意代辦於本學制內之任何出國兵役緩徵申請。

Article 12	Matters Needing Attention during the Study Period
1. During the overseas exchange period, students are required to uphold the reputation of both the University and the host institution in academic and daily life. Students must maintain close communication with the University (department/college and the Division of Global Cooperation and Exchange of the Office of International Affairs), strictly abide by all regulations of both the home institution and the host institution, and refrain from any behavior that would damage the reputation of either institution.
2. Students must complete and submit the Arrival Report Form to the University’s responsible staff via email within 14 days of arrival at their destination.
3. During the overseas exchange period, students may not engage in any form of labor (except for those approved in advance by the University due to academic requirements) or illegal work. Any violation will be subject to the rules of both universities as well as local laws and regulations.
4. Should there be any administrative matters required to be handled by the University during the overseas exchange period, students must still handle them according to the schedules announced by the respective departments of the University. The University is not obligated to make special arrangements for exchange students.
5. Students shall be responsible for their own safety during the overseas exchange period. The University shall provide administrative services related to academic exchange, but assume no responsibility for students’ daily care or legal responsibilities abroad.
6. All courses taken during the overseas exchange period are subject to the course offerings of the host institution for the current semester. Neither the University nor the host institution guarantees that the available courses will fully meet students’ needs. Furthermore, the credits earned must not fall below the requirements of both the host institution and the University. Credit transfers shall be handled in accordance with the regulations of the University. Students shall bear full responsibility for any delays in graduation (for the current or future semester) or credit transfer/waiver issues arising from the overseas exchange programs.
7. Exchange students subject to military service must complete all required procedures in accordance with the law and return to Taiwan in a timely manner before the expiration date of their approved military service deferment upon completion of the overseas exchange programs. In the event of any violations, students shall bear full legal responsibilities. Furthermore, the University reserves the right to refuse any future applications for military service deferment due to study abroad under the current academic system.
第十三條  生活中注意事項
一、注意應對禮節，保持學生身分應有之言行，同學間要相互規過勉勵，發揮團隊精神。
二、海外交換學習期間參與之活動首重安全，外出須結伴同行。
三、不吸煙、不賭博、不沾染不良習慣。
四、寢室用電不可超過負荷，注意用電安全。
五、在外租屋者，瓦斯熱水器不可裝在室內，睡前應確實檢視瓦斯、水電以確保住宿安全。
六、寢室、內務保持整潔，並應定期大掃除。
七、要愛惜公物，移交、歸還要清楚，如有遺失應照價賠償。
八、養成節儉習慣，應量入為出，避免彼此借貸。
九、提高警覺，與家人保持密切聯繫，防止詐騙集團。
十、隨時整理服裝儀容。
十一、注意海外交換學習之餘活動安全，不到無人看管地方戲水，從事登山活動應注意天候及安全。
Article 13	Matters Needing Attention in Daily Life
1. Students should observe proper manners, conduct themselves in a manner befitting their student status, encourage one another to correct mistakes, and demonstrate team spirit.
2. During the overseas exchange period, safety shall be the priority in all activities. Students should always be accompanied when going out.  
3. Students shall not smoke, gamble, or engage in bad habits.
4. Students should avoid overloading electrical usage in dormitories and be mindful of electrical safety.
5. For students renting housing off-campus, gas water heaters must not be installed indoors. Before going to bed, they should thoroughly check the gas, water, and electricity to ensure safety.
6. Students shall maintain cleanliness and tidiness in dormitories and personal living space, and conduct thorough cleanings regularly.
7. Students shall take good care of public property, and ensure clear handover and return procedures. Any lost items shall be compensated at replacement cost.
8. Students shall cultivate frugal habits, live within their means, and avoid borrowing and lending among peers.
9. Students should always stay alert, maintain close contact with their families, and take precautions against fraud and scams.
10. Students shall maintain a neat and appropriate appearance at all times.
11. Students shall ensure safety in extracurricular activities during the overseas exchange period, avoid swimming in unattended areas, and pay attention to weather conditions and safety when engaging in mountain climbing.
第七篇 海外交換學習結束
Part VII	Completion of Overseas Exchange Programs
第十四條  學生海外交換學習結束
學生交換學習報告存各系參考，交換學習結束時，由班代彙集全班報告電子檔，製成光碟送各系存查。
Article 14	Retake of the Overseas Exchange Programs
The overseas exchange program report shall be kept by the respective departments for reference. Upon completion of the overseas exchange programs, the class representative shall compile the electronic files of all reports, and submit them in CD format to the respective departments for recordkeeping.
第八篇 附則
Part VIII	Supplementary Provisions
第十五條 實施與修訂
   本辦法經行政會議審議通過，陳校長核定後公布實施，修訂時亦同。
Article 15	Implementation and Amendment
	These Regulations shall be promulgated and implemented after the passage of the University Administrative Meeting and the approval of the President. The same shall apply to the amendments hereto.














明志科技大學-學生至海外交換學習公假申請切結書
本人______________為貴校_______________系______年______班學生，於________學年取得_______________________________大學秋季班春季班整學年交換生，因該校開學時間為_____年____月_____日，本人因______________________________________________，
須於大三暑期課程結束前(______年_____月_____日)搭機出國，本人知悉缺課部分須自行與任課老師協調期末評量方式，獲得任課老師同意後，貴校始得同意本人因交換學習之缺席課程以公假辦理，本人公假僅為貴校基於行政協助立場給予之彈性處理，不代表保證本人能獲得缺席之課程之學分。
	日期
	節數
	課程名稱
	期末評量辦理方式
	任課老師確認簽名

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


口說無憑，特立此聲明書。
   此    致
明志科技大學   國際事務處
	系所意見：



導師：____________________
系級主管：_____________________
	
  立書人：____________________(簽名+蓋章)
  學  號：____________________
  監護人：____________________(簽名+蓋章)

  立  書  日  期：________年_______月________日


本切結保證書確為本人之家長/監護人同意並親自簽名，如有假冒簽名者，願自負一切責任並
按校規處置。
本校____________系/所學生____________ 簽名：_________________ 日期：_____________

表號：A2Q1060101

Ming Chi University of Technology 
Application and Declaration for Official Leave of Overseas Exchange Students
I, ______________, a ____-year student of __________ class enrolled in the Department of _______________ at the Ming Chi University of Technology, have been accepted for an exchange program at the _______________________________ University as an exchange student for the ________ academic year in the  fall semester  spring semester  full academic year, and the program of the host institution begins on __________________ (Date). Due to ____________________________, I must depart the country by air before the end of the summer session of junior year (__________________ (Date)). I understand that I must coordinate with the instructors regarding the method of final exam assessment for the missed classes, and that only upon receiving approval from the instructors will the University approve my absence from courses due to the exchange programs as official leave. I hereby acknowledge that this official leave is a flexible administrative arrangement granted by the University and does not guarantee that I will receive credits for the missed courses.
	Date
	Number of Missed Classes
	Course Title
	Method of Final Exam Assessment
	Signature of Instructor

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


This Declaration is hereby made.
Sincerely,
Office of International Affairs, Ming Chi University of Technology
	Comment of Department/College:

	Student: ____________________ (Signature and Seal)

	
	Student ID: ____________________

	Class Advisor: ____________________

	Guardian: ____________________ (Signature and Seal)

	Chair: _____________________
	Date: ________________ 



This Declaration has been duly signed with the consent and personal signature of my parent/guardian. Should there be any forged signature or falsification, I am willing to bear full responsibilities and accept disciplinary action in accordance with the regulations of the University.

Student _______________(Name) of the Department/College of _________________, Ming Chi University of Technology 

Signature: _________________ Date: ________________

Form Number: A2Q1060101

明志科技大學海外交換學習課程規劃表

1、 基本資料
	交換學校
	學生資料
	輔導老師
	海外交換學習期間

	學校名稱
	系所
	姓名
	系別/年級
	學校
輔導老師
	

	
	
	
	
	
	/  /  ～  /  /


2、 海外交換學習計畫
	海外交換學習內容
	(一)海外交換學習內容







說明：
範例：海外交換學習計畫內容有(1)申請交換學習的動機(2)成為交換生的目的(3)讀書計畫：包含近期（申請-出國前）、中期（交換學習期間）的實務學習、遠期（回國-未來就業or研究所）
(二)修讀課程規劃：
	學期
	學分數
	科目名稱
	專業實務性課程

	
	
	
	□：是  □：否

	
	
	
	□：是  □：否

	
	
	
	□：是  □：否

	
	
	
	□：是  □：否









	交換學習課程內容規劃
	階段
	期間
	交換學習課程內涵(主題)
	交換學習具體項目(請規劃四個階段)

	
	一
	/  /  
～  /  /
	
	

	
	二
	/  /  
～  /  /
	
	

	
	三
	/  /  
～  /  /
	
	

	
	四
	/  /  
～  /  /
	
	

	
	教師進行輔導及訪視之具體規劃
	(說明學校輔導老師進行輔導工作或實地訪視作業之方式)
●學校輔導老師提供輔導內容：
□產業趨勢□專業知識指導□實驗指導□人際溝通□學習表現         □不適應輔導□其他：_______________________________________
●學校輔導教師訪視作業：
□交換學習前輔導□第一個月訪視□每階段(三個月)之訪視
□交換學習異常輔導訪視□每月聯繫表□電話聯繫□視訊聯繫
□網路社群軟體□電子郵件聯繫
□其他：___________________________________________________


3、 海外交換學習成效考核與回饋
	成效考核指標(項目)
	(說明學生海外交換學習成果的展現方式與其評核項目與權重)
●學生海外交換學習成果其評核項目
□每階段交換學習報告：
  ◎輔導老師評核：
 □學習表現評核(60%)：學習成果與效益(20%)、處事態度與觀念(20%)、
    學習熱忱(10%)、平時聯繫與互動(10%)
 □交換學習報告評核(40%)：報告結構與編排(10%)、內容專業與深度(20%)、    
    學習心得與建議(5%)、口頭報告(5%)

	成效與教學評核方式
	(說明學生海外交換學習成果的評核期程以及評核人員與評核方式等)
●學生海外交換學習成果的評核期程：
第一階段(9月至11月)   第二階段(12月至2月)
第三階段( 3月至5月)    第四階段(6月至8月)
●評核人員：
學校輔導老師(評核100%)  

	回饋方式及規劃
	(說明學生海外交換學習課程結束後相關成效的回饋及檢討方式)
□海外交換學習成效檢討會議□海外交換學習課程檢討會議□輔導經驗交流□學生心得分享□衍生產業實務專題
□教師實務深耕□教師實務研習□業界產學合作□專業課程諮詢調整
□校務研究分析□校務研究追蹤



	輔導老師
	請簽核
	交換生
	請簽核




表號：A2Q1060201








Ming Chi University of Technology
Overseas Exchange Program Course Plan
I. Basic Information
	Host Institution
	Student’s Information
	Advisor
	Overseas Exchange Period

	Institution Name
	Department/ College
	Name
	Department/
Year Level
	Student
Advisor
	

	
	
	
	
	
	/   /   ~   /   /


II. Overseas Exchange Program Course Planning 
	Content of Overseas Exchange Program 
	1. Content of Overseas Exchange Program





Description:
Example: The study plan for the overseas exchange program shall include (1) motivation for applying for the exchange program, (2) purpose of becoming an exchange student, and (3) study plan: including short-term plan (from application to departure), mid-term plan (practical courses during the exchange period), and long-term plan (plan after returning, including future employment or graduate studies).

2. Course Planning:
	Semester
	Credits
	Subject Title
	Professional/
Practical Course

	
	
	
	□: Yes □: No

	
	
	
	□: Yes □: No

	
	
	
	□: Yes □: No

	
	
	
	□: Yes □: No





	Exchange Program Course Planning
	Phase
	Period
	Content of Exchange Program (Theme)
	Specific Components of Exchange Program (Please outline four phases)

	
	1
	/   /  
 ~   /   / 
	
	

	
	2
	/   /  
 ~   /   /
	
	

	
	3
	/   /  
 ~   /   /
	
	

	
	4
	/   /  
 ~   /   /
	
	

	
	Specific Plan for Instructor Guidance and Interviews
	(Describe how the student advisor provides guidance or conducts on-site visits)
· Guidance provided by the student advisor:
□ Industry trends □ Professional knowledge guidance
□ Experiment guidance □ Interpersonal communication
□ Learning performance □ Counseling for adaptation difficulties
□ Others: _______________________________________
· Interviews conducted by the student advisor:
□ Pre-exchange guidance □ First month interview
□ Phase-based interview (every three months)
□ Counseling interview for exchange-study issues
□ Monthly Contact Form □ Telephone call
□ Video calls □ Social media platforms □ Emails
□ Others: _____________________________________


III. Overseas Exchange Performance Assessment and Feedback
	Performance Assessment Indicators (Items)
	(Describe how students’ overseas exchange learning outcomes are presented, along with assessment items and weightings)
· Assessment items for students’ overseas exchange learning outcomes 
□	Exchange program report for each phase: 
◎ Assessment conducted by the advisor:
□	Learning Performance Assessment (60%):
Learning outcomes and benefits (20%); attitude and approach to handling matters (20%); passion for learning (10%); regular communication and interaction (10%)
□	Exchange Program Report Assessment (40%):
Structure and organization of the report (10%); professionalism and depth of the content (20%); learning reflections and suggestions (5%), oral reports (5%)

	Performance and Academic Assessment
	(Describe the assessment schedule for students’ overseas exchange learning outcomes, along with the assessor and the assessment methods, etc.)
· Assessment schedule for students’ overseas exchange learning outcomes:
 Phase 1 (September to November) 	 Phase 2 (December to February)
 Phase 3 (March to May)       	 Phase 4 (June to August)
· Assessor:
 Student advisor (100% of assessment)

	Feedback and Planning
	(Describe the methods for feedback and review of performance after completion of the overseas exchange program)
□ Overseas exchange learning performance review meeting
□ Overseas exchange course review meeting
□ Advisor experience sharing
□ Student experience sharing
□ Related industry practical project
□ Faculty practical development
□ Faculty practical workshops
□ Industry-academic cooperation
□ Professional course consultation and adjustment
□ Institutional research and analysis 
□ Institutional research follow-up



	Advisor
	Signature
	Exchange Student
	Signature




Form No.: A2Q1060201

明志科技大學學生終止海外交換學習申請表(    )   編號：
日間部學制：■四技部 
	學生姓名
	
	學號
	
	系所班級
	

	申請項目
	□交換學校因素   □個人因素    □其他               

	
	□操行成績   □轉學    □休學     □其他               

	原交換學校
	
	回國日期
	     年    月    日

	學生自我檢討
	I. 自我檢討
II. 改善方式


學生簽名/日期：

	輔導老師意見
	1、 學生終止交換學習原因



2、 輔導過程簡述
3、 檢討及學生回國後安排



輔導老師簽名/日期：

	班級導師意見
	1、 學生先前在校情形說明
2、 輔導過程簡述
3、 檢討及輔導學生改善說明



班級導師簽名/日期：

	系主任
	□同意  □不同意

(請簽註意見/日期)

	院  長
	
	全球組組長
	

	國際長
	




表號：A2Q1060301





Ming Chi University of Technology
Overseas Exchange Program Termination Form
Day School Program: ■ Four-year technical college	No.:
	Student Name
	
	Student ID
	
	Department/ College/ Class
	

	Application Item
	□ Host institution factors  □ Personal factors  □ Others                

	
	□ Conduct grade □ School Transfer □ Suspension of Studies
□ Others               

	Original Host Institution
	
	Date of Return
	_________________ (Date) 

	Student Self-review
	I. Self-review
II. Methods of Improvement


Signature of Student/ Date:

	Advisor’s Comment
	I. Reasons for the student to terminate the overseas exchange program



II. Brief description of the counseling and guidance process
III. Review and arrangements for the student after returning to home country



	Signature of Advisor/ Date:

	Class Advisor’s Comment
	I. Description of the student's previous performance at the home institution
II. Brief description of the counseling and guidance process
III. Review and explanation of measures taken to support the student



	Signature of Class Advisor/ Date:

	Department Chair
	□ Approval  □ Disapproval

(Please provide comments, signature and date)

	Dean
	
	Director of Division of Global Cooperation and Exchange
	

	Dean of Office of International Affairs
	


Form No.: A2Q1060301

明志科技大學學生海外交換學習報告寫作及評核說明
	一、交換學習報告結構
1. 封面
2.學生交換學習課程規劃表
3.目錄
4.前言
5.本文（自行依交換學習計畫訂定題綱，如：第一階段報告可作交換學校簡介、組織、
    功能等。題綱應先送指導老師確認核示，依報告結構繕寫。）
  6.建議與心得
  7.參考文獻
  8.交換學習成績考評表（指導老師用）--封底
二、交換學習報告寫作
1. 封面：依規定格式，勿另行設計或任加圖案。
2. A4規格由左而右以電腦繕打，以隨身碟存取。
3. 字體大小：章標題18號字、節標題16號字、本文13號字。
4. 自前言起編列頁碼。
5. 列印：以楷書列印，雙面印刷。
6. 裝訂：用訂書機裝訂左側，勿用塑膠夾或鐵夾，以利四階段報告之彙整。
7. 勿影印現成資料充數，涉及合作姊妹校機密資料不得列於報告。
三、交換學習報告評核
1. 學生將交換學習報告繳交給指導老師時間：
第一次：   年   月   日繳交校外海外交換學習（一）。
第二次：   年   月   日繳交校外海外交換學習（二）。
第三次：   年   月   日繳交校外海外交換學習（三）。
第四次：   年   月   日繳交校外海外交換學習（四）。
2. 請務必準時繳交，逾時將依規定核扣交換學習成績，「學生海外交換學習每月聯繫表」每月月底前送交指導老師列入交換學習成績評核。
3. 交換學習報告內容不符實際或未用心寫作者，請指導老師給予輔導後退回學生修訂後再予以評核。
4. 交換學習報告修訂定案後，依序陳核，另印指導老師一本，學生自存一本。
5. 學生交換學習報告由各系存查，交換學習結束後，學生應將交換學習報告繳交導師彙集後送各系製成光碟片保存。
四、交換成學習績不及格或中途停止交換學習者，將依規定補修學分。





表號：A2Q1060401

Ming Chi University of Technology
Overseas Exchange Program Report Writing and Assessment Instructions
	I. Exchange Program Report Structure
1. Cover page
2. Overseas Exchange Program Course Plan
3. Table of contents
4. Introduction
5. Main text (Students shall develop an outline based on their study plan. For example, the first-phase report may include an introduction to the host institution, its organization, functions, etc. The outline should first be submitted to the advisor for confirmation and approval, and the report should be written according to the approved structure.)
6. Suggestions and reflections
7. References
8. Overseas Exchange Program Performance Assessment Form (for the use of the advisor) - Back cover
II. Exchange Program Report Writing Guidelines
1. Cover page: Follow the prescribed format. Do not redesign it or add any images or graphics.
2. Format: A4 size, typed from left to right using a computer, and save the file on a USB flash drive.
3. Font size: Chapter titles - 18 pt; section titles - 16 pt; main text - 13 pt.
4. Pagination: Start page numbering from the introduction.
5. Printing: Print in Kai font (standard printed font), double-sided.
6. Binding: Staple on the left side. Do not use plastic or metal clips to facilitate the compilation of the four-phase report.
7. Do not include photocopied materials to fill the space. Confidential information of the sister schools must not be included in the report.
III. Exchange Program Report Assessment
1. Students must submit their exchange program reports to their advisors by the following deadlines:
First submission: ___________(Date) for Overseas Exchange Program Report (I)
Second submission: ___________(Date) for Overseas Exchange Program Report (II)
Third submission: ___________(Date) for Overseas Exchange Program Report (III)
Last submission: ___________(Date) for Overseas Exchange Program Report (IV)
2. Please submit the reports on time. Late submissions will result in grade deductions according to regulations. The “Overseas Exchange Program Monthly Contact Form” must be submitted to the advisors by the end of every month to be included in the exchange program assessment.
3. For reports that do not reflect actual experiences or show insufficient effort, the advisor shall provide guidance before returning the report to the student for revision and subsequent assessment.
4. Once the revised exchange program report is finalized, it shall be submitted for assessment in order. An additional copy shall be printed for the advisor, and one copy shall be kept by the student.
5. The overseas exchange program reports shall be kept on file by respective departments for reference. After the overseas exchange program is completed, students must submit their overseas exchange program reports to their class advisor, who will compile and forward the reports to the respective departments for archiving in CD format.
IV. Students who receive failing grades in the overseas exchange program or terminate it midway shall make up the required credits according to regulations.
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明志科技大學學生海外交換學習  年  月份聯繫表


	各位同學好：
為使同學與輔導老師保持密切的聯繫，請同學就交換生活及學習狀況，於每月底前以e-mail方式給輔導老師，俾便提供及時的協助，期能提昇海外交換學習效益。請同學務必繳交每月聯繫表，輔導老師會將繳交記錄列入海外交換學習課程成績考核。
                                                  國際事務處 謹啟  


  一、交換學習生活方面
	1.住宿狀況：□是□否有異動，目前是：
 (1)□住親友家(2)□住學校宿舍(3)租屋(4)□其他         

	2.租屋環境安全：□是□否有異動（無租屋則免勾選），目前是：
(1) □傳統公寓(2)□大廈（設有管理員）(3)□與他人合租(4)□瓦斯熱水器裝在室外
(5)□瓦斯熱水器裝在室內（不安全，避免租此類房子）

	3.上課交通： (1)□走路(2)□機車(3)□大眾運輸（公車、火車、捷運）(4)□其他         

	4.上課路程時間：
 (1)□30分鐘以內(2)□30分鐘-1小時(3)□1小時-2小時(4)□其他          


  二、學習狀況方面
	1.本月主要學習主題：

	2.本月交換學習內容是否有收獲? (1)□是  (2)□否

	3.本月交換學習心得：

	4.需協助事項或建議：

	5.輔導老師答覆或聯繫事項：(由輔導老師填寫)

                                           輔導老師：


    班級：               姓名：                            年  月  日
     本表流程：交換生e-mail  → 輔導老師→  →系主任 → 追蹤改善及歸檔。
     →上傳至Note系統 → 追蹤改善及歸檔。
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Ming Chi University of Technology
Overseas Exchange Program Monthly Contact Form for _________(MM/YYYY)
	Dear Student:

To ensure close communication with your advisor, please send an email regarding your daily life and learning situation during the exchange studies to your advisor by the end of each month. This will allow timely assistance and help enhance the effectiveness of your overseas exchange program. Please be sure to submit your Monthly Contact Form. The advisor will include the submission record as part of the performance assessment for the overseas exchange program.
	Sincerely,

	Office of International Affairs


I. Daily Life
	1. Accommodation status: Has there been any change? □ Yes □ No   
Current Status:
(1) □ Living with relatives/friends (2) □ School dormitory (3) □ Rental housing 
(4) □ Others         

	2. Safety of rental housing: Has there been any change? □ Yes □ No (skip if not renting)
Current status:
  (1) □ Traditional apartment (2) □ Building (with a doorman) (3) □ Shared rental
(4) □ Gas water heater installed outdoors (5) □ Gas water heater installed indoors (unsafe, avoid renting such housing)

	3. Transportation to school: 
(1) □ Walking (2) □ Motorcycle/Scooter (3) □ Public transportation (bus, train, metro) 
(4) □ Others         

	4. Commute time to school:
(1) □ Within 30 min. (2) □ 30 min. to 1 hr. (3) □ 1 to 2 hr. (4) □ Others          


II. Learning Situation
	1. Main learning topics this month:



	2. Did you gain any insights from this month’s exchange program? (1) □ Yes (2) □ No



	3. Reflections on this month’s exchange program:



	4. Matters requiring assistance or suggestions:



	5. Advisor’s feedback or communication notes: (To be completed by the advisor)


		Advisor:


Class:			        Name:				Date: __________________
Submission Process:
Exchange student sends this form via email → Advisor → Department Chair → Improvement follow-up and archiving.
→ Upload to Note system→ Improvement follow-up 
	and archiving.
Form No.: A2Q1060501

明志科技大學抵達國外報到單

	抵達國外學校日期:	年	月	日

	
姓名
	中文：

	
	外文：

	交換學校
	

	護照號碼
	
	護照效期
	年	月	日

	留 學 生 國外重要 關 係 人
	姓

名
	
	稱

謂
	
	
電話及手 機號碼
	

	
	
	
	
	
	
	

	國	內
緊急聯繫 電話
	姓

名
	
	稱

謂
	
	
電話及手 機號碼
	

	
	
	
	
	
	
	

	

留學生本 人
	國內通訊地址：
	
電話及 手機
	

	
	國外通訊地址：
	
	

	
	E-mail：
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Ming Chi University of Technology
Arrival Report Form
	Date of Arrival at Host Institution:	  

	Name
	Chinese:

	
	English:

	Host Institution
	

	Passport No.
	
	Date of Expiry
	(Date)

	Overseas Emergency Contact
	Name
	
	Relationship
	
	Telephone & Mobile Numbers
	

	
	
	
	
	
	
	

	Domestic Emergency Contact
	Name
	
	Relationship
	
	Telephone & Mobile Numbers
	

	
	
	
	
	
	
	

	Exchange Student
	Domestic Mailing Address:
	Telephone & Mobile Numbers
	

	
	Overseas Mailing Address:
	
	

	
	E-mail:
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明志科技大學學生海外交換學習成績考評表
	班級
	　　　　　　　　　系　　　　　　　　年級
	交換階段
	第            階段

	姓名
	
	學    號
	

	交換學校
	　　　　　　　　　　(學校)　　　　　　　　(系所) 

	交換評核期間
	自 　　年　　 月　　 日至 　　年　　 月　　 日止（每三個月為一階段）

	學習表現評核
	交換報告評核

	評　核　項　目
	配分
	得分
	評　核　項　目
	配分
	得分

	1.學習成果與效益
	20
	
	1.報告結構與編排
	10
	

	2.處事態度與觀念
	20
	
	2.內容專業與深度
	20
	

	3.學習熱忱
	10
	
	3.學習心得與建議
	5
	

	4.平時聯繫與互動
	10
	
	4.口頭報告
	5
	

	小　計(1)
	60
	
	小　計(2)
	40
	

	交換成績得分
	
	評語與建議：

	說明：一、雙線以上欄位先由交換學生詳細填寫，雙線以下交由輔導老師評核，並檢附於報告內。
      二、交換學習評分標準：
	百分
	等第
	交換評分標準
	百分
	等第
	交換評分標準
	百分
	等第
	交換評分標準

	100~90
	A+
	所有目標皆達成且超越期望
	89~85
	A
	所有目標皆達成
	84~80
	A-
	所有目標皆達成，但需要一些精進

	79~77
	B+
	達成部分目標，且品質佳
	76~73
	B
	達成部分目標，但品質普通
	72~70
	B-
	達成部分目標，但有些缺失

	69~67
	C+
	達成最低目標
	66~63
	C
	達成最低目標，但有些缺失
	62~60
	C-
	達成最低目標，但有較大缺失

	59(含)以下
	D
	未達成最低目標


　　　三、遞送順序：學生口頭報告→輔導老師→班導師→各系存查。


　　　　　　　　　　　　　　                    輔導老師：
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Ming Chi University of Technology
Overseas Exchange Program Performance Assessment Form
	Class
	Department: _______________  Year Level: _______
	Exchange Program Phase
	Phase ___________

	Name
	
	Student ID
	

	Host Institution
	__________________________(Institution Name) _________________________ (Department)

	Assessment Period
	From __________________ (Date) to __________________ (Date)  (Each phase spans three months)

	Learning Performance Assessment
	Exchange Program Report Assessment

	Assessment Items
	Weighting Percentage
(%)
	Points Earned
	Assessment Items
	Weighting Percentage
(%)
	Points Earned

	1. Learning outcomes成果 and benefits
	20
	
	1. Structure and organization of the report
	10
	

	2. Attitude and approach to handling matters
	20
	
	2. Professionalism and depth of the content
	20
	

	3. Passion for learning
	10
	
	3. Learning reflections and suggestions
	5
	

	4. Regular communication and interaction
	10
	
	4. Oral Reports
	5
	

	Subtotal (1)
	60
	
	Subtotal (2)
	40
	

	Points Earned
	
	Comments and suggestions:

	Notes: 1. 	Fields above the double line shall be completed in detail by the student. Fields below the double line shall be assessed by the advisor and attached to the report.
	2.	Assessment Criteria for the Exchange Program:
	Percentile
	Grade
	Assessment Criteria
	Percentile
	Grade
	Assessment Criteria
	Percentile
	Grade
	Assessment Criteria

	100~90
	A+
	All goals achieved and exceeded expectations
	89~85
	A
	All goals achieved
	84~80
	A-
	All goals achieved, but required further refinement

	79~77
	B+
	Some goals achieved with high quality
	76~73
	B
	Some goals achieved with average quality
	72~70
	B-
	Some goals achieved with certain deficiencies

	69~67

	C+
	Minimum goals achieved
	66~63
	C
	Minimum goals achieved with some deficiencies
	62~60
	C-
	Minimum goals achieved with significant deficiencies

	59 (inclusive) and below
	D
	Failure to achieve minimum goals


3. Submission Process: Student’s oral reports→ advisor → class advisor → To be kept by respective department for reference.



	Advisor:

Form No.: A2Q1060701
大學部海外交換學習課程實施辦法	19
