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National Cheng Kung University
Procedure Flowchart and Incident Report Submission
for Recommendations for Student Rewards or Penalties

Approved at the 2™ meeting of the Student Rewards and Disciplinary Committee in the 2024-25 academic year

I. Procedure Flowchart:

@

-
O According to Direction XVI of NCKU Directions for Student Rewards and Penalties, a
student shall be rewarded or disciplined in accordance with the following procedures:

() A case of student reward or discipline should be submitted to the Student Assistance
Division under the Office of Student Affairs to be further processed.

1. NCKU Recommendation Form for
Student Rewards and Penalties
(countersigned by dept./inst. head

for campus gender- and the advisor)
™ related incidents ™" | 2. Meeting minutes of Gender
Equality Committee

Recommendation for

a penalty of minor submitted with
demerit or below

1. NCKU Recommendation Form for

ﬁ for general incidents fmm— Student Rewards and Penalties Student Assistance
(countersigned by dept./inst. head === | Division Under the
and the advisor) to Office of Student

Affairs

2. An incident report

a penalty of major R Student Rewards and Penalties

demerit or above (countersigned by dept./inst. head
and the advisor)

2. Relevant meeting minutes

Recommendation foq submitted with 1. NCKU Recommendation Form for




II. Incident Report:
Date of Report: (mm)  (dd)  (yyyy)

Student(s) Involved

___AM/PM, Location of
Date and Time of Incident (mm) (dd) (yyyy) Incident

Incident Description

Did the student admitto | [] Yes.
the behavior leading to the | [ | No. Reasons:
penalty?

Supporting [ ] With supporting evidence/documentation (affixed and submitted)
Evidence/Documentation | [ ] Without supporting evidence/documentation

Signature of Reporter

Instructions:

1. In case of multiple students to be disciplined for the same incident, please complete and submit only one incident report
form.

2. Upon completion of this form, please submit it with a completed NCKU Recommendation Form for Student Rewards
and Penalties to the Student Assistance Division under the Office of Student Affairs for further administration.

3. This form is only applicable if a relevant meeting is not held by the reporting unit before a punishment proposal is
submitted. If a relevant meeting is held by the reporting unit before submission of its punishment proposal, the meeting
minutes shall prevail while this form shall not be applicable.
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