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Notice

Date: Dec 25, 2023

To: All Night Program Instructors
Subject: Teaching-related information for Spring Semester, 2024

Information Inquiry:

To inquire about teaching times and classroom locations, please navigate:

MCUT portal (http://portal. mcut.edu.tw) — Application — Faculty Information Inquiry System
— Academic Affairs — Class Schedule.

Saturday class schedule is as follows:

First | Second | Third | Fourth | Fifth Sixth | Seventh | Eighth | Ninth
Class Class Class Class Class Class Class Class Class
08:30|/09:20{10:15(11:05(13:30|14:20|15:15|16:05]|17:00
09:15/10:05|11:00|11:50|14:15|15:05|16:00| 16 : 50 | 17 : 45

New teachers are required to first report to the Personnel Office (Ms. Wen-Feng Wang,
Extension 2030, Email: vivien@mail.mcut.edu.tw) and then proceed to the MCUT portal to
complete the application for a new account.

To apply for car/motorcycle campus parking and pass, please contact the General Affairs Office
directly.

Teaching-Related Affairs:

Please prepare your syllabi according to the teaching norms and operational standards. Syllabi
should be completed online before Sunday, Jan. 14, 2024. After clicking Save, click the Send for
Approval button. The system will automatically send it to the convener of the Teaching
Research Committee for approval. For co-taught and divided courses, the main instructor is
responsible for filling it online.

To fill in your syllabus, please navigate: MCUT portal — Application — Faculty Information
Inquiry System — Academic Affairs — Teaching Schedule (New).

Please guide students in selecting textbooks and reference books and ensure they are fully
prepared for class; require students to take notes and maintain order during class. For absences,
tardiness, or early departures, please accurately record them in the Roll Call System. Navigation:
MCUT portal — Faculty Information Inquiry System — Roll Call System — Course Roll Call
(New).


http://portal.mcut.edu.tw/

4. Control the teaching pace, appropriately supplement teaching materials, and improve teaching
quality.

5. Each subject should encourage students to conduct the Teaching Feedback Evaluation online
before the end of the semester. Teachers can also check the evaluation results online to improve
their teaching.

6. Register midterm and semester grades online on time according to the calendar. For
non-practical (experimental) courses, if mid-term or final exams are not held, a decision must be
passed by each department or college (General Education Center) before the semester starts,
approved by the Provost and the President, and a copy of the meeting record should be
submitted for filing.

7. Both full-time and part-time teachers are responsible for proctoring exams. When scheduling
proctoring, strictly perform the duty to prevent cheating during exams. If unable to proctor
personally, please find a substitute (full-time or part-time faculty member within the school) in
advance and notify the business handler.

8. Course adjustment operations will be available within 3 days after the add/drop deadline.
Teachers or assistants can apply online. Please complete the application process three days
before the adjustment day to notify students. Navigation: MCUT portal — Application —
Academic Affairs System — Course Offered and Exchange — Class Adjustment Management

— Course Exchange Application.

Division of Academic Affairs
Office of Continuing and Extension Office



