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Special Incident Form for Foreign English Teaching Talent

o 2
B AL

Name (Person who fills in the form) :

HAABFEA2ZHMG
Relation between person who fills in the form
and person involved :

g T g4 pE
School : Date of incident :
FE s § ¥ B

Name (Person Involved) :

Job position :

bdsu (BFR/LPEEfE )

Address in Taiwan :

HERETHE

Telephone No. :

TG4

E-mail :

;}‘g’;x‘f—-i J’?’

Details of your incident -

At ARE (Fp FHI FRT
Remark :

3 )

BiAR L 2APp Y

Signature (Person who fills in the form) : Date :

A Hini§

Case Officer : Head of the Department :

Xg# 2 2T RERBAd § TP TG

9
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Special Incident Report for Foreign English Teaching Talent

% ~ ¥ # A& % ¥ # Incident Information

N T PPy ™

School where the incident occurred :

Incident Contacts :

ok i
B % A W7 Contact
Related People Name " R R
Phone Number E-mail

FEETT Ry
Foreign English Teaching Talent

VREFHE AR L T
Supervisor of the Foreign English
Teaching Talent

REFRE R R
Coordinator of the Foreign English
Teaching Talent

H R p KEF
Other Teachers from the School

ERE TR

Other related person

R ARCY Rl

Incident Types :

[Jfer g 2
Support

EEETEFEE

Dispute Resolution / Incompetency

R e fts e

Gender Equity / School Bullying

10




# ~ ¥ # 4 it Incident Description

- ~EF Mt

Statement of Fact :

Investigation and Identification :

AEBREEF T Ok

Contradictions between the Results of the Investigation and the Content of the Employment

It

Contract :

z o~ H s

Other Information :

>N S,Er;jﬂﬁ *s Related Counseling Measures

- HEERFAFER
Matters that need to be adjusted by the Employing School :

Iy

CAREFRE AR FeE T
Improvements that need to be made by the Foreign English Teaching Talent :

Ji

N BEZHREARBFERY (R E2R PPN
Foreign English Teaching Talent Counselling Plan :
(¥ 2 2 ® = Warning Letter )

£ ~ {4 ¥ i Bt Follow-up

BEA AP A PR
Person Involved : Case Officer : Head of the Department :

MXABFEEARIPME I BB RAIFELET T L EERE 3£
Bl H AR o 3 F SRR RS LG FE g AES o

11
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Warning Letter

¥4 12 3¢ % Type of Warning : [ % 1 =t # 2 First Warning [ [% 2 = # % Second Warning

s
ik

BRI

Situation needing improvement :

PR LN gt

Facts of the situation :

LAY R RIFRSE R HBE IR G S 7
Previous discussions, and instructions with the foreign English teaching talent, if any, on this

situation -

& RARFFHE AR I L

Actions to be taken :

:z it 2_ L% ) Reasonable period of time, if appropriate, to correct the behavior :
[ ]2 i twoweeks [ ]1 % * one month

P 42 Date (YYYY) / (MM) / (DD)~(YYYY) / (MM) / (DD)

FRERS - [ SCEN RS
Consequences for failure to correct the behavior :

12
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Assistance and Support Measures :

W EERE AR R G R Re 2 1)

Statement advising the foreign English teaching talent of the right to attach a written explanation :

P EL R AR SO BAR R RS e & 0 "
PRRFRIF G AR B R & 0 PRANER S S RDEES A
R ELE L EL RS S o

PELEARAF YNGR EFERENFT L BB EH F S N R S B

You have the right to review this warning. A copy of this letter may be placed in your personnel
file at the sole discretion of the principal. If the letter is to be placed in your file, you have the right to
review and sign the filed copy (acknowledging receipt) and attach a written explanation of your

behavior on or before (YYYY)/ (MM) / (DD). If you refuse or fail to sign the

copy of the letter by YYYY)/ (MM) / (DD), the letter will still be placed in

your personnel file with an indication that you refused or failed to sign the letter.

With this letter, I am giving you an opportunity to correct your behavior and perform your
teaching duties and responsibilities in an acceptable manner.
Sincerely,

Acknowledge receipt by,

& % Principal : % ¥ 4 Person Involved :

& & Elementary/Junior High School :

p ¥ Date (YYYY)/ (MM) / (DD) :

13
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Warning Letter

4 2 3¢ % Type of Warning : % 3 = /& % ¥4 ¢ Third/Final Warning

X ER R

Facts of the situation :

LRy P R R RS S
Previous discussions, and instructions with the foreign English teaching talent, if any, on this

situation -

SN BN . 4
HEEI TR (S %

-~

Consequences for failure to correct the behavior -

ARG AT TR 2 BAH > LN 1217 FRL TR IEELTRL S
CRE- e T
The school shall be entitled to terminate your employment in accordance with Clause 12.1.7 of

this agreement based on the 3 warning letters previously issued by the school to you.

WP RO L R R R RE SR 2 )

Statement advising the foreign English teaching talent of the right to attach a written explanation :

PPEL R AN SR B AR R A B E 1 p

14
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PAEFLELL P ELLRARL S o
You have the right to review this warning. A copy of this letter may be placed in your personnel
file at the sole discretion of the principal. If the letter is to be placed in your file, you have the right

to review and sign the filed copy (acknowledging receipt) and attach a written explanation of your

behavior on or before (YYYY)/ (MM) / (DD). If you refuse or fail to sign the

copy of the letter by YYYY)/ (MM) / (DD), the letter will still be placed in

your personnel file with an indication that you refused or failed to sign the letter.

Sincerely,

Acknowledge receipt by,

& % Principal : % ¥ 4 Person Involved :

& & Elementary/Junior High School :

p # Date (YYYY)/ (MM) / (DD):

15
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Employment Termination Notice
PR A A A RIL R AMERE P EARVBEF IR AR FL R fr

BoAPLEo T AREERERERT SEHEE 35235 B2 G hig o 7

SRR R RN R R e AT PP S E_ P o gt

Dear,
Attached, please find copies all of documentation regarding your performance during (the

probation period; or during your employment) at the school. We regret to inform you that after 3 written

warning letters about your poor teaching quality, there has not been an acceptable improvement
evidenced in your work. As we discussed on (date), you had to improve your teaching quality by (date)
to justify continued employment with this school. The school has tried to work with you in every way
possible to develop your teaching skills and to meet our needs. However, it has become evident that
your teaching quality is not up to the standards required of our foreign English teaching talent in the
position you were hired to perform. This leaves us with no choice but to tell you that your employment

is terminated (effective date). Please return all school property to (location) before you leave the

school. The last day of your employment is YYYY)/ (MM) / (DD).
Sincerely,
Acknowledge receipt by,

¥ £ Principal : % ¥ 4 Person Involved :

& & Elementary/Junior High School :

p ¥ Date (YYYY)/ (MM) / (DD) :

16
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Notice of Mandatory Suspension of Duties

F ARG F o FH 2 TR gARMBEFRE LR

FPARATEE R el WREERIBER G #FECFAASS B # !

pAzde M k0 pH IR ER L BIHT A ORE ARG

LSRR Tl Lo T VR T

This is a notification to inform you that you have an open employment related investigation. Your
work duties and salary are suspended for the duration of the investigation. Your employment permit
is not affected during the investigation; therefore, you may legally remain in Taiwan. The suspension

will take effect from (YYYY) / (MM) / (DD) and the incident investigation is

scheduled to be completed before (YYYY) / (MM) / (DD). The school’s foreign

English teaching talent task force will notify you of the result and next steps. Thank you for your
understanding.
Sincerely,

Acknowledge receipt by,

¥ £ Principal : % ¥ £ Person Involved :

& & Elementary/Junior High School :

p ¥ Date (YYYY)/ (MM) / (DD) :

17
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Termination of Contract Agreement

(F10) - (HEEFREAR) B

FRpd = & y Po(Bfamp2Rp)de &P

B % o

This Termination of Contract Agreement ( the agreement ) is entered into as of this

(YYYY)/ (MM) / (DD) by and between (Employer)

and (Employee ) .

Sincerely,

Acknowledge receipt by,

¥ & Principal : % ¥ 4 Person Involved :

& & Elementary/Junior High School :

p # Date (YYYY)/ (MM) / (DD):

18
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Employment Contract Renewal

IS S SRS BN BERA FREaFEE AR B E R
FREE, PP & ! pAzd 2T o frptal o e

Hereby we would like to inform you, after consideration of your past performance, we have
decided to renew your contract to continue serve as our school’s foreign English teacher/ foreign

English teaching assisstant, and it will take effect from YYYY)/ (MM) / (DD).

Sincerely,

Acknowledge receipt by,

¥ & Principal : % ¥ 4 Person Involved :

& & Elementary/Junior High School :

p # Date (YYYY)/ (MM) / (DD):

19



