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壹、 緣起與依據 
I. Origin and Basis  

為整合本校人力資源，使願意投入志願服務工作之教職員工生力量有效運用，發揚

志願服務之美德、推展校內外之服務，特依據衛生福利部志願服務法訂定本計畫。 
The Project was formulated in accordance with the Ministry of Health and Welfare’s 
Volunteering Act, in order to integrate the University’s human resources, enable the 
faculty and students who are willing to participate in volunteering to make effective use of 
their strengths, develop the virtues of volunteering, and promote internal and external 
service. 

貳、 適用對象 
II. Eligible Participants  

本校教職員工生得依本計畫申請籌組志願服務隊或成為志願服務者(以下簡稱志工)。 
The University’s faculty and students may apply to organize a volunteer service team or 
become a volunteer in accordance with the Project. 

參、 主辦與運用單位 
III. Organizer and Volunteer Service Team 
一、 學生事務處統籌與協調，課外活動指組規劃校內實施作業、志工資訊、志願服

務紀錄冊暨服務時數登載等相關作業。 
I. The Office of Student Affairs coordinates and the Extracurricular Activities Section 

plans the implementation of the Project, the provision of information on volunteers, 
the preparation of volunteer service record books, and the registration of volunteer 
hours. 

二、 各行政、教學單位及學生團體，均得申請成為志工運用單位，惟學生團體應有

本校教職員或社團指導老師聯名申請並擔任督導。 
II. Any administrative unit, teaching unit, and student organization may apply to become 

a volunteer service team. However, a student organization should make an 
application jointly with the University’s faculty or its advisors and be supervised by 
them. 

肆、  志工招募 
III. Volunteer Recruitment 
一、 運用單位辦理志工招募時應公告服務計畫，對志工進行訓練與輔導，服務結束

後應進行考核與時數認證。 
I. A volunteer service team should announce the service project when recruiting 

volunteers, and provide volunteers with training and guidance. It should conduct an 
assessment and certify volunteer hours after the completion of the service. 

二、 志工運用單位應於服務起始日前至少 14個工作日，提送志工服務計畫經課外活
動指導組審核通過後辦理。遇臨時性需求，得於活動起始日前提出志工服務計

畫送審。 
II. A volunteer service team shall submit a volunteering project at least 14 days prior to 

the commencement of the service, and the project shall be approved by the 
Extracurricular Activities Section. A project may also be submitted for approval a 
day prior to the commencement of the service if needed. 



 

三、 須具備專門執業證照之工作，應由具專門證照之志工為之。 
III. Volunteering that requires a professional license should be done by a volunteer with 

said license. 
伍、 志工訓練 
V. Volunteer Training 

為提升志願服務工作品質，保障受服務者之權益，各單位欲招募志工者應辦理下列

教育訓練： 
To improve the quality of volunteering and ensure the rights of those who receive services, 
any unit intending to recruit volunteers should provide the following education and 
training: 
一、 基礎訓練：臺北 E大志工基礎訓練學習證明。 
I. Basic training: Taipei e-Campus’s basic volunteer training course 
二、 特殊訓練： 
II. Special training: 

(一) 本校學生事務處得依多數志工運用單位之共同需求辦理志工特殊訓練。 
(I) The University’s Office of Student Affairs may provide volunteers with special 

training in accordance with common requirements of most volunteer service 
teams. 

(二) 各志工運用單位得依其個別需求自行訂定訓練內容並執行之。 
(II)  Volunteer service teams may formulate the content of the training and carry 

out the training according to their respective needs. 
陸、 志工管理 
VI. Volunteer Management 

一、 依本計畫參加基礎及特殊訓練合格者，由課外活動指導組發給志願服務紀錄

冊。本校志工運用單位亦得申請所辦理之特殊訓練認列本校正式特殊訓練。 
I. The Extracurricular Activities Section will issue a volunteer service record book to 

those who participate in, and pass, the basic and special training in accordance with 
the Project. The university’s volunteer service teams may also apply for the 
certification of their special training programs as official special training programs. 

二、 前項志願服務紀錄冊應依下列要點辦理： 
II. The use of the volunteer service record book mentioned in the preceding paragraph 

should observe the following rules: 
(一) 志願服務紀錄冊為志工服務之總登錄。 
(I) A volunteer service record book contains the total volunteering record. 
(二) 志願服務紀錄冊由志工使用及保管，不得轉借、冒用或不當使用。如有轉
借、冒用或不當使用情事者，志工運用單位應予糾正並註記，其服務紀錄

不予採計。 
(II) A volunteer service record book should be used and kept safe by a volunteer. It 

should not be lent to others or fraudulently or improperly used. If it is lent to 
others or fraudulently or improperly used, a volunteer service team shall correct 
the corresponding volunteer and take note of the violation. Also, his/her service 
record will not be adopted. 

(三) 志工轉換運用單位時，志願服務紀錄冊應繼續使用。 
(III) When a volunteer transfers to another volunteer service team, he/she should 

continue to use his/her volunteer service record book. 
(四) 志願服務紀錄冊有損壞或遺失情事者，志工得請求運用單位申請發給紀錄
證明。 



 

(IV) If a volunteer service record book is damaged or lost, a volunteer may apply to his/her 
volunteer service team for a service record certificate. 

柒、 志工運用與服務時數 
VII. Volunteer Service Team and Volunteer Hours 

一、 志工運用單位應依循「先申請、後服務」原則運用志工，其服務時數方得認證。 
I. A volunteer service team should employ a volunteer in accordance with the principle 

of “making an application first and then providing services.” Only then will the 
volunteer’s service hours be certified. 

二、 志願服務紀錄冊之登錄，由課外活動指導組統一辦理系統登錄作業，志工運用

單位應注意下列規定： 
II. The volunteer service record book entries should be entered into the system by the  

Office of Student Affairs. A volunteer service team should pay attention to the 
following rules: 

(一) 督導人員應如實記載服務項目與內容。 
(I) A supervisor should faithfully record service items and content. 
(二) 服務時數意指實際提供服務之時數，不含交通往返時間。 
(II) Volunteer hours mean the actual hours of service provided, excluding travel time. 

 
捌、 志工輔導 
VIII. Volunteer Guidance 

一、 志工運用單位應依照志工之工作內容與特點，確保志工在安全及衛生之適當環

境下進行服務。 
I. A volunteer service team should make sure that a volunteer can engage in volunteering 

in a safe and hygienic environment in accordance with the job description and 
characteristics. 

二、 志工運用單位應提供志工必要之資訊，並指定專人負責志工之督導。 
II. A volunteer service team should provide a volunteer with the necessary information 

and assign a person to supervise the volunteer. 
三、 進行校外服務之志工，運用單位應為其辦理意外事故保險，必要時，得補助交

通、誤餐及特殊保險等經費。 
III. A volunteer service team should offer accident insurance for a volunteer who engages 

in volunteering outside the University. If necessary, it may give transportation, 
overtime meal, and special insurance allowances to the volunteer. 

四、 志工依運用單位之指示進行志願服務時，因故意或過失不法侵害他人權利者，

由運用單位負責損害賠償責任。前述情形，若屬志工故意或重大過失，運用單

位得對志工得合理求償。 
IV. A volunteer service team shall be liable for damages if a volunteer’s action infringes 

on others’ rights, either deliberately or by accident, when engaging in volunteering 
as per the team’s direction. If such infringement is attributable to the volunteer 
himself/herself, the team may ask for reasonable compensation from him/her. 

五、 違反服務倫理者，得依本校獎懲辦法議處。 
V. A volunteer who violates service ethics may be punished in accordance with the 

University’s Guidelines for Student Recognition and Discipline. 
 

玖、 志工服務項目 
IX. Service Items 

本校志工以團體為單位，由教職員或社團指導老師指導進行校內外公益或公眾服務。 



 

The University’s volunteers are group-based and supervised by its faculty or student 
organization advisors regarding social or public service inside and outside the University. 

壹拾、 志工考核 
XI. Volunteer performance evaluation 

一、 本校志工之考核內容包括服務表現、服務態度、勤惰狀況等，每學期由志工運用單

位依考核內容進行考核，並將考核結果送志工業務單位，作為志工獎勵之依據。 
I. Items of the University’s volunteer performance evaluation include volunteers’ service 

performance, service attitude, and diligence or indolence. The evaluation will be 
conducted each semester by the volunteer service team based on said items; the results 
will be sent to the volunteer operations team and used as a basis for determining 
incentives for volunteers. 

二、 志工有下列情形之一者，應按其情節輕重，分別予以輔導、規勸、警告，倘仍未見

改善者，即通知辦理離隊，情節重大者依志願服務法相關規定處理，需負法律責任

者，依相關法律規定辦理。 
II. If a volunteer commits any of the following violations, he/she will be given counseling, 

advice, or admonition based on the severity of his/her violation. If he/she fails to make 
improvements, he/she will be requested to leave the volunteer service team. A severe 
violator is subject to relevant regulations of the Volunteer Service Act. Those who take 
legal responsibility are subject to relevant laws and regulations. 
(一) 不法、不當之行為，致影響本校聲譽、形象或民眾權益者。 

(I)   Those whose illegal or improper behaviors affect the University’s reputation and 
image, or the public’s rights and interests 

(二) 不服從本校志工督導人員、志工服務組長督導，舉止態度粗暴者。 
(II)   Those with violent attitudes and behaviors who disobey the University’s volunteer 

supervisors and volunteer service team leader’s supervision 
(三) 其他服務情形欠佳或不適任之情事者。 

(III)   Those whose service performance is poor or who are incompetent 
(四) 其他重大違失經簽請核可停止其服務資格。 

(IV)   The qualifications of those who commit severe violations can be suspended after 
their cases have been submitted for approval. 
 

壹拾壹、 志願服務獎勵措施 
X. Incentive for Volunteering 

一、 志工得向課外活動指導組申請志願服務證明，經受理並覈實審查後發給。 
I. A volunteer may apply to the Extracurricular Activities Section for a volunteering 

certificate. The Center will issue a certificate to the volunteer after accepting and 
reviewing his/her application. 

二、 本校對於服務優良之志工，得依下列標準予以獎勵： 
 II. The University may award a volunteer for excellent service in accordance with the 

following criteria: 
(一) 服務時數滿 50小時者，得依本校獎懲辦法提報嘉獎乙次。 
(I) A volunteer who has completed 50 volunteer hours may be awarded one 

commendation in accordance with the University’s Guidelines for Student 
Recognition and Discipline. 

(二) 服務年資滿三年，服務時數滿 300 小時者，得依衛生福利部「志工申
請志願服務榮譽卡作業規定」申辦志願服務榮譽卡。 

(II) A volunteer with 3 years’ seniority who has completed 300 volunteer hours 
may apply for a volunteer service honor card in accordance with the 



 

Ministry of Health and Welfare’s Regulations Governing the Application 
for a Volunteer Service Honor Card. 

(三) 服務滿 3,000、5,000、8,000小時以上，得依衛生福利部「志願服務獎
勵辦法」申辦獎勵。 

(III) A volunteer who has completed 3000, 5000, or 8000 volunteer hours may 
apply for incentives in accordance with the Ministry of Health and 
Welfare’s Incentives for Volunteering. 

壹拾貳、 其他 
XI. Others 

一、 課外活動指導組得編列預算或結合本校資源，推動及辦理志願服務。 
I. The Extracurricular Activities Section may prepare a budget or combine the 

University’s resources, and promote and manage the volunteering. 
二、 課外活動指導組應於每學年結束後彙整該學年志工服務計畫申請書執行

情形備查。 
II. The Extracurricular Activities Section should compile information on the 

implementation of a volunteering project for the current academic year at the 
end of every academic year for future reference. 

三、 本計畫經行政會議通過，陳請校長核定後實施，修正時亦同。 
III. The Project becomes effective after being approved at the Executive Meeting and 

ratified by the University President. Amendments must follow the same procedure. 
 


