Registration Procedure for New Part-time Faculty of YZU
	Procedure
	Office in Charge
	To Do List
	Required Documents
	Deadline
	Additional Note
	Person In Charge

	I. Submission of required documents

	Personnel Office
	Send all the documents to Personnel Office through registered mails
	1 .three pieces of 2’’ photos
2. a copy of both sides of ID card
(a copy of ARC and passport for foreigners )

3. a copy of diploma of highest education degree
4. a copy of Teacher Certificate

5. Personal Data Form for Part-time Faculties
6. Application Form for E-mail & Network Services

7. Application Form for Part-time Faculty Joining of Labor Insurance &  National Health Insurance
8. a copy of the bankbook cover of Far Eastern International Bank
	Send to Personnel Office through registered mails by one week before the class begins.

School address: 
	1. For those who haven’t got their diplomas, please submit the original copies of transcripts instead.

2. Item (4) isn’t required for those who don’t have Teacher Certificates.

3. Item (5) is required for all teachers.

4. Item (6) and (7) are optional applications.

5. Please open an account of Far Eastern International Bank by yourself before the school registration. The salary will be transferred automatically into this account on the 15th of each month. If there is any problem about the account of salary, please contact Mr. Lin of fiancé and property management section in Office of General Affairs, ext. 2274.
	Ms Kuo Chiu-Ming
ext. 2224

	II.Application for the parking permit
	Office of General Affairs
	
	1. a copy of Motor License

2. a copy of Driver’s License
	anytime
	Please enclose which department you work for and your job title.
	Mr. Chou
ext.2261


◎Locations of administrative offices:

1. Personnel Office: 12th floor of 6th Building

2. Office of General Affairs: 1st floor of 1st Building

Checklist of Required Documents for New Part-time Faculty of YZU
Department:
Job Title:

Name:

	No.
	 Documents
	Must or Optional
	Checking
	Notes

	1
	three pieces of 2’’ photos

(the photo must be taken in the last 3 months)
	must
	
	please attach onto the form

	2
	a copy of both sides of ID
	must
	
	please attach onto the form

	3
	Personal Data Form for Part-time Faculties
	must
	
	

	4
	a copy of diploma of highest education degree
	must
	
	

	5
	a copy of the bankbook cover of Far Eastern International Bank
	must
	
	please attach onto the form

	6
	agreement letter of employment 
	must
	
	

	7
	two copies of Teacher Certificate
	only for those who have it
	
	

	8
	Application Form for E-mail & Network Services
	optional
	
	

	9
	a copy of Motor License and Driver’s License  
	optional
	
	please attach onto the form


Please have all the documents placed in the order of the numbers (1~9) and bind with a clip ,then send back to our office in a reply mail.

Person in charge: Ms Kuo Chiu-Ming of Personnel Office

Contact phone:03-4638800 ext.2224

Data processing of Personnel Office ‘s documents:

reception → data key-in → e-mail account → data storing

(        )     →  (         )       →    (          )        →    (       )

