Chang Gung University faculty and 
staff reporting-for-duty notice
Salary for new faculty and stuff starts after they complete the reporting-for-duty procedure.
一、Reporting-for-duty for employment is available from 9:00AM～12:00PM on working days.

二、Please click office of environmental safety and hygiene website(http://safety.cgu.edu.tw/files/14-1017-66782,r1503-1.php?Lang=zh-tw). Applicants who fail the pre-employment medical examination will not be eligible for reporting-for-duty.
三、Please compile the following supporting documents in order and submit them on the day of reporting.
	□1. Basic personnel information form.
□2. Photocopy of the letter of appointment (teachers only)
□3. Certified original copy of evidence of the related past work experience or service(
□4.Photocopy of the highest education certificate
□5.Photocopy of the teaching certificate (if applicable)
□6.2”inches passport-sized photograph*3 (Clinical teachers do not need a staff ID card )
□7. Medical examination report (not applicable for clinical teachers, but the service certificate is required)
□8.Photocopy of the ID card (front & back)
□9.Photocopy of the household certificate (if applicable)
□10. Photocopy of the military service discharge order (for men only). Military service exemption must be indicated in the resume.
□11.Annual wage’s tax exception declaration form for staff
□12. Application for withdrawal (transfer) from the National Health Insurance
□13. To add spouse and dependents to the employee’s insurance coverage, please fill out the application form for the National Health Insurance Enrollment
□14.Staff’s spouse and family preferential medical treatment application
□15.Handwritten oath letter on an underlined A4 paper with 「signature and stamp」
□16.Affidavit Letter (clinical teachers only)
□17.Photocopy of the passbook for salary remittance (ChungHwa Post, YuanTa Bank, Taiwan Cooperative Bank)
□18. Original copy of the faculty and stuff resume (Please attach a passport-sized photograph. The resume must be signed and stamped on the last page
□19.Agreement on the Personal Data Protection Act
□20.Agreement on the Personal Data Marketing Act
□21. Affidavit Letter (for financial executives or cashiers)


四、To apply for the faculty/staff accommodation & vehicle parking permit, please contact the Office of General Affairs.
五、Please collect your staff ID card on Friday after completing the reporting-for-duty.

六、To resign, an employee is required to give 1 month's notice in advance. Failure to give proper notice of the termination of employment shall be dismissed and never be employed by the Formosa Plastic Group.
※If there’s any inquiry, please contact the Personnel Office (03)211-8800 Ext.5070
※To inquire about date of reporting-for-duty, office, laboratory location, research project application, etc., please contact the department secretary.
※Salary inquiry is available online. Please visit the CGU official website → administration & services → Office of Personnel → Salary inquiry.
※Employee’s ID number inquiry is available online. Please visit the CGU official website → administration & services → Office of Personnel → Employee’s ID number inquiry
※To request for NOTES passwords online, please visit the CGU official website → administration & services → Office of Personnel → Requesting for NOTES passwords
