Chang Gung University 
part-time teachers reporting-for-duty notice
Salaries for new faculty members will be calculated upon completion of the reporting-for-duty process. Details of the process are shown below:
I. Reporting for duty is available from 9:00AM～12:00PM on working days.
II. Please prepare for the documents listed below. 
III. Please compile the following supporting documents in order and submit them on the day of reporting.
	1. Basic personnel information form (with photo)
2. A photocopy of ID card (front & back)

3. A photocopy of the graduation certificate

4. A photocopy of the letter of appointment
5. A photocopy of the teacher certificate issued by the Ministry of Education (if applicable)
6. Agreement of Personal Data Protection Act 

7. Consent Form for Marketing Use of Personal Data
8. Photocopy of the passbook for salary remittance (ChungHwa Post, YuanTa Bank, Taiwan Cooperative Bank only)
9. Insurance survey form for part-time teachers

10. Approved teaching schedule (or a memo signed by the new teacher and the head of department with the ‘Course name(s)’, ‘Date(s) of class(es)’, ‘Teaching hours’, ‘’Name of teacher’ and ‘Person in charge of the course’ )

11. Completion of the internet safety training in the Computer Centre website


※If there’s any inquiry, please contact the Personnel Office (03)211-8800 Ext.3877
