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	□ Part-time administrative assistant

	□ Part-time project assistant

	□ Part-time assistant (allocate additional positions)

	□ Part-time assistant (part-time labor)


National Chengchi Fixed-term
University Employment 
Contract (template)


　　　　　　　　　　　　　　　　　　　

National Chengchi University (hereinafter referred to as “Party A”)

			(hereinafter referred to as “Party B)



Contract											Parties A and B hereby agree to 
formulated by　　　　　　　　　　　　　　　　　　	enter into this contract to carry out administrative affairs/a research project, subject to the following terms and conditions: 


1. Employment period and source(s) of funding:
(1)  Name of project/source(s) of funding:											
(2)  Funding execution period: from			(yyyy/mm/dd) to			(yyyy/mm/dd)
(3)  Party A shall employ Party B from			(yyyy/mm/dd) to			(yyyy/mm/dd)
 Position:
	□               (name of department) part-time administrative assistant

	□                 (project title) part-time project assistant

	□                 (name of department) part-time assistant
 (allocate additional positions for disability-related reasons)

	□                 (name of department) part-time assistant
 (half-time manpower)


(4) Party B agrees to an initial probationary period of
	□ 1 month

	□ 2 months

	□ 3 months

	□ Other       


If Party A deems Party B unsuitable during the probationary period, Party A may terminate this contract, and Party B will have no objection.
(5) This contract will automatically be terminated at the expiration of the contractual period. If the funding source or the research project requires that the part-time assistant be a currently enrolled student, Party B agrees and accepts that this contract will be terminated automatically if Party B loses their student status during the employment period.
2. Duties and Responsibilities
Party B will carry out the following tasks under the supervision and direction of Party A (including the department supervisor/principal investigator):
	□ General administrative duties

	□ Document processing

	□ Assistance with the execution of the research project

	□ Other                                                                                                    


Party A reserves the right to reassign or adjust Party B’s duties and responsibilities as needed for the execution of administrative or project duties, and Party B will have no objection.
3. Work site
Party B’s work site will be decided by Party A (e.g., the department supervisor or principal investigator) based on Party A’s business needs. When necessary, Party B may be assigned to perform their contracted work at locations outside Party A’s premises.
4. Working hours
(1) Party B’s normal daily working hours shall be listed in the weekly (monthly) work schedule. Party B shall have at least 2 days off (i.e., recess day and regular day-off) in every 7-day period. Days off shall not necessarily occur on Saturdays or Sundays, and shall be noted on Party B’s work schedule.
(2) Party B’s working hours may not exceed a total of 20 hours per week (doctoral students’ working hours may not exceed a total of 25 hours per week) or 8 hours per day. A 30-minute break shall be provided for every 4 consecutive hours of work. Party A may not demand that Party B work overtime.
5. Salary
(1) Party A shall pay Party B a monthly salary in the amount of NT$________.
(2) Salaries shall be calculated at the end of each month. Each department/project shall be responsible for its own payroll submissions. After deducting taxes and individual contributions for labor and health insurance, Party A will transfer the net pay to Party B’s designated bank account prior to the end of the following month. If a delay in salary payments occurs due to unallocated project funds, Party B agrees that Party A may complete payment within 25 days after the funds are received.
(3) Unless otherwise agreed upon between Parties A and B, salary payments shall be made in accordance with the schedule set forth in the preceding paragraph.
(4) Party A may not withhold all or any part of Party B’s salary as liquidated damages or as compensation for damages.
6. Attendance and leave regulations
(1) Party A may not request that Party B work on days off, except under urgent circumstances and then only with Party B’s consent. Party B’s remuneration for these days shall be calculated in accordance with the Labor Standards Act.
(2) All other types of leave shall be governed by the relevant labor laws.
(3) Party B’s attendance (sign-in and sign-out) record will be managed by Party A’s department supervisor or project principal investigator. A daily attendance record shall be kept, down to the minute, and preserved for five years as stipulated by the Labor Standards Act.
7. Conflicts of interest in employment
Party B shall adhere to the regulation stipulated in Article 11, Paragraph 1 of the Temporary Staff Employment and Utilization Guidelines for the Executive Yuan, its Subordinate Agencies, and Schools, which states that “to avoid conflicts of interest, agency heads may not hire their spouses or relatives by blood or marriage within the third degree of kinship as temporary staff to work in their own or subordinate agencies.” If Party B violates this regulation, Party A may terminate their employment contract in accordance with Article 12, Paragraph 1, Item 1 or Item 4 of the Labor Standards Act.
8. Insurance and pension contributions
Party A shall handle Labor Insurance, Employment Insurance, and National Health Insurance for Party B in accordance with the law, and shall make pension contributions as prescribed by the Labor Pension Act.
9. Service and disciplinary matters
(1) In the course of their work, Party B must respect gender equality, adhere to professional ethics, and comply with all relevant regulations, including the Gender Equity Education Act, Gender Equality in Employment Act, Sexual Harassment Prevention Act, and Regulations on the Prevention and Handling of Sexual Assault, Sexual Harassment, or Sexual Bullying on Campus. Relationships that violate professional ethics related to sex or gender may not be developed.
(2) Party B shall comply with the laws and regulations enacted by Party A and its delegating agencies/institutions. Violations shall be handled in accordance with this contract, the Labor Standards Act, and other relevant laws and regulations.
(3) Party B is obligated to keep any information related to Party A’s business operations or research projects that Party B comes to know or possess confidential, and may not disclose such information to any third party even after the termination of this contract.
(4) Party B must ensure that they have not engaged in any of the following conduct prior to their employment. If Party A discovers and verifies that any of the following is true, it may terminate this contract in writing immediately and without notice in accordance with Article 12, Paragraph 1 of the Labor Standards Act:
1. Party B has been convicted of a crime involving sexual assault as defined in Article 2, Paragraph 1 of the Sexual Assault Crime Prevention Act.
2. Party B has engaged in behavior involving sexual assault, sexual harassment, or sexual bullying, is recognized as unfit for employment in an educational setting, and is on probation.
(5) Party B agrees that Party A may collect, use, and enquire about information on Party B provided by various educational administrative authorities in accordance with the Precautions for Notification and Inquiry of Contracted Personnel in Schools for the purpose of verifying that Party B has not engaged in any of the conduct described in the preceding subparagraphs; Party B also agrees for the Ministry of Justice, police authorities, and educational administrative authorities at all levels to provide relevant information.
(6) If Party B engages in conduct involving sexual assault, sexual harassment, or sexual bullying during their employment, Party A, upon learning about such behavior, may convene a meeting to review and approve the suspension of this contract pending an investigation at any point within one month of the occurrence of the alleged offense. Party B shall cooperate with the investigation and await the outcome. If the investigation confirms the allegations, and the allegations fall within the circumstances outlined in Article 12, Paragraph 1 of the Labor Standards Act, Party A may terminate this contract in writing immediately and without notice. During the contract suspension period, Party B agrees that Party A may withhold all of their salary. If investigation later shows the allegations to be false, Party A shall pay Party B the entire withheld salary amount within one month of the conclusion of the investigation.
(7) If the allegations described in the preceding paragraph are shown to be true, Party B agrees that Party A may process, use, and report the relevant information to the appropriate educational administrative authorities at all levels, and that the Ministry of Justice, police authorities, and educational administrative authorities at all levels may provide Party A with related information. This rule shall also be in effect if the allegations are confirmed to be true after Party B has left their position. Once reported by Party A, Party B may not request the deletion or object to the processing or use of their personal data.
10. Additional regulations
Both parties shall comply with the terms of this contract throughout its effective period. Matters not covered in this contract shall be handled in accordance with the rules of Party A concerning the rights of scholarship recipients and part-time assistants who are students, the regulations formulated by Party A’s commissioned or subsidized agencies/institutions, the Labor Standards Act, and other relevant governmental laws and regulations.
11. Amendments to the Contract
This contract shall be made in triplicate, with Party A, Party B, and Party B’s department supervisor/principal investigator each holding a copy. In the event of litigation arising from this contract, both parties agree that the district court in the location of Party A shall be the court of first instance to exercise jurisdiction.


Contract formulated by:
Party A: National Chengchi University
Representative:												(Signature)
Address: No. 64, Sec. 2, Zhinan Rd, Wenshan Dist., Taipei City
Department supervisor/principal investigator:					(Signature)
Party B:														(Signature)
Address of the registered household:
National ID No.:
(Passport No.)

(YYYY)				(MM)				(DD)
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