            National Chengchi University

Onboarding Form for Part-time Project Assistant
Employee No.:　　　　　 　　　 　　　　　　　　　         Extension No.:                  

Unit:                 Name:　              Reporting day: __________ (YYYY/MM/DD)
	Items to be Completed
	Unit
	Location
	Signature/Seal of the Processing Clerk

	Please submit the following documents:

□ Original copy of the employment registration form (1 copy)

(please download from the NCCU home page ( Faculty and staff ( New employee registration)

* After reporting, please download appointment certificate using the download path stated above.
□ Labor Relationship Determination Form for students participating in the research project (4 copies)
□ Job descriptions for part-time project assistant

□ Original copy of the contract (3 copies)
□ Confirmation/change form for the project assistant category (level) (to be used by the National Science and Technology Council)

※The Principal Investigator must sign the forms.
□ Certificate of enrollment (foreign educational qualifications must be verified by Taiwan’s diplomatic missions abroad)
□ Voluntary contribution to labor pension consent form
□ National Health Insurance coverage confirmation form
□ Funding approval list (for funds sourced from research projects)

□ Approved document for leftover funds (for funds sourced from project surpluses)
	Division 4, Personnel Office
	6F, Administration Building
	

	Labor/health insurance and pension
◎ Have a disability? □ Yes □ No

◎ An indigenous person? □ Yes □ No

□ Submit a photocopy of the employment registration form

□ Submit the labor pension fund contribution ratio consent form 
	
	
	

	Attendance management

◎ Signing in and out: Please use the part-time assistant attendance system to record signing in and out times, which should match the working hours stated in the contract. When payroll is processed, attendance records shall be attached. (Path: inccu ( Administrative Information System ( Attendance Record Submission; principal investigators shall review the attendance records)
	
	
	To be managed by the principal investigator on their own

	General safety and health training (please see note 5)
	Environmental Safety Division, Office of General Affairs
	5F, Administration Building 
	

	Holding multiple part-time assistant positions

Concurrent projects/categories:

※ Submit the NCCU insurance fee sharing consent form 
	
	
	Signature of the part-time assistant

	Contract affixed with an official seal (in triplicate)

※ After stamping, please return it to Division 4 of the Personnel Office
	Documentation Division, Office of General Affairs
	5F, Administration Building
	


Matters of attention:

1.  According to Article 11 of the Labor Insurance Act, all insured units (e.g., employers) shall insure their employees on their first day of employment, with the insurance coverage taking effect starting from that day. The employers shall initiate the addition (or cancellation) of insurance immediately on the hiring date, with the insurance coverage starting from that day. Retroactive insurance coverage is not allowed.

2.  Upon the expiration of the contract or if an employee leaves mid-term, the responsible unit shall actively handle the employee’s insurance withdrawal (transfer) and stop their payment to the labor pension fund. Costs or penalties arising from non-compliance with said matter shall be borne by the involved party, principal investigator, faculty, or department supervisor.
3.  Attached is a copy of the National Chengchi University Part-time Project Assistant Reporting Instructions; please read it carefully.

4.  As per the regulations of the National Science and Technology Council, current employees or students may not serve as full-time assistants, and part-time assistants must be current students. If, during the employment period, the assistant is no longer enrolled because of reasons such as them taking a leave of absence or graduating, they cannot continue in the role and must submit a Mid-term Employment Change Form to the Personnel Office.

5.  Prior to reporting, please visit the NCCU Environmental Protection Division website/Occupational Safety/Education and Training/New Employee Education and Training and download the “Instructions for Providing General Health and Safety-related Education and Training to New Employees” and the “New Employee General Health and Safety-related Education and Training Certificate,” and complete the digital course as instructed on the aforementioned instructions. Prior to completing the reporting procedure, department supervisors or principal investigators shall hold a 1-hour physical training session (for ideas on the handouts for the physical training session, they can be found at the NCCU Environmental Protection Division website/Occupational Safety/Education and Training/New Employee Education and Training/2023 New Employee General Health and Safety-related Education and Training (Physical Version)). After completing the session, the department supervisors or principal investigators shall fill out and sign the “New Employee General Health and Safety-related Education and Training Certificate” before submitting it to the Environmental Protection Division to be filed for future reference.
National Chengchi University

Part-time Project Assistant Reporting Instructions
                                                                               Amended September 2019

1. Hiring:

(1) Reporting for Duty: Part-time project assistants must report to the Personnel Office to submit their academic and professional certificates and forms (see the list of procedures) and enroll in labor/health insurance and pension by the start date at the latest, from which remuneration will begin (to be handled by the Principal Investigator for those who fail to comply).
(2) As per the Ministry of Labor’s Guidelines for Safeguarding the Labor Rights of Part-Time Assistants at Institutions of Higher Education, schools shall clearly distinguish between students engaged in learning and those working as part-time assistants in accordance with the aforementioned guidelines.

(3) As per Article 2 of the Matters of Attention for Employing Research Project Assistants Using Subsidies from the National Science and Technology Council, hiring units shall verify the applicants’ qualifications, specify their employment types and levels, and hire in compliance with the units’ signing and approval procedures. When settling accounts, relevant approval documents shall be attached. The units shall fill out the NCCU Form for Type/Level Confirmation/Changes for Assistants Employed in National Science and Technology Council-Subsidized Projects during the hiring process.

(4) Recusal clause: Heads of agencies or the recruiting unit, PI or co-PI’s spouses and relatives by blood or marriage within the third degree of kinship may not work on the project.
(5) Work permits: Foreigners must apply for a work permit by clicking Form download on the Personnel Office webpage ( Teaching and research personnel ( Work permit or by contacting its Division 1 (ext. 62061) and completing the process at Division 4 thereafter.
2. Attendance:

(1) Log in to the INCCU/Administrative Information System/Part-time Assistant Attendance System.

(2) Attendance records shall be maintained daily down to the minute and preserved for five years after the employees’ dates of resignation. Attendance records shall be attached when payroll is processed.
3. Insurance:
(1) Insurance eligibility:
1. Labor insurance: Applicable to nationals over 15 and under 65 years of age or foreign nationals holding a work permit, except for those with civil servants’ insurance statuses (i.e., military, government, and education personnel).
      2. Health insurance: In principle, NCCU shall enroll all of its employees to the National Health Insurance except for the following:
(1)  Those employed for less than three months.
(2)  Those not required to work daily and working less than 12 hours per week.
(3)  Those insured with a higher salary from another job outside the school.
(2) Enrollment and withdrawal:
1. Article 11 of the Labor Insurance Act stipulates that employee shall be enrolled in labor and health insurance on their start day; from which non-retroactive coverage starts. Full-time assistants must report to Division 4 of the Personnel Office to be enrolled in non-retroactive labor and health insurance on their start day or the reporting date.
2. For contract expiration or interim resignation, personnel must withdraw from coverage at Division 4 of the Personnel Office on the last day at the latest. Expenses incurred from failure to do so must be paid by the employee themselves.
(3) Applying for labor insurance payments:
      1. Article 2 of the Labor Insurance Act stipulates the types of benefits as follows:
(1) Ordinary insurance: maternity, injury/illness, disability, old-age, and death.
(2) Occupational accident insurance: injury/illness, medical care, disability, and death.
      2. Employment insurance: Allowance for unpaid parental leave.
3. Requesting benefits or allowances: Submit the application form with the supporting documents to Division 4 of the Personnel Office to be forwarded to the Bureau of Labor Insurance for processing. Upon approval by the Bureau, the benefits will be remitted to the applicant’s bank account via wire transfer.
(4) When enrolling in health insurance for dependents, please submit the change form with a photocopy of household registration to Division 4 of the Personnel Office.
(5) Labor pension fund:
      1. Employer contribution: NCCU will fund 6% of salary to the Personnel’s pension each month.
      2. Personal contribution:
       (1) Personnel may voluntarily fund up to 6% of salary to the pension (deducted from annual taxable income).
       (2) Personnel may adjust their contribution percentage twice per year.
      3. Account inquiries: Log in to the Bureau of Labor Insurance with Citizen Digital Certificate, click “Personal account inquiries” to enter the Bureau of Labor Insurance e-Service System, click Inquiries ( Pension account information for queries and print-outs.
      4. Withdrawal: Article 24 of the Labor Pension Act stipulates that a worker 60 years or older or one whose seniority exceeds 15 years may choose to receive either monthly or a lump-sum payment, whereas a worker with seniority under 15 years shall claim a lump-sum payment (calculated based on contribution period). Withdrawing personnel should apply with the Bureau of Labor Insurance.
(6) Proof of payments: With the Ministry of Finance’s elimination for requiring proof when declaring taxable income to save energy and protect the environment, NCCU no longer provides hardcopies, which can be obtained by logging in to the Bureau of Labor Insurance and National Health Insurance Administration with Citizen Digital Certificate for print-outs.

[Bureau of Labor Insurance: Log in to the e-service system ( Individual Declaration and Inquiries ( Payment Slip/Receipt to download the Payment Receipt for Labor Insurance Premiums]
   [National Health Insurance Administration: Click the e-Counter dropdown menu on the homepage ( Online Portal ( General Public ( Individual Services ( Print Receipts ( Payment Receipt for National Health Insurance Premiums]


Please contact the processing clerk for Division 4 of the Personnel Office for further assistance.
4. Salaries:

(1) The monthly payments for part-time project assistants are processed according to the NCCU Standard Reference Table for Part-time Assistant Compensation or Research Allowance Payments.

(2) Salary disbursement:

      1. Principal investigators are responsible for processing their part-time project assistants’ payrolls. The required documents include the payroll table, budget approval list, a copy of the assistants’ employment document, and the assistants’ attendance records.

      2. Calculation of salaries and insurance premiums for partial month employment:

      (1) Salary: monthly salary ÷ the number of days in the month × the number of days worked (rounded to the nearest whole number).

      (2) Labor insurance and labor pension: The full month’s premium ÷ 30 × (30 − the day of arrival + 1 (rounded to the nearest whole number)). Health Insurance: If the part-time project assistant is still insured under NCCU on the last day of the month, the full month’s premium is charged; otherwise, no deduction is made from NCCU.

(3) Proof of salary: Research personnel can print their proof of salary online [Click iNCCU at the top of the homepage ( Information Services ( Other Systems ( Income Tax Withholding Statements] or contact the Cashier Division under the Office of General Affairs.
5. Employment renewal or research project extension:
Research personnel with renewal or extended projects must fill out the “Application for Employment Terms, Salaries, and Interim Resignation of Research Personnel”, attach supporting documents, and submit it to Division 4 of the Personnel Office (before the end of employment term) for processing.
6. Certificate of employment application:

The certificate of employment only certifies the individual are part-time project assistants at NCCU, with the option of specifying that their monthly or annual salary. If required, please fill out the Certificate of Employment Application Form and submit it to Division 4 of the Personnel Office for processing.

7. Resignation:

(1) Interim resignation: Research personnel who need to resign during the project period shall fill out the “Application Form for Employment Terms, Salaries, and Interim Resignation of Research Personnel,” obtain the approval of the Principal Investigator, notify the Documentation Division, and submit the application to Division 4 of the Personnel Office.
(2) Employment Certificate: To apply, please fill out the application form and submit it to Division 4 of the Personnel Office for processing.
8. Related laws and regulations:

Please comply with contract terms and relevant regulations (visit the Personnel Office webpage ( Laws and Regulations ( Teaching and Researchers ( Click to read).
(1) The Labor Standards Act and the Enforcement Rules of the Labor Standards Act.

(2) Key Guidelines for the Operation of Research Projects Subsidized by the National Science and Technology Council.

(3) Matters of Attention for Employing Research Project Assistants Using Subsidies from the National Science and Technology Council
(4) Key Guidelines for NCCU Research Project Assistant Management.

(5) Standard Reference Table for Part-Time Assistant Compensation in Research Projects Subsidized by the National Science and Technology Council.

9. Download related forms:

   Please visit the Personnel Office webpage ( Application Forms ( Teaching and Researchers for various form downloads.

10. Service windows:

(1) Ms. Hsiu-liang Hsu, ext. 62063, 133732@nccu.edu.tw
(2) Ms. Chun-yun Lai, ext. 62063, wnn@nccu.edu.tw
National Chengchi University

Personal Data Collection Notification Letter to New Recruits
To all faculty and staff,

In compliance with the Personal Data Protection Act, National Chengchi University (NCCU) hereby informs you in writing concerning our collection, processing, and use of your personal data.
Please read carefully.

Ⅰ. Collection, Updates, and Storage

1. NCCU shall hereby collect, process, and use your personal data in compliance with the Personal Data Protection Act and relevant laws. Said data shall be permanently stored and predominantly used in Taiwan.
2. NCCU will collect your personal data on resume, salary, attendance, benefits, retirement (pension), and insurance (please see personal data index) to fulfill its legal duties. Thus, please cooperate in providing correct, up-to-date, and complete information.
3. Pursuant to the Personal Data Protection Act, you shall be able to exercise the following rights with regard to your personal data:

(1) The right to make an inquiry of and to review your personal data;

(2) The right to request a copy of your personal data;

(3) The right to supplement or correct your personal data;

(4) The right to demand the cessation of the collection, processing, or use of your personal data; and

(5) The right to erase your personal data.

If you wish to exercise the aforementioned rights or apply for changes, please contact Division 3 (for faculty and staff) or 4 (for contract staff, research personnel, or technical worker) of the Personnel Office. NCCU will process your request in compliance with the Personal Data Protection Act.

Ⅱ. Confidentiality

If NCCU causes your personal data to be stolen, leaked, tampered with, or otherwise infringed following natural disasters, accidents, force majeure, or other man-made events, NCCU will investigate and choose the proper method (e.g., phone call, letter, email, or website announcement) to notify you about the incident.

Ⅲ. Notification of Changes
Modifications to this notification letter will be announce on the NCCU webpage/website or notified individually.
Personal Data Index

	Personal data category

	Personal data items
	Notes

	Resume
	Basic Profile
	Name (both Chinese and English), National ID Card number, passport or ARC number, date of birth, gender, nationality, and photo
	

	
	Contact Information
	Permanent address, mailing address, home phone number, cellphone number, email, and permanent phone number
	

	
	Emergency Contact
	Name, relationship (to you), home, cellphone, and work phone numbers)
	

	
	Academic Credentials
	School, college/department, term of study (including start and end dates), graduation or completion, education/degree level, certification date and number, and obtainment of highest degree before civil service
	

	
	Exam or Promotion Training
	Years, exams, subjects, certification dates and numbers
	

	
	Vocational and Technical Qualifications
	Exam (including years, subjects, validity, dates, and document numbers) and professional certificates (including issuing institutions, dates, and document numbers)
	

	
	Work Experience and Current Job Position (appointments, dismissals, and qualification review)
	Service institutions, ranks, codes, categories, supervision levels, classification, employment (including dates, document numbers, and reporting dates), dismissals (including dates, document numbers, and resignation dates), reviews/approvals (including dates, document numbers, results, official ranks, salary levels and points, and validity), reasons for work adjustments (or dismissal), and dates and document numbers for employment/dismissals
	

	
	Performance Evaluation or Achievement Assessment
	Years, types (annual or separate), scores, levels, rewards and demerits, official positions (titles, ranks, levels, and qualification), salary/temporary levels/points, approval dates and document numbers, and review dates and document numbers
	

	
	Rewards and demerits
	Records, results, agencies, approval dates, and document numbers
	

	
	Expertise and Language Proficiency
	Skill (including areas, titles, validity, dates, document numbers, institutions, and descriptions) or language certificates (types, exam names/dates, certificate dates and numbers, institutions, and results]
	

	
	Verification
	Years, subjects, validity, certificate dates, and document numbers
	

	
	Military Service
	Type, force, officer (soldier) branch, final rank, term, and discharge order number
	

	
	Teacher Qualifications
	Types (accreditation, additional/registrations, and approvals), levels, subjects, universities or teaching schools, validity, certificate dates, and document numbers
	

	
	Disability
	Type and level
	

	
	Indigenous Tribes
	Identity and group
	

	
	Family Members
	Titles, names, National ID Card numbers, dates of birth, and occupations
	

	
	Civil Servant Loans or Housing
	Receipt of civil servant loans or housing for the individual or spouse
	

	
	Training and Professional Development
	Types (domestic/foreign), agencies/institutions, names/levels, nature of courses, dispatch periods, start/ end years and months, hours (credits), certificate dates, and document numbers
	

	
	Brief self-description
	Interests, expertise, and club experience
	

	Salary
	Salary levels over the years, professional bonuses, supervisor bonuses, year-end bonuses, performance appraisal (appraisal) bonuses, and overtime pay for vacation leaves not taken
	

	Attendance
	Records for leaves, attendance, overtime, etc.
	

	Welfare
	Marital, funeral, maternity leaves; child education allowances; emergency assistance; employee cultural and recreational activities, etc.
	

	Retirement (pension)
	Institution, position, salary levels, validity, type, seniority, calculation base (or percentage), payment institution, total amount and compensations, and preferential deposit
	

	Insurance
	Records for civil service, labor, and health insurance
	


113.01修訂





Amended in January 2024








