Directives for the Appointment of Part-time Assistants at National Yunlin University of Science and Technology
Date of Formulation: January 2024

I. Application for Appointment

(1) From January 1, 2024, the monthly minimum wage is adjusted to NT$27,470, and the hourly minimum wage is adjusted to NT$183. The term of appointment for new appointments shall be until December 31 of the same year.

(2) The first day of each month is designated as the day for YunTech to employ persons with disabilities, and the principle is to employ persons with disabilities on that day.

(a) All units are requested to prioritize the employment of students with disabilities, and the monthly salary must be higher than half of the minimum wage, who then can be employed on the first day of each month.

(b) For monthly insurance, if the number of part-time assistants employed on the 1st of each month increases, resulting in an insufficient proportion of persons with disabilities employed and a penalty is incurred, the hiring units should share the penalty based on the number of employees on the 1st of the month. If the part-time assistant employed on the 1st of the month is a person with a disability, the hiring unit is exempt from sharing the penalty.

(3) The estimated monthly hours for new contracts for monthly insured personnel are based on "one month".

(4) For part-time assistants who are employed for part of a month, thePart-time Assistant System will calculate the available working hours for the month based on the number of days on the job. Please use "full month of employment" as the estimation basis. The calculation example for the available working hours of partial month employment is as follows: (The available working hours in the month of partial month employment can be checked in the insurance hours column of the work log list.)

Employment period: 9/16-9/30 (less than one month in September), a total of 15 days. The original estimated hours are 150 hours (estimated based on a full month of employment), and the available hours for partial month employment are: (15/30)*150 hours = 75 hours.

(5) If the contract is terminated early, please submit an application for labor and health insurance withdrawal to the Personnel Office three days before the termination date to avoid additional insurance fees. (Form download path: Personnel Office homepage/Various sections/Part-time assistant/Application form/Insurance withdrawal application form)

(6) When announcing the contract, the system is set for 2 days. Please confirm the employment period and modify it as needed to avoid errors in the employment period.

(7) For those under 18, the consent form of the legal representative must be signed by the parent.

(8) When foreign students apply, please upload a valid residence permit and work permit.

II. Work Diary and Insurance Enrollment/Withdrawal of Appointment

(1) For hiring part-time assistants insured by day, please apply for insurance enrollment before 10 AM every day in the Part-time Assistant Management System/Contract and Daily Insurance Enrollment/Part-time Assistant Insurance Enrollment Application. Insurance enrollment data is required before one can fill in the work log form.

(2) Within 7 days from the start of work as a part-time assistant, fill in the work log form accurately in the Part-time Assistant Management System. External personnel are filled in by the hiring officer.

(3) Monthly insured part-time assistants must join the National Health Insurance at YunTech. Please apply for insurance withdrawal at the original insurance unit.

(4) Do not ask part-time assistants to work overtime. If overtime is required for special reasons, overtime pay should be given in accordance with the Labor Standards Act.

III. Appointment Verification

(1) From the 2nd of each month (postponed on holidays), please print the "Insurance Fee List" in the Part-time Assistant System, and list the labor insurance, health insurance, labor retirement and personal labor insurance withholding that the agency bears according to the table; the agency's supplementary insurance fee will be adjusted according to the monthly income, and the amount entered by the accounting system is the main one.

(2) Personnel who do not participate in the National Health Insurance at YunTech (daily insured and monthly insured but employed at the end of the month) need to collect additional insurance fees separately, and the verification form should use the list with the "Supplementary Insurance Fee" column.

(3) The download path for the accounting system verification list is as follows:

(a) Daily insured and monthly insured who are not enrolled in health insurance: Accounting Purchase System/Add Purchase/Salary & Travel Print List/Supplementary Insurance Fee

(b) Monthly insured: Accounting Purchase System/Add Purchase/Salary & Travel Print List/Salary List

(4) Changes in project funds must be approved by the project before verification, and a signed photocopy should be attached for verification.

(5) For project funds that have not yet been credited, to avoid delaying the payment of salaries and the payment schedule of labor and health insurance, please sign for the advance of funds.

(6) According to Article 13 of YunTech's Guidelines for the Protection of Rights and Interests of Scholarship and Financial Aid Recipients and Part-time Assistants, "The payment of wages should be paid before the 20th of each month for the previous month's wages, and shall be postponed due to holidays. If it is not paid within the timeline due to reasons attributable to the project host, it should be paid at an annual interest rate of one point. However, if there is another agreement with the part-time assistant or for special reasons such as the funding agency has not yet approved the funding, the agreement shall be followed.", please be sure to comply.

IV. Others: The responsibility for student attendance control lies with the project host or the employing unit. Since student travel is not within the jurisdiction of the Personnel Office and has no audit rights, when students apply for travel expenses, please cross out the "Personnel Office" in the travel expense report form stamp column.

