新進教職員報到流程
(T.0.100.新進教職員報到流程)
基本資料登錄(T.0.101.新進教職員基本資料登錄)

眷屬資料登錄(
T.0.102.新進教職員眷屬資料登錄)
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學歷資料登錄
(T.0.103.新進教職員學歷資料登錄)
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經歷資料登錄(T.0.104.新進教職員經歷資料登錄)
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列印履歷表(由系統印出)
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列印檢核單(由系統印出)
	新進教職員報到檢核單

	報到順序及單位
	教師

檢核
	單位

審核

	1-任職系(所)
	授課安排、軟硬體設備、辦公空間及環境介紹
	
	

	2-環保暨
安全衛生室
	1. 體檢報告（未滿40歲5年內、年滿40歲未滿65歲3年內、年滿65歲1年內）
2. 填寫「高雄醫學大學新進人員體格及健康檢查同意書」
備齊上述資料，請以掃描方式傳至環安室承辧人信箱 (李宣瑢小姐vickyli@kmu.edu.tw、曾家琪小姐cindy@kmu.edu.tw) 進行審核，信件內容請備註以下資料：職號、單位、職稱、手機號碼
	
	環安室線上審核後以信件通知當事人。
(收到環安室審核通過通知信，才至人資室辦理報到）

	3-人力資源室
	1.新聘教職員履歷表（貼二吋照片）
	
	

	
	2.教職員工及職眷就醫優待表【兼任臨床教師可免】
	
	

	
	3.全民健康保險申請表【兼任臨床教師可免】
	
	

	
	4.校園IC卡新、補（換）發申請【兼任臨床教師可免】
	
	

	
	5.薪資所得受領人免稅額申報表【兼任臨床教師可免】
	
	

	
	6.國內學歷證件（□學士、□碩士、□博士）
	
	

	
	7.國外學歷
  證件
	（1）學歷經駐外單位驗證
	
	

	
	
	（2）歷年成績單
	
	

	
	
	（3）國外學歷修業情形一覽表
	
	

	
	
	（4）個人入出境紀錄
	
	

	
	
	（5）護照（第一頁）
	
	

	
	8.經歷證件
	（1）教育部教師證書
	
	

	
	
	（2）服務（離職）證明書
	
	

	
	9.現在是否進修中（含修讀學位、技術研習）□是 □否
	
	

	
	10.元大銀行存摺（彰化銀行存摺亦可）【兼任臨床教師可免】
	
	

	
	11.臺灣學術倫理教育資源中心修課證明
	
	

	
	12.觀看性別平等職前教育訓練影片
	
	

	
	13.同意本校教職員工個人資料蒐集、處理及利用告知聲明
	
	

	
	14.同意本校教職員工保密須知
	
	

	4-總務處
 事務組
	停車證申請（無需則免)
	
	


112.01.05修訂
New Faculty and Staff Registration Process
(
T.0.100. New faculty and staff registration process)
T.0.101. Basic Information Login of New Staff
[image: image5.png]



T.0.102. Dependents' Data Registration
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 T.0.103. Registration of Academic Information for New Staff
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T.0.104. Registration of Work Experience Information for New Staff
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Printing Resume by System
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Printing Checklist by System
	New Faculty and Staff Checklist

	Check-in order and unit
	Checked by Teacher 
	Unit Audit

	1-Appointed Department

/Institute
	Introduction of course arrangement, hardware and software equipment, office area and environment.
	
	

	2- Office of Environmental Protection, Occupational Safety and Health (EOSH)
	1. Medical Examination Report. (within 5 years of reaching the age of less than 40, within 3 years of reaching the age of 40 but less than 65, and within 1 year of reaching the age of 65)

2. Fill out the "Kaohsiung Medical University Physical and Health Examination Consent Form for New Employees".

Please send a scanned copy of the above information to Ms.Lee李小姐vickyli@kmu.edu.tw, Ms. Zeng曾小姐cindy@kmu.edu.tw for review. Please include the following information in the E-mail: employee number, unit, title, and cell phone number.
	
	You will be notified by E-mail when the EOSH audit is completed.

After receiving the notification E-mail, go to the Human Resources Office for the follow-up process.

	3-Human Resources Office
	1.
New Employee Resume. (with a 2-inch photo attached)
	
	

	
	2.Medical Benefits Application Form for Faculty and Dependents. (Clinical adjunct faculty are not required to submit)
	
	

	
	3. 
National Health Insurance Application Form. (Clinical adjunct faculty are not required to submit)
	
	

	
	4. Application for New or Replacement of Campus IC Card. (Clinical adjunct faculty are not required to submit)
	
	

	
	5.
Annual Wage Tax Exemption Declaration Form.
	
	

	
	6. R.O.C. Academic Credentials
 □bachelor's degree, □master's degree, □doctorate
	
	

	
	7. Overseas Qualifications
	（1）Academic qualifications verified by the overseas organization.
	
	

	
	
	（2）Academic transcripts over the years.
	
	

	
	
	（3）A list of foreign academic pursuits.
	
	

	
	
	（4）Personal Entry and Exit Records.
	
	

	
	
	（5）Passport personal information page.
	
	

	
	8.Experience Certification Documents
	（1）Ministry of Education Teacher Certificate.
	
	

	
	
	（2）Service Certificate.
	
	

	
	9.Are you currently pursuing further studies? (including degree programs and technical studies) □Yes □No
	
	

	
	10.Yuanta Bank or Changhwa Bank passbook. (Clinical adjunct faculty are not required to submit)
	
	

	
	11.Center for Taiwan Academic Research Ethics Education Certificate of Attendance.
	
	

	
	12. Sex Equality Pre-employment Education and Training (GEPT) video has been viewed.
	
	

	
	13. Notification of Consent to the Collection, Processing and Use of Personal Data of the University Staff.
	
	

	
	14. Consent to Confidentiality Notice for Faculty and Staff.
	
	

	4-Office of General Affairs
	Parking Permit Application. (if needed)
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