外籍人員申請教職員工單身宿舍作業須知
Instructions for Foreign Staff to Apply for Single Staff Dormitory
一、外籍人員申請對象:
    本校專任教師、編制內職工及專任研究助理等。
1.
Foreign applicants must be:

Full-time faculties of the University, non-temporary staff, full-time research assistants, etc.

二、管理部門:總務處
2.
Management department: Office of General Affairs

三、申請住宿:
(一)申請者請填寫「長庚大學教職員工單身宿舍配住申請單」呈主管核簽;
    專任研究助理請加填「長庚大學研究助理單身宿舍配住申請表」呈計畫
    主持人核簽後，送總務處辦理住宿申請。
(二)總務處宿舍管理員受理後，依序安排空床提供住宿。
(三)人員住宿後，非因公調、離職辦理退宿者，須於一個月後方可再提出申
    請。
3.
Dormitory Application:

(1)
Applicants should fill out the Chang Gung University Single Staff Dormitory Application Form and submit it to their supervisor for verification and approval; full-time research assistants should fill out the Chang Gung University Research Assistant Single Dormitory Application Form and submit it to their project principal investigator for verification and approval; then they should submit it to the Office of General Affairs for dormitory application.

(2)
After the application is received by the Office of General Affairs, dorm administrators will arrange accommodation for successful applicants in chronological sequence.

(3)
After moving in, if the tenant decides to vacate due to other reasons than relocation for official causes or resignation, the next application can only be done after one month.

四、退宿辦理:
(一)人員退宿，應填寫「長庚大學教職員工單身宿舍退住申請單」，如非本
    人辦理者，須加填同意代理欄位。
(二)住宿人員應於宿舍清理及私人物品清空後遷離，並於退宿生效日，將房
    間鑰匙與退宿申請單送至總務處辦理退宿手續。 


(三)總務處宿舍管理員與退宿人員一同完成寢室環境檢視與公共設施確認
        無誤後，即完成退宿手續，如遇公共設施損壞或遺失經確認後，退宿人
        員應賠償責任。
4.
Vacating procedure:
(1)
If the tenant wishes to move out, he/she should fill out the Chang Gung University Application Form for Vacating the Staff Dormitory. If the staff could not complete the procedure in person, he/she is required to appoint someone else to handle the matter on his/her behalf.

(2)
Dormitory tenants should clean up the room and remove all personal belongings before moving out. On the effective date of moving out, tenants should return the key and the application form for vacating the staff dormitory to the Office of General Affairs to complete the vacating procedure.

(3)
The dorm administrator will check the room condition and common facility together with the staff that moves out. After dorm administrator confirms that the accommodation and the common facility surrendered do not have any problem, the vacating procedure is considered complete. If the room or the common facility is found to be damaged or lost, the staff who vacates the property should be liable for the payment of compensation.

五、收費:
(一)教職員宿舍費用每月400元，由薪資內扣款。
(二)計算方式： 

1.每月二十一日至次月二十日止。
2.中途進住、退住者，依實際住宿天數，依比例核算住宿費用，遇小數
  點四捨五入。
5.
Rents:

(1)
The rent is NTD$400 per month and is deducted from the salary.

(2)
Calculation method:

(i)
From the 21st of each month to the 20th of the next month.

(ii)
For those who move in and move out in between, the rent will be collected on the prorated basis, according to the number of days of actually staying there. The decimal points are rounded off.

六、宿舍管理：
為維校區安全與住宿環境安寧，住宿人員妥善使用公共設施與維護環境整
潔，恪遵【教職員單身宿舍住宿須知】並接受管理人員規勸與管理，如有
違反相關事項與規定者，經規勸不聽或影響住宿環境與安全時，總務處將提
報處置，並勒令人員退宿、遷離及賠償。
總務處將不定期會同相關單位巡查宿舍環境及安全用電，以維住宿安全。
6.
Dormitory Management:
For the safety of campus and tranquility of the accommodation environment, tenants should use the common facilities properly and maintain the cleanliness of the environment.  They should strictly abide by the Instructions for Single Staff Dormitory and follow the guidance and management of the dorm administrator. Those who violate relevant regulations, ignore the rules, or affect the environment and safety of the dormitory, the Office of General Affairs will take action by ordering that person to vacate and pay compensation.

The Office of General Affairs will patrol the dormitory site and ensure the safe use of electricity with relevant units from time to time to ensure a safe environment for living.

