Taipei National University of the Arts enrollment or withdrawal of labor insurance flowchart
   























Part-time staff


Go to Employee Integration and Premium Management System to input








Insured person enrollment





Part-time employee





Full-time employee





Part-time teacher completes insurance enrollment document


Go to the Labor and Health Insurance Registration Section and log in to the Employee Registration System to input Labour Insurance and Labor Pension (Termination Pay Savings) Information Form 


A copy of the appointment letter approved by the President.


For foreigners, attach a copy of work and residence permits, and a copy of the Labor Insurance Foreign Insured Information Form.


(Employment Unit)





Teachers on short-term appointments of less than six months (including those on projects), go to Employee Integration and Premium Management System to input the approval form


1. Teacher Information Sheet for Proposed Appointment


2. Salary Change Notification Form





Full-time assistant completes insurance enrollment document 


1.  Go to Employee Integration and Premium Management System to input the approval form





University Endowment Fund staff completes insurance enrollment document


Go to the Labor and Health Insurance Registration Section and log in to the Employee Registration System to input


1. Employment Approval Form


2. Visiting Professor: (1) Teacher Information Sheet for Proposed Appointment


(2) Salary Change Notification Form





Technical worker completes the enrollment form


1. Go to the Labor and Health Insurance Registration Section and log in to the Employee Registration System to input the Labor and Health Insurance Registration Form


2. Transfer letter








Is the employment period longer than 30 days?





Yes








No





Not approved











Not approved





Monthly salaried staff


1. Employment of part-time staff approval form


2. Labor and Health Insurance Registration Form for Part-Time Employees


(Employment Unit)








Hourly staff


Labor and Health Insurance Registration Form for Part-Time Employees


(Employment Unit)





Submit the appointment eligibility documents to the Personnel Office for review





Application for enrollment (compiled by the Personnel Office and sent to the Business and Services Section one month prior to the starting date of employment)





Submit the appointment eligibility documents to the Business and Services Section for review











Enrollment Registration 


(Business and Services Section)








Technical worker





Early departure, complete the withdrawal form (Employment Unit)








Employment information sent to the Personnel Office








Employment information sent to the Cashier Section





Early departure, complete the withdrawal form (Employment Unit)








Withdrawal





Enrollment reporting


(Business and Services Section)





Approved





Approved





Completed the 1st stage of enrollment





Documents approved by the President


(Personnel Office)





Labor and Health Insurance Registration Form 


(Business and Services Section)





Nationality of the R.O.C.





Enrollment reporting 


(Business and Services Section)








Enrollment reporting 


(Business and Services Section)





No





Completed the course offerings 





Withdrawal





Note: 1. If the insured person does not report for duty, a written notice should be sent to the Business and Services Section before 10:00 a.m. on the same day to cancel the insurance enrollment.


       2. As noted above, if there are special reasons for not being able to give notice, a written notice should still be sent to the Business and Services Section before 9:00 a.m. of the following day to apply for insurance withdrawal. If any premium has been incurred, it will be shouldered by the employment unit.





Adjust the sum insured according to the hourly rate payroll list provided by the Cashier Section





Withdrawal reporting 


(Business and Services Section)





Withdrawal on the expiration date of the employment (Business and Services Section)





Withdrawal reporting 


(Business and Services Section)








Withdrawal on the expiration date of the employment (Business and Services Section)








Completed the enrollment





No





Yes








Withdrawal reporting 


(Business and Services Section)








Withdrawal reporting 


(Business and Services Section)





Withdrawal on the expiration date of the employment (Business and Services Section)





Resignation Application approved by the President


(Employment Unit)





1. Consent transfer letter or retirement application form


2. Withdrawal form (Employment Unit)





Teachers on short-term appointments of less than six months (including those on projects), complete the insurance enrollment document





University Endowment Fund staff 


Full-time assistant





Completed the insurance enrollment





1. Labor and health insurance registration form


2. A copy of residence permit


3. A copy of work permit


4. Labor Insurance Foreign Insured Information Form


(Employment Ｕnit)





Yes














Withdrawal








Adjust the sum insured





Early departure, complete the withdrawal form (Employment Unit)











