國立臺南藝術大學辦理外國籍專業人士聘僱作業應備文件表　(2019/04/12更新)
Tainan National University of the Arts List of Documents Required for Foreign Professionals Employment (updated on April 12, 2019)
	Item
	Documents Required 
	Remark

	Newly employed
	1. Two copies of the application form (Application for University/Institute to Apply Work Permit for Foreign Teachers).
2. Two copies of Name list of the employed foreign teacher.

3. A photocopy of the employment contract stating the position title of the foreign teacher to be employed and the period of their employment.
4. A photocopy of documentary evidence of the highest level of education of the foreign teacher to be employed.
5. A photocopy of the passport of the foreign teacher to be employed.
6. Any other documents designated by the competent authority.


	●The Division of International Cooperation of the Office of International Affairs (OIA) coordinates the applications and submits them to the Ministry of Education twice a year, once every spring and fall semester (after Faculty Evaluation Committee held by Personnel Office); other than that, the teaching unit to employ needs to process the procedure by itself.
●The teaching unit needs to submit the required documents #1-6 in digital file as well as the hardcopy to OIA to process the procedure; to apply for Labor Insurance ID number please contact OIA.

Please affix the stamp “True Copy of Original”, round rubber stamp of the teaching unit and the official stamp of unit director on the photocopies.

●When teaching unit process the procedure by itself: the teaching unit needs to send the official document to OIA for countersignature.

	Extension (renewal)
	The maximum period of a work permit issued by the competent authority for a foreign teacher to be employed by any level of educational institution is restricted to three years. An educational institution that needs to continue the person’s employment after this period ends shall submit two copies of the application form (Application for University/Institute to Apply Work Permit for Foreign Teachers), a photocopy of the current work permit documents (first letter of work permit), and a photocopy of the renewed employment contract and apply to the competent authority for a new work permit within 60 days before the date that that the person’s current work permit expires
	●The teaching unit needs to submit required documents in digital file as well as hardcopy to OIA for coordination within 60 days before the date that the person’s current work permit expires.
●Please affix the stamp “True Copy of Original”, round rubber stamp of the teaching unit and the official stamp of unit director on the photocopies.



	 Early dismissal
	1. Application form.
2. Two photocopies of work permit.

3. Two photocopies of Alien Resident Certificate (ARC) (provide the passport copy if there is no ARC) 

4. Two photocopies of Termination Agreement

5. Two copies of TNNUA Early Dismissal Instructions for Foreign Professionals.

6. TNNUA Dismissal Notification Form for Foreign Professional.
	●The Academic Unit needs to submit the required documents #2-6; the OIA will process document #1.

●Please affix the stamp “True Copy of Original”, round rubber stamp of the teaching unit and the official stamp of unit director on the photocopies.




Note: According to the regulation of the Bureau of Employment and Vocational Training of the Council of the Labor Affairs of the Executive Yuan, it is no longer necessary to apply for termination of contract of the employed foreigner who will not renew the contract when the employment period ends, therefore the procedure of the University is simplified along with regulation and the item “Termination” is deleted.
