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National Cheng Kung University Directions for Dormitory Service
Officers
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In order to improve the administrative efficiency and service quality of the dormitory, and to
manage the student dormitory, National Cheng Kung University (hereinafter referred to as the
University) hereby formulates these directions in accordance with Article 2 of the Student
Dormitory Regulations.
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Definitions of terms are as follows:
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(1) Dormitory service officer (hereinafter referred to as "service officer”): The student of the
University who has received a salary or scholarship in accordance with his/her
willingness to serve the residents.
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(2) Dormitory service officers are divided into dormitory heads and floor heads.
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Posts for dormitory service officers: The number of students applying for service officers is
shown in the attached table. If necessary, the number of service officers can be increased or
decreased according to the actual needs of the dormitory with the approval of the Director of
the Housing Service Division.
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Qualifications for dormitory service officers:
(-) G EERE -
(1) Have no dormitory violation points.
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(2) Do not work for other units of the University.
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3 Dormltory residents in the current academic year are preferred. If no suitable candidates

are available, non-residential students may be employed.
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Selection and appointment of dormitory service officers: The resident counselor will invite the
dormitory management personnel or dormitory service officers to examine and interview the
floor head. The dormitory head should be chosen from the floor head who has good
performance by the resident counselor.
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Supervision, assessment and disqualification of dormitory service officers:
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(1) The performance of dormitory service officers shall be supervised and assessed by
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resident counselors and dormitory management personnel. If a dormitory service officer
fails to perform his/her duties as stipulated in Article 7 of these directions, resident
counselors and dormitory management personnel shall immediately correct him/her and
record his/her work.
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Any dormitory service officer who violates these directions and relevant regulations, or
whose service enthusiasm is not enough, or whose behavior is improper enough to
damage the image and reputation of dormitory service officers, shall be disqualified after
discussion and consensus between resident counselor and dormitory management
personnel.
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Responsibilities and duties of dormitory service officers:
() #x
(1) Floor head
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A. To publicize school policy and related regulations.
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B. To reflect residents’ opinions and related matters in the dormitory.
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To implement the Student Dormitory Regulations and the dormitory code of
conduct.
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To take report of violations or report violations personally, enforce violations and
ban, and report to resident counselors.
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To implement energy conservation measures and turn off power to public facilities.
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To plan and handle dormitory activities.
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To assist in the establishment of the floor resident roster and accommodation
information card, build files on key cards, manage dormitory keys, and check and
update the system at any time.
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To carry out regular census and random check of dormitory residents.
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To process check-in and check-out of the residents, meter reading and charge.
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To accept and handle the residents' application for various affairs at the designated
place (service room) in the scheduled duty hours.
%iﬁﬁme%’WW§ﬁQ%£ﬁ%:%ﬁ%%é%ﬁze’@@, N2
AR E Y AR o

To patrol the housing area from time to time to prevent disasters and dangers and
notify the dormitory staff on duty and school security center in case of emergency or
special incident.
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To attend dormitory meetings
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To attend meeting on behalf of the dormitory head by appointment of dormitory
head or resident counselor when dormitory head cannot attend the meeting.
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Other temporary assignments.

(2) Dormitory head
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To perform the duties listed in subparagraphs 1 to 12 of the previous paragraph with
floor heads.
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To attend the monthly meeting of dormitory heads.
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To attend the meetings of Self-governed Committee of Student Dormitories and
convey the resolution of the meetings.

4, #ANRLITHLEZ LEHM LB LTI

D. To participate in public affairs on behalf of the dormitory.

5. His [Rm AL o

E. Other temporary assignments.
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8. Rights of dormitory service officers:
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(1) The Housing Service Division will sign and issue a service certificate for the service
officer based on his/her performance.
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(2) Remuneration (according to relevant regulations of the University)
(=) #&@f -
(3) Benefits:
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A. Dormitory head who has performed well in the academic year (except summer
vacation) and has passed the counselor's assessment will be awarded excellent
points, up to one point per month. The performance indicators are as follows:
(1) tepryeE@iEi o
(@) To assist with the check-in.
(2) PEHARBFFRIFE LA LT -
(b) To assist in checking out, meter reading and charging.
(B) F¥mLAAIDL AL 2P -
(c) To carry out regular census and random check of dormitory residents.
(4) PHESPHEE &5 o
(d) To assist with dormitory activities.
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(e) To attend service officer training.
(6) A &7HgH
(f) To attend dormitory meeting.
(7) ZAHE g o
(g) To attend the dormitory committee meeting.
B) HAmLExg o
(h) To attend the meeting of dormitory heads.
(9) FTLFEFTE -
(i) To organize accommodation information cards.
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(3 To report violations of dorm regulations and conduct dormitory patrol.
(11) £ A7 #F e+ T o
(k) To update the information of card key.
(12) ffzc g * o
() To collect fees.
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(m) To assist with emergency or special events.
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(n) To complete temporary assignments.
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B. If the dormitory head has not obtained a bed for the academic year, he/she may apply
for the reservation of the bed, provided that he/she is obliged to perform the
voluntary dormitory service for 40 hours.
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(4) Those who leave office or are disqualified shall be deprived of the above rights.
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Obligations of dormitory service officers:
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(1) To carry out the duties specified in Article 7 of these directions.
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(2) To attend all meetings as set out in these directions.
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(3) To implement the dormitory administrative measures as prescribed by the Housing
Service Division.
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(4) To receive guidance from dormitory administrators and supervisors.
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(5) To participate in the service officer training session held by the Self-governed Committee
of Student Dormitories.

ERTRE S M- FRTRGE L TSR
ELBR2Z R O OVEFEGEEEE LA o
HEEMOAGHRBPEEEPE  REFEF MY
LR Bk LAERAIRER > FrFHEN
L OSETE R

In order to timely publicize the administrative measures of dormitory, solve the practical
problems of dormitory, unify the administrative practice, and exchange the working
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experience, the dormitory service officers shall attend the monthly dormitory meeting called
by the resident counselor or the dormitory head. The dormitory management personnel may be
invited to the meeting when necessary. The meeting minutes should be sent by resident
counselor to the director of Housing Service Division for review within 5 days after the
meeting. If necessary, it may be submitted to Vice President for Student Affairs for approval or
to the Student Dormitory Services and Counseling Committee for examination. All matters
decided at the meeting may be followed up and examined according to the actual situation.
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For operation of the dormitory work, the resident counselors may choose qualified service

officers to fill in when not enough dormitory service officers are elected or when service

officers resign.
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The dormitory service officer who seriously violates the code of conduct and ethics, or

damages the honor of the group, will be punished according to the Directions for Student

Rewards and Penalties.
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These directions shall be implemented after being approved at the meeting of Housing Service
Division and shall be amended in the same manner.
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List of NCKU dormitory student workers Number of workers
(by dormitory) (including dormitory heads)
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* These regulations are enacted in Chinese, which shall prevail in case of any discrepancy between
the English translation and the Chinese original.



