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2. ¥¥4 A Operation Procedures:
(2.1)  FERFH 4 78 FF 2 pFEC Confirm Duration & Schedule for Tutorial Assistance
(2.2) =B e 3 A 4§ 4 32 Begin Recruiting Tutorial Teaching Assistants
O HHHEEHLTEELIRE 3 EBN 284 AE TR s
REZRSGHAIG2Z B8 iz B PB4 | > TR R
Tutorial Assistants must meet the criteria of being either "third-year or
above students in the Department of English" or "third-year or above
students in other departments who have submitted corresponding English
test scores" and must successfully pass an interview.
(2.3) . F & KF 42 F # Confirm Eligibility for Teaching Assistantship
O HWHEIHUFHREFTHY © HEHIEFTRILAE o
Tutorial Assistants are required to obtain Teaching Assistant Certification
from the Teaching and Learning Center.
O PAPIRFHAFTRNE > FUBREVEARITERTTRR
& -
If Teaching Assistant Certification is not obtained, they must complete a
Teaching Assistant supplementary exercise for certification.
O 4ok e Ip B EFRE FTHRNE #7373 B o
Failure to obtain Teaching Assistant Certification within the specified
timeframe will result in non-hiring.
(2.4) 37 Fr % Confirmation by the Teaching Faculty
O 4 EHBKFERE  F LR UER ARG L CERE S
LB UFE I A
The instructor for the Freshman English course confirms and approves the
Tutorial Assistant to conduct tutorial activities. The instructor then
completes the Kainan University Tutorial Teaching Assistant Application
Form.
(2.5) % X 2-* Finalize the Employment Contract
O d EIEY ¢ K AT MBI FE R B 0 S e R
The Bilingual Center officially employs the Tutorial Assistant by signing
the contract and ensuring insurance coverage before commencing tutorial

activities.
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3. ¥+#!1£ 2 Key Controls:
Gd) H2LFRE4 - Fo R HILL FH -
Verify whether students meet the qualifications for Freshman English Tutorial
Assistants.
32 FAAZFPEREFTHY “REIIEIE -
Confirm whether students have obtained Teaching Assistant Certification from
the Teaching Resource Center.
(B3 ZHF W EHyp Y FAAT TR
Ensure the accuracy of the affidavit letter, insurance documents, and assistant
application forms.
B4) T TR
Ensure that all hiring documentation is complete.
4. fi‘::ﬁ‘;l 19 B < & References and Related Documents:
@1) B3 ERERET e
Implementation Measures for Academic Guidance at Kainan University
42) FBe S REEXE PRE
Establishment Measures for Teaching Assistants at Kai Nan University
5. @& * % ¥ Utilized Forms:
1) Be~FrEFeRY GALER(rEE)
Kainan University Teaching Assistant APplication Guidelines (Affidavit Letter)
(5.2) B MUK F4
Kainan University Tutorial Teaching Assistant Application Form
53) B EflazxfFenyeiygd
Employment Contract for Part-Time Teaching Assistants at Kainan University
(54) FBa Bzt @HRiEL$E
Kainan University Part-Time Assistant Insurance Form
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