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Guidelines for students with hourly-paid jobs

Kun Shan University

General Guidelines

10

11

12

13

14

15

16

Please keep friendly service attitude, gentle voices, and a smiley face.

When the person to whom a parent or others call to speak is not available, please politely ask the
caller to leave a message.

You should be responsible for the devices and properties asked to take care of.  If damage to them is
caused by your carelessness, you will need to pay the compensation and accept punishment according
to our university regulations.

If you need to stay overnight in a lab to do your duty, please clean up the lab in the following
morning.

Please turn off the air conditioning before you go off duty and leave the office or the lab.

You are not allowed to invites your classmates or others to your workplace unless they come to work
for assigned tasks. In addition, smoking, drinking and others against the university regulations are
not allowed, either.

If you find water is leaking out of a tube, you should try to stop it from leaking and report
immediately to the maintenance department.

When on duty, you should protect the properties and documents from being stolen.

You should take care of the keys to the lab, and the keys cannot be duplicated without permission.

If you find a suspicious person in the workplace, you should report to your supervisor.

You are not allowed to ride a scooter or motorcycle on the campus.

You are not allowed to use your personal electrical appliances in the workplace.

If a machine is out of order, you should not handle that problem on your own; rather, you should
report to the maintenance department to come and deal with that problem.

You should familiarize yourself with a fire extinguisher to make sure that you are able to use it when
encountering fire.  You should also dial the toll-free number 119 to ask for assistance and rescue.
When on duty, you should have your employment identification card on your clothes. When you
resign, you should return it to your supervisor.

When emergencies occur during the night, you should call your supervisors on duty (06-2050-354) or
school guards (or-2050-445).
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Special guidelines for students who work on water treatment and electricity

1. You must act on your supervisor’s instruction.

2. You should have necessary tools to repair problems with water leakage and machinery breakdown.

3. When you go on duty, you should check whether bathrooms, faucets, windows, classrooms, and
hallway lights function normally.

4. If you found damage to water tubes or electrical facilities, you should report to the maintenance
department.
You should regularly clean the filters of the air conditioning that you are assigned to maintain.
Please make sure that you turn off the power supply before you repair the electrical circuit. You

should not repair it until you use an electricity senor to test and are sure that the power source is out.
You should leave problems with high voltage electricity to the professionals of the maintenance
department to deal with.
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