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Annex II

National Central University Student Dormitory Autonomous Officer

Responsibilities

Dormitory

Responsibilities

Beginning of School Term During the School Term End of School Term
Head and Deputy Head of Head and Deputy Head of | Head and Deputy Head of
Dormitory Dormitory Dormitory

1. “Assist” At the beginning of
school term and at opening of
dormitories, issuing keys and
rotation for duties at the storage
room

2. “Assist” Ensure the items in
the rooms of the dormitories are
complete and maintained before
opening of dorm

3. Arranging of dormitories
before its opening, including
bulletin boards and social hall,
new student dormitory to include
door number of rooms

4. The scope and usage of all
public facilities to be properly
posted before the dormitories are
opened

5. With one month of the start of
school term, a dormitory
residence meeting is convened, to
establish the lifestyle conventions
and autonomous rules and norms
for that particular dormitory.

6. If residents of the particular
dormitory has any need for
assistance, to inform the
university of it

7. Assist in teaching of the

1. Arrange for residents to
organize refrigerator once a
week

2. Patrol the dormitory
public spaces once a week
and maintain their
cleanliness

3. Arrange for residents to
pick up letters at the
Documents & Files Section
once a week

4. To enforce banning of
prohibited items in hallway
from time to time

5. Conduct dormitory
activities, manage dormitory
6. “Assist” Maintenance of
cleanliness within the
dormitory

7. “Assist” Pay attention to
the damage of public
facilities and equipment and
to report the damages for
fixing

8. “Assist” Assist the
dormitory manager to check
the beds

9. “Assist” Providing
university related
information to dormitory
students from time to time
10. “Assist” Activities of

1. “Assist” At the end of
school term, assist manager
with duties such as cleaning,
checking, and fee deduction,
etc.

2. “Assist” If the dormitory
is open for summer
residence, assist in issuing
keys when the dormitory is
open

3. Discuss with manager the
available time slots of the
storage rooms when the
dormitory is closed and

arranging rotation of staff
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maintenance webpage of the
dormitory

8. “Assist” Training of dormitory
officers

9. “Assist” Activities of

Dormitory Mentor

Dormitory Mentor

11. If students of the
particular dormitory has any
need for assistance, to

inform the university of it

Head of Floor
1. Getting to know all students of
that floor and to verify student e-
mail accounts
2. “Assist” At the beginning of
school term and at opening of
dormitories, issuing keys and
rotation for duties at the storage
room
3. “Assist” Ensure the items in
the rooms of the dormitories are
complete and maintained before
opening of dorm
4. Arranging of dormitories
before its opening, ensure the
actual posting of scope of usage
of all public facilities in the
dormitory.
5. Planning of dormitory
activities
6. Participate in the study of
dormitory regulations
7. “Assist” Training of dormitory
officers
8.“Assist” Activities of

Dormitory Mentor

Head of Floor
1. Work together with head
of dormitory to manage
dormitory culture
2. During daily rotation, to
check the situation of
cleaning on one’s own, need
to manage the cleaning
situation
3. Once a week, to organize
and check the refrigerator
4. Patrol the dormitory
public spaces once a week
and maintain their
cleanliness
5. Arrange for residents to
pick up letters at the
Documents & Files Section
once a week
6. To enforce banning of
prohibited items in hallway
from time to time
7. Participate in fire drills
and escape training
8. Conduct dormitory
activities, manage dormitory

9. After the start of the

Head of Floor
1. “Assist” At the end of
school term, assist manager
with duties such as cleaning.
2. “Assist” If the dormitory
is open for summer
residence, assist in issuing
keys when the dormitory is
open
3. Discuss with manager the
available time slots of the
storage rooms when the
dormitory is closed and

arranging rotation of staff
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school term, the Head of the
Floor is to select the Head of
each room

10. If students of the
particular dormitory has any
need for assistance, to
inform the university of it
11. “Assist” Activities of

Dormitory Mentor




