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Manpower Allocation Mechanism for
Community Service Instructors and Officials

General Community Services:

1.

The office staff will compile and send out recruitment emails to effective

community service coordinators and ambassadors based on the types, contents,

dates, times and locations of all community services in that month.

After sending out the recruitment emails, community service coordinators and

ambassadors must reply to the recruitment emails before the deadline and sign

up for the service projects they are interested in participating in.

After the deadline, the office staff will integrate the collected registration emails,

select qualified service coordinators and service ambassadors, and make the

following selections:

® Whether you are a valid member

® \Whether you have the necessary and valid tutor qualifications for the
service

® Teacher's gender (according to the needs of the organization or if the service
requires more than one instructors, the Association will assign one male
instructor and one female instructor to provide the service.)

Due to the large number of community service ambassadors, the office staff will

determine whether the applicant's service participation frequency is too

frequent based on the service record. If the applicant has been appointed to

serve last month, the chance of being appointed to serve this month will be

reduced.

After successful screening, the office staff will send a service confirmation email

to the appointed service coordinator and service ambassador.

Community Services involved Designated Instructors:

1.

In view of the fact that some organizations advocate inviting coordinators or
ambassadors who have provided services in the past to assist in the new round
of services.

The office staff will appoint the designated service coordinators or service
ambassadors to provide services according to the needs of the organization.

If the designated service coordinator or service ambassador is able to participate
in the relevant service, the office staff will send him a confirmation email and
verify the service content. The service will not be listed in the recruitment email.
If the designated service coordinator or service ambassador is unable to
participate in the relevant service, the office staff will recruit according to the
"General Community Service" procedure.
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Special or Large-scale Community Services:

1.

The office staff will set up a special task force to invite qualified service
coordinators to assist in organizing the relevant services according to the needs
of the activities.

The service coordinator will recommend suitable or well-performing service
ambassadors to participate in the relevant services as needed, and the office
staff will review whether the recommended persons meet the screening
principles in point 3 of the "General Community Service" procedure.

Qualified service ambassadors will receive a service confirmation email.

Community Servicew in Emergency and Special Circumstances:

1.

If an organization requests the Association to provide community service in less
than 7 working days. The Association is unable to recruit according to the
"General Community Service" procedure due to insufficient preparation time.
The office staff will contact the service coordinator or service ambassador by
phone for individual invitation. The appointed mentor will receive a service
confirmation email.

If a service coordinator or service ambassador who has confirmed to participate
in the activity informs the Association that he/she is unable to perform
community service 5 working days before the service, the office staff will appoint
a suitable service coordinator or ambassador from the public registration email
in accordance with the third to fifth points of the "General Community Service"
procedure, and send him/her a service confirmation email.

If a service coordinator or service ambassador who has confirmed to participate
in the activity informs the Association that he/she is unable to perform
community service less than 5 working days before the service. Due to time
constraints, the office staff is unable to recruit according to the third to fifth
points of the "General Community Service" procedure, and will contact the
service coordinator or service ambassador by phone for individual invitation. The
appointed mentor will receive a service confirmation email.

[END]
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