[bookmark: _GoBack]Consent Form for the Collection and Use of Personal Information for Part-time Faculty Members (Including Lecturers)

Yonsei University intends to collect and use your personal information as stated hereunder pursuant to the Personal Information Protection Act.

	■ Consent to the Collection and Use of Personal Information (Mandatory)
1. Purpose of the Collection and Use of Personal Information
Signing/fulfillment of the employment contract, faculty personnel management, and personnel record management
• Overall administrative work related to the signing and fulfillment of the employment contract
• Personnel management, personnel record management
• Posting contact, personal profile, and research-related information to the university portal site, homepage, and research-related systems
• Issuance and management of IDs and certificates
• Member management, including the self-identification/personal identification processes for using membership services such as the Yonsei Portal Service and groupware
• Provision of email service
• User protection and services, including record-keeping for dispute mediation and complaint filings 
• Statistical analysis support, introduction of researcher/research achievements, information disclosure, and lecture history management for university evaluation
Research and Lecture Support
• Researcher support, analysis of research achievements and assignments
• Online lecture support, provision of lecture support services, such as the production of video lectures
University News Announcements
• Delivery of the university’s public notices
• Announcement about the university’s news and events

2. Personal Information Collected
Signing/fulfillment of the employment contract, faculty personnel management, personnel record management, research and lecture support
• Name, nationality, affiliated organization, cellphone number, email address, phone number, academic and career background, gender
• Home address, bank account information (bank name, account holder name, account number), lecture record, research and assignment record
• University news announcements
• Name, gender, contact information (cellphone number, phone number, email), affiliated organization

3. Period of retention and use of personal information: 30 years after retirement
※ You have the right to reject the collection and use of personal information, but if you exercise this right you will not be able to be employed at the university.

Do you consent to the collection and use of personal information as outlined above?
□ I consent □ I do not consent

■ Consent to the Collection and Use of Unique Identifiable Information (Mandatory)
1. Purpose of the collection and use of personal information: Signing/fulfillment of the employment contract, faculty personnel management, personnel record management, and research/lecture support of foreign part-time faculty (including lecturers)
2. Personal information collected: resident registration number, foreigner registration number, passport number
3. Period of retention and use of personal information: 30 years after retirement
※ You have the right to reject the collection and use of personal information, but if you exercise this right you will not be able to be employed at the university.

Do you consent to the collection and use of unique identifiable information as outlined above?
□ I consent □ I do not consent

■ Consent to the Retention and Use of Personnel Records after Retirement (Optional)
Requests for the issuance of any kind of certificate can be made until three years after retirement in accordance with Article 39 of the Labor Standards Act and Article 19 of the Enforcement Decree of the Labor Standards Act. Yonsei University seeks to receive your consent to retain and use personnel records for the purpose of confirming work experience at the university and issuing relevant certificates for up to three years after your retirement as defined hereunder.

1. Purpose of the retention and use: confirming retirees’ work experience and issuing relevant certificates 
2. Retained and used information: entire personnel record

3. Period of retention and use: semi-permanent

※ You have the right to reject the retention and use of personnel records, but if you exercise this right, you will not be able to receive confirmation of your work experience at Yonsei University and relevant certificates more than three years after your retirement when the “period for exercising the right of claim on certificate issuance of retired employees” expires in accordance with the Labor Standards Act.

Do you consent to the retention/use of personal information as outlined above?
□ I consent □ I do not consent

Notice on the Provision of Personal Information for Educational Statistics Survey
For the purpose of educational statistics surveys, personal information, including resident registration numbers, may be provided to the Minister of Education or the institution conducting the statistics survey pursuant to Article 11-3 (4) and (7) of the Higher Education Act. Requests to link one’s data with others’ data shall be met pursuant to Article 11-3 (3) of the Higher Education Act.

Notice on the Processing of Resident Registration Number and Unique Identifiable Information
Resident registration number and unique identifiable information are processed for employment, personnel, and welfare purposes in line with Article 27 of the Labor Standards Act, Article 10 of the Framework Act on Labor Welfare, and Article 31-2 of the Enforcement Decree of the Act on the Employment, Etc. of Foreign Workers.



Day Month 2021

	Signee’s affiliated organization:
	
	Job position (grade):
	
	Name:
	(signature)




Signed to the President of Yonsei University


Consent to Inquiry into Sexual Criminal Records and Grounds for Disqualification

※ This is the required document by Korean Law (Article 56 of the Act on the Protection of Children and Youth Against Sex Offenses and Article 33 of the State Public Officials Act).

	Consenter
	Name (foreigners please write in English)

	
	Resident Registration Number/Nationality (foreigners please provide foreigner registration number and nationality)

	
	Contact information (cellphone number, etc.)

	As a prospective employee of Yonsei University, I consent to inquiries being made about into sexual criminal records pursuant to Article 56 of the Act on the Protection of Children and Youth Against Sex Offenses.
I also consent to inquires being made about into grounds for disqualification pursuant to Article 33 of the State Public Officials Act.

	□ I consent    □ I do not consent


	1. Personal information collected: name, resident registration number, nationality (foreigners’ foreigner registration number and nationality will be collected instead)
1. Limitations arising from declining to provide personal information: you have the right to reject the provision of personal information, but if you exercise this right you will not be able to be employed at Yonsei University.
1. Purpose for the collection and use of personal information: The collected personal information will be used to make inquiries into sexual criminal records and grounds for disqualification.



Day Month 2021

Name of Consenter:           (signature)

Signed to the Chief of Seodaemun Police Station 


Pledge Regarding the Protection and Security of Personal Information

Please sign the pledge below after carefully reading it and acknowledging that the pledge may be effective not only during your employment at Yonsei University (hereafter “the University”) but also after retirement.

1. As required by the Pledge Regarding the Protection and Security of Personal Information, during my employment at the University, I shall not release any personal information that I have come to possess or know as a result of my employment at the University pursuant to the Personal Information Protection Act and other laws relevant to the protection of personal information, nor shall I print and distribute or otherwise release University files that contain personal information to a third party.

2. I shall immediately return all information and data, meaning originals and copies of all information, including documents and records contained in storage devices, associated with my work at the University when my employment ends and shall not arbitrarily delete or change them.

I fully acknowledge the preceding obligations and pledge to faithfully meet them.


Day Month 2021

	Pledger’s affiliated organization:
	
	Job position (grade):
	
	Name:
	(signature)




















Information Security and Personal Information Protection Training

This document is the basic training document for Yonsei University’s information security and personal information protection training for members and related personnel of Yonsei University who cannot take group or online training. Please study the contents of this document and sign the document at the bottom.

1. Yonsei University Action Agenda for Information Security
   1) When you are leaving work, your PC must be shut down and turned off, and you must not leave documents containing important information and auxiliary storage devices on your desk. They must be put away in a drawer, and the drawer must be locked.
   2) You must set passwords for your PC and email accounts in combinations of at least 9 characters, and they must include letters, numbers, and special characters.
   3) You must immediately retrieve printouts from the printer, and they must be destroyed properly after usage. Documents that include important information must not be reused as scrap paper.
   4) You are not allowed to install software applications that have not been permitted for usage on your PC.
   5) You must install security programs such as virus vaccine programs on your PC.
   6) Do not open emails that have a suspicious source, and delete them immediately.
   7) Do not access websites that are not work related or at risk of information leakage such as harmful websites, P2P, and online file storage services like webhard and cloud storage.
   8) You are responsible for information security, and each individual person’s awareness, attention, and continuous practice are important for information security.

2. Yonsei University Action Agenda for Personal Information Protection
   1) What is personal information?: Name, phone number, resident registration number, and any information that can be used to identify an individual through an image, etc. (This includes information that are entered in academic affairs, research system, and other documents, as well as information that can be used to identify an individual through CCTV images.)
   2) Resident registration number cannot be collected or used without relevant statutory provisions even if it is necessary for work related purposes.  Personal Information Protection, Act Article 24-2 (Limitation to Processing of Resident Registration Numbers)
   3) It is illegal to take a screenshot or a picture of work systems and documents with personal information and use or provide it for non-work related purposes.  Personal Information Protection Act, Article 18 (Limitation to Out-of-Purpose Use and Provision of Personal Information)
   4) Paperwork that includes personal information (e.g., applications) must be stored and locked in desk drawers or lockers with a locking device.  Personal Information Protection Act, Article 29 (Duty of Safeguards)
   5) Once related tasks are complete, paperwork that includes personal information must be destroyed using a shredder so that it cannot be restored.  Personal Information Protection Act, Article 21 (Destruction of Personal Information)

I have read and studied the Yonsei University action agenda for information security and personal information protection, and I will abide by the action agenda.
Date: (mm/dd/yyyy)                                      Affiliation:
ID Number:                           	        	Name:                           (signature)





