TABLE OF CONTENTS
KAIST OVERVIEW
Objectives of Establishment  	5
Milestones  	5
Organization and Staff  	5
Current Status of Departments 	6
Current Status of Facilities 	6
KAIST Vision and Implementation Strategy 	7
KAIST Competitiveness 	7
ADMINISTRATIVE TEAMS AND FOREIGNER SUPPORT 
Management of Administrative Work 	9
Information for New Faculty 	9
Responsibilities, Contact Number, and Foreigner Dedicated Staff in Each Department  	10
Visa Issuance for Foreign Instructors 	12
How to Get to KAIST from the Airport 	13
Korean Classes 	13
FACULTY RESIDENCES AND INCAMPUS FACILITIES
Faculty Apartment for Tenure Track Professors (General Affairs Team) 	14
In Campus Residence for Non Tenure Track Professors (General Affairs Team) 	16
How to Use Various Facilities at Home (General Affairs Team) 	18
Rules for the Use of the KAIST House (General Affairs Team) 	18
In Campus Facilities (General Affairs Team) 	19
Health Care Center (Student Welfare Services Team) 	20
KAIST Clinic/ Pappalardo Center 	21
Management of Sport Facilities (School of Humanities & Social Sciences) 	21
LIFE AROUND KAIST
Use of Public Transportation 	23
Hospital Pharmacy and Emergencies 	24
Police 	24
Financial Services 	25
Subscription to and Use of Cell Phones 	25
Automobiles 	25
Mail and Door to Door Delivery 	26
Credit Cards 	26
Foreign Restaurants Nearby 	26
Shopping at Department Stores 	26
Big Box Stores 	26
Online Shopping 	27
Useful Websites 	27
Other Welfare Facilities in Daedeok Research Complex 	27
INTERNET ACCESS AT KAIST (Information and Communication Team)
Application for IP Address 	28
Search for Registered IP Address 	29
Network Setup 	30
How to Identify Network Setup on Windows XP 	30
Network Connection IAA Authentication 	30 
Network Failure Management 	31
Computer Security 	31
HOW TO USE INTERNET AND ERP AT KAIST
KAIST Official Website, Portal and Email (IT Development Team) 	32
Downloading of Document Format and Software ( IT Development Team) 	32
CAIS 2.0 (IT Development Team) 	32
How to Use ERP (IT Development Team) 	36
Management of Participating Researchers (IT Development Team)	38
SUPPORT FROM MAJOR ADMINISTRATIVE TEAMS AT KAIST
Personnel Management of Instructors (Academic Affairs Team) 	44
Appointment of New Instructors 	44
Support for Newly Hired Instructors 	44
Classification of Instructors (Tenure line/Non Tenure line) 	45
Evaluation of Faculty Achievements 	46
References 	47
Promotion 	47
Reappointment 	47
Salary Increase 	48
Tenure Track Professors 	48
Distinguished Professors 	48
Endowed Chair Professors 	49
Fund Contributing Professors 	49
Honorary Professors 	49
Concurrent Professors 	49
Adjunct Professors 	50
Practice Professors 	50
Visiting Professors 	50
Part Time Lecturers 	50
Suspension from Office, Return to Office, Disciplinary Action and Retirement	51
Domestic/ lnternational Business Trip 	51
Research leave 	52
Extra Curricular Activity by Instructor	52
Double Employment 	53
Lecturing Exemption 	53
Awards from Major External Institutions 	53
Basic Research Expenses for Instructors 	54
Degree Dissertation Research Expenses 	54
SALARY AND WELFARE (Human Resources Management Team)
Salary and Taxes 	55
National Health Insurance 	56
Private School Pension 	56
Collective Exemption for Family Education 	57
Application for Domestic/International Business Trip and Vacation 	58
CURRICULUM (Academic Support Team)
Course Evaluation  	59 
Teaching Methodology (Global E-Learning Center) 	60
GRADE AND ACADEMIC REGISTRAR (Academic Registrar's Team)
Entry of Grades	61
Recognition of Previously Earned Credits	62
ADMISSION (Admissions Team)
Admission of Undergraduate Freshmen 	62
2+3 Converged Undergraduate Program 	64
Admission of Graduate School Freshmen 	64
Admission of Foreign Students 	65
KAIST INSTITUTE (Operation Team for KAIST Institutes)
KAIST Institute Overview 	66  
Operation of KI 	66
Major Research Areas 	67
BK PROJECT (Research Development Team)
Major goals by phase 	68
Research Management Team 	68
Responsibility and Contacts 	68
Public Contests on Research Projects 	69
Research Contracts and Settlement 	69
Generation Initiation and Approval of Research Plan 	69
Management of Research Expense Execution 	69
Settlement of Research Expenses 	70
Reporting of Research Results 	71
Payment of Research Expenses by Credit Card 	71
References to Research Expenses 	72
SHARED FACILITIES (Research Supporting Team)
Operation of Shared Facilities 	73
Names of Shared Facilities 	74
Facility Reservation and Settlement of Analysis Fees 	76
PATENT AND TECHNOLOGY TRANSFER (Technology Commercialization Team)
Patent Management 	77
Technology Transfer 	78
FINANCE AND ACCOUNTING (Finance Team)
Expenditure 	78
Assets Management 	78
Finance Issues to Consider 	79
PROCUREMENT AND OUTSOURCING CONTRACTS (Procurement Team)
Facility Constructions 	80
Outsourcing Contract	80
Procurement of Domestic Goods 	80
Procurement of Foreign Goods 	81
LAB SECURITY AND CAMPUS POLICE (Safety & Security Team)
Safety Management 	81
Issuance of ID Card and Car Pass 	82
Reserve Army and Civil Defense Corps 	82
KAIST Science Library (Academic Information & Communication Team)
Opening Hours & Floor Guide 	84
Library Homepage & Circulations 	84
Materials Use and Request 	85
Document Delivery Service KOASAS(KAIST Open Access Self Archiving System 	86
Turnitin (Prevention of Plagiarism) 	87
Helpful Databases 	87
MAJOR REGULATIONS AND OTHER ISSUES
Rules on Personnel Management of Instructors 	88  
Regulations on Appointment of Tenured Professors 	96
Guidelines on Double Employment of Instructors 	97
KAIST Employee Code of Conduct 	99
KAIST Faculty Code of Ethics 	101
Guidelines on Outside Activities of Faculty 	101
Guidelines on Outside Employment Report 	102
Guidelines on Serving Concurrent Positions 	102
Regulations on Business Start-up 	103
Guidelines on Faculty Traveling Abroad 	103
How to Get to KAIST and campus Map 	105

3
KAIST OVERVIEW
￭ Objectives of Establishment (KAIST Act - Article 1)
• To produce quality talent in the field of science and technology with profound theoretical knowledge and substantial applicative power
• To carry out mid- and long-term research and development and basic/applicative research for promoting the country's scientific/technical capabilities
• To provide research-related support for other academic institutes and enterprises

￭ Milestones
1971.2. 16 	Establishment of the Korea Advanced Institute of Science (KAIS; Hongreung Campus, Seoul)
1975.8.20 	1st master's degree conferral ceremony
1978.8. 19	1st doctor's degree conferral ceremony
1981. 1.5 	Establishment of the Korea Advanced Institute of Science and Technology (KAIST); incorporation with the Korea Institute of Science and Technology (KIST)
1984.12.31	Revision and promulgation of the KAIST Act (Act No. 3778) 
(Opening of undergraduate program and establishment of university for providing undergraduate education)
1989.6.12	Separation from KIST
1989.7.4	Incorporation with the Korea Institute of Technology (Moved to the Daedeok Campus)
1990.2.17	1st bachelor's degree conferral ceremony
1996.10.1	Establishment of the Korea Institute for Advanced Study
2004.5.4	Establishment of the National Nanofab Center
2009.2.6     Affiliation of Korea Science Academy
2009.3.1     Merger with ICU (Information Communications Univ.)

￭ Organization and Staff
• Organization
(As of March 22, 2011; Unit: No. of persons)
	President
	Auditor
	Vice
Presidents
	Colleges
	Faculty-Level
	Department-Level
	Offices
	Teams
	Research
Centers

	
	
	
	
	Faculty
	Special Graduate Schools
	Department
	Special Graduate Schools
	Majors
	Programs
	
	
	

	1
	1
	4
	6
	2
	3
	22
	3
	5
	0
	8
	66
	49



• Number of Persons
(1) Instructors / Staff
(As of March 30, 2011; Unit: No. of persons)
	Executives
	Instructor
	Administrative Staff
	Research
	Full Time
Assistants
	Total

	
	Professors
	Associate
Professors
	Assistant Professors
	Full-Time Lecturers
	Subtotal
	
	
	
	

	
	
	
	
	
	
	Administrative Staff
	Technical Staff
	Functional Staff
	Subtotal
	
	
	

	2
	334
	111
	141
	-
	584
	296
	105
	11
	412
	25
	3
	1028



(2) Students
As of October 1, 2010; Unit: No. of persons
	Undergraduate
	Master
	Master / Doctoral Integra
	Doctoral
	Total

	4,586
	2,365
	981
	1,988
	9,920



(3) Graduates
As of October 1, 2010; Unit: No. of persons
	year            course
	Undergraduate
	Master
	Doctoral
	Total

	2011
	596
	870
	271
	1,737

	1975 ~ 2010
	10,531
	20,816
	8,187
	39,534

	Previously(ICU)
	214
	1,110
	120
	1,444

	Total
	11,341
	22,796
	8,578
	42,715



￭ Current Status of Departments (26 departments/majors In total)
(As of February 1, 2011)
	College of Natural Science
(4 departments)
	College of Bioscience 
(3 departments)
	College of Engineering
& Technology 
(9 departments )
	College of Information Science & Technology 
(7 departments/majors)
	College of
Cultural Science (3 departments)
	College of
Interdisciplinary Studies (2 departments)
	College of Business
(3 departments)

	Physics
 Mathematical Sciences
Chemistry
Nanoscience & Technology
	Bioscience
Bio &Brain Eng. Graduate School of Medical Science & Eng
	Civil & Environmental Eng.
Mechanical Eng. Aerospace Eng. 
Chemical &
Biomolecular Eng Materials Science & Eng.
Nuclear & Quantum Eng.
Graduate School of
Automobile Technology
Marine System Eng.
Cho Chun Sik Graduate School for Green Transportation
	Electric & Electronic Eng.
Computer Science
Industrial & System Eng.
Intellectual Services Eng.
Information & Communications
Industrial Design
Web Science Technology
	Humanities & Social Sciences
Graduate School of Culture Technology
Graduate School of Science and Technology Policy
	Management Science
Graduate School of Innovation & Technology Management
	Graduate School of Management
Graduate School of Finance
Graduate School of Information and Media Management



￭ Current Status of Facilities
(As of March 21, 2011; Unit: m2)
	Area Campus
	Daedeok Campus
	Seoul Campus
	IT Convergence Campus
	Korea Science Academy of KAIST
	Total

	Landsite
	1,140,690
	109,980
	279,006
	59,180
	1,602,195

	Building
	486,199
	62,066
	111,786
	33,690
	673,329





￭ KAIST Vision and Implementation Strategy

	Institutional Innovation
	Energy Environment Water Sustainability
	Preemptive Investment

	Establishment of the world's best undergraduate
educational system
• The world's first design-oriented university
Bilingual campus (courses provided 100% in
English)
• Reform of admission system for attracting
future talents
• Reform of tuition system for raising awareness
of ownership
• Introduction of Leadership Mileage system
• Expansion of double-degree programs
• Tutoring program for freshmen
• Change in class hours for creating study oriented
environment
• Adjustment of academic year for capitalizing on
vacations
• Dedicated professor system for undergraduates
Establishment of the world's best
converged research system
• Establishment of KAIST Institutes for seven
fields
- Environment for interdisciplinary converged
research
- Bipolarization of research
Establishment of the world's best
HR/operational system
• Department-centric, boundary-less system
• Reform of tenure track/reappointment system
• Introduction of KAIST Distinguished Professor
system
• Securing of more Adjunct Professors
• Reinforcing ethical awareness

	University Reform
Taking the initiative in
reform of universities in
Korea

Production of
Leading Talent
Generation of first-ever
Knowledge

Securing of Scalable
Competitiveness
Securing of fiscal soundness

Social Contribution
Proliferation of donation
culture in Korea
	Early securing of scalable competitiveness
• Adjustment of undergraduate-professor ratio
- Number of professors: 421 - 700
- Ratio: 10.2:1 - 6:1
• Optimization of undergraduate program in size
- Number of undergraduates per year:
700 -1,000
- Optimal, internationally-competitive size;
a pool of outstanding researchers at graduate
schools
• Establishment of internationally competitive
infrastructure
- Establishment of essential infrastructure in
accordance with an increase in number of
faculty/students
- Construction of new buildings for globalized
education/research environment
- Establishment of basis for attracting
excellent researchers at home and abroad
• Environment for globalization and localization
- Formulation of outpost for globalization
- Establishment of graduation school of policy
for producing strategy experts
- Greater contribution to humanity and
society
Securing of fiscal soundness
• Efforts to increase government budget for
establishing essential research foundation
• Organization/operation of KAIST PAC
• Endowment of KAIST honorary doctorates for
expanding donation culture
• Improvement in graduation ceremony culture
for promoting love and support for alma mater
• Establishment of a U.S. foundation for raising
funds abroad
• Fundraising campaign




￭ KAIST Competitiveness

• Undergraduate Course
- Examless admission system (since 1992; for the first time in Korea)
- No-grade, undeclared major system (since 1986)
- Early graduation procedure
- Bachelor's, master's and doctor's degree linking program and mutual credit approval between courses
- Research curriculums in the undergraduate course
- Graduation thesis substitution system (through internships and other activities)
- All students live in dormitories

• Graduate Course
- Examless admission system
- Early graduation procedure (through early admission and mutual credit approval between courses)
- Graduation thesis for Doctoral degree should be published by internationally-recognized academic journals (unprecedented in Korea)
• Alumni Activity
- Active in various companies, research institutes, educational institutions, and government organizations
- 100% employment: demand for KAIST graduates exceeds supply
- About 10% of science and engineering professors teaching in Korea (20,000 by 2002 estimate) graduated from KAIST
- About 20% of PhD-holding researchers working in major companies graduated from KAIST
- Outstanding contributions in the fields of semi-conductor, automobile, shipbuilding, and other key industries
- About 580 venture companies have been established by KAIST graduates since 1981, including HandySoft Inc. and Turbotek Co., Ltd.

• External Evaluation
- KAIST ranked 24th in Engineering & Technology and 57th in Natural Sciences among the world’s universities rated by QS in 2010.
- KAIST maintained the first place in ‘2010 Joongangilbo Korean university rankings’ for three consecutive years.
- Asiaweek magazine manes KAIST as the top Asian Science and Engineering College for 1999 and 2000
- Enforcement of ABET (1992; the first in Korea)
- Undergraduates: Within upper 30% of colleges in the U.S.
- Graduates: Within upper 10% of colleges in the U.S



2. ADMINISTRATIVE TEAMS & SUPPORT FOR FOREIGN INSTRUCTORS
￭ Management of Administrative Work
• Department
Each department has a departmental office in place, which provides administrative services needed primarily for instructors and students. If you require administrative support in your educational/research activities, be sure to contact your department's office first and request needed support. The same applies to support for foreign instructors, too.

Major Tasks:
Allocation/management of major departmental budgets, including basic research expenses, thesis publication fees, and small-amount imprest funds for the department's instructors
Management of assets within the department
Basic administrative work regarding academic affairs (e.g. curriculum, class, personnel management of instructors, academic registrar and admission)

• College
Each college has its own team or officer of academic affairs in place, which/who deals with administrative tasks transferred from departments or coordinates/determines issues between departments at the college level.

Major Tasks:
CD Personnel management of instructors at the college
Management of facilities and allocation of classrooms
Administrative support for research centers within the college
Deliberation on degree conferral for students at the college and other overall administrative work

• Headquarters
The headquarters coordinates administrative tasks for the school as a whole or initiates policies; headed by the Vice-President, it has office-level organizations that entail administrative teams under them (for the responsibilities of each administrative team, see below).

￭ Information for New Faculty
	Items
	Responsibility
	Tel.
	Details

	Reimbursement of travel expenses
	Department
	
	When an applicant arrives at KAIST for an interview, KAIST will pay a portion of the applicant's travel expenses

	Invitation of employment and settlement of research budget
	Academic Affairs Team 
	2155
	Mailing offer of employment letter and proposed research budget after

	Visa 
	Personnel Team
	2323
	Appointed faculty must submit required documents for a visa to the department office

	Apartment
	General Affairs Team
	2312
	Assignment of apartment and accommodation information

	Office and laboratory
	Department
	-
	Assignment by each department

	Office supplies
	Department
	-
	Request supplies from each department to related office

	Telephone. 
	Information and Communication Team
	2000
	Phone installation and information

	KAIST ID card
	Security Team
	8000
	- Application form
- Photo (3cm x 4cm)
- Bank account number (Woori Bank)

	Bankbook
	Personnel Team
	2325
	Application form

	National pension. health. and unem ployment insurances
	Personnel Team
	2327
	Statement of national pension, health, and unemployment insurances
* For foreigners: Foreigner registration card, documentation proving family
ties (certificate of marriage. certificate of birth)

	Korean Teachers' Pension 
	Personnel Team
	2326
	Statement of standard monthly payment

	Parking permit 
	Security Team
	8000
	Application form of vehicle registration

	Assignment of workplace reserve forces I civilian defense
	Security Team
	2347
	Application form of workplace reserve forces (civilian defense)


 

￭ Responsibility of Each Administrative Team and Staff In Charge of Foreigners

Below are the responsibilities for each administrative team; one staff member has been designated as foreigner-dedicated staff for each team to minimize inconveniences that new instructors, foreign instructors and students might face. The Academic Affairs Team is responsible for foreign instructor-related affairs, while the Student Affairs Team takes care of issues regarding foreign students.

	Team
	Responsibility
	Phone: Team Members
	Phone: 
Team Leader
	Foreign Instructor/ 
Student-Dedicated Staff
	Location

	Planning Office
	Overall coordination of in-campus tasks; formulation of organizational development plans
	2301-2304
	2309
	Park, Chul-min
	2301
	E14, 3F

	Budget Team
	Formulation of basic budgeting places, etc
	2261-2264
	2269
	Roh, Hoi-sung
	2263
	E14, 3F

	Management Evaluation Team
	Institution Evaluation, Performance Management, etc
	2251-2252
	2259
	Park, Hyoung Joon
	2252
	E14, 3F

	Public Relations team
	International/external promotion; utilization of/support for the media, etc
	2291-2298
	2299
	Kim, Yun-su
	2294
	E14, 3F

	International Relations Team
	Cooperation with various international bodies and organizations
	2441-2443
	2449
	Min, Hyunsook
	2443
	E14, 3F

	Academic Affairs Team
	Personnel management of instructors, promotions, employment, teaching guidance
	2121-2155
	2159
	Ko, KwangJin
	2155
	E14, 2F

	Academic Registrar’s Team
	Academic registrar, course enrollment, grade entry
	2351-2364
	2369
	Park, Hyun Ju
	2362
	E11, 1F

	 Academic Support Team
	Composition of curricula; classification of credits; requirements for graduation
	1231
	1239
	Lee, Ki Won
	1231
	E14, 3F

	 Admission of Undergraduate Freshmen
	Admission for undergraduate programs
	2141-2146
	2149
	Choi, HyunSeung
	2144
	E11, 2F

	Team of Graduate and International Admissions
	Admission for International and Graduate Students
	2351-2354
	2359
	Kim, Jae Hee
	2352
	E11, 2F

	Student Affairs team
	Support for student councils; award and discipline of students
	2161-2165
	2169
	Bae, ImKoo
	2163
	E11, 1F



	Student Welfare Services Team
	Operation of dormitories; provision of scholarships
	4711-4718
	4719
	Yoon, Seong-Jung
	4712
	E11, 1F

	Global e-Learning Center
	Operating for e-Learning using KAIST Learning Management System(KLMS)
Supporting teaching and learning
	6085-6087
	6089
	Lee, Hyeyoung
	6085
	ICC, 2F

	Student Welfare Services Team
	Operation of dormitories; provision of scholarships
	4711-4718
	4719
	Yoon, Seong-Jung
	4712
	E11, 1F

	Operation Team for KAIST Institutes
	Operation/planning of Institutes
	2381-2382
	2389
	Lim, Hyun Suk
	2382
	E4, 3F

	Research Development team
	Formulation of mid-to long-term research project plans
	2181-2183
	2189
	Jan, Yeong-Seon
	2181
	E14, 3F

	Research management  Team
	Research proposal ; research expense account; appropriation of research funds
	2191-2198
	2199
	Park, Jayoung
	2195
	E14, 3F

	Research Supporting Team
	Provision of shared equipment needed for research
	5061-5067
	2409
	Bae, HyungBin
	5061
	W8, 1F

	Technology Commercialization Team
	Invention; patent; technology transfer
	2171-2174
	2179
	Noh, Hae-Song
	2171
	N27, 2F

	Technology Business Incubation Team
	Support for venture startups in and out of KAIST
	4731-4737
	4739
	Kim, Hyeon-jong
	4736
	N27, 2F

	Information Technology Development Team
	Development / Introduction of scientific content from home and abroad
	4491-4495
	4499
	Lee, Hye-yeong
	4495
	E9, 1F

	Academic Information Management Team
	Operation of libraries
	2221-2228
	2229
	Kim, Seo
	2227
	E9, 1F

	Information & Communication Team
	Utilization of the Internet; use of phones; operation of email services
	2411-2414
	2419
	Oh, Min-kyung
	8148
	N2, 3F

	IT Development Team
	Web, CAIS, and ERP
	213102133
	2139
	Kim, Jin-hyeong
	8147
	N2, 3F

	A/V Service Section
	A/V equipment support for the Creative Learning Bldg.
	2421-2424
	2429
	Lee, Seung-jun
	2424
	E11, 1F

	General Affairs Team
	Management of residences; management of dining halls; holding of major events
	2311-2315
	2319
	Gu, Bon-cheol
	2314
	E14, 4F

	Human Resources Management Team
	Wages; private school pension; nations pension; taxes
	2321-2327
	2329
	Moon, Young Kyoung
	2321
	E14, 4F

	Finance Team
	Moving; budget control; accounts
	2271-2278
	2279
	Kim, Dol-bi
	2273
	E14, 4F

	Procurement Team
	Purchase of supplies and equipment/materials
	2331-2337
	2339
	Jeong, Mira
	2334
	E14, 4F

	Safety Team
	Safety management of in-campus facilities; issuance of card keys; etc
	2341-2343
	2349
	Hwang, Won
	2343
	E14, 1F

	Facilities Management Team
	Formulation of comprehensive plans for managing construction of various facilities
	2391-2395
	2399
	Yoon, Jae-soung
	2393
	W8, 2F

	Seoul Campus Management Team
	Management/operation of facilities on the Seoul campus
	3232-3234
	*1-3021
	KIM, Jong-pil
	*1-3275
	Seoul 
Campus

	Freshman Support Team
	Support for Freshmen;
Happy College Life;
Tutoring Program;
Freshman Design
	1241-1243
	1249
	Lee, Jung sun
	1242
	E11, 2F





￭ Visa Issuance for foreign Instructors
• Procedure for inviting a foreign instructor and obtaining his/her professor visa (E-1)
- Application process: Preparation of required documents by the instructor himself/herself -> Cooperation of the department -> Submission of documents to the Human Resources Development Team
- Where to apply: Korean embassy/consulate
- Documents to be submitted: See below for the documents to be submitted. If one has already received a letter of confirmation of visa issuance or visa issuance confirmation number, he/she can submit the passport, visa issuance application form, and letter of confirmation of visa issuance (or visa issuance confirmation number) alone.

• Letter of confirmation of visa issuance: Method and procedure of application
- Applicant: The Instructor himself/herself (If an Instructor/staff who is not the representative of the inviting organization makes an application on behalf
 Invited Instructor, he/she should submit the letter of authorization, certificate of employment, and a copy of his Identification card.)
- Where to apply: Immigration office or branch office at the jurisdiction of the Inviter's address (Application will be done by the Human Resources Team on your behalf.)
- Documents to be submitted: See below for the documents to be submitted.
Obtain the letter of confirmation of visa Issuance or visa Issuance confirmation number and apply for visa Issuance at the Korean embassy/consulate.

• Documents to be submitted upon application for visa issuance (or the letter of confirmation of visa issuance)
(More or less documents may be requested as deemed necessary in the course of deliberation.)
- Passport (or a copy of your passport if you are to apply for the letter of confirmation of visa issuance)
- Visa issuance application form or application form for confirmation of visa issuance
- Certificate of work experience
- A copy of degree certificate/diploma (bring the original copy with you)
- Employment contract and letter of confirmation of planned appointment
- Exchange agreement and letter of dispatch order (if there Is an agreement on exchanging professors between colleges)
- A copy of the educational Institution's business registration certificate (a copy of certificate of unique number)
- A copy of an official document for the BK21 Project (from the Ministry of Education, Science and Technology or the Korea Research Foundation) if relevant
- Advanced scientist/technician: A letter of recommendation of employment from the Minister of Science and Technology
• Documents to be submitted upon application for visa issuance (or the letter of confirmation of visa issuance)
(More or less documents may be requested as deemed necessary in the course of deliberation.) (Cont'd)
- Fees (short-term visa: Amounts equivalent to USO 30; long-term visa: Amounts equivalent to USO 50)
- No fees are required If you are applying for the letter of confirmation of visa Issuance.
- Upon application for the letter of confirmation of visa Issuance, you need to provide two color portrait photographs taken within the last six months.
You cannot use computer-printed photographs.
- If you are to bring your family with you, you should provide your family portrait with your spouse (marriage certificate) and child/children (birth certificate).
- If you have been issued your visa and have entered Korea, you should complete foreigner registration within 90 days after the date of entry.
- Common documentation to be submitted: Passport, application form for foreigner registration, two color photos (3cmx4cm), business registration certificate, and fees
- A foreigner shall immediately report to the immigration office or branch office if his/her foreigner registration is modified or if he/she is endowed qualification for staying in Korea or is permitted to make a change to his/her qualification for staying in Korea.

￭ How to Get to KAIST from Airport
If you arrive at Incheon International Airport, the most convenient way to get to Daejeon is to take the airport shuttle bus. Proceed to bus stop 90 after exiting the first-floor exit  airport. It will take roughly three hours to reach Daejeon. Get off the bus at the stop, “Daejeon Government Complex,” which is about 10 minutes' distance from KAIST by taxi.

"Take the airport shuttle bus at the aforementioned bus stop when going to Incheon International Airport from KAIST, too.

￭ Korean Classes
The in-campus KAIST language Center provides Korean courses from basic through advanced every semester. These courses are free for KAIST instructors and students. Various courses on English conversation, TOEFL, Japanese, and Chinese are also available. For inquiries, call 8731 or 8732 (on campus) or visit the official website (Iang.kaist.ac.kr).



3. FACULTY RESIDENCES AND IN CAMPUS FACILITIES
The General Affairs Team is responsible for managing KAIST's faculty apartment, in-campus residences, and welfare facilities described below; other than these tasks, the team deals with management of in-campus mails and various major events. The team is located on the fourth floor Main Building (E14); you can call 2311 - 2315 (on campus) for work-related inquiries. With regard to faculty apartment and residences, call 2312 on campus (JaeHo Lim ; human1237@kaist.ac.kr).

￭ Faculty Apartment for Tenure Track Professors (General Affairs Team)
A. International Faculty Apartment (IFA)
(1) Location and structure
- Address (location): International Faculty Apartment (W11), KAIST, 291, DaeHak-Ro, Yuseong-gu, Daejeon  
- Size: 49.5m' (70 households); 89.1m' (35 households); and 108.9m' (41 households)
(2) Period of residence allocation (use): 5 years
(3) Apartment security office
- Location: Guard Office in IFA
- Phone: 042) 351-0800
- Responsibility: Security, crime prevention, sterilization, cleaning, key distribution, reporting of various accidents and repairs, etc.
- Working hours: 24 hours (shift work)
(4) Responsible team: General Affairs Team (4th floor, Main Building; E14,)
IFA is inside campus, and as such is the best option for newly appointed Instructors. 
(5) Useful information
- Be sure to drop by the security office, which is inside IFA, and receive the keys to your apartment. You can obtain information needed for moving in to the faculty apartment from the staff there.
- You can look at the faculty apartment unit you are allocated in advance. Internal facilities should be maintained perfectly clean before you move in.
If the Internal facilities need improvement or you have any problems, contact the General Affairs Team (Internal T. 2312) directly.
(6) Purchasing of furniture and supplies
The faculty apartment residence inside KAIST is basically furnished with a sink, air conditioner, electrical lightings, shoe closet, and drawers.
Therefore, those moving in should purchase or bring other furniture, house appliances, and supplies aside from those furnished.

B. Doryong-dong KAIST Apartment
(1) Location and structure
- Address (location): 383-2, Doryong-dong, Yuseong-gu, Daejeon (next to Daedeok High School/Tunnel)
- Size: 82.5m' (24 households); 92.4m' (4 households); and 115.5m' (21 households)
- Structure: 82.5m' (2 bedrooms and 1 bathroom); 92.4m' (3 bedrooms and 1 bathroom); and 115.5m' (3 bedrooms and 2 bathrooms)

(2) Rental fee imposition criteria
- 11,000 won/month per 3.3 m'
- Rental fees exempted during the first and second years of residence (5 years for foreigners); premiums added by 30% in the fifth year of residence and afterwards
- Maintenance fees separately imposed
(3) Period of residence allocation (use): 5 years

(4) Apartment security office
- Location: Main gate apartment
- Phone: 862-3966
- Responsibility: Security, crime prevention, sterilization, cleaning, key distribution, settlement of maintenance 
fees, reporting of various accidents and repairs, etc.
- Working hours: 24 hours (shift work)

(5) Responsible team: General Affairs Team (4th floor, Main Building; E14,)
The KAIST faculty apartment In Doryong-dong is very close to the campus, and as such is the best option for newly appointed Instructors. The community bus to KAIST (No.5) comes every 20 minutes, and will take you to the school in about 5-10 minutes when there is no traffic congestion. It takes about 45 minutes by foot from the residence to the school. The area where the faculty apartment is located is the best school district in Daejeon, being home to such prestigious schools as Daedeok Elementary School, Daedeok Middle School, and Daedeok High School, and hence the apartment is favored by those with school children.

(6) Useful information
- Be sure to drop by the security office, which is next to the main gate  KAIST faculty apartment, and receive the keys to your apartment.
You can obtain information needed for moving in to the faculty apartment from the staff there.
- You can look at the faculty apartment unit you are allocated In advance. Internal facilities should be maintained perfectly clean before you move in.
If the Internal facilities need improvement or you have any problems, contact the General Affairs Team (Internal T. 2312) directly.
- The KAIST faculty apartment has a local gas heating system. Upon arrival, contact Chungnam City Gas (1544-0009) to start gas supply.
Call them after buying a gas range.
In the KAIST faculty apartment, only voltage of 220V-not 110V-Is supported. Prices of 110V-220V converters, however, range from several thousand
Korean won to 60,000 Korean won by capacity. As such, you do not have to dispose of all house appliances not suitable for the Korean voltage standard.
Note that it is better not to use expensive audio sets as the Input of such converters Is not stable.
- Immediately after arriving at the KAIST faculty apartment, you should pay 100,000 Korean won to the apartment's women's association.
This amount can be considered as a deposit, and will be repaid when you move out unless spent otherwise.
- Contact the KAIST faculty apartment's security office (Internal T. 3996) for the contact information of the apartment's women's association leader and other issues regarding the apartment.
- Contact KEPCO to conned electricity and Korea Telecom or Dacom to subscribe to telephone and Internet services.
- It will be helpful to obtain the phone number women's association head from the security office.

(7) Purchasing of furniture and supplies
The faculty apartment residence in Doryong-dong is basically furnished with kitchen, gas boiler, electrical lightings, shoe closet, and drawers.
Therefore, those moving in should purchase or bring other furniture, house appliances, and supplies aside from those furnished.

(8) Utilization of cleaning ladies and house chore helpers
- When you first move in, contact the numbers given below and you can have a 82.5m' apartment cleaned for 100,000-150,000 Korean won by two cleaning ladies for a quarter of a day. Expect to pay around 5,000 Korean won per 3.3m' for cleaning your house upon moving in.
- Cleaning lady #1: 483-8553, 017-402-8553
- Cleaning lady #2: 472-1212, 017-438-1124
- Weolpyeong Welfare Center (484-6181): You can hire a cleaning lady without paying annual membership fees.
- Gasawon : You can hire a cleaning lady for one day or two, although you will have to pay one-year membership fees.
- Contact the numbers below for hiring a house chore helper:
- Oh Mun-seong: She is a regular worker for the KAIST faculty apartment; it costs 30,000 Korean won to hire her for a quarter of a day. She prefers single-person households. Contact the security office to hire her.
- Weolpyeong Welfare Center (484-6181):The center introduces house chore helpers without receiving membership fees.
- Gasawon: You need to be a member to hire a house chore helper.
- Daejeon YWCA (254-3035-8): You need to sign up for membership. Others have reported that it is difficult to hire a house chore helper that will commute to Doryong-dong, as it is not part of downtown Daejeon

￭ In Campus Residences for Non-Tenure Track Professors (General Affairs Team)
Classification of In-campus Residences
	Name of Residence
	Name of Building
	Location
	Address
	Number of Households
	Receipt / Return of Key to Residence

	Guest Residence for Non-Tenure Track Professor
	Gung-dong residence (Apartment)
	In front of CNU College of Agriculture
	392-3, Gung-dong, Yuseong-gu, Daejeon
	40
	Security/maintenance office – Located at the entrance of the apartment (825-4333)

	Guest Residence for Non-Tenure Line Professor
	In-campus residence for married couples ( Int’l Village, Bldg. B)
	WS (West)
	373-1, Gung-dong, Yuseong-gu, Daejeon
	24
	General Affairs Team’s office – Administrative Bldg. (E14), 4F (Internal T2312)

	Guest House
	Int’l Village, Bldg.A
	WS (West)
	373-1, Gung-dong, Yuseong-gu, Daejeon
	24
	General Affairs Team’s office – Administrative Bldg. (E14), 4F (Internal T2312)



Rents and Maintenance fees
	Name of Residence
	Size
	Monthly Rent 
	Maintenance Fees
	How to Pay

	Gung-dong residence
	
	240,000 Korean won / month
	Separately charged (Paid by residents themselves)
	You can either have the rent/fees deducted from your monthly salaries, or 
2. You can pay the rent / fees yourself every month.
-The General Affairs Team sends the bill
- Woori bank, 270-003359-13-674 ( Depositor: KAIST)
* Contact the General Affairs Team if you 
would like the first option

	In-campus residence for married couples
(Int’l Village B)
	
	240,000 Korean won / month
	Separately charged (Paid by resident themselves)
	1. You can either have the rent/fees deducted from your monthly salaries, or
2. You can pay the rent/fees yourself every month
- The General Affairs Team sends the bill
- Woori bank, 270-003359-13-674 ( Depositor: KAIST)
* Contact the General Affairs Team if you would like the first option

	Guest House
	
	27,000 Korean won / night
	384,000 Korean won/ 15 days – 1months
	You should pay the rent/fees yourself during your stay.
- The General Affairs Team sends the bill.
- Woori Bank 270-003359-13-674 ( Depositor: KAIST)


• Classification of in-campus residences
If you are hired as a non-tenure track visiting professor or researcher in training, you will be allocated the KAIST guest residence (49.5m' apartment with two bedrooms). If none of the residence's units are available and you cannot move in immediately, you will have to wait until the current tenant moves out. You can usually obtain a unit in one to four months, but we cannot state the exact period of time you will have to wait. Meanwhile, short-term visitors can use the Guest House. For the guest residence, application is also made via individual departments. The results of allocation are announced to the departments in advance in the form of an official document. Also to be notified are the building/unit number, period of residence, how to pay monthly rent and maintenance fees, and management of facilities within the residence. Monthly rents are fixed, while maintenance fees will be imposed and notified every month based on your actual use. If you desire, you can have your rents and maintenance fees deducted from your salaries every month; otherwise, you can also transfer them directly to the bank account number stated on the bill. For the Guest House, the inviting department should visit the KAIST Portal and make an e-reservation directly.

• Useful information
- In the Gung-dong residence (apartment), you should drop by the security office in front of the apartment and receive your key. You can also obtain information needed for moving in there. In the in-campus residence for married couples (apartment), you can get your key from the General Affairs Team (Internal T. 2312) located on the fourth floor of the Main Building (E14).

- After receiving the key, you can look at the faculty apartment unit you are allocated in advance. Internal facilities should be maintained perfectly clean before you move in. If the Internal facilities need improvement or you have any problems, tell your department or contact the General Affairs Team (Internal T. 2312) directly.

- Guest residences have a local gas heating system. In the Gung-dong residence, the security and maintenance office will call Chungnam City Gas (T.1544-0009) for you to have gas supplied. A gas range is already installed, so you do not have to buy one.

- In all the residences, only voltage of 220V-not 11 OV-is supported. Prices of 11 OV-220V converters, however, range from several thousand Korean won to 60,000 Korean won by capacity, so you do not have to dispose of all house appliances that are not suitable for the Korean voltage standard. Note that it is better not to use expensive audio sets as the input of such converters is not stable.

- Upon moving in to the Gung-dong residence, you should pay 100,000 Korean won to the apartment's resident association. This amount can be considered as a deposit, and will be repaid when you move out unless spent otherwise.

- In the Gung-dong residence, contact the apartment's security and maintenance office (Internal T. 4333) to obtain the contact number of the residents' association leader and other Information regarding the apartment.

- For telephone and Internet services, contact Korea Telecom, Dacom, etc. if you are a resident of the Gung-dong residence. If you are living in the In-campus apartment, you need to contact the Information & Communication Team (Internal T. 5896) and receive an IP address to start using the Internet.

- In the Gung-dong residence, you can receive your mall directly, while you cannot in the in-campus residence. All mail arrives at the document management team first, and is then classified by department of the receiver and delivered to Individual department offices twice a day. You can receive your mall In your department's office.

- You can send mail In the In-campus post office, which Is situated on the first floor of the Student Hall (N12).lt is also possible to send registered or express mall. If you plan to send your belongings home after moving out, contact the post office (Internal T. 2900) to obtain their help regarding packaging and shipment. The maximum weight of a single package Is 20kg.


• Purchasing of basic necessities and other supplies
The guest residence is basically equipped with kitchen, gas boiler, electrical lightings, shoe closet, bed, refrigerator, and desk/chair. Therefore, you can look at the residence in advance and purchase/bring other necessities or supplies needed. The Guest House Is furnished to the level of a motel; everything is prepared, including beddings, and as such you should experience no inconveniences in staying there.

￭ How to Use Various Facilities at Home (General Affairs Team)
• Gas range
- First, gently push the gas valve and turn it 90 degrees, and gas will be supplied.
- After opening the gas valve, gently push the switch on the gas range and turn it left so that flames can be ignited.
- When the flames are ignited, turn the switch to adjust the flame strength as desired.
• Heating
- Turn the switch to the left or right to set the right temperature.
- When leaving the room, turn off the heating system if possible to save energy.
• Air conditioner
- Turn on the air conditioner using the remote control.
- Set the right temperature with the remote control.
- When leaving the room, turn off the air conditioner to conserve electricity.
• Cable TV
- Turn on the television with the remote control.
- Select a channel of your choice.
- When turning off the television, be sure to turn off not only the television set but also the converter connected to it.

￭ Rules for the Use of the KAIST House (General Affairs Team)
- You should not copy or lend the key to your residence to someone else; if the key is lost or stolen, you should pay for the expenses for changing the keyset (approx. 30,000 Korean won).
- You must not fix or modify any facilities, furniture or house appliances yourself; if repairs are needed, you should pay for the expenses.
- Taking out or lending any supplies within the residence is not allowed; you cannot use such supplies for purposes other than the original.
- You should maintain your residence in a tidy and clean state.
- You cannot use your place for purposes other than residence.
- To prevent fire, you are prohibited from using any unauthorized heating equipment.
- You are not allowed to bring a pet to your residence.
- You are responsible for managing your belongings, including cash and valuables, automobile, bicycle, etc.; the managing department takes no responsibility for any loss, theft or other accident.
- In case of emergency, the manager may enter your residence without your prior consent to change supplies, fix internal facilities or prevent accidents.


 Present Condition of Houses (2011.3.22.)
	Houses
	Conditions 
	Qualifications and Conditions

	
	Area
	House-hold
	

	Doryong-dong
	82.5m2
	24
	① Newly Appointed Tenure Track Faculty
※ within 5 years since appointment

	
	92.4m2
	4
	

	
	115.5m2
	21
	

	
	Sum
	49
	

	   Ternational
Faculty  Apartment

	49.5 m2
	70
	① Non-tenure Track Faculty
- 3 years since appointment
② Tenure Track Faculty
- 5 years since appointment


	
	89.1 m2
	35
	

	
	108.9 m2
	41
	

	
	138.6 m2
	6
	

	
	Sum
	152
	

	 Gung-dong residence
	49.5 m2
	40
	① Visiting Professors, Researchers
② Post-Doc 
※ 3 years since appointment

	 International
Village B
	49.5 m2
	24
	① Visiting Professors, Researchers
② Post-Doc 
※ 3 years since appointment

	International
Village A
	m2
	24
	① Short-term Visiting Personnel 
(Professors/Researcher/Government and Cooperation)
② Foreign Researchers and PostDoc
※ within 3 months

	Total Sum
	
	289
	



￭ In Campus Facilities (General Affairs Team)
	Welfare Facilities
	Name of Building
	Location
	Phone no. (internal)

	Student Dining Hall
	Faculty Hall
	E5 Bldg.1F
	2043

	
	Student Center - 1
	W2 Bldg.1F
	2046

	
	Student Center - 2
	N11 Bldg.1F
	2080

	Faculty Dining Hall
	Faculty Hall
	E5 Bldg.2F
	2043

	
	Faculty Club
	N6 Bldg.2F
	2049

	
	Student Center – 1
	W2 Bldg.2F
	2050

	Burger King
	Student Center – 2
	N12 Bldg.1F
	4786

	Pizza Restaurant
	Student Center – 1
	W2 Bldg.1F
	4787

	Fast Food Restaurant
	Tae Wul Gwan
	N13 Bldg.1F
	74898

	Coffee shop
	Student Center2 ,Cafeteria
(Café Bene)
	N11 Bldg.1F
	0895

	
	KAIST Institutes
(Café Bene)
	E4 Bldg. 1F
	0896

	Coffee shop
	International Center
(coffee Bean)
	W2-1 Bldg 1F
	867-3751

	KAIST Book café
	Digital Science Library
	E9 Bldg.1F
	2064

	Travel Agency
	Student Center – 1
	W2 Bldg.1F
	4727

	General Store
	Student Center – 1
	W2 Bldg.1F
	4954

	
	Student Center – 2
	N12 Bldg.1F
	4958

	
	Tae Wul Gwan
	N13 Bldg.1F
	4959

	Laundry Shop
	East Dormitory
	E8 Bldg.1F
	4936

	
	West Dormitory
	W3 Bldg.1F
	76110

	
	Student Center – 2
	N12 Bldg.1F
	4938

	Barber Shop
	Student Center – 1
	W2 Bldg.1F
	2061

	
	Student Center - 1
	N12 Bldg.1F
	2062



 
	Welfare Facilities
	Name of Building
	Location
	Phone no. (internal)

	Bike Shop
	Behind the Undergraduate Library (N10)
	Behind N10 Bldg.
	74859

	Gym
	Grand Auditorium, Ground Floor (swimming pool & fitness center)
	E15 Bldg. Ground Floor
	4941

	Car Allocation
	Motor Pool (Behind Bldg. #1 in the undergraduate area)
	Behind N8 Bldg.
	2316

	Campus Police
	Emergency contact in case of security-related crisis with KAIST (24/7)
	E14 Bldg. 1F
	4200



￭ Health Care Center (Student Welfare Services Team)
• Major Responsibilities
- Treatment of patients and emergency treatment
- Treatment of patients with external wounds or other common injuries
- Emergency treatment for patients requiring immediate medical care
- Treatment for preventing aggravation of injuries or illnesses
- Guidance on recuperation and management of patients discovered in medical checkup
- Administration of medications as part of medical care
- Prevention and management of contagious diseases
- Management of patients with contagious diseases
- Vaccinations (typhoid fever, hepatitis, influenza)
- Treatment and consultation by doctor
- Mental health consultation: 20:00-22:00, every Tuesday (once a week)
- Management of personal health record cards for students, faculty, and staff members

• Location: 2nd floor, Taewulgwan Building (T. 2175)









￭ KAIST Clinic/ Pappalardo Center
Home Page: http://clinic.kaist.ac.kr, Phone: 042-350-0500, 0501
Location: E21 Building
AM: 10~13, PM: 14~18, updated as of Mar. 15
	
	Mon
	Tue
	Wed
	Thu
	Fri

	
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM

	Internal Medicine
	○
	
	
	
	○
	
	
	
	○
	

	GI Endoscopy
	
	
	●
	●
	
	
	
	
	
	

	Stress Clinic
	○
	
	
	
	○
	○
	○
	
	
	

	Family Medicine
	○
	○
	
	○
	○
	○
	○
	○
	
	○

	Pediatrics
	○
	○
	○
	○
	○
	
	○
	○
	○
	

	Lifelong Healthcare Clinic
	●
	●
	●
	●
	●
	●
	●
	●
	●
	●

	Dermatology
	○
	○
	
	
	○
	○
	○
	○
	○
	○

	Ophthalmology
	
	
	
	
	○
	○
	
	
	
	

	Dentistry
	○
	○
	○
	○
	○
	○
	○
	○
	○
	○

	Periodontics Clinic
	
	
	
	
	
	
	●
(2th, 4th)
	●
(2th, 4th)
	
	

	Radiology
	○
	○
	○
	○
	
	
	○
	○
	
	

	Ultrasonography Clinic
	
	
	●
	●
	
	
	
	
	
	

	Rehabilitation
	
	
	○
(4th)
	○
(4th)
	
	
	
	
	○
(2nd)
	○
(2nd)

	Physical Therapy
	○
	○
	○
	○
	○
	○
	○
	○
	○
	○



* Reservation is needed to consult ophthalmology department (080-711-0101)
● Special Clinic, ○ Regular Outpatient Clinic 


￭ Management of Sport Facilities (School of Humanities & Social Sciences)
• Stadiums
The undergraduate and graduate stadiums are located at the respective centers of the college and the graduate school. They are equipped with facilities for playing basketball, volleyball, and badminton, warming up and working out, as well as a faculty room, maintenance office, waiting room for players, changing room, and shower room.

• Swimming pool
The indoor swimming pool has four 25-meter lanes and includes a fitness room, shower room, sauna room, and changing room as supplementary facilities.

• Tennis court
There are three tennis courts for faculty and staff members, undergraduate students, and graduate students, respectively; they are equipped with shower rooms. In particular, the tennis court for undergraduates, which is situated next to the undergraduate dormitory, is a special surface court where students can enjoy tennis throughout the year-even when it rains or snows.

• Outdoor sport facilities
The main sports field and the undergraduate sports field are equipped with a football pitch, a baseball field, a volleyball court, basketball courts, tennis courts, and other facilities.

• Utilization of swimming pool
You can use the swimming pool during the allotted time slot with charges (1,000 Korean won for students and 2,000 Korean won for faculty and staff members).



4. LIFE AROUND KAIST
￭ Use of Public Transportation (Taxi, bus, subway, train, etc. In DaeJeon)
• Taxi
The basis fare for taxi Is 1,900 Korean won; the fare Increases by 100 Korean won as you travel a given distance. Late-hour premiums are applied, making taxis costlier after midnight. Among call taxis, Hanblt Call (540-8282) provides the best service In DaeJeon. Deluxe taxis, which can be found at the airport, etc., cost much more but provide more comfortable and congenial service.

• Bus
In Daejeon, it costs 1,000 Korean won when paying cash or 950 Korean won when using a public transportation card for an adult to take an ordinary bus.
It costs 1,500 Korean won when paying cash or 1,400 Korean won when using a public transportation card for an adult to take a 'sit-down' bus.
You can buy a public transportation card at bus ticket stands. It would be useful, where possible, to subscribe to a credit card with embedded public transportation card functions.

- City buses going via KAIST
• Seat bus No. 104
Sutonggol → Hanbat University → Samsung → Gooam dong 8th Neighborhood → State Cemetery Station → Yuseong Market → Jangdae Middle School → Chungnam Nat’l University → Yuseong District Office → KAIST → Daejeon Regional Meteorological Office → National Science Museum → West District Public Health Center → Mugunghwa Apartments → Hanareum Apartments → Seongryong Elementary School → Nuri Apartments: Rear Entrance → Galma Station → Doonsan Girl’s High School → Galleria Time World → Daejeon City Hall → Nokwon Apartments → Tanbang Station (Interval: 16 ~ 18 minutes)
• Seat bus No. 121
Tabrib Neighborhood → Tabrib Bridge → Water Resources Training Center → Daedok Park → Jeonmin dong Neighborhood Office → Jeonmin 4th Street → Expo Apartments → MBC Broadcasting Station → National Science Museum → Daejeon Regional Meteorological Office → KAIST → Yuseong District Office → Chungnam Nat’l University → Yuseong Hot Springs Station → Yuseong Inter-city Bus Terminal → ‘Sky Hill’ Orphanage → Memorial Station → Noeun Agricultural Market → Noeun Station → Hagi Middle School → Songrim Village (Interval: 18 ~ 20 minutes)
• Seat bus No. 604
Jaeun Neighborhood → Korean Institute of Machinery and Materials → Daedok University → Korean Research Institute of Chemical Technology → Daejeon Public Observatory → Korean Aerospace Research Institute → Korea Research Institute of Bioscience and Biotechnology → KAIST → Daejeon Regional Meteorological Office → National Science Museum → West District Public Health Center → Doonsan Police Station → Keunmaeol Apartments → Tanbang 4th Street → Yongmun dong Neighborhood Office → Dongseoro 4th Street → Oryong Station → Hansarang Apartments → Joongchon 4th Street → Daejeon Girl’s Commerical High School → Choongmoo Gymnasium → Hyo dong Neighborhood Office → Shinheung Intersection → Shinheung dong Neighborhood (Interval: 15 ~ 17 minutes)


• Subway
There is one subway line in Daejeon. As the Daejeon Train Station for the Gyeongbu Line and the West Daejeon Train Station for the Honam Line are connected to each other, it is convenient to take the subway to take KTX. The fare starts from 950 Korean won for a single zone.

- Shuttle Bus between KAIST and Weolpyeong Subway Station
o Timetable: Shuttle Bus Departing from Weolpyeong Subway
Station (Weolpyeong Station - KAIST)

- Weekdays: 08:28(commuting bus), 10:00, 11:00, 12:00, 13:00, 14:00,15:00, 16:00, 17:00
- Take the bus at: Exit No. 3, Weolpyeong Station - 50m - Next to the bus stop
o Timetable: Shuttle Bus Deporting from KAIST
(KAIST - Weolpyeong Station)
- Weekdays: 09:40, 10:40, 11:40, 12:40, 13:40, 14:40, 15:40, 16:40, 8:00(commuting bus)
- Take the bus at: in front of Grand Auditorium (E15) - In front of the Information booth next to the Education Support Building (W8) In front of Duck's Lake (toward the main gate)

• Train
Daejeon has two train stations:
(a)Daejeon Train Station (15811-77881, which is part of the Gyeongbu Line that links Seoul and Busan
(b) West DaeJeon Train Station (1588-77881, which belongs to the Honam Line linking Seoul and Mokpo. Both lines provide express train service, KTX; 
for ticket reservation, visit the ofIidal website (http://www.karail.com;
English and Japanese versions are also available) or the on-campus travel
agency (Gyeongln Air). Both train stations are accessible by subway.


￭ Hospital, Pharmacy and Emergencies
- On-campus health care center (Internal T. 2175; Lee, Eun-Hee): This center provides primary treatment for those suffering simple injury, digestive problems, etc.
- If a foreigner does not buy a health insurance plan upon visa issuance, he/she may have to pay a sizable amount of money at a hospital or pharmacy.
Therefore, it is highly recommended that you subscribe to health insurance if you are planning to stay in Korea for a long time.
- You cannot buy drugs at a pharmacy without prescription, with the exception of simple digestive or cold medication.
- There are many private clinics around KAIST and the Hanbit apartment. For simple illnesses such as colds, it is better to visit a private clinic. It is also
worth visiting a clinic of oriental medicine, as they also provide efficient treatment.
- Other general hospitals in Daejeon: Eulji Hospital (www.emc.co.kr, 611-3000); Sun Hospital (www.sunhospital.com, 220-8000); CNU Hospital
(www.cnuh.co.kr. 280-7114); etc.
- In case of emergencies (e.g. fire, emergent patient at night), call "119"without any telephone exchange number, and you can obtain needed services anytime. You might have trouble communicating in English when using this public service.

￭ Police
If you are a victim of a crime or find yourself in another dangerous situation, call "112" without pressing any telephone exchange number.
Note that communicating in English might be difficult in many cases.
￭ Financial Services
- Woori Bank (Internal T. 3600): This branch of Woori Bank is located on campus; this is the bank of main transaction for KAIST. This bank is highly recommended, as it has English-speaking clerks. Its ATMs provide English services for foreigners. If you need to open a bank account, bring your foreigner registration card and visit the bank in person.
- On-campus KFCC (Internal T. 2600): You can invest up to 10 million Korean won (with relatively high dividend/interest rates). You can obtain credit loans up to five times your investment. It is located in an office right next to the in-campus Woori Bank branch.
- KTMF (Internal T. 2326): For inquiries on becoming a member of the KTMF or borrowing money from there, call the internal phone number to consult the staff in charge at the Human Resources Management Team. It is highly recommended to become a member, as you will be able to enjoy various benefits including access to hotel and other welfare facilities.
- There are branches of such multinational banks as HSBC (479-6616) and Citibank (487-7900) in Dunsan, Daejeon.


￭ Subscription to and Use of Cell Phones
- There are three telecommunications companies in Korea: SKTelecom, KTF, and LG Telecom. There is little difference among these companies regarding the quality of phone calls, but you can enjoy discounts if you choose the same company as that used by people you speak frequently with.
- Note that you can buy the previous season's cell phone models at considerably cheaper prices.
- Make sure to press the area code (e.g. 042 for Daejeon) when you call a landline phone with your cell phone. For instance, you need to press both the area code (042) and KAIST's number when you call a KAIST on-campus number with your cell phone. With a land line phone, you do not have to press the area code when making an in-city phone call, but you should press one when making an out-of-city call.(Area Code: Seoul- 02; Busan - 051; Daegu - 053; Daejeon - 042; Gwangju - 062; Incheon - 032; Ulsan - 052; Gyeonggi Province - 031; Gangwon Province - 033; South Chungcheong Province - 041; North Chungcheong Province - 043; North Gyeongsang Province - 054; South Gyeongsang Province - 055; North Jeolla Province - 063; South Jeolla Province - 061; Jeju Island - 064)
- When making an international phone call either with your cell phone or with a landline phone, press "001”, "'00365" or "00700" and then the country and local codes.
- You can enjoy N-Zone benefits (free phone calls within the diameter of 2km on campus) if you buy a cell phone from the on-campus KTF shop (Internal T. 74895). You can apply for an N-Zone/Freezone internal phone number at Webcais in the KAIST portal.


￭ Automobiles
- Buying a brand new car: Korean automobile brands are Hyundai, Kia, GM Daewoo, Renault Samsung, and Ssangyong. Hyundai and Renault Samsung cars boast better quality but are relatively expensive. To buy a car, you should visit a car dealer in person. You can enjoy a variety of discounts if you buy a car at the end of the year; 1.6 liter-level cars would be the most reasonable option.
- Buying a used car: It is not recommended to buy a used car, as you cannot be sure about the quality of such cars. If you nevertheless wish to buy one, you can either visit an online used car shop run by a large business (www.skencar.com) or seek the advice of a friend who knows a lot about cars.
- Conditions for subscribing to auto insurances differ considerably by insurer. Samsung Life and Gyowon Nara Educar are highly recommendable. Obtain the help of someone with extensive knowledge in this field.
- In Korea, gasoline is more expensive than diesel. Oil prices differ by gas station, so you should select the cheapest among gas stations nearby. Oil is sold by the unit of liter.

￭ Mall and Door-to-Door Delivery
You can enjoy domestic/International mailing services via the In-campus post office (Internal T. 2900). For domestic/international delivery, you can also use numerous door-to-door delivery services Including DHL (625-0008) and lIyang Logls (1588-0002) on campus.


￭ Credit Cards
A foreigner who has a foreigner registration card, a reliable job, and good credit can obtain a credit card issued In Korea. There are various types of credit cards In Korea with substantially varying benefits, so It Is better to seek the help of someone who knows a lot about credit cards. It will also be very helpful to obtain a credit card that doubles as a public transportation card, as you will not have to pay cash when using public transportation.


￭ Foreign Restaurants Nearby
- There are foreign restaurant chains operating In Daejeon where you can enjoy authentic western cuisines. All of them are located in the nearby area of Dunsan. 
* Outback Steakhouse (527-6171), TGI Friday's (484-5321), and VIPS (472-0997)
- Wangblseong and other Chinese restaurants are located between the KAIST campus and Hanblt Apartment.


￭ Shopping at Department Stores
- Hanhwa Galleria Department Store (221-3000): Located in downtown Daejeon, Hanhwa Galleria Department Store is a shopping complex with a cultural center, sport center, theater, and shopping mall. Daejeon Time World(480-5000) is situated in Dunsan Daejeon. It has not only a wedding shop, medical clinics, beauty parlor, and travel agency but also various cultural centers for children and a sports center (e.g. squash, swimming, fitness, golf, and aqua-aerobics). It is in 20 minutes'driving distance from KAIST.

- Lotte Department Store (601-2500): The 12-story Daejeon branch of Lotte Department Store, offers a wide variety of products. A combination of department store and big-box store, the Daejeon branch of Lotte Department Store provides various products at reasonable prices and a wonderful shopping experience for customers. It also has a theater, cultural center, and other facilities. It takes 30 minutes to get there from KAIST by car.

- Say Department Store (226-1234): Located in Jung-gu, Daejeon, Say Department Store is a differentiated shopping mall with quality products and various cultural facilities. You can enjoy both shopping and cultural experiences in the spacious and pleasant department store with seven stories above ground and five underground. The cultural center and sport center on the sixth and seventh floors provide dance, hobby/craft, liberal arts/health, music/arts, swimming, fitness, aerobics, and many other courses, serving not only as a shopping mall but also as a place for enhancing the quality of your life. It takes about 50 minutes for you to get there from KAIST by car.


￭ Big-Box Stores Nearby
You can buy various types of food, clothing, home appliances and furniture at very reasonable prices, so a big-box store may be the best option for you if you are to buy things in bulk. It is better to drive your car to get there.

- Home plus branch (http://corporate.homeplus.co.kr/):This is a Korean big-box store. It has many clothing shops and is suitable for buying clothes. The Yuseong branch has a mini golf course and an excellent gym; it also has a large-sized bookstore in place where you can buy a variety of books. It takes 10 minutes by car to get there from KAIST.
- E-mart Weolpyeong branch (www.emart.co.kr): This is a Korean big-boxstore; it is the most typical and popular discount store here. It is in ten minutes distance by car from KAIST.
- Costco Korea Oaejeon branch (www.costco.co.kr): This is an American big-box store that operates the same way as in the U.S. You can buy foreign food including American items that you cannot find in Homever or E-Mart.lt is located in Oryu-dong, Daejeon, which is 30-40 minutes'driving distance from KAIST.


￭ Online Shopping
There are numerous online shopping malls in Korea. They sell all types of product, but note that there is no online shopping mall that provides an
English website. The following are the most representative and reliable online shopping malls:
www.interpark.co.kr, www.hmall.com, www.enuri.com and www.gseshop.co.kr.


￭ Useful Websites
- Daejeon Culture 8< Tourism (tour.daejeon.go.kr): Run by the Daejeon Metropolitan Govemment, this website provides detailed information on tourism, accommodations, cuisine, shopping, administration, etc. in the city of Daejeon. The website is not only in Korean but also in English, Japanese, and Chinese, enabling foreigners to get needed information easily.
- Yuseong District Office (www.yuseong.daejeon.kr):This is the official website of the Yuseong District, Daejeon, where KAIST is situated. The website offers information on tourism, accommodations, cuisine, events, life, and administration in the district; English and Japanese versions are also available.
- Korea Tourism Organization (www.knto.or.kr): This website provides detailed information on tourist attractions all across Korea (accommodations, traffic. etc.). The website is available in Korean, English, Japanese, and Chinese.
- Korea Expressway Corporation (www.ex.co.kr):This website offers in-depth guides on highway routes across Korea; it is a must-visit for foreigners wanting to take a car trip. The website has Korean and English versions.
- Korea Herald, Korea Times (www.koreaherald.co.kr; www.koreatimes.co.kr): With these two major English newspapers in Korea, you can easily learn about current political, economic, social, and cultural issues here.
- Immigration Office (www.immigration.go.kr; 254-1391): This website provides a wide variety of administrative information regarding your stay in Korea (e.g. visa). The website is available in English, Japanese, and Chinese, too.
- Incheon International Airport (www.iiac.co.kr):Thiswebsite provides information on departure/arrival of flights at Incheon International Airport, which is Korea's largest intemational airport. English, Japanese and Chinese versions are also offered.


￭ Other Welfare Facilities In Daedeok Research Complex
- Golf course at the research complex (www.ddgolf.co.kr. 865-3000): This is a golf course situated within the research complex (reasonably priced). Ask other professors regarding membership and other issues.
- Swimming pool at the research complex (862-4040): This is a swimming pool within the research complex. It is in 10 minutes' driving distance from KAIST.
- National Science Museum (www.science.go.kr.601-7979):Variousscientificexhibits are displayed. You can become a member and visit there for free.



5. INTERNET ACCESS AT KAIST
(Information and Communication Team)

￭ IP address application procedure
- At the website, http://ict.kaist.ac.kr
- Click [lP & Account Request Service]
- Enter your portal lD and password and identify your IP address
"If you reside in a dormitory, you do not have to apply for an IP address. All you need to do is simply search for the IP address of your room at the official
website of the Information & Communication Team http://ict.kaist.ac.kr, set up the IP address, and use it.


Click and enter your portal lD and password







￭ Entry of applicant information
Fill the form and apply for your IP Address



￭ Search for Registered IP Address
• How to search
- Visit the official website of the Information & Communication Team (http://ict.kaist.ac.kr)
- Click [KAIST IP Address Check Service]

Dormitory IP Search Service


￭ Network Setup
KAIST IP Address Check Service
• Setting up an individual PC network (Windows XP)

Start - Settings - Control Panel - Network Connection - Local Area Connection - Internet Protocol (TCP/IP)
Enter the IP and gateway addresses
e.g.: If the IP address is"143.248.222.11":
IP address: 143.248.222.11
Subnet mask: 255.255.255.0
Default gateway: 143.248.222.1
Default setup DNS: 143.248.1 .1 77
Supplementary DNS server: 143.248.2.177

￭ How to Identify Network Setup on Windows XP
- Start - Run - cmd - ipconfig /all
- Check whether the information is set up correctly
- Run a ping test using the default gateway

￭ Network Connection - IAA Authentication
• IAA authentication
- To protect the communication of internal members, only those users considered reliable are allowed to connect the KAIST network through web authentication of network equipment.
~ Authentication is made once initially before use.
~ For more details, see the official website of the Information & Communication Team (http://ict.kaist.ac.kr) 


Run a ping test using the default gateway


IAA authentication


￭ Network Failure Management
• Causing network crash or failure: IP blockage
- If an IP crash occurs more than three times, the responsible user will face sanctions regarding use of the Internet.
- One who causes MAC spoofing will face sanctions regarding use of the network.
• Expired user
- If your given period for network use expires, you need to go through the authentication process using a new authentication page.

• Provision of blockage page for blocked user
- Any system that negatively affects the network (e.g. violation of copyrights, hacking, distribution of spam mails, virus, causing of massive malignant traffic) will be blocked.
- If you are blocked by the network administrator, a blockage page will be displayed.

• Blocked IP-searching service
- The blocked user may check the reason of blockage on the official website of the Information & Communication Team (http:// ict.kaist.ac.kr).
- The blocked user can use the Internet after submitting a letter of confirmation to the administrator.

￭ Computer Security
o Distribution of pirated software (MP3, movies, etc.) not allowed: Distribution of movies, MP3 files, and others using P2P (peer-to-peer) software.
o Network abuse prohibited: It is prohibited to use the campus network for purposes other than what is originally intended or to transfer your access right to someone else without permission.
o Golden rules for information safety.
- Update your operating system and vaccine to the latest versions
- Be sure to frequently back up important data
- Change your password regularly
- Use more than eight digits with a combination of English and numerical letters
- Set up passwords for booting, login, and screensaver
- Thoroughly check PC security (No file-sharing allowed; check if the computer slows down)
- Refrain from recklessly installing programs or making downloads
- Immediately delete suspicious emails
- Use authentic software
- Turn off the computer if you are not going to use it for a long time
6. HOW TO USE INTERNET AND ERP AT KAIST
￭ KAIST Official Website, Portal and Email (IT Development Team)
• Official website: http://www.kaist.ac.kr
This website offers overall information needed for professors, employees, students, and the general public, including KAIST overview, notices and information on admission, research activities, and academic affairs.

• KAIST Portal
This website provides KAIST members with information services such as email, groupware, and administrative work system (ERP and CAIS) and integrated access to email and library. KAIST Portal serves as a gateway to the all of KAIST providing services which is based on SSO(Single Sign On).
In Portal, you can have an access to E-mail, Web/Standard ERP, Dormitory, FindPeople, EIS, KAIPA, CAIS and etc.
(For more details, see http://faq.kaist.ac.kr call T.8147.)
Portal: http://portal.kaist.ac.kr

• Email
Email (l)-http://mail.kaist.ac.kr
This is a default email service for professors, staff, and students registered to KAIST Portal (see above). Based on the POP3 protocol, you can use MS
Outlook Express, Mozilla-Thunderbird, and other email client programs.
(For inquiries, see http://faq.kaist.ac.kr, caIl T.4759.)
Email (2)-http://mail.kaist.edu
This is a highly-secure Gmail service provided only for KAIST professors and staff. This service is highly recommended for those who need to send and receive emails to/from abroad. Regardless of your registration to KAIST Portal, you should register separately.
(For inquiries, call T.4759.)


￭ Downloading of Document Format and Software (IT Development Team)
• Download – http://form.kaist.ac.kr
The official document forms of KAIST can be searched and downloaded. (For inquiries, call T.8147.)

• Software Download – http://kftp.kaist.ac.kr
You can download computer software (MS Windows, Office, antivirus program, etc.) that professors, staff, and students can use within KAIST. This website is not accessible outside KAIST.


￭ CAIS 2.0 (IT Development Team)
CAIS 2.0 is a management system for academic affairs, such as activities related to the academic registrar, classes, and grades. 

1. Access http://cais.kaist.ac.kr

* After open new KAIST Portal System (2011 / 4 Open), CAIS 2.0 also can use http://portal.kaist.ac.kr

2. Log in with KAIST e-mail ID / PWD
* If you do not have KAIST e-mail address, access http://mail.kaist.ac.kr and sign up for it
It is possible to use KAIST e-mail for over a month after the contract is terminated.

3. Click [Grading Entry] on the left menu


4. Check the course list of the semester on the upper menu [Course ID] Select the course to grade.
Click the [Search] button.

5. Screen map
1) The Course Information
- The detailed information of the course
2) Grade Distribution
3) The Condition of Inputting Grade
- The total number of students
- The number of students you've given grade / the number of students you have yet to grade
- The total GPA of the class
4) The student’s information
5) Grade Key
- You can give grade only through grade key. In the case of a research course, you can give only "S", "U", or "I".


6. Giving grade through grade key


7. Click [save] button after completion of input
1) In the case of the existence of non-registered grade
If you click the [save] button, the message shows up as below.
When you click the [save] button, only the grade you've registered will be saved.


2) In the case of the completion of grading
If you click the [save] button, the message shows up as below.
When you click the [save] button, all the grade you've registered will be saved.
You can revise the grade at any time during the grade-input period.
The function of "The final save cancel” in CAIS(C/S version) is added to [save].


8. Click the [print] button and print out the report
1) In the case of the existence of non-registered grade
If you click the [print] button, the message shows up as below.
It is only possible to print out [Tentative Grade] among three different kinds of report forms.


2) In the case of the completion of grading
If you click the [print] button, the message shows up as below.
All three different kinds of report forms can be printed out.
- Final Grade: official document as grade report; after signing the report, submit it to the department office
- Preliminary Grade: the use for checking the grade in the condition of incompletion within the grade-input period; unofficial document
- Tentative Grade: grade posting for students







￭ How to Use ERP (IT Development Team)
• http:// ch.kaist.ac.kr
ERP is a system for administrative work encompassing budget, accounting, human resources management, wages, and research management launched to service from 2008.
-This website is currently available in Korean and English.

• Connecting to ERP
- To connect to ERP, log in to Channel (http://ch.kaist.ac.kr) and move to Services> Professors (·Faculty Service).

• Using the default menu (Web ERP)
- After connecting to the Faculty Service. Click the menu. “[ERP] 일반/연구 행정” and the page show below will be displayed


Below are the functions you can use via Web ERP; here you deal with management of ordinary expenses, business trips, procurement, and research management.
• Expenses and budget: Application for ordinary expenses; account replacement (error correction); account replacement (cost profit replacement); supplier/ customer management; budget view; and application for extraordinary/exclusive budget
• Procurement: Application for procurement; conformation of goods receipt; and direct procurement
• Business trip: Application for domestic business trip; and application for international business trip
• Research: Registration of letter of research plan initiation; registration of participating researchers; application for change in participating researchers; application for change in budget; research project view; and participation rate view
For more detailed information on each of the menus described above, you can get a manual from the ERP Helpdesk.
(Currently the manual is available only in Korean.)



• Using the SSHR (Self Service Human Resources) menu
- The SSHR service provides such functions as: viewing one's personnel/salary information; designation of a person responsible for a given task; and approval of leave/overtime work for team members/researchers (by a team leader/chief researcher).
- To connect to SSHR, click the "ERP 일반/연구 행정" among the Quick Services displayed on the screen.




• Confirming and approving the document generated
You should go to the Request Services to view a document you temporarily saved, a document that you completed and requested an approval for, and one that a team member asked you to approve.
You can go to the Request Services in two ways: (a) via the green, "My Page" menu on the top right center of the Web Channel Service; and (b) via the "My New Approvals" link in the orange box, "Message Center; on the right side of the screen.

[image: ]

o My request details: You can view the list of documents you requested; by clicking the title of each document, you can also see the details of the document. Displayed on the title is the document's status (e.g. in progress, completed, temporarily saved, and rejected). Click each status to check the approval process of the document.
[image: ]

o My approval details: You can view documents that your team members/students/researchers requested you to approve and those you have approved. Click each of the documents to see the details; click the 'Approval" button on the bottom of a document to approve the document.
Among the radio buttons right below the 'My Approval Details" tab, dick 'Ready for Approval' to list documents you should approve. Boxes will be displayed on the right so that you can select any of the documents. Select the document(s) you want and click the 'Approval" button on the bottom of the page, and the document(s) will be approved collectively.


￭ Management of Participating Researchers (IT Development Team)
• Registration of Participating Researchers
Users can register and update membership information of researchers participating in a particular research project. Commissioned research survey fund will be distributed according to the registered information



(1) Search Conditions: By specifying the start date, responsible person, project code, start date, research expenses, or project name, users can search projects that require registration of participating researchers.
(2) List of Projects: This shows the list of projects that require registration of participating researchers, their project code, task number, responsible person, project name, start date, end date, research expenses, client organization, and status. By clicking on a project, users can register participating researchers.
Note: Projects for which registration of participating researchers is completed will not appear on the page that shows the search result. Users who want to revise the membership information of those projects must do so by using the [Change Request of Participating Researchers] menu.
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(1) Registration Date: The date when ‘Registration of Participating Researchers’ is done.
(2) Creator: The user who is doing 'Registration of Participating Researchers’.
(3) Project Overview: Summary of the research project, project name, project duration, accountable researcher, and the responsible person.
(4) Participating Researchers
• Task No.: This field is filled automatically when the user clicks on this field and chooses a particular task. Main account is marked as ' OO'; and sub accounts are marked as ·01, ··02, ··03, · etc.

• Individual No.: All in the individual identification number (student number) of the researcher that the user wishes to register as participating researchers by clicking on this field and search the name of the researchers in the pop-up window.

• Dept.: The departments that the participating researcher belongs to.

• Position: The position of the participating researcher (professor, doctorate student, master student, technical staff, administrative staff, etc.)

• Name: The name of the participating researcher

• Type: The status type of the participating researcher (full-time faculty member, full-time employee, student, appointee, etc.)
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• Payment:
Distinguish the types of labor costs (Internal cost: Internal, External cost: Commissioned, Monthly Payment, TBD)
Internal: Accounts that were put under internal labor cost on the Business Plan Document. (Internal labor cost (regular employees), internal labor cost (researchers), internal labor cost (paid)
Monthly Payment: Labor cost for appointed staff that was rolled up as external labor cost
Commissioned: Commissioned research and survey expenses for professors, students, and outsiders that were rolled up as external labor cost
- TBD: Labor cost for researchers that are to participate in research projects that was rolled up as external labor cost
Outsiders: Outsiders can be registered as a participating researcher after the organization that the person belongs to is registered as a client (the organization that commissioned research and survey fund) through the outsider registration menu.
(Note: Until the outsider registration menu is created, payment request for commissioned research and survey funding will be processed through AP.)

• Category:
Choose the category to which the labor cost is designated (e.g.: internal labor cost, external labor cost, research expenses, etc.)

• Specific Category:
Choose the specific category under which the labor cost item is executed (e.g.: (Earned income) commissioned research and survey expenses,
(income not otherwise classified) commissioned research and survey expenses, fixed payment, etc.)

• Monthly Salary:
This field shows the monthly salary (standard amount) of the participating researcher by using individual identification number (student number) and referring to personnel information (pre-designated amount for students). This information is used as the standard amount for participating rate.
(Note: The monthly salary for TBD (participation not finalized) and outsiders will not show.)

• Participation Period:
Enter the start and end date of the participation by the participating researcher

• Participation Rate:
This will be automatically calculated by dividing monthly payment by monthly salary (standard amount). [Participation rate (%) = monthly payment + monthly salary] the participation rate cannot be greater than 100%.

• Amount: 
Enter the total amount of labor cost that was paid to all the participating researchers during the participation period.

• Cash/Kind: 
Choose cash when the labor cost is appropriated in cash, and kind (including nonpayment) when the labor cost is appropriated in kind. (Cash: The amount that is included in cash research expenses and is actually paid. Kind: The labor cost that is not included in cash research expenses and not actually paid.)
(Note: To manage the entire list of participating researchers, register participating researchers that are paid In kind.)

• Account name, account number, bank (branch):
This is the bank account Information to where the salary payment will be made to participating researchers. It only shows the Information for accounts opened under the name of the participating researchers. When more than one bank account is registered, choose one account where the participating research wishes to receive payment.

• Detailed Information:
Users can adjust and update detailed payment Information per each month during the participation period.
- When the monthly payment during the participation period is not the same, the user can put in different numbers (e.g.: When a researcher's participation period Is three months and the total payment made Is 300,000 won, the monthly payment information can be 50,000 won for January, 200,000 won for February and 50,000 won for March.)
If the start date and end date of a participation period is not the first and last day of a month, make adjustment for the payment amount of the start and end month. The intention is to calculate labor cost based on day-rate if the calendar month of the participating period is not a full month.
(Ex: If the participating period is from Jan. 15, 2008 to Apr. 14, 2008, enter detailed payment Information for: (a) Jan. 15, 2008 - Jan. 31, 2008; (b) Feb. 1, 2008 - Mar. 31, 2008; (c) Apr. 1, 2008 - Apr. 14, 2008 separately.)

• Others:
When there is a non-participating period between the participation start date and end date (e.g.: Jan. 1, 2008 - Mar. 31, 2008 (3-month participation),
Apr. 2008 (non-participation period), May 1, 2008 - Jul. 31, 2008 (3-month participation), make two registrations of the first participating period (Jan. 1 2008-Mar.31 2008) and the second participating period (May 1 2008-Jul. 31 2008) in two lines.


• Change of Participating Researchers
Users who want to change the registered participating researchers can use this menu to make a request by specifying the participating period, payment amount, add list, and delete list.
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(1) Search Conditions: By specifying the start date, project code, or client organization, users can search the project for which he or she wants to change the participating researchers.
(2) On-going Projects: This shows the list of projects that may require change of participating researchers, their project code, project name, client organization, accountable researcher, start date, and end date. By clicking on a project, users can create a change request for participating researchers.

(1) Change Date: The date when the ‘Change Request for Participating Researchers’ is made.
(2) Requestor: The user who is making the ‘Change Request for Participating Researchers’.
(3) Accountable Researcher, Responsible Person: Mark the Information of the accountable researcher (the person who is accountable for ill sub account) and the person who takes ultimate responsibility.
(4) Project Overview: Summary of the research project, project number, task number, project name, research expenses, research duration, and the client organization.



(5) Participating Researchers
• Division:
Classify the researchers into three types: Add, Revise or Delete
- Add: Choose this when you want to add a new member to the original list of participating researchers
- Revise: Choose this when you want to revise the detailed information of the participating researcher (participation period, payment amount)
- Delete: Choose this when you want to remove the person from the list of participating researchers

• Effective Date:
Enter the date when the change takes effect

• How to Change:
- Add: Choose [Add]. And enter fill in all the fields, including personal information of the newly added participating researcher.
- Period Change: Choose [Revise], and revise the participation period (start date and end date). If the change of the participation period renders change to the payment amount, revise the amount or monthly salary on the Detailed Information page
- Amount Change: Choose [Revise], and revise the amount or monthly salary on the Detailed Information page if needed.
- Delete: Choose [Delete], and make changes to the participation period or monthly salary on the detailed information page if needed.
- Retroactive Payment Change the amount, and enter the amount of retroactive payment for the month that you wish to apply retroactive payment on the Detailed Information page.
- Return: Change the amount, and enter the return amount for the month that you wish to apply return (by using minus symbol ('-"J). The return amount should be prepaid to the account designated by the Finance Team.

• Time Limit for Change Request:
For the change request to take effect within a given month, online approval of the change request should be given by the closing day of application for commissioned research and survey funding. If approval is not given by the closing day, the change request document will be returned to the requestor. (The requestor should submit a new request so that the change can take effect the next month.)




7. SUPPORT FROM MAJOR ADMINISTRATIVE TEAMS AT KAIST
PERSONNEL MANAGEMENT OF INSTRUCTORS (Academic Affairs Team)

• The Academic Affairs Team (Internal T. 2151-2155) is responsible for personnel management of instructors. Below are overall issues regarding personnel management of instructors, including new appointment and promotion of instructors 

￭ Appointment of New Instructors
(a) For recruiting outstanding instructors, applications are accepted anytime throughout the year. An applicant should submit the application form, resume (research plan and lecturing plan included), three letters of recommendation, grade transcripts, degree certificate/diploma, and certificate of work experience.
ㆍ Download the application form at the official website of KAIST <www.kaist.ac.krl
ㆍ Submission of application: Anytime during the year

(b) For deliberation of an applicant, preliminary deliberations by the department/major and interviews with the applicant are held. In the
Preliminary deliberation by the department/major, the department/major's faculty search committee reviews the application form, research plan, lecture plans, and other documents. A department/major interview (with the head of the relevant KI participating if a newly hired instructor is to work at the KI, too) and an interview by the president are conducted only for those passing the document-based deliberations. The department's head requests an external evaluation on the applicant.

(c) For evaluation of an applicant, deliberation is done by the department/major's personnel affairs advisory committee. Recommendation is made by the department's head or the major's chief professor and by the college's dean. (For a newly hired instructor who is to work at KI as well, recommendation is also made by the Kl's head.) Final appointment is determined by the KAI5T president.

(d) For hiring new instructors, the minimum criteria of determining their positions are as below:

	Position
	Minimum qualification for each position

	Full-time Lecturer
	One with more than two full years’ recognized experience after obtaining his/her master’s degree

	Assistant Professor
	One with a doctor’s degree

	Associate Professor
	One with more than four full years’ recognized experience after obtaining his/her doctor’s degree

	Professor
	One with more than 10 full years’ recognized experience after obtaining his/her doctor’s degree



(e) In hiring new instructors, the salary class for each position is determined as follows: (a) If one meets the minimum qualification of a position, he/she will be given the lowest salary class of that position. (b) If one exceeds the minimum qualification of a position, one salary class will be added per exceeding year if he/she is recognized to have produced more than one article per year exceeding the specified experience level.

(f) Years of recognized experience are calculated and evaluated based on an applicant's years of experience in education or research after obtaining his/her degree as of the date of planned appointment. For a part-time instructor at an educational institution higher than a four year university, calculation is done as follows: (a) less than five hours of course(s) taught a week: 30%; (b) more than five hours of course(s) taught a week: the recognition rate described above + 10% added per additional hour taught (50% in maximum).

￭ Support for Newly Hired Instructors
(a) Annual salary: Salaries and other various incentives are offered in accordance with KAIST's annual salary system.

(b) Allocation of research office/lab: Allocation is done by individual departments.
(c) Allocation of students: Master's and doctor's students are allocated by individual departments.
o Exact numbers vary by department every year, but as of 2007, more than two students with 100% scholarship from KAIST on average were allocated to each department.

(d) Provision of research expenses for settlement of newly hired instructors
o Amounts allocated and period of research
- The maximum amounts allocated vary by department 
- The period of research starts from the date of appointment and ends at the end of December of the year when the 24th month from the date of appointment is reached.
o Allocation procedure
- The instructor's research proposal is submitted to the department, approved by the department's head, transferred to the Academic Affairs Team, and finally approved by the head of the Office of Academic Affairs.
* Starting six months prior to appointment, an instructor may be allocated research expenses for settlement in advance if he/she wishes.
o Execution of research subsidies and limitations
- Subsidies are provided for participating researchers (post-doc, etc.).
- For KAIST students, less than 500,000 Korean won a month can be provided (a total of 25 million Korean won during the period of research).
- Expenses for moving the lab and making needed installations may be executed.
- Settlement subsidies (up to , 10 million Korean won) are provided to assist a newly hired instructor's appointment and early settlement. The expenses can be executed with primary receipts, too.
o Repayment
- If a newly hired instructor resigns within his/her initial contract period of three years, he/she shall repay the research expenses for settlement that he/she had been given.
o Submission of report
- An instructor shall submit the report of research results within one month after completion of his/her period of research.

(e) Residence: The KAIST residence is provided. (If the KAIST residence is not available, up to 0.1billion Korean won is provided for leasing a house.)

￭ Classification of Instructors (Tenure Line/Non-Tenure Line)
(a) Tenure track professor
o Tenure track professors are classified into professor, associate professor, assistant professor, and full-time lecturer.
o Distinguished professor: A KAIST professor who can greatly contribute to the nation's and 
KAIST's development through his/her world-class education, research, and contribution/ volunteering
o Endowed chair professor: A KAIST professor who is financially supported through benefits pro-duced by utilizing funds from external institutions or individuals or through regular contributions from external institutions or individuals

(b) Non-tenure track professor
• Professor of practice: A non-tenure track professor who is dedicated to lecturing, experimentation, and research on a full-time basis for effective implementation of lecturing, experiment education and research
• Visiting professor: A non-tenure track professor who is invited to KAIST for a certain period of time and works on education/research
• Part-time lecturer:  A non-tenure track professor who is invited to KAIST for a certain period of time and takes charge of lecturing (or experimentation) for students or research guidance (e.g. thesis, seminar) on a part-time basis
• Research professor: A research-dedicated instructor who is hired on a full-time basis for effectively performing KAIST's special research project
• Adjunct professor: A non-tenure track professor who is engaged in an enterprise, research center or educational institution at home or abroad, invited to KAIST and responsible for education, thesis guidance, implementation of research project, or education/research advice.

￭ Evaluation of Faculty Achievements
(a) Lecturing record and educational contributions are considered when evaluating one's educational achievements.
(b) For research achievements, evaluation is done on thesis/articles deliberated by and published in a world-renown academic journal, books/translations, domestic/international patents registered, proceedings from international symposiums, research contracts made, and awards won.
(c) With regard to contribution/volunteering achievements, one's contribution to KAIST or his/her department or major is evaluated, with internal/external volunteering activities and service for position/mission considered.
(d) To review the qualitative excellence that the deliberated person has accomplished, KAIST may request domestic/international expert(s) to provide internal/external evaluation reports, which are utilized as important data for evaluating one's achievements.

<Utilization of internal/external evaluation reports regarding personnel management of instructors>
	Classification
	Position
	External evaluation
(domestic/international)
	International evaluation report (KAIST) report
	TOTAL

	Promotion
	Associate professor 
	4
	2
	6

	
	Associate
	8
	4
	12

	Reappointment of professor
	Professor
	6
	3
	9

	Appointment of tenure professor
	Professor 
	8
	4
	12

	Appointment of distinguish professor
	Distinguished professor
	10
	5
	15



(e) Evaluation/Grading Table for Personnel Management of Instructors
o For deliberation on promotion, appointment as tenure professor and reappointment
	Item
	Score

	1. Education (30%)
	1) Lecturing (15points)
* Results of course evaluation     *Lecturing in English
*Course development (development of new course; improvement of existing course)
*contribution to lecture (number of courses/students)
0Efforts to enhance lecturing techniques  - Writing of course materials in Korean, English, etc.
	
	

	
	2) Student guidance (15points)
*Guidance on undergraduates (freshmen, student club, graduation research etc)
*Guidance on graduate students (average period of degree dissertation guidance, success rate of degree dissertation guidance, etc)
*Awards won by guided students, awards won by guided student clubs, etc
	
	

	2. Research (40%)
	1) Research excellence (30points)
*International recognition        
*International contribution and impact
*Quotation of theses/articles
*Invited lectures given: Korea, Asia, America, and Europe
*Awards won: Korea, Asia, America, and Europe
*patents registered: Korea, Asia, America, and Europe
	
	

	
	2)Attraction of research funds and industrial contribution (10 points)
*Size of research projects
*Attraction of mid-to long-term projects (Center, NRL, etc)
*Projects for enterprises
*Technology transfer to enterprises
*Advices for enterprises
	
	

	3. Volunteering (20%)
	1) Volunteering at KAIST (8 points)
*Department (committee, graduate school admission, international cooperation, seminar for freshmen, etc.)
*college (committee, etc)
*KAIST (committee, academic affairs, etc)
	
	

	
	2) Academic society and other external activities(12 points)
* Korea, Asia, America, and Europe
*Government, local government, and media activities
	
	

	4.Issues regarding evaluations (10%) * not relevant to the department
	1) level of recognition and position of evaluation (5 points)
2) Global distribution of evaluation (5 points)
	
	

	TOTAL
	
	/100



￭ References
(a) Full score for the department: 90 points; full score for the college and headquarters' personnel management committee members: 100 points (provided that the full score of 90 points is applied for reappointment of assistant and associate professors for internal/external evaluation reports are not applied)
(b) 80% of total score (72 points for the department and 80 points for the college and headquarters' personnel management committee members): Recommended
(c) Less than 60% of total score per item (education, research and volunteering): Item failed
(d) Personnel management committee members do not specify their names in providing those scores.

￭ Promotion
(a) Deliberations for promotion are done twice a year: in January and July of each year. An individual instructor can go through deliberation for promotion only once a year.
(b) Promotion is given to those instructors who meet the minimum requirements described below and have outstanding education/research activities or have made a great contribution to KAIST's development.

	Position
	Minimum Requirements for Promotional Review

	Professor
	- One who has worked as an associate professor for over four years (two years for one who has been newly employed as associate professor) and whose salary class as associate professor is 7 or higher
- One who has more than 10 years of recognized education / research experience after obtaining his / her doctor’s degree professor

	Associate Professor
	- One who has worked as an assistant professor for over two years and whose salary class as assistant professor is 4 or higher
- One who has more than four years of recognized education/research experience after obtaining his/her doctor’s degree

	Assistant Professor
	- One who has worked for over a year as full-time lecturer
- One with a doctor’s degree



(c) For promotion, deliberation will be done by the department's personnel advisory committee, recommendation by the department's head and the college's dean, review by the personnel management committee for instructors, and final approval by the president.

￭ Reappointment
(a) Deliberation for reappointment will be held twice a year: in November and July (March 1 and September 1)
(b) For those who have been employed since January 1, 2007, their period of contract will be less than three years. The total period of contract before appointment as a tenure track professor, including the period of initial contract), will be less than eight years. (For female instructors, they may extend the contract by two years for childbirth or childrearing issues.) For those employed before December 31, 2006, the period of contract will be less than three years.
(c) Reappointment of an instructor is bestowed only to those who are recognized to fulfill the minimum requirements for salary increase, and his/her accumulated achievements will be evaluated comprehensively.
(d) For reappointment, deliberation will be done by the department's personnel advisory committee, recommendation by the department's head and the college's dean, review by the personnel management committee for instructors, and final approval by the president.
￭ Salary Increase
(a) Minimum criteria for salary class increase
o At least six credits of mandatory lectures (three credits per semester)
o One article produced
(b) Exceptions for salary class increase criteria
o Even if the newly appointed instructor fails to meet the minimum requirements for salary increase given his/her education/academic achievements during the first eight years after appointment, he/she will be recognized as fulfilling the requirements if he/she has at least six credits (three credits per semester) of mandatory lecturing records.
o If one has had up to one year of research leave, up to six months of overseas business trip as an exchange professor or for training, up to six months of double employment or other issues specified in Article 22, Paragraph 3 of the curriculum operational guidelines, he/she will be recognized as fulfilling the requirements for mandatory lecturing.
o If an instructor fails to fulfill the requirements of three credits in mandatory lecturing per semester due to inevitable reasons recognized by the department's head or the major's chief professor, he/she will be recognized as fulfilling the lecturing requirements if he/she provides courses worth six credits during regular semesters throughout an year within the period for salary increase.
o Even if an instructor fails to meet the minimum requirements for salary increase given his/her education/research achievements during that year,
he/she will be recognized as fulfilling the requirements when he/she fulfills at least six credits of mandatory lecturing in one year within the period of salary increase and the two-year arithmetic average of his/her achievements in the previous and current years exceeds the minimum requirements.
• Even if an instructor's education/research achievements fall short of the minimum requirements for salary increase, he/she may be recognized as fulfilling the requirements, after review by the department's personnel advisory committee, if the difference is considered only minimal.

(c) Procedure
• An instructor submits his/her record for the year to the department's head, who then decides whether to increase his/her salary class.

￭ Tenure Track Professors
(a) Those who have been appointed since January 1, 2007 may apply for tenure regardless of their positions (e.g. assistant professor, associate professor and professor); those employed before December 31,2006 may apply for the tenure regardless of their positions or apply after working continuously as professor for seven years.
(b) Deliberation for appointment of tenure will be held twice a year: in November and July.
(c) For appointment of tenure, deliberation will be done by the department's personnel advisory committee, recommendation by the department's head and the college's dean, review by the personnel management committee for instructors, and final approval by the president.

￭ Distinguished Professors
(a) For appointment of a distinguished professor, recommendation is done by the president, vice president, college dean and department head, review by the personnel management committee for instructors, and appointment by the president, who then reports this to the board of directors. (lf the department's head recommends the instructor, the recommendation will be made via the college's dean.)
(b) The period of employment will be less than five years; after one's retirement age, he/she can be contracted as a non-tenure track professor and continuously employed as professor emeritus.



￭ Endowed Chair Professors (Internal T. 2152)
(a) For appointment of endowed chair professor, recommendation is done by the president, vice president and department head and review by the department's personnel advisory committee. The college's dean then makes a recommendation, the personnel management committee for instructors carries out deliberation, and the president then appoints the instructor and reports to the board of directors.
(b) Endowed chair professors are classified into ordinary fund-driven, specific fund-driven, and contribution-driven endowed chair professors and into tenure track and non-tenure track.
(c) By principle, the amount of funds for appointment is over two billion Korean won per capita for funds and 0.1 billion Korean won per year for contributions.
(d) Salaries
o Ordinary fund-driven endowed chair professor: One may be given the highest salary class for professor; he/she may be given research expenses, automobile expenses, and expenses for supporting research activities.
o Specific fund-driven endowed chair professor: The president may specify his/her research incentives, commissioned research/survey expenses, and others.
(e) The period of appointment should be less than five years; for a specific fund-driven non-tenure track endowed chair professor, the period of appointment is less than five years after retirement.

￭ Fund-Contributing Professors
(a) For appointment of a fund-contributing professor, advice is given by the department's personnel advisory committee, recommendation by the department's head, deliberation by the college's dean, the head of the Office of Academic Affairs and the vice president of academic affairs, and appointment made by the president.
(b) By principle, the amount of funds for appointment should be over one billion Korean won in funds or over 50 million Korean won per year for more than 10 years in contributions.
(c) The period of appointment is five years, and this period will be extended unless there is any special reason not to.
(d) Salaries for fund-contributing professors are set by the president within the range of the profit budget for the funds or of the contributions.

￭ Honorary Professors
(a) Among tenure track professors who are assistant professors or higher and have worked for more than 10 years at KAI5T, those who have outstanding education, have made outstanding research and other lecturing achievements, have a high reputation, and can contribute continuously to the development of KAIST may be appointed as honorary professor.
(b) For appointment of an honorary professor, review is done by the department's personnel advisory committee, recommendation by the college's dean, and deliberation by the personnel management committee for instructors. The vice president of academic affairs makes approval and reports to the board of directors.
(c) The period of appointment for an honorary professor starts from the date of appointment and lasts throughout his/her lifetime.
(d) If an honorary professor provides a lecture, he/she will be given allowances for the first five years of appointment.

￭ Concurrent Professors
[bookmark: _GoBack](a) The term "concurrent professor" refers to a tenure track professor who belongs to more than two departments, majors, interdisciplinary majors or research centers for promoting interdisciplinary education/research.
(b) For appointment as a concurrent professor, an instructor must fill out the application form for employment as concurrent professor and obtain the approval of his/her department's head. The instructor then submits the application to the head of the department where he/she wishes to work simultaneously, and the head of this department approves the application unless he/she has any objection.
(c) An instructor hoping to work at a KI should obtain the approval of his/her department's head, submit the application for double employment to the director of the KI's research center, and obtain his/her approval.

￭ Adjunct Professors
(a) For appointment of an adjunct professor, review is done by the department's personnel advisory committee, recommendation of position by the department's head, and approval by the college's dean. As for KI, review is done by the KI's relevant committee, and the instructor's position is set by the KI's director and approved by the KI Research Center's director.
(b) Full-time adjunct professors will be given salaries set in consideration of annual salary levels for their institutions; part-time adjunct professors who give courses will be given allowances pursuant to the guidelines on appointment and treatment of part-time lecturers, those carrying out research projects will be given commissioned research/survey expenses, and those providing advice will be given advisory fees pursuant to the guidelines on utilization of experts.
(c) For new appointment or reappointment of an adjunct professor, internal/external evaluation reports should be submitted that are equivalent to those for a tenure track associate professor, with the provision that these reports may not be required if there is any special reason.

￭ Practice Professors
(a) For appointment of a professor of practice, review is done by the department's personnel advisory committee, recommendation by the department's head, and the college's dean and approved by the vice president of academic affairs.
(b) The period of appointment for a professor of practice should be less than three years; reappointment can be made.
(c) For new appointment or reappointment of a professor of practice, internal/external evaluation reports should be submitted that are equivalent to those for a tenure track associate professor.
(d) A practice professor will be subject to the annual salary system; salaries will be determined based on his/her work experience, achievements and annual salaries from the previous institution.
(e) 5- and A-level practice professors may be called "professors" and B- and C -level "associate professors:'

￭ Visiting Professors
(a) For appointment of a visiting professor, review is done by the department's personnel advisory committee, recommendation by the department's head, and approval by the college's dean. If a visiting professor is not to belong to any department, review will be done by the personnel management committee for instructors, under the request of the head of the Office of Academic Affairs, and appointment by the vice president of academic affairs.
(b) The period of appointment can be from one month to less than 36 months; reappointment can be made.

￭ Part-Time Lecturers
(a) For appointment of a part-time lecturer, review is done by the department's personnel advisory committee and appointment by the department's head.
(b) The period of appointment is set at less than four months (for those providing lectures) or less than a year (for those providing research guidance); reappointment can be made.



￭ Suspension from Office, Return to Office, Disciplinary Action and Retirement
(a) Suspension from office
o The president may order an instructor to be suspended from work in any of the following cases:
- If an instructor requires a long leave from work due to physical/mental disorder not caused by implementation of work
- If an instructor takes a leave for over two months due to illness caused by implementation of work and therefore cannot carry out his/her work
- If an instructor is mobilized or called to fulfill the military duty as specified in the Military Act or the Wartime Labor Mobilization Act
- If an instructor dies or is missing due to a natural disaster, war, crisis, disaster or other reasons
- If an instructor has to leave work to carry out a duty specified in other laws
- If an instructor goes on an overseas study or training
- If an instructor is hired by another institution for a given period of time or temporarily
- If an instructor is indicted for a criminal case
- If an employee with an infant aged one year or less applies for suspension from work to raise the infant
(b) Returning to office: An instructor should return to work immediately when his/her period of suspension from office expires.
(c) Punishment
o Below are reasons for punishment:
- Breach of rules or regulations
- Violation or negligence of work-related duties
- Undermining of KAIST's reputation or status
o Types of punishment are as follows:
- Dismissal: If an instructor brings about reason for punishment and the consequences are significant
- Suspension from employment or salary reduction: If an instructor brings about reason for punishment intentionally and the consequences are minimal, or if he/she causes the reason by mistake and the consequences are significant
- Reprimand: If an instructor brings about reason for punishment by mistake and the consequences are minimal
(d) Retirement
o An instructor seeking to retire should transfer his/her responsibility to the department's head, deal with overall issues entailing retirement, prepare the retiree report card and submit it to the head of the personnel management department until the planned date of retirement.
o The instructor should clean his/her research office and lab, prepare a document on returning the office/lab and submit it with the keys to the department's head until the planned date of retirement
o The instructor should cooperate in designating new guiding professor(s) for students he/she has taught until the planned date of retirement so that there will be no problem regarding continued student guidance.
o The instructor should submit to the president the retiree's statement and letter of allegiance on maintaining secrets he/she has become privy to in the course of employment.

￭ Domestic/International Business Trip
(a) Period
o Business trip for carrying out KAIST work: This period is considered one for implementing KAIST work.
o Business trip for academic activities: In principle, a business trip for academic activities should be no longer than 14 working days during the given semester, with the provision that the period may be extended under the approval of the president if it is considered inevitable.
o Business trip for collecting research data: In principle, such trips should be taken only during vacations, with the provision that an instructor may be allowed to take such a business trip for no longer than 10 working days if it is considered inevitable for research implementation; this period
will be included in calculation of the days when business trips for academic activities are restricted.
o A KAIST instructor who is not giving a course during the given semester may be allowed to go on a business trip for collecting research data other than academic activities. In principle, the period of business trip should be no longer than 21 working days, with the provision that the period may
be extended under the approval of the president if it is considered inevitable.
(b) To apply for a business trip, one should submit required documents, including the application form for overseas trip, via the department's head to the college.

￭ Research Leave
(a) A tenure track professor who has worked continuously for over four years at KAIST may apply for a research leave.
(b) Four months before the commencement of his/her research leave, the instructor should submit to the department's head the research leave application form, letter of allegiance, invitation from the visiting institution and other documentary evidence, which will be reviewed by the department's personnel advisory committee and approved by the department's head.
(c) The period of research leave will be less than a year.
(d) If an instructor on research leave goes on a business trip to an area other than one where he/she is taking his/her research leave, he/she should attach relevant documentary evidence to the application form for business trip and obtain the approval of the department's head or the major's chief professor.
(e) An instructor will receive salary during his/her research leave, but salary items will be limited.

Current Status of Research Leave and Lecturing Exemption
	
	Research Leave
	Lecturing Exemption

	Duty of Service
	None
	Duty exists

	Overall Salaries
	Paid
	Paid

	Items for Limited Payment
	Automobile Subsidies
	Partially paid ( 100,000 Korean won/month)
	Paid

	
	Lunch Subsidies
	Unpaid
	Paid

	
	Student Guidance Allowance & Article Research Allowance
	Payment of these allowances depends on where the research leave is taken
- Overseas: Unpaid
- KAIST and elsewhere in Korea: Paid
	Paid

	
	Undergraduate Research Preparation Expenses
(KAIST School Parents’ Association)
	Unpaid
	Paid

	
	Commissioned Research & Survey Expenses
	Paid only for those recognized by commissioning institutions as research undertakings (non-settlement projects) among industry commissioned research projects
	Paid

	Limitation on Number of Days for Business Trip
	None
	Overseas business trip during semester in principle, such a trip should last for less than 21 working days




￭ Extra-Curricular Activity by Instructor
(a) To promote industry-college cooperation, education, and research, an instructor may engage in extra-curricular activities, under the approval of the department's head and provided that such activities do not undermine his/her work at KAIST, for one day a week during the semester and three months a year during vacations.
(b) Two weeks before the planned date of extra-curricular activity, the instructor prepares an application form for extra-curricular activity and submits it to his/her department's head, who then approves it.

￭ Double Employment
(a) Working for another institution is one of the reasons for suspension for office as stipulated in the personnel management regulations, but it may be allowed for the following institutions for the development of KAIST and academic promotion:
o Organizations under KAI5T and the KAI5T development fund foundation
o Government agencies and government-funded organizations
o Domestic enterprises for the purpose of industry-college technology cooperation
o Foreign educational institutions that may help the globalization of KAIST
o Venture startups pursuant to the business startup regulations
(b) For an organization under KAIST, the KAIST development fund foundation, a government agency/ government-funded institution, or a domestic enterprise for the purpose of industry-college technology cooperation, the period of double employment will be until the date when the instructor's employment at the other institution ends. For a foreign educational institution, the period of overseas stay should be less than four months each year but may be extended under the president's approval. For a venture startup, an instructor can work only once for less than two years.
(c) The approval procedure for double employment is as follows: The instructor submits an application form to his/her department's head, and this application will be reviewed by the department's personnel advisory committee, consulted by the college's dean and the head of the Office of Academic Affairs, and approved by the Vice President of Academic Affairs.
(d) In principle, the instructor's salaries are paid jointly by KAIST and the institution where the instructor works simultaneously for by the proportion of working hours. KAIST, however, may pay his/her salaries if such is requested by an organization under KAIST, the KAIST development fund foundation, a government agency or government-funded research institution or if the instructor works simultaneously for a venture startup.

￭ Lecturing Exemption
(a) One who has worked continuously for more than six years at KAIST may apply for a lecturing exemption.
(b) One may be exempted from lecturing for a maximum of one year after seeking advice from the department/major's personnel advisory committee and approval from the department's head.

￭ Awards from Major External Institutions
	No
	Award
	Organizer
	Time of Recommendation

	1
	Contributor to Scientific and Technological Development
	National Research Foundation of Korea
	January

	2
	Best Scientist of Korea Award
	National Research Foundation of Korea
	January

	3
	Young Scientist Award
	National Research Foundation of Korea
	January

	4
	Incheon Metropolitan City Science & Technology Award
	Songdo Techno Park Societies
	March

	5
	Dupont Award
	Dupont
	March

	6
	Inchon Award
	Inchon Award Steering Committee
	May

	7
	Hoam Award
	Hoam Foundation
	May

	8
	Scientist of the Month Award
	Korea Science Foundation
	Beginning of each quarter

	9
	POSCO Cheongam Award
	POSCO Cheongam Foundation
	June 

	10
	Amore Pacific Woman Scientist Award
	Korea Federation of Women’s Science and Technology
	June

	11
	Samil Cultural Award
	Samil Cultural Foundation Associations
	July

	12
	Hanbit Grand-Prix
	Hanhwa and Daejeon MBC
	July

	13
	Young Scientist Award
	Korea Academy of Science and Technology
	August 

	14
	Gyeongam Academic Award
	Gyeongam Academic Foundation
	October


￭ Basic Research Expenses for Instructors
At the beginning of each year, the Office of Academic Affairs allocates budgets for each department by the number of instructors for assisting basic research activities of instructors. The amount allocated varies by college; 3.5-4.5 million Korean won s provided for each instructor, but the amount may differ according to each department's situation (e.g. group research).
Basic research expenses are to be used during a one-year period. The expenses may be used for purchasing research devices and equipment, purchasing materials, and going on business trips that are necessary for basic research activities of instructors; they may also be used for communication and other purposes.

* Caution
(a) Submission of research plan and report
o The chief researcher should submit to his/her department a research plan and final report a month or more before the date of research commencement and by the date of research completion, respectively.
o If the results of basic research are published in an academic journal or an equivalent publication, this can be presented as the final report.
(b) Non-executable items
o Labor costs, expenses for purchasing equipment and supplies, and annual subscription fees for academic society

￭ Degree Dissertation Research Expenses
These expenses are given to master's and doctor's candidates to support preparations for their degree dissertation; 971,000 Korean won and 1,142,000 Korean won are provided for master's and doctor's candidates, respectively. The expenses are offered in the second year for master's
students and in the first through third years for doctor's students. Their guiding professors are in charge of the accounts for these degree dissertation research expenses.











※ SALARY AND WELFARE (Human Resources Management Team)
• The Human Resources Management Team is in charge of salary and welfare issues. Aside from staff-related issues, the Human Resources Management Team mainly takes care of salary, taxes, health insurance, the private school pension, and business trips for instructors.

￭ Salary and Taxes (Internal T. 4100)
(a) Date of salary payment
o Salaries are paid on the 17th of every month.
* If the date of payment is a non-working day (i.e. Saturday, Sunday or national holiday), the salaries will be paid on the day before that date.
(b) How salaries are paid
o All salaries are paid in Korean currency.
o Salaries will be transferred to the account number on the bank account (opening/change) application that you submitted to the Human Resources Management Team.
(c) Withholding tax
o Who pays the tax?
Any person who has a job and working income in Korea will be subject to withholding tax. For foreigners, this tax will be applied to only those from countries with a taxation agreement with Korea. (Residents of countries with such taxation agreements will be given a tax reduction.)

o Procedure of tax payment
- In consideration of estimated annual income for individuals, the withholding agent (KAIST) collects the withholding tax upon paying one's monthly salary and makes payment to the competent tax agency.
- Income tax will be settled at the end of every year. Out of one's working income in the given year, amounts of income exemption and tax exemption are calculated based on the income exemption report that the worker submits and the amount of income tax for him/her will be finalized.
- If one has paid more taxes throughout the year than that finalized to be his/her actual tax amount, the excess will be refunded. If the taxes he/she has already paid are short of the finalized tax amount, he/she will have to pay the outstanding balance.

o Non-taxable income items
A foreign instructor will be exempted from taxes on research activity expenses and applied non-taxation pursuant to special tax exemptions for foreigners.
- Research activity expenses: Among the research subsidies or research activity expenses that an instructor receives, amounts less than 200,000 Korean won per month can be considered reimbursements for what is spent, and therefore are exempted from income tax (Enforcement Decree of the Income Tax Act - Article 12, Paragraph 12).

o Issues that a foreigner hired by KAIST should check
- According to Korean taxation laws, a foreigner hired by KAIST is considered a Korean resident as he/she has a job in Korea. Therefore, by principle, he/she has the responsibility to report/pay taxes here on all income generated in Korea and elsewhere.
- As it is extremely difficult for Korean and other tax authorities to identify incomes generated abroad, however, it is usual that taxes on income generated in Korea are paid in Korea while taxes on income generated elsewhere are paid elsewhere.
- In some cases, another country (i.e. a foreigner's home country) imposes taxes on the income where Korea has already imposed taxes. The taxation agreement, however, stipulates that double taxation on the same income should not be conducted.
- You will have to obtain the help of local experts upon reporting/paying taxes in another country so that you will not pay taxes there on the income for which you have already reported and paid taxes in Korea.

￭ National Health Insurance (Internal T. 2327)
(a) Objective
For prevention, diagnosis, and treatment of and recovery from disease and injury that people suffer as well as for childbirth, death, and promotion of health, insurance benefits are provided to enhance public health and social welfare.
(b) Benefits of subscription
o Provision of treatment expenses: When you visit a medical institution, some of the medical expenses will be provided for items covered by the national health insurance (ranging from 50% to 70% by institution).
o Medical checkup: Medical checkups are offered free of charge (on a biannual basis).
* For other insurance benefits, see the official website of NHIC: http://www.nhic.or.kr/eng/ishlindex.html.
(c) Who should subscribe
For any worker with an employment contract that lasts longer than a month, it is mandatory to subscribe to the national health insurance.
(d) Documentation for subscription
o If only the instructor himself/herself subscribes:
- Report on acquisition of qualification
- ID card: Foreigner registration card or domestic residence report card
o If the instructor and his/her family subscribe together:
- Report on acquisition of qualification
- ID card: Foreigner registration card or domestic residence report card
- Documentation for proving family ties: (1) or (2)
(1) Proof of foreigner registration (one's family should be registered here)
(2) Birth certificate (for children) or marriage certificate (spouse)
(e) Premiums
o Basis amount: 2.54% of monthly payment (i.e. monthly amount of employment contract; as of 200B)
o Method of payment: Deduction from salary

￭ Private School Pension (Internal T. 2326)
(a) What is a private school pension?
Private school pension is a public pension scheme run by public agencies with the aim of ensuring a stable life after retirement for fulltime instructors at private schools or educational/research institutions approved by the Minister of Education as members of the pension.
(b) Time of subscription and application
Instructors hired by an institution where the Private School Pension Act is applied should fill out the "standard monthly salary calculation card" (Format No.1 07) and submit it to the school, which submits an "instructor employment report" (Format No.1 01) to the Private School Pension Corporation, and the instructor becomes a policyholder of the Private School Pension. It is mandatory by law that such instructors buy a Private School Pension plan; they are subject to the Private School Pension Act starting from the date when they are employed by the school.
(c) Calculation of monthly income amount
The Private School Pension Corporation calculates an instructor's monthly income amount based on his/her position, qualification, and work experience stated on the standard monthly salary calculation card that was presented to the school upon his/her appointment.
The monthly income amount serves as the basis for calculation of various shares that an instructor has to pay the Private School Pension Corporation; it is a different concept from the monthly salary that he/she is actually receiving from the school.
(d) Calculation and payment of individual shares
One's individual share is 8.S% of his/her monthly income amount. Individual shares can be paid during an instructor's period of employment (a maximum of 33 years); the school deducts the amount from his/her salary each month and pays it to the Private School Pension Corporation.
(e) Reason for change in individual share
After an instructor newly becomes a policyholder of the Private School Pension, his/her monthly income amount will increase by 2-3% due to regular wage increase (one salary class per year) or change in position, and his/her individual share will go up accordingly. 
(f) Retirement benefits
These are benefits paid upon an instructor's retirement: retirement pension, lump-sum retirement pension, retirement pension lump-sum of mutual aid, and lump-sum retirement pay.

o Retirement pension: Benefits paid in the form of a pension after retirement of an instructor who has been employed for more than 20 years. 50% of monthly income amount is paid every month for an instructor employed for 20 years; 2% is added for every single year over that period. And the maximum benefits paid are 76% of the monthly income amount.
o Lump-sum retirement pension: Benefits paid in lump sum money - in replacement of pension benefits paid every month - after retirement of an instructor who has been employed for more than 20 years
o Retirement pension lump-sum of mutual aid: Benefits that are provided in installment for a certain period of over 20 years after retirement and in lump sum money for the remaining period for an instructor who has been employed for more than 20 years
o Lump-sum retirement pay: Benefits received upon retirement by an instructor who has been employed for less than 20 years

￭ Collective Exemption for Family Education (Internal T. 2326; hk.lee@kaist.ac.kr)
(a) For the welfare of tenure track professors and staff members. KAIST has subscribed to the collective exemption for instructors (accident insurance) to prepare against possible accidents. (The school pays insurance premiums, and individual instructors are the beneficiaries.)
(b) Upon subscription, you should provide a report on medical checkup results (e.g. medical checkup report upon appointment) or fill out/submit the form, "Issues of mandatory notification before contract for collective exemption; in replacement of the subscription procedure. You should be completely truthful in these reports; otherwise your application may be rejected by the insurer, or your policy may be cancelled or its coverage limited.
	
o Major accidents covered

	Classification
	Ground of Payment
	Amount Paid

	Accident benefits
	Traffic accident
	Death or Class 1 disability due to traffic accident
	0.1 billion Korean won

	Accident benefits
	Traffic accident
	Classes 2-6 disabilities due to traffic accident
	0.1 billion Korean won*(80~30%)

	Accident benefits
	Ordinary accident
	Death or Class 1 disability due to ordinary accident
	50 million Korean won

	Accident benefits
	Ordinary accident
	Classes 2-6 disabilities due to ordinary accident
	50 million Korean won (80~30%)

	Accident benefits
	Surgery
	Surgery due to accident
	1 million Korean won per surgery

	Accident benefits
	Surgery
	Fracture from accident
	400,00 Korean won per surgery

	Accident benefits
	Hospitalization
	More than 3 days of hospitalization due to accident (120 days/years)
	50,000 Korean won per day

	Cancer benefits
	Death
	Death from cancer
	10 million Korean won

	Cancer benefits
	Diagnosis
	Diagnosis of three major cancer (ie. stomach cancer, lung cancer and liver cancer)
	20 million Korean won

	Cancer benefits
	Diagnosis
	Diagnosis of ordinary cancers (all cancers excluding the three major)
	20 million Korean won

	Cancer benefits
	Diagnosis
	Diagnosis skin cancer, carcinoma in situ, and borderline  tumor
	4 million Korean won

	Cancer benefits
	Surgery
	Surgery on ordinary cancer (three major cancers included)
	1 million Korean won per surgery

	Cancer benefits
	Surgery
	Surgery on skin cancer, carcinoma in situ, and borderline tumor
	200,000 Korean won per surgery

	Cancer benefits
	
	Radiation therapy on three major cancers and ordinary
	2 million Korean won

	Cancer benefits
	
	Radiation therapy on skin cancer, etc (one time only) cancers (one times only)
	400,000 Korean won

	Cancer benefits
	
	Chemotherapy on three major cancers and ordinary cancers (one time only)
	2 million Korean won

	Cancer benefits
	
	Chemotherapy on skin cancer, etc (one time only)
	400,000 Korean won

	Cancer benefits
	Hospitalization
	More than 3 days of hospitalization due to ordinary cancer (three major cancers included)
	50,000 Korean won per day

	Cancer benefits
	Hospitalization
	More than 3 days of hospitalization due to skin cancer, carcinoma in situ, and borderline tumor
	10,000 Korean won per day


(c) Reference
o This is a collective exemption for traffic accidents (ordinary accidents included) and cancer-caused surgery, hospitalization, death and disability, and hence it is not applied to hospitalization, death or disability caused by other ordinary diseases.
- Current insurer and period of subscription: KTMF; continued renewal of contract each year
The level and amount of coverage may vary according to individual conditions of subscription based on the medical checkup results.

￭ Application for Domestic/International Business Trip and Vacation
Connect to the KAIST Web Channel (http://ch.kaist.ac.kr) - Login - Directory of Channels (Select Services) - Professors – Faculty Service - Ordinary/Research Administration - Work/Salary Management (Domestic Business Trip Application, International Business Trip Application and Leave Application)


※ CURRICULUM (Academic Support Team)
• The Academic Support Team (Internal T. 1231) is responsible for issues regarding curriculum. Its major tasks include curriculum-related work, course evaluation, and operation of Renaissance program.

- Curriculum (Internal T. 1231)
(a) Objective
The curriculum deliberation committee is run for creation, modification, and elimination of courses and changes in course-taking requirements.
Curriculum-related issues to be delivered, which are submitted by each department/major, are reviewed by the college's curriculum deliberation committee and finally approved by the curriculum deliberation committee before the results are put into practice.
(b) Structure of curriculum
(1) Basic principles for operation of curriculum
KAIST focuses not only on providing quality lectures but also on problem-solving with an emphasis on interdisciplinary factors and creativity oriented research education. It has an integral curriculum of undergraduate, master's, and doctoral programs, and mutually-recognized courses are provided between these programs. The mutually-recognized courses are determined by relevant departments/majors and specified in their curriculum.

(2) Classification and structure of curriculum
- The curriculum is divided into academic courses and research courses.
• Academic courses for the undergraduate program are classified into: liberal arts courses (liberal arts requisite, liberal arts & social sciences elective and liberal arts & social sciences free elective); basic courses (basic requisite and basic elective); and major courses (major requisite and major elective). Research courses consist of graduation research, on-site exercise/research, individual research, and seminars.
• Academic courses for master's and doctoral programs are classified into common requisites, major requisites, and electives; research courses are comprised of thesis research, internship program & research, individual research, seminars, and thesis seminars.
- The composition of courses is determined by individual departments/majors in consideration of their own needs; allocation of credits is done
(3) Display of course code and number
- For courses, a code recognized to be appropriate for expressing the characteristics of the department/major is put before the course number by considering the importance and lecturing/experimentation hours of respective courses.
- Courses are given the following course numbers:
* For no-credit courses, CC is used as code and OXX numbers are applied.
* 1 XX, 2XX, 3XX and 4XX numbers are given to undergraduate courses.
- Liberal arts and basic courses are given 1 XX or 2XX numbers depending on their levels.
- Major courses are given 2XX, 3XX, or 4XX numbers depending on their levels.
* 5XX, 6XX, 7XX and 8XX numbers given to master's and doctorate courses.
- For common requisites, CC is used as code and 5XX numbers are applied.
- For major requisites and electives 5XX and 6XX numbers are given to master's and specialized master's courses and 7XX and 8XX to doctorate courses depending on their levels.
* Mutually recognized courses between undergraduate and master's programs are given 4XX and 5XX numbers.
* Courses such as graduation research, thesis research, individual research, and seminars are given 4XX and 9XX numbers.
- Examples of course number and code
* The characteristics of the department/major are expressed in English letters first and then three-digit numbers are added.
* The first digit represents the course's level of difficulty, and the remainder is a randomly-given, unique number for the course.
e.g.: PH221 Classic Dynamics 1
PH : Characteristic of department/major, 2##: Level of difficulty; #21: Randomly given unique course number
(4)Classification of credit and expression of hours
- The units of course completion are credit and activity unit (AU); credits are classified into academic and research credits.
- Academic credits are classified into one, two, three, and four credits depending on the importance of the course and number of hours taught. One credit is given to one hour taught per week in a semester or other equivalent hours of training, with the exception of experiment/exercise, where three hours taught per week in a semester or other equivalent hours of training are considered one credit.
- AU is an activity for completing a sports course, character/leadership, and volunteering activity; it is not included in graduation credits. One AU represents one hour's activity per week in a semester or equivalent hours of activity.
- L : E : C : H (Lecture: Experimentation: Credit: Homework) - "L" means the number of lecturing hours per week, "E" the number of experimentation/exercise hours per week, "C" the total number of credits, and "H" the number of homework hours per week.
- Seminar credits is principally composed of one credit in a semester, but can be composed of up to two credits by the needs of departments/divisions. The share of the seminar time is subject to the department's discretion. 
- The credits of individual study can be ranged from one credit to twelve credits according to an academic adviser's allotment, but can be recognized to no more than a total of 15 credits.
- The credits of thesis research can be doled out to students by an academic adviser's allotment from over 3 credit up to 12 credits in a semester.

￭ Course Evaluation (Internal T. 1231)
(a) Objective
Since 2003, course evaluations have been done via the web on all courses open (research course, seminar for freshmen and leadership lecture excluded) to enhance the quality of courses provided at KAIST. Students can select quality courses by reviewing the results of course evaluations.
(b) Major issues
(1) A student cannot view his/her grades during the grade viewing period without making a course evaluation. The results of the course evaluation are open to students only when the response rate is higher than 60%. Also, the results are used as basic data for personnel management of instructors and selection of Lecturing Award winners. They are crucial data that might be related to incentives and evaluation for professors and reappointment of part-time lecturers.
(2) As of April 2011, the course evaluation has a total of 9 questions, among which only four questions (from No.1 to No.4) are used for calculating the average score of course evaluation. Question No.5 is utilized by the Academic Registrar's Team as data for providing English-lecturing incentives. These five questions should definitely be answered, while the remaining questions are optional for students. The average score is calculated based on the arithmetic mean of each item (1-5 points).
(3)Viewing of course evaluation results
KAIST Cais 2.0 (http://cais.kaist.ac.kr ---> Log In ---> Click “English” on the right corner ---> Click “Student Feedback” on the bottom of the left column) 


[“English” Clicked]



[“Student Feedback” Clicked]



￭ Teaching methodology (E-Learning Center)
(a) Objective
For effective and creative lecturing, training on teaching methodology is provided, centering on effective ways of guiding students through lecturing or seminars; useful words and questions for lecturing; and student consultation techniques.
(b) Major issues
(1)Lecture recording and consulting
An instructor's lecture is videotaped and objectively observed so that self-diagnosis and further improvement of the lecture can be made. Based on the results of lecture recording and questionnaires, an expert provides individual consulting to analyze overall issues regarding how the lecture is given, strengths and weaknesses of his/her teaching methodology, and elements needing improvement to help the instructor enhance the quality of his/her lecture.
(2)One-to-one English clinic ((KAIST Language Center)
To substantially help professors teaching in English, the one-to-one English clinic (with native English speakers from the KAIST
Language Center) is provided for Tenure Track Professors.
(3) Seminar for teaching in English
This seminar focuses on how to teach your class better in English.
(4) Early Feedback System for teaching effectiveness
A cafeteria-type questionnaire bank has been developed during Spring 2008 for self-diagnosis by instructors and diagnosis of class activities based on students' feedback. This questionnaire bank has been provided via a website, which is also currently under development, so that instructors can conduct surveys and receive feedback anytime during the semester.
(5)TA workshop
The TA workshop is held to help teaching and part-time assistants better understand their roles and the importance of their activities and boost their pride and self-confidence so that they can successfully serve as excellent assistants.
(6) e-Learning program (Moodle)
The Moodle website has been developed and is supported actively to assist professors in providing lectures.
(7)Tutoring program (Freshman Support Team, Internal T. 2142)
The tutoring program is designed for those hoping to join undergraduate freshmen having trouble in taking courses (foreign students included).


※ GRADE AND ACADEMIC REGISTRAR (Academic Registrar's Team)
• The Academic Registrar's Team (Internal T. 2361-2367) is in charge of grade and academic registrar. Its other major tasks include course management, course taking management, management of payments and non-regular tuition fees, management of tuition fees, support for department-less students in the undergraduate program, and issuance of overall diplomas. 

￭ Entry of Grades (Internal T. 2362)
(a) Ratings for grade evaluation
o Academic course (liberal arts, basic science, major, common requisite, major requisite, and elective)
	Grade
	A+
	A0
	A-
	B+
	B0
	B-
	C+
	C0
	C-
	D+
	D0
	D-
	F

	GPA
	4.3
	4.0
	3.7
	3.3
	3.0
	2.7
	2.3
	2.0
	1.7
	1.3
	1.0
	0.7
	0.0



o Research course (graduation research, on-site exercise and research, thesis research, individual research, seminar, and thesis seminar) and thesis writing techniques
- S: Pass - U: Fail
o "I": Incomplete grade; a grade temporarily saved when the grade to be entered has yet to be decided. If the grade is still not given as of the grade entry deadline, that grade will be considered "I."
(b) Period of grade entry
o Period of grade entry and grading report submission
- Spring and fall semesters: Within 10 days after the end of the semester
- Summer and winter semesters: Within five days after the end of the semester
o Period for elimination of incomplete grade (I): If grades are not entered within the period of incomplete grade elimination, an F is given for an academic course and a U for a research course.
- Spring and fall semesters: Within two weeks after the deadline of grade report submission in the given semester
- Summer and winter semesters: Within one week after the deadline of grade report submission in the given semester
The deadline for expected graduates or undergraduate students who entered KAIST in 2007 or below may be shortened.
(c) Period of grade announcement: This is the period when students can view their grades for the given semester; the period is four days after the deadline of grade report submission. During this period, the instructor can correct grades directly if a reason for grade correction arises.
(d) How to input grades
o Procedure and method
- Connect to CAIS 2.0 (academic affairs information).
< How to connect to CAIS 2.0 >
- Visit http://cais.kaist.ac.kr and log in with KAIST e-mail ID and PW. 
(If you do not have KAIST e-mail, access http://mail.kaist.ac.kr and sign up for it.)
Click [Grading Entry] on the left menu
Check the course lists of the semester on the upper menu[Course ID]
Select the course to grade
Click the [Save] button after completion of grading
Click the [Print] button and print out the report
Submit the hard copy of the grade report to the department office
(e) Submission of grading report
o An instructor should prepare three copies of each student's grade report (KAIST format) within 10 days after the completion of final exam (five days for summer and winter semesters). He/she should save the original copy in the department and send the other two to the Office of Academic Affairs (Academic Registrar's Team).
(f) How to correct grades
o During the period of grade entry/grading report submission or grade announcement
- You can correct the grade at any time within these periods. 
o After the period of grade announcement (four days after the grade submission deadline)
- You should submit to your department office a request for grade correction (KAIST format), reason for grade correction, and documentary evidence.
(g) Measures taken after the deadline for grade submission is missed
o Grade not entered after one week following the deadline: A demand note on grade entry sent
o Grade not entered after two weeks following the deadline: A warning note on grade entry sent
o Grade not entered after one month following the deadline: It is proposed to the personnel management committee for instructors that promotion and wage increase of the instructor in question should be suspended for a year.

￭ Recognition of Previously Earned Credits (Internal T. 2366)
(a) Recognition of credits earned from other university/graduate school
o If a student wishes to have credits he/she earned from other domestic/international university or college before or after entering KAIST recognized at KAIST, he/she should fill out the "request for recognition of credits earned in other university/graduate school" (KAIST format), attach one copy of the grade transcript, and submit them to the instructor in charge of the relevant course. The instructor will then determine the similarity between the course taken in the other university/graduate school and that at KAIST. The instructor will sign the document if he/she allows the credits earned elsewhere to be recognized at KAIST.


※ ADMISSION(Admissions Team) 
￭ Admission of Undergraduate Freshmen (Office of Admissions, Internal T. 2141~2146)
http://admission.kaist.ac.kr/

KAIST opens freshman application of Korean students for undergraduate programs three times per year. Document-based screening and interviews are held to evaluate applicants and determine successful candidates. Around 150 students are admitted through Track #1 admission process, ~ 750 through Track #2, and ~ 70 through Track #3. In this manner, approximately 970 students in total are admitted annually, and the number of students has been increased gradually. The two major characteristics of KAIST's admissions system are as follows: (a) holistic review of the applicants, (b) admission without declaring majors. In addition to freshman application of Korean students, KAIST opens freshman application of international students and select ~50 foreign students outside of the freshmen quotas.

(a) Track #1 Undergraduate Admission (Principal Recommendation Admission)
O  Application Submission: May
O  Matriculation: February of the following year
O  Decision Making: Late August
O  Screening schedule 
- Primary Screening
 Application reading: May
 Visiting the applicants and Interview: Early June ~ Mid July 
- In-depth Interview: Early August
O  Eligibility
- Senior high school students who is recommended by the principal of respective high school
(only 1 student per school could apply)
- Students who show creativity and talent in the field of Mathematics and Science
- Students who have leadership, self- learning skills, and potential
- Any other Students who have been recommended by principal that have enough capability to be educated in KAIST
O  Required Documents
Application including essays, student record from high school, a recommendation letter from the principal, a teacher evaluation from the homeroom teacher
O  Screening procedure
- Primary Screening: holistic evaluation based on submitted documents and visiting the applicants. About 300 students (twice the number of to-be admitted) will be selected through this process. 
- Second and Final Screening: In-depth interview will be held to evaluate the selected applicants and Students Admissions Committee will finalize the list of 150 successful applicants. 

※ In-Depth Interview: One applicant goes through various types of oral interviews by three officers of admissions in one day so that his/her capabilities can be evaluated in a multi-faceted manner.
※ Final deliberation: Instead of simply adding up scores from application reading and interviews, admissions officers will evaluate applicants in holistic manner.

(b) Track #2 Undergraduate  Admission (General Admission)
O  Application Submission: Mid September
O  Matriculation: February of the following year
O  Decision Making: Mid December
O  Screening schedule 
Application reading: Late October
Announcement of the Primary Screening result: Early November
In-depth Interview: Late November
O  Eligibility
- Second year high school students whose qualifications for enrollment in KAIST have been recognized by the Committee for Admission of Gifted Students in Science
- Third year high school students 
- High school graduates 
O  Required Documents
Application including essays, student record from high school, two evaluations of teachers (one from homeroom teacher and the other one from math or science teacher) and any other documents which show the excellence of the applicant
O  Screening procedure
- Primary Screening: holistic evaluation based on submitted documents. 
- Second and Final Screening: In-depth interview will be held to evaluate the selected applicants and Students Admissions Committee will finalize the list of successful applicants. 

(c) Track #3 Undergraduate Admission (Korean-overseas Admission)
O  Application Submission: December
O  Matriculation: September of the following year
O  Decision Making: Mid April
O  Screening schedule 
Primary Screening (Application reading): January~February
Announcement of the Primary Screening result: Late February
Interview: March
O  Eligibility
- Korean nationality students only
- Students who have completed or will complete the last three years of high school study at high schools abroad (Graduation date of eligible students: September this year ~ August next year)
O  Required Documents
Application including essays, academic records from high school, two evaluations of teachers (one from counselor and the other one from math or science teacher), high school profile, test scores such as AP, IB, GCE AL, SAT and ACT, and any other documents which show the excellence of the applicants
O  Screening procedure
- Primary Screening: holistic evaluation based on submitted documents. 
- Second and Final Screening: Interview will be held to evaluate the selected applicants and Students Admissions Committee will finalize the list of successful applicants. 

Information on international and graduate admissions is available XXXXXXX.

￭ 2+3 Converged Undergraduate Program (lnternaI T. 2144)
(a) 2+3 converged undergraduate program
O  Overview: Students who have completed a wide variety of basic curricula (e.g. liberal arts and social sciences, arts, science and engineering) at four-year universities for over two years are allowed to join the three-year major program at KAIST so that they can have an opportunity to grow
O  Application Submission: Late October
O  Matriculation: February of the following year
O  Decision Making: Mid December
O  Number of students recruited: A few for each department
O  Screening schedule
Primary screening (Application reading): November
Announcement of the Primary Screening result: November
In-depth Interview: Early December
O  Eligibility
- Students who have completed more than three semesters or earned more than 51 credits (during three semesters at least) in basic fields of research, including liberal arts and social sciences, arts, science and engineering, at domestic/international universities (they are supposed to complete more than four semesters when they start this program)
- KAIST graduates can also apply if they choose majors different from the ones they graduated under.)
O  Required Documents
Application including essays, academic record from high school and college, English test score, and any other documents which show the excellence of the applicants
O  Screening procedure
Holistic evaluation will be made through application reading and interviews.


※ ADMISSON (Team of Graduate and International Admissions)

The Team of Graduate and International Admissions (Internal T. 2351-2354) is responsible for admissions work. We are in charge of KAIST's admission of students (master's, doctor's, and foreign students) and promotional activities for admission.

- Admission of Graduate School Freshmen (Internal T. 2353)
The first and second admissions sessions for the first half are held to select students starting their first semester at KAIST in spring; the second-half admissions session is also held to select students entering KAIST in fall. Furthermore, admissions sessions for the bachelor's/master's integral and master's/doctor's integral programs are held for KAIST students. Foreign students are also accepted in addition to the predetermined student quotas.
(a) Number of students recruited

	Master’s program
	Master’s/doctor’s integral program
	Doctor’s program

	Approx 900 persons
	Approx 00 persons
	Approx 450 persons



(b) Fields: See the official website of the Office of Admissions (http://admission.kaist.ac.kr)
o The annual admissions plan serves as the basis for determining whether or not to recruit any of the scholarship student types described below.

	Types of Scholarship Students
- State scholarship student: Some of the student's educational expenses are paid by KAIST based on government funds
- KAIST scholarship student: Some of the student's educational expenses are paid from KAIST's scholarships, external funds, research expenses, etc.
- Ordinary scholarship student: Some or all of the student's educational expenses are paid by an enterprise, research institute, educational institution or government agency.


(c) Details for each session
o First admissions session for the first half
- Screening schedule
• Reception of applications: Late July
• Announcement of applicants passing the first session and interview: Late August
• Announcement of finally admitted applicants: Early September
- Qualifications for application
• State scholarship and KAIST scholarship students: Those falling into the first category of each item below
1) Students who have obtained a bachelor's or higher degree at home or abroad orwho are expected to obtain one by February of the following year
2) Students who are recognized by the Minister of Education and Human Resources Development as having an academic background equivalent to what is described above
• Ordinary scholarship students: Those meeting the criteria stated in 1) and the following requirements
Those who have received recommendation from the head of an enterprise or other entity that provides their educational expenses from admission until enrollment
(Those currently serving as military personnel should receive the recommendation for admission from their chief of staff; public servants working for government agencies should be recommended by the chairman of the Civil Service Commission or the head of the local
- Admissions procedure: First admissions session (document-based deliberation) / Second admissions session (interview)
o Second admissions session for the first half
- Screening schedule
• Reception of applications: October
• Announcement of applicants passing the first session and interview: Late November
• Announcement of finally admitted applicants: Early December
- Qualifications for application
• Qualifications for application by type of scholarship student (i.e. state, KAIST and ordinary scholarship students) are the same as in the first admissions session for the first half.
※Only the type of ordinary scholarship students is available for most of the departments that recruit students through second admissions session for the first half.

- Admission procedure: First admissions session (Document-based deliberation) I Second admissions session (interview)

o Second-half admissions session
- Number of students recruited: State scholarship students are registered In the first-half admissions session by field of recruitment and managed as part of the remaining quotas; KAIST and ordinary scholarship students are managed as a pool.
- Qualifications for application, documentations needed, and admission procedure are the same as In the first admissions session for the first half.

o Admission of master's students to the master's/doctor's Integral program
- Number of students recruited: Within the freshmen quotas per department/major for the doctor's program
- Time of admission: January, July
- Screening procedure: Document-based deliberation and interview
- Qualifications for application
Those who have completed over two semesters at the KAIST master's program (state scholarship students, KAIST scholarship students, and foreign students included) as of the date of entrance and who have obtained recommendation from their current guiding professor or approval from their department's head

- Admission of Foreign Students (Internal T. 2353)
o Admission and screening schedules for undergraduate programs
	
	Admission in spring semester of following year
	Admission in fall semester of current year

	Reception of applications
	September
	April

	Document-based deliberation
	October
	May

	Announcement of successful candidates
	November
	July

	Enrollment 
	Before the beginning of the semester in 
February
	Before the beginning of the semester in September



o Qualifications for application: Students with non-Korean nationality (those with double nationalities-Korean and non-Korean-excluded) who have graduated or are to graduate from high school
o Documentation required:
Application form, certificate of degree, academic record from high school, SATl score (or equivalent academic record), English test score (which an applicant from an English-speaking can replace with a certificate that he/she has taken courses in English at high school), self-introduction, two copies of recommendation letter from teacher, explanation of financial situation, and documentary evidence on the student's excellence
o Screening procedure
Applicants are selected through document-based screening, and phone interviews.
o Admission of foreigners for graduate programs
- Admissions and screening schedule: Same as that specified in the undergraduate admissions process for foreigners
- Qualifications for application:
Among students with non-Korean nationalities (those with double nationalities- Korean and non-Korean- excluded), those who apply for the master's or master's/doctor's integral programs should have, or are expected to obtain, a bachelor's degree and those applying for the doctor's program should have, or are expected to obtain, a master's degree.
o Screening procedure: Applicants are selected only through document-based screening, not through Interviews.


KAIST INSTITUTE (Operation Team for KAIST Institutes)
￭ KAIST Institute Overview
- KAIST Institute is an organization designed to create an innovative system for converged research in research areas dealt with by existing departments so that research and development can be promoted in core areas where innovative research and development accomplishments can be produced.
From October 2006 to 2008, a total of eight Kls have been established: KI for the BioCentury; KI for IT Convergence; KI for Design of Complex Systems; KI for Entertainment Engineering; KI for the NanoCentury; KI for Eco-Energy; KI for Urban Space and Systems; and KI for Optical Science & Technology. 
Around 300 professors from all departments are doubling as KI researchers. These professors include those newly hired since 2007, research professors, adjunct professors (i.e. external researchers who belong to other institutes), and invited researchers. Newly hired professors, in particular, are invited after preliminary consultation between their departments and respective Kls regarding their research specialties. As such, it is mandatory for them to work at a relevant KI and to conduct research activities and have them evaluated.
Professors taking part in Kls can enjoy a wide variety of opportunities to experience interdisciplinary converged research by engaging in public contests involving KI Brand projects, public contests for each KI's projects, annual KI International Convergence Symposium and KI Thursday Seminar. They are also provided with initial research expenses (i.e. a form of seed money), graduate students, and space for research. At the KI Building, which was constructed in 2010, through funding from the government, the private sector, and KAIST, KIs provide systematic infrastructure for interdisciplinary research.
For more details on each of the Kls, see the official website for Kls (http://kis.kaist.ac.kr).

￭ Operation of KI
- Objective: To focus KAIST's research capabilities on conducting future-oriented and interdisciplinary research that will further develop KAIST into a world-class university
- Establishment of KI: Following deliberation by the KAIST Institute's operational advisory committee, Kls and other research organizations have been established.
- Role of KI director: To formulate specific operational plans and major issues for KI; to request the establishment/closure of research organizations under KI; to hire, dismiss or recommend staff members in charge; and to organize KI-participating professors
- KI membership: Tenure track and non-tenure track professors, researchers, and staff members
- Employment of new faculty: A newly professor will be invited, with him/her belonging to a department; deliberations and procedure for employment will be determined based on consultation between the KI director and the department's head.
- Personnel management of participating professors: For wage increase, promotion, and reappointment of participating professors, evaluations from the KI director and the department's head will be reflected equally.
- Evaluation of research performed: Research achievements are evaluated more than once a year; the results are used as a reference for allocation of research resources and determination on whether he/she will keep taking part in research.

￭ Major Research Area
	KI
	Area of Research
	Director
	Staff in Charge
	Official website

	
	
	Name
	Department
	Contact
	Name
	Contact
	

	KAIST Institutes
	- General management of KI
	Yang, Dong-Yol
	Mechanical Eng.
	2009
	Nam, Soo-jung
	2109
	http://kis.kaist.ac.kr

	
	
	Lee, Chang-Hee
	Electrical Eng.
	2005
	Park, Jin Yeol
	2105
	

	Operation Team for KAIST Institutes
	- Support of KI Tasks
	Choi, Yeong-Cheon
	
	2389
	Seo, Min Won
	2381
	

	
	
	
	
	
	Lim, Hyunsook
	2382
	

	
	
	
	
	
	Joo, Jeong Man
	2383
	

	KI for the BioCentury
	- Innovative Drug Screening and Development
- Systems and Synthetic Biotechnology
- Bio/Medical Instrument Development
	Kim, Seon Chang
	Bioscience
	2619
	Lee, Jung Hee
	4462
	http://blocentury.kaist.ac.kr/

	
	
	Lee, Sang Yup
	Chemical & Biomolecular
	3930
	
	
	

	KI for Information Technology Convergence
	- HCI (Human Computer Interaction)
- Service-Oriented Computing and Information Processing
- Wireless Communications
- Embedded Systems and System-on-Chip
-Future Devices and Circuits
- Display
	Cho, Dong-ho
	Electric & Electronic
	3467
	Ahn, Hyo-Kyoung
	4463
	http://itc.kaist.ac.kr/

	KI for Design of Complex System
	- Tissue Engineering
- Biomimetic Design
-Design & Analysis of Socio-Eoconomic Systems
-Sustainable Water Systems
-Designing Theories and Methodologies
	Lee, Dae Gil
	Mechanical Eng.
	3221
	Yu, Ha Na
	3261
	http://kidcs.kaist.ac.kr

	KI for Entertainment Engineering
	-Moving Imagery Technology
- Interactive Technology
- Experiential Technology
	Wohn, Kwangyun
	Graduate School of Culture Technology
	2911
	Lee, So Mi
	4464
	http://kiee.kaist.ac.kr

	KI for the NonoCentury
	- Nanomaterials for Green Technology
- Multi-functional Nanomaterials
- Photonic Nanostructures
- Trans-scale Nanomanufacturing
	Bae, Byeong-Soo
	Materials Science & Eng.
	4119
	Kim, Nu Ri
	7271
	http://nanocentury.kaist.ac.kr/

	KI for Eco-Energy
	- Fuel Cells
-Hydrogen Production
-Hyedorgen-Electrical Energy Storage
- Solar Cells
-Eco-Combustion Technology
- Power Generation & Efficiency Enhancement
- Desalination
	Bae, ChoongSik
	Nuclear & Quantum Eng.
	3044
	Yang, Hee-jeong
	4466
	http://ecoenergy.kaist.ac.kr

	KI for Urban Space and Systems
	- Organization of New Urban Spaces
- High-Tech Construction Technology
-Environmental and Ecological Technology
- Application of Information Technology to the Built Environment
	Kim, Jin Keun
	Construction & Environmental
	3614
	Park, Eun-ae
	4467
	http://kiuss.kaist.ac.kr/

	KI for Optical Science & Technology
	- Developments of New Optical Sources
-Derived Technology with Highest Impacts
-Leading-Edge Industrial Applications
	Kim, Seung-Woo
	Mechanical Eng. Eng. Eng.
	3217
	Kim, Mi Young
	7164
	http://kidcs.kaist.ac.kr






※ BK PROJECT (Research Development Team)
• The Research Development Team (2181-2183) is responsible for the BK21 Project.
￭ Major goals by phase
(a) First-phase BK21 project
o Allocating excellent master's and doctoral students to outstanding education/research groups (centralization)
- A system for nurturing advanced talent
o Putting college education back on track and creating stable education/research environments
- Reduction in number of undergraduate students; opening of the door; and creation of a competitive research environment
(b) Second-phase BK21 project
o Allocating excellent master's and doctoral students to outstanding education/research groups (centralization)
- A competitive talent-nurturing system with elimination and reentry
o Specializing graduate schools and creating competitive research environment
- Innovation in evaluation/management system; "Choice and Concentration" principles
o Cooperation with industries; focus on globalization and balanced national growth

	No
	Project Center/Team
	Project Center/Team Leader
	Tim of Recommendation

	1
	Institute of Frontier Physics Education
	Lee, Yong-hee
	Physics

	2
	BK21 BioKAIST Initiative
	Choi, Jun-ho
	Biological Sciences

	3
	Development Project of Human Resources in Mathematics
	Kim, Dong-su
	Mathematical Sciences

	4
	School of Molecular Science
	Gan, Seong-ho
	Chemistry

	5
	School of IT
	Park, Hyeon-uk
	Electrical Eng & Computer Science

	6
	Value-Creating Mechanics Project
	Hur, Hun
	Mechanical Eng.

	7
	Program for CH
	Park, Seung-bin
	Chemical & Biomolecular Eng.

	8
	Materials Project
	Ahn, Byeong-tae
	Materials Science & Eng.

	9
	Ergonomic Technology Innovation & Design Education Research Project
	Lee, Geon-pyo
	Industrial Ddesign

	10
	Future Environment & Technology Project
	Park, Hee-gyeong
	Construction & Environmental Eng.

	11
	NHSysLab
	Noh, Hee-cheon
	Nuclear & Quantum Eng.

	12
	Cutting-Edge Geocentrifuge Application Project
	Lee, Geon-jae
	Nuclear & Quantum Eng.

	13
	Cutting-Edge Geocentrifuge Application Project
	Lee, Seung-rae
	Construction & Environmental Eng.

	14
	Research Project on Service Engineering for Realization of u-City
	Park, Sang-chan
	Industrial Eng.

	15
	Project on Innovation of High-tech Product Manufacturing System
	Lee, Tae-eok
	Industrial Eng.

	16
	Biomedical Information & Technology Project System
	Choi, Cheol-hee
	Bio & Brain Eng.




• The Research Management Team (Internal T. 2191-2199, 2178, 2186 and 2188) is dealing with research management. Its main tasks include public contests for research projects and research contract/settlement (e.g. management of research expense execution, settlement of research expenses, and reporting of research results).

- Responsibility and contacts
	Unit Task
	Internal Phone No.

	Research contracts/settlement with the Ministry of Education, Science and Technology
	2191; 2192; 2188

	Research contracts/settlement with the Ministry of Knowledge Economy, Industry and Energy, Ministry of Construction and Transportation and Ministry of Defense
	2194; 2197; 2173

	Research contracts/settlement with the Ministry of Information and Communication, Ministry of Environment, Ministry of Health and Welfare and other ministries
	2187; 2193

	Research contracts/settlement with industries
	2196

	Management of report submissions, etc
	2931




- Public contests on research projects
	
	Public contests for national research and development projects
	Remarks

	
	Official website of dedicated Institution
	National R&D Portal
	

	Ministry of Education, Science and Technology
	http://www.kosef.re.kr
(Korea Science Foundation)
	http://www.ntis.go.kr
	Intranet for public contests on national research and development projects:
http://portal.kaist.ac.kr/portal/sso/kust/index.jsp?p=Hp

	Ministry of Knowledge Economy
	http//www.itep.re.kr
(Korea Institute of Industrial Technology Planning and Evaluation)
	
	

	Ministry of Knowledge Economy
	http://www.iita.re.kr
(Institute of Information Technology Assessment)
	
	

	Ministry of Environment
	http://www.kiest.org
(Korea Institute of Environmental Science and Technology)
	
	




- Research contracts and settlement
(a) Generation, Initiation, and Approval of Research Plan
o What is a research plan?
A research plan is a proposal for a researcher to secure a project. The research plan is a means for obtaining financial resources for implementing research. Therefore, it serves as a sort of "product" externally; attached to the contract, it is used as basic data for determining possible disputes on research results during or after the period of research. Furthermore, the research plan internally plays the role of providing basic data for selection of research projects, mid-term management, and evaluation of results generated; for researchers, this document is the basis for implementation of research.

o How to draw a research plan
A research plan should be specific, clear, and easy-to-understand as well as persuasive.
- State-led research projects: An application form is filled out at the stage of application for project selection, and a plan is prepared after project selection. For more details on how to prepare the application and plan, the researcher should refer to notices made every year and use application formats from the overall regulations and operational rules stipulated by the government.
* Format for project application and plan:
Receive from the institution dedicated to such research or download from the National R&D Announcement Portal (http://www.ntis.go.kr).

o Procedure for initiation and approval of research plan
The researcher initiates the generated research plan via the following procedure; if confidentiality needs to be strictly maintained, the research plan should be marked as "confidential project" before being submitted to the Research Management Team.
* Confidential projects should be presented to the research committee and go through deliberation procedures such as determination of confidentiality grade.

(b) Management of Research Expense Execution
o Types of research expenses
Research expenses can be broadly divided into three types: KAIST-funded research expenses, government agency-funded research expenses, and industry-commissioned research expenses.
- KAIST-funded research expenses: Research expenses for settlement of newly hired instructors; research expenses for professors; and research expenses for degree dissertation
- Government agency-funded research expenses: These research expenses are funded by a government agency or other institution. When bidding for a research project is announced, the instructor should submit a proposal and compete to win the funding.
- Industry-commissioned research expenses: These research expenses are commissioned by an enterprise. Rather than open competition, contracts are usually made through negotiation based on the efforts of individual researchers themselves.

o Securing of research expenses
- Project announcement: Refer to research-dedicated institutions or the national R&D announcement portal (http://www.ntis.go.kr) Submission of proposal: The instructor prepares the proposal himself/herself and submits it to the Research Management Team.
- Conclusion of agreement: The researcher prepares and signs the agreement and research plan and submits them to the Research Management Team, which then concludes the contract.
- Depositing of research expenses and account setting: After concluding a contract, the Research Management Team checks research expenses transferred from the commissioning institution and then sets up an account and notifies the researcher so that he/she can execute the research funds.

o Structure of research expenses: Broadly divided into labor costs, direct costs, and indirect costs
- Labor costs: Part or whole of labor costs for the instructor and other research participants
- Direct costs: Direct costs used for actual research (e.g. equipment/device purchasing expenses, material costs, etc.) that the instructor can use as he/she intends according to that stipulated in the agreement
- Indirect cost: Overhead costs in the name of institutional facility utilization fees; consultation with the Research Management Team is needed.
At KAIST, the proportion of overhead costs (internal labor costs + indirect expenses) against the entire research expenses must be appropriated over a certain rate.

• For a MEST - commissioned specific R&D project, overhead costs should be appropriated such that they are more than 25% of the total research expenses.
• Enterprise - commissioned project: 20% up to 10 million Korean won; 30% for the rest of the budget 
e.g.: For a project with total research expenses of 30 million Korean won, overhead costs will be 8 million Korean won (2 million Korean won + 6 million Korean won)

o Execution of research expenses: After opening the account, you can execute research expenses in various ways such as procurement request, procurement payment, and receipt treatment. (You are not allowed to open a separate bank account in your name or withdraw/use the expenses in cash.)
* With regard to overall execution of research expenses, such as accounting and budget item system, classification of account/budget item, payment of commissioned research costs, payment of travel expenses, and procurement procedures, notices will be made later after the newly introduced ERP system is finalized.

o Appropriation and modification of budget in cash.
- Appropriation/modification procedure
• For a government agency-commissioned research project, the execution budget is appropriated by reflecting the finalized budget after contract conclusion and this is notified to the responsible researcher. Upon budget modification, the researcher specifies the reason and details of change according to budget appropriation criteria and submits them to the Research Management Team.
• Initiator at the department or Research Center 0 Staff in charge at the Research Management Team 0 Researcher 0 Head of the Research Management Team
- Cautions upon modification/execution

o For a government-led project, approval from the responsible team should be obtained first if there is need for purchasing research equipment/device that was not stated on the initial research plan.
o You should be careful in appropriating the execution budget initially; it is preferable, if possible, to refrain from modifying the budget.
o For a research expense settlement project, budget modification cannot be approved from roughly two months before the completion of research, and thus you should allow sufficient time to request any change in budget.
o Note that purchasing of any equipment, device or material irrelevant for an ongoing project will not be recognized in the process of research expense settlement and the research expenses will be redeemed. Reagents and materials should be purchased and used in line with progress in one's research.

(c) Settlement of research expenses
o Procedure
Conclusion of contract (Research Management Team) - Announcement of contract conclusion to the researcher (Research Management Team)
- Entry of implementation budget (Research Management Team) - Announcement of implementation budget (Research Management Team) - Implementation of research (Researcher) - Settlement of research expenses after completion (Researcher and Lab Manager) - Reception/review of settlement report (Research Management Team) - Reporting of settlement (Research Management Team)


o Responsibilities
	
	Description
	Remarks

	Researcher
	-Preparation of detailed specifications (report on research expenses spent and details of use per cost item)
-Checking of and signature on the overview chart and submission to the Research Management Team
	

	Research Management Team
	- Comprehensive management of copies documentary evidence (per account)
- Finance Team (copying of documentary evidence)
-Transfer of collected data with a copy of ledger to the researcher
- Request for the Finance Team to calculate interests (during and after the period of research)
- Final review
- Submission to the commissioning institution
	

	Department
	Copying of payment documents and other documentary evidence (e.g. labor cost, bill and receipt) by account and delivery to the lab’s account manager every month
	

	Finance Team
	Calculation of interest (during and after the period of research) at the request of the Research Management Team and notification to the team
	



(d) Reporting of research results
o Types of research report
- Mid-term report: At a point in time during the research period specified on the research contract, the researcher describes the status of research implementation and present given copies of the report to the commissioning institution.
- Quarterly (progress) report: According to the schedule specified on the research contract, the researcher compares the actual status of research implementation against the plan and submits the report to the commissioning institution.
- Annual report: If a project lasts more than a year, the researcher describes the actual status of research implementation during the given year and submits the report once a year.
- Final report: When the final period of research is completed, the researcher presents given copies of the research report, specified on the research contract, to the commissioning institution.

o Formulation/submission of research report
	In principle, a research report is drawn in Korean or in a combination of Korean and Chinese characters. The report may be written in
English if requested so by the commissioner or if necessary for an international research project.
Mid-term and final reports are drawn in the format requested by the commissioner depending on how the research project is financed.



- Report submission process: Researcher - KAIST Research Management Team – Commissioner

(e) Payment of research expenses by credit card
o What is the "research expense card" system?
The research expense card system has been introduced to enable researchers to pay for research expenses with a credit card, not in cash, so that the transparency in execution/management of research expenses can be enhanced and the efficiency and credibility of business management can thereby be improved.

o Types of research expense card
	Integrated card
	Project-specific card

	If a single researcher is engaged in more than two research projects, he/she can pay for research expenses for those projects with a single credit card
	A researcher can use this card only for the single project he/she is currently involved in during the period of research




Application for and issuance of research expense card
	
	Procedure for application and issuance

	Integrated card
	Researcher → Department/Center (Request for cooperation) → Research Management Team 9car Issuance Application Form) → Credit Card company → Research Management Team (Card Registration) → Researcher (Card Receipt and Use)

	Project-specific card
	Researcher(Application Form for R&D Comprehensive Management System) → Research Management Team (Stamp and Signature) → Credit Card Company → Research Management Team (Card Registration) → Research (Card Receipt and Use)




o Payment of amounts used
	Shinhan Research Expense Card
	BC Research Expense Card

	Date of payment
	Subject of payment
	Date of payment
	Subject of payment

	17th day of every month
	Amounts used from the 3rd day of the previous month through the 2nd day of the current
	23rd day of every month
	Amounts used from the 1st day through the last day of the previous month



(f) References to Research Expenses
o Criteria for appropriation of research expenses by government agencies

	Item
	Appropriation criteria

	Labor cost
	- Internal labor costs: Paid when a regularly employed researcher in the research institute takes part in an applicable R&D project
- External labor cost; Paid when a specific researcher or post-doc researcher who is not part of the research institute takes part in an applicable R&D project
(Labor costs for students: 2.5 million Korean won/month for doctoral candidate; 1.8million Korean won/month for master’s candidate; and 1 million Korean won/month for undergraduate student) 

	Direct cost
	-Research equipment/material and facilities
- Materials and computer processing/maintenance
- Manufacturing of prototypes
- Travel
- Technology information activities
- Consumables and commissions
- Research activities
1) Management of specific projects
2) Promotion of research activities: Appropriated within 20% of the labor costs 

	Outsourced R&D cost
	- Expenses spent in outsourcing part of the R&D project to an external institution; appropriated as labor cost, direct cost, and indirect cost

	Indirect cost
	- Indirect expenses
  Labor costs for supporting staff used in the applicable R&D project and common supporting expenses for all institutions
- Application/registration of intellectual property rights 
 All expenses needed for application/registration of intellectual property rights directly related to the project
- Science culture activities
 Expenses for promotion of the research project
-Safety Management of the Lab
 Expenses for the safety of the research office/lab; appropriated within 20% of the labor costs



* Rates for KAIST indirect costs In 2010: equal to 26.09% * (total Internal/external labor costs) + (total direct costs)


SHARED FACILITIES (Research Supporting Team)
• The Research Supporting Team (RST) is providing more accurate and more precise analysis in all respect of science and technology. RST wants to provide a high level analysis infrastructure by sharing each sophisticated instrument not only to KAISTian but also other universities, research institutes and companies. RST also provides safe and highly convenient radioactive control and glassware processing within very short time by highly experienced members. We are ready to give the platform for enhancing research by providing realistic solutions to the researchers with our keen knowledge and ample experience. RST is freely and smoothly accessible to get keen analysis and measurement.

￭ Operation of Shared Facilities
(a) Responsibility by area
** Official Website: http://analysis.kaist.ac.kr
	RST
	Laboratory
	Person in charge
	Equipment / Model 

	
	
	Name
	Location 
(Building W8)
	Contact
(Internal)
	

	Team leader
	-
	Woo, Mi-ja
	# 1105
	2409
	-

	Chemical & Biophysical Analysis
	NMR
	Kim, Byoung-kook
	# 1113 /1115
	5065
	Solid 400MHz NMR
(Bruker AVANCE 400WB),
Solution 500MHz NMR
(Bruker AMX 500)

	
	CD
	Seo, Hee-won
	# 3109 / 3104
	5070
	J-815, Jasco

	
	FT-Raman
	
	
	
	RFS100S, Bruker

	
	Dispersive Raman
	
	
	
	LabRAM HR800 UV/Vis/NIR, Horiba Jobin Yvon

	
	XRF
	
	
	
	Supermini(Benchtop), Rigaku)

	
	TCSPC
	
	
	
	FL920, Edinburgh Instruments

	
	MALDI-TOF
	Lee, Sun-jin
	# 3106
	5085
	Bruker autoflex Ⅲ

	
	LC-MS/MS
	
	
	
	microTOF-QⅡ

	
	EA
	Cho, Soung-hwan
	# 3109
	5058
	EA1110-FISONS

	
	TXRF
	
	
	
	Nanohunter

	Material Analysis
	UTM
	Kim, Young-cheul
	# 1117
	5067
	INSTRON 4206, INSTRON 5583,
INSTRON 8032, INSTRON 8801

	
	XPS
	Oh, Taek-chul
	# 1111
	5063
	ESCA 2000, AES (SAM4300),
XPS(Sigma Probe )

	
	XRD
	Woo, Mi-ja
Lee, Sun-jin
	# 3101
	5064
5074
	High Resolution XRD (RIGAKU), 
High/Low Temp.-XRD,
Multi Purpose Attachment-XRD, 
MICRO-XRD & SAXS,
Protein Crystallography XRD (R-AXIS+++)

	
	SEM
	Ha, Young-hoon
	# 1107
	5062
	FE-SEM (S-4800, XL30SFEG, Nova230)

	
	TEM
	Bae, Hyung-bin
Choi, Jin-seok
	# 1107
	5061
5068
	FE-TEM ( Tecnai F20 , Tecnai F30)

	Thermo-physical Property Analysis
	Kim, Seok-qwang
Ko Seok-bo
	# 3103 / 3110
	5066
5084
	TA (Setsys 16/18), TGA (TG 209 F3),
LFA (LFA 447, LFA457),
DSC (DSC 204 F1, DSC404 C)
Dilatometer (DIL 402 C),
Heat flow meter (HFM436)

	Glassware Manufacturing
	Kim, Jin-Woong
	# 1112
	5056
	

	Radiation Safety Management
	Kim, Sung Yeol
	# 1105
	5081
	

	Staff
	Yim, Hye Jung
	# 1105
	2401
	


o Radioactive safety management
Radioactive sources/facilities, those involved in radioactive work, and radioactive waste are being managed to ensure isotropic elements (either open or sealed) and radiation-generating devices can be used safely at KAIST. If you are to use isotropic elements or other radioactive materials, you should consult with the radioactive safety manager in advance (Internal T. 5081).

o Manufacturing support (Glassware)
The glassware office is being run for processing of precision glassware; manufacturing/repairing of glass devices; heat treatment of semiconductor materials; manufacturing of highly-vacuum containers; cutting of ceramics; and manufacturing other test instruments (Internal T. 5056).

￭ Names of Shared Facilities
(a) Chemical & Biophysical Analysis
o Raman
- FT-Raman: This equipment has no permanent dipole, so it is possible to measure - using induced dipoles - the pure vibrational frequency and pure rotational frequency of molecules rarely visible in FT-IR. It is used in quantitative and qualitative analysis of molecules and identification of molecular structures and effector mechanism (Internal T. 5070).
- Dispersive Raman: When monochromatic incident light is shed on vibrating molecules, their vibrators absorb as much energy of the incident light as their own vibrating energy, and this equipment is used for observing that spectrum. Unlike FT-Raman, it obtains highly-sensitive Raman spectra from a wide variety of samples. It is widely used for research on various chemicals, bio compounds, and new materials as well as structural analysis of substances (Internal T. 5070).

o LC-MS/MS (Liquid Chromato Mass/Mass)
Using DIP, test samples are ionized from the ion source; using the double-focusing method, they are separated and extracted in the analyzer by the ratio of mass and charge (m/z). In this manner, this high-resolution mass analyzer is used for determining the molecular amounts of comprising molecules and identifying their molecular equations and structures. It is widely used for research on various chemical reactions, microbial reactions, somatic extracts, new materials, and pollutants (Internal T. 5085).

o MALDI-TOF (Matrix Assisted Laser Desorption Ionization-Time of Flight)
Mixed with the matrix, the sample is induced by a laser to generate an electronically-charged substance and flies when an electromagnetic field is set. The extent of this movement is determined by the ratio of the substance's mass and charge (m/z). Therefore, the mass of that substance can be derived from the distance of movement or time of flight. MALDI-TOF is used especially for measuring the molecular amounts of high-molecular compound samples and somatic substances (e.g. protein and nucleic acid) (Internal T. 5085).

o EA (Element Analyzer)
Organic materials are put into a tin container and dropped into high-temperature combustion and pyrolysis chambers for exothermic oxidation.
They then go through a chromatographic column and are extracted with a thermal conductivity detector to be used in analyzing C, H, N, and S elements within the test sample (Internal T. 5058).

o NMR (Nuclear Magnetic Resonance)
- 500MHz Solution FT-NMR
This equipment analysis test samples in the form of solution using a strong magnetic field. If the mass number is even and the atomic number odd, or if the mass number is odd, all nuclear compounds - injected with electromagnetic waves within the magnetic field – selectively absorb electromagnetic waves befitting their resonating conditions in their nuclei, and they emit electromagnetic radiations. These radiations are extracted and used for qualitative/quantitative analysis of various compounds and research on molecular structures (Internal T. 5065).
- 400MHz Solid State FT-NMR
This equipment is designed for qualitative/quantitative analysis of organic and inorganic substances that are not dissolved by a solvent. It is utilized in such areas as material, high molecule, nanotechnology, and inorganic chemistry (Internal T. 5065).

o Biomolecular Structure Analysis
- CD (Circular Dichroism Spectropolarimeter)
This equipment analyzes the molecular structure of optically active substance and conducts quantitative analysis via measurement of circular dichroism. It can measure a wide area. It is used in analyzing secondary structures of pep tides or proteins; measurement of the transition dipole moment caused by DNA-drug combination; analysis of temperature-induced change in protein structures; and monitoring of structural change by reaction between enzymes (Internal T. 5070).
- Protein Crystallograpy XRD
Using this equipment, the three-dimensional structures of somatic high molecules such as proteins can be obtained at atom-level resolution.
Data are obtained by diffracting protein crystals with the strong X-rays (CuKα, 1.54A) generated from the rotating anode X-ray generator. To prevent the protein crystals from being damaged by the X-rays, a liquidated nitrogen nozzle is installed on the goniometer, enabling data collection at -180·C. It is useful for identifying molecular structures and new functions of proteins. (Internal T. 5064/5074).

(b) Material Analysis
o Surface Analysis of Materials
- XPS (X-ray photoelectron spectroscopy) or ESCA (Electron Spectroscopy for Chemical Analysis)
An X-ray with a certain wave is radiated toward the surface of test sample, and the kinetic energy of optical electrons emitted from the test sample is measured and the composition of the surface and interface as well as the chemical bonding status are identified. It is used in research on composition change induced by chemical bonding on a material's surface, comprising elements, and the energy band structure/depth of electrons (Internal T. 5063).
- AES (Auger Electron Spectroscopy)
This equipment enables surface composition analysis on thin semiconductor films and other materials; surface analysis within a range of dozens of A; relative composition analysis on the grain boundary and surface; composition analysis on a super-clean surface by destroying test samples under super vacuum (Xl 0-1 0 torr); and identification of all elements (H and He excluded) existing on the surface (Internal T. 5063).
- FE-SEM (Field Emission Scanning Electron Microscope)
A Scanning Electron Microscope (SEM) is a versatile tool for getting useful information about the sample's surface topography, composition, and crystal orientation etc. The types of signals produced by an SEM include secondary electrons(SE), back-scattered electrons(BSE), characteristic X-rays, light(cathode luminescence). SEM can produce very high-resolution images of a sample surface, revealing details about less than 1 to 5 nm in size. A wide range of magnifications is possible, from about 30 times to more than 500,000 times. BSE are often used in analytical SEM along with the spectra made from the characteristic X-rays. Because the intensity of the BSE signal is strongly related to the atomic number (Z) of the specimen. BSE images can provide information about the distribution of different elements in the sample. Characteristic X-rays(EDS) are used to identify the composition and measure the abundance of elements in the sample. Electron backscatter diffraction(EBSD) is a microstructural-crystallographic technique used to examine the crystallographic orientation of many materials, which can be used to explain texture or preferred orientation of any crystalline or polycrystalline material. Cathode Luminescence(CL) is used to examine internal structures of semiconductors, rocks, ceramics, glass etc. in order to get information on the composition, growth and quality of the material (Internal T. 5062).
- FE-TEM
This transmission electron microscope uses highly-accelerated electrons as a light source on a thin, electron-transmissible test film. It directly observes dislocations, stacking faults, and interface diffraction patterns within the material to accurately identify impacts on various properties of the material. The arrangement of atoms can also be observed using this high-resolution TEM (Internal T. 5061).
- XRD (X-Ray Diffractometer)
• Small-angle XRD: This equipment effectively reduces the direct beam area to obtain the scattering pattern or observe the property peak below 2theta=1 ".It is used in analyzing the structural properties of nano-Ievel new materials, studying morphology, and measuring the size of corpuscles (Internal T. 5064/5074).
• High-resolution XRD: This equipment uses a channel-cut monochromator to shed only highly-parallel monochromatic light on the test sample. It is used in measuring and analyzing the structural properties of monocrystallic semiconductor materials, which cannot be analyzed with ordinary low-resolution equipment (Internal T. 5064/5074).
• High/Low-Temperature XRD: This equipment measures the diffraction status of an X-ray at a low or high temperature using a test sample cooling/heating device. It is used in analyzing substance properties (e.g. crystal structure, phase transition, crystallization, and oxidation) at high and low temperatures (Internal T. 5064/5074).
• Micro-area XRD: This equipment selectively measures X-ray diffraction on an area of interest using an embedded collimator and optical microscope. Its primary uses include analysis of micro-area (10∼100㎛) and ultra-micro amounts of test samples (5㎍); phase analysis; analysis of impurities within the test samples; research on solid solution; research on thin films (domains); and analysis of layer-structured test. (Internal T. 5064/5074).
• Pole-figure XRD: This equipment measures pole figure (i.e. how many given crystal surfaces exist in a grain within a polycrystallic test sample and in which directions). It is used mainly in research of texture; it derives the oriented distribution function (ODF) using pole figure data, producing a relative quantitative value against orientation (Internal T. 5064/5074).
• Thin film XRD: This X-ray diffraction equipment is designed to effectively detect only those diffraction patterns of a thin film deposited on a test sample. Other than the ordinary powder measuring method of θ/2θ, it also enables "glancing incident X-ray diffraction;' where the incident beam and test sample surface are maintained at a certain angle (θ =2") and the detector alone is moved to perform a 2 θ scan. It is usually used in the analysis of thin film structure and phase; research on preferred orientation and crystallinity, and measurement of stress (Internal T. 5064/5074). 
• Powder XRD: The test sample holder remains horizontally stable and does not move, while the source and detector axis rotate toward the 8 axis, respectively, to measure diffraction patterns. This equipment is useful for measuring liquid or powder test samples (Internal T. 5064/5074).
- Dynamic UTM (Dynamic Universal Testing Machine)
This equipment applies dynamic loading on a material to test fatigue properties. It is used in conducting various tests for predicting a material's endurance limit or fatigue life (Internal T. 5067).
- Static UTM (Static Universal Testing Machine)
This equipment makes it possible to carry out all items comprising an ordinary strength test (e.g. tensile, compressive, Flexural, and shearing tests). It also has a temperature chamber and split furnace with which the desired temperature can be accurately controlled, and thus tests
can be performed on the heat-resistance property of materials throughout all temperature sections from -150'C to +350'C (Internal T. 5067).

(c) Thermo-physical Property Analysis
- LFA (Laser Flash Apparatus)
One of the most popular methods for measuring the thermal diffusivity is the flash method. In the flash method the front side of the sample surface is subjected to a very short burst of radiant thermal energy. The resulting temperature rise on the rear side of the sample surface is measured, and thermal diffusivity can be determined by comparing the measured temperature rise with the appropriate mathematical model.
The thermal conductivity (solids, liquids, powders) is calculated by multiplying the thermal diffusivity, specific heat and bulk density. (Internal T. 5066).
- DSC (Differential Scanning Calorimeter)
DSC is a thermo-analytical technique in which the difference in the amount of heat required to increase the temperature of a sample and reference are measured as a function of temperature or time. (Internal T. 5084).
- TGA (Thermo Gravimetric Analyzer)
TGA measures the amount of weight change of material, either as a function of increasing temperature or isothermally as a function of time in an atmosphere of nitrogen, argon and air.
 (Internal T. 5084).
- DIL (Dilatometer)
Dilatometer is an instrument measure the thermal expansion of the sample is defined as the rate of change of sample length with respect to the change in its temperature. Thermal expansion is a measurement of how entropy of a body reacts to change the volume. Dilatometer has a wide range of applications, such as in the fabrication of metallic alloys, compressed and sintered refractory compounds, glasses, ceramic products, composite materials, plastics, etc. (Internal T. 5084).

￭ Facility Reservation and Settlement of Analysis Fees
(a) How to reserve facilities
o To use shared facilities, you should visit the website run by the Research Supporting Team (http://analysis.kaist.ac.kr), check the reservation status for each equipment, and book a time when the facility is not in use. If reservation via the website cannot be made, you can contact the staff in charge of the equipment directly to make a reservation. To use the website, you should acquire membership; the website explains how to search facilities and make reservations and provides other relevant information.

(b) Settlement of analysis fees
o When an analysis is completed using shared facilities, analysis fees are charged once a month for each lab. The bill should be submitted to the Research Supporting Team (Internal T. 2401)





※ PATENT AND TECHNOLOGY TRANSFER (Technology Commercialization Team)
• The Technology Commercialization Team (Patent management: T. 2171-3;Technology transfer:T.4793-S) is dealing with patent and technology transfer. Its main tasks include management of KAIST's intellectual property rights (patent), technology transfer, and tech clinic.

￭ Patent management
(a) Management of KAIST patents
o Objective
KAIST's research results and inventions resulting from work are considered KAIST's intellectual properties; inventions are encouraged and rights and benefits from such inventions are ensured so that industrial property rights can be managed in a reasonable manner.

o Transfer/succession of invention rights
Any invention generated using KAIST's funds, space, and facilities and in relation to its support and work is regarded as "work-related invention" and KAIST's assets. Therefore, no patent can be applied for such an invention in the name of an individual; the inventor shall report the invention and transfer his/her rights to KAIST, and KAIST succeeds those rights.

	Work-related invention and inventor
An invention is considered a "work-related invention "when it is invented by a person involved in research at KAIST (e.g. professor, student and staff member) regarding his/her work and is included in the scope of KAIST's business and when the motivation of such an invention comes from his/her current or former responsibility at KAIST; an inventor denotes a professor, student, staff member or other person



(b) Notice on patent registration: Management of KAIST patents is done via PPMS.
o Log on to the KAIST patent management system (http://ppms.kaist.ac.kr)
(The full email address of the guiding professor will be the ID; for a password, contact the Technology Commercialization Team.)
* If you are a newly hired instructor, you need to attain a membership and obtain the approval of the Technology Commercialization Team first to be able to use the system.)
o After logging in, fill in the invention report according to that described in the popup window and complete the application.
o After completion, print out the "invention report" and "transfer certificate; have them signed by the inventors, and submit them to the Technology
o Domestic patent application Commercialization Team.
When the invention report is submitted, the Technology Commercialization Team notifies the transfer/succession of the invention and makes a patent application to the patent office. The application fees, mid-term incident handling fees, registration fees, and annual fees (until the 5th year) are paid from the school's budget. Note that if the invention has been disclosed due to article publication, etc., the patent application should be made within six months from that time in Korea and Japan and within one year in the U.S. to be applied a novelty grace period.
o International patent application
International patent application can be made with the domestic patent as a priority. (It is also possible to make an international patent application first.) In this case, the patent application should be made within one year after the date of the domestic application. There are two ways to make an international patent application: PCT international application and ordinary international application. PCT is a method usually chosen by global businesses; it is useful when you are seeking to enter more than five countries with a single patent right. You can make the application in Korean; you will have as much time as 30 months until entry into individual countries, but you have to pay PCT application costs additionally. Ordinary international application is a method for entering individual countries directly; it costs less than PCT, but it takes a long time to translate the application in local languages.
International patent application costs shall be paid from either the research expense account or BK project expense account. 

• Patent maintenance
- After a patent is registered, annual fees should be paid every year to maintain the patent rights. 
- At the beginning of November of each year, surveys are to be done on relevant professors as to whether they are willing to maintain their patents subject to annual fees for the following year.
- Annual fees will be paid from KAIST's budget until the 5th year of patent registration (3.5th year for the U.S.); the inventor has to pay the whole annual fees starting from the 6th year.
• Application for registration of computer program
- Download the form for registration of the computer program (program creation report, program registration report, and program overview).
After completing the form, send it to the staff in charge via email (khmi@kaist.ac.kr) and put your personal stamp or sign at the "creator" section of the program creation report and submit the form with a copy of CD to the Technology Commercialization Team.
• Registration fees are paid from KAIST's budget.
• Customized patent seminar (Internal T. 2173)
Contact the staff in charge to select the seminar of your choice. After coordination of a specific schedule is completed, the staff will invite a special lecturer (e.g. patent attorney), who will visit the lab in person and hold the seminar at the date that the applicant desires. Application for seminar is free of charge.

￭ Technology transfer (Internal T. 4795)
(a) Technology transfer
o Technology transfer is done regarding patent rights, software, and other knowhow. The procedure of contract for technology transfer is as follows:
If a person hopes to conduct technology transfer on patent rights, knowhow, etc., the inventor and responsible researcher prepare the "request for technology transfer contract" and notify the Technology Commercialization Team, which consults with the inventor and researcher in advance
(regarding technological level/phase, marketability, etc.), makes internal approval, and concludes a contract.
(b) Provision of incentives
o Incentives are provided for inventors or involved researchers.
- Know-how generated as a result of research: The person specified on the final report at the time of research implementation is paid incentives according to the "coordination table of individual scores allocated regarding royalty incentives"(technology transfer contract and regulations on use of royalty).
- Patent rights: The inventor is paid incentives according to his/her share stated on the invention report.
- Software: The author is paid incentives according to his/her share stated on the creation report.
o Amounts paid: 10% of all income (fixed payment and running royalty) is assigned as financial resources for patent expenses and incentives for technology transfer contributors. A part of the assigned amounts (70%) is paid as royalty incentives; the rest (30%) is taken by KAIST and used in reinvestment for enhanced welfare of instructors and further research and development 

	Technology transfer on the results from state- and government agency-driven (e.g. MEST, MKE, MCST and KCC ) research and development projects and the use of royalties from such technologies are determined by each government agency's business regulations involved in research who made the work-related invention.



(c) Websites for searching leading technologies
o Korea Industrial Property Rights Information Service (http://www.kipris.or.kr)
o Wips (http://search.wips.co.kr)
o Japan Patent Office (http://www.ipdl.inpit.go.jp/homepge.ipdl)
o u.s. Patent and Trademark Office (http://www.uspto.gov/patft/index.html)
o European Patent Office (http://ep.espacenet.com/J)



The Finance Team (2271-2278) deals with finance and accounting. The team is responsible for accounting of all transactions by KAIST (income/expenditure), payment of funds (depositing of execution costs to applicable bank accounts), and management of income, assets, and funds.
[The Finance Team's Responsibilities]

	Income
	Closing accounts
	Expenditure
	Management of tangible assets acquired



Accounting of all transactions
- Expenditure (Internal T. 2276)
For ordinary expenditures, primary work will be done by the staff member responsible for finance in each Department. The Department's responsible staff member and the Finance Team will then be requested to finalize the task. Therefore, if you have any initial inquiries regarding cost execution and spending (e.g. how to make a proposal, whether it will be possible to execute certain costs and other issues such as budgeting and system error). Please contact your department first. Staff members in your Department will consult with other relevant departments (i.e. Research Management Team, Office of Academic Affairs, Human Resources Management Team, Information & Communication Team, Finance Team, etc.) and address your problems.

- Assets Management (Internal T. 5086)
Any goods purchased with KAIST's funds are not the properties of individuals but KAIST's, and should be strictly managed. For this reason, KAIST has a chief asset manager and asset management staff in each department to take care of its assets. You should be careful and prudent when using such assets. If you lose, destroy or disuse any of the assets, be sure to contact the Financial Team via the asset management staff of your department. Also, you should register any supplies or assets over the basis amounts as "KAIST asset:'
o Criteria for registration as fixed asset: Supplies and equipment worth over 500,000 Korean won

- Finance Issues to Consider
(a) Account/account manager
Professors have budgets allocated from the school (e.g. research expenses for settlement of newly hired instructors and basic research expenses) and those from research projects that they personally commissioned. These budgets are managed by the unit of "account item" (hereafter referred to as "account").

o Structure of account titles
	Accounting Unit
	Business / Project
	Department/ Team
	Budget Details
	Budget Item
	Account Item



Note: The above six items are combined with each other to constitute an account

o Rights and responsibilities of account manager
Regarding the "account" for which he/she is responsible, a professor, who is the "account manager” 'may perform all transactions related to his/her "account" at his/her discretion. Therefore, the account manager has the right to execute all expenditures and incomes regarding the account in question.
An account manager, however, is also responsible for wrongful execution of expenses. In some cases, the account manager should take responsibility if his/her settlement of research expenses proves problematic and is therefore not approved, and he/she might face problems such as having to return the research expenses.

	[Accounting Rules 1
Article 13 (Budget Appropriation and Execution) (1) The planning manager is responsible for budget appropriation; each account manager takes the responsibility of budget execution.
Article 84 (Accounting Staff) The term "accounting staff" refers to those falling into the first category of each of the following items:
- An account manager who has the authority and responsibility for income and expenditure initiation of each account under the responsibility accounting system
Article 85 (Rights and Responsibilities) The accounting staff shall carry out accounting work truthfully, pursuant to relevant regulations and based on the budget.
Article 86 (Accountability) If the accounting staff undermines KAIST's property intentionally or due to a serious mistake, he/she will be responsible for compensating for such loss, and he/she cannot avoid responsibility for nonperformance, with the provision that a staff member may be exempted from such responsibility if he/she has fulfilled his/her fiduciary duty but faced an act of God or natural disaster.



(b) Proof of expenditure
o The tax law stipulates that you should attach the following documentary evidence for execution of all expenses:
	Amounts
	Documentary evidence

	Expenses of or over 30,000 Korean won
	Invoice, bill or credit card payment slip

	Expenses under 30,000 Korean won
	Invoice, bill, credit card payment slip or receipt



* The basis amount will be changed to 10,000 Korean won starting from 2009.
o According to relevant tax laws, you must attach the above documentary evidence for execution of all expenses. If you fail to do so, you may face additional tax or other disadvantages pursuant to the tax law and be disadvantaged upon settlement of research expenses.
(c) Tax withholding
o Income types
- Class A earned income: Income generated from the relationship of employment with KAIST
- Other income: Income generated temporarily with no regard to the instructor's relationship of employment with KAIST
o Withholding tax rate according to income type
	
	Income Type
	Tax rate

	Class A Earned Income
	All incomes except for “other income”
	Class A earned income tax: 17%

	Document-based deliberation
	Research-related incentives;
Publication fees from the KAIST newspaper
	Income tax: 4%
Resident tax: 10% of income tax




PROCUREMENT AND OUTSOURCING CONTRACTS (Procurement Team)
• The Procurement Team (Internal T. 2331-2337) is in charge of procurement and outsourcing contracts. Its major tasks include facility construction contracts, outsourcing contracts, Procurement of Domestic Goods, and Procurement of Foreign Goods. 
For effective and scientific procurement management, the following principles should be observed:
(1) To search and purchase the most appropriate and adequate contracts for respective uses (Procurement value analysis, procurement market survey, and quality management)
(2) To ensure in making procurement that the delivery deadline is not to be missed (Delivery deadline management)
(3) To procure from good suppliers (Procurement market survey, supplier selection, and outsourcing management)
(4) To purchase at the lowest cost (Procurement cost management) 
In addition, the procurement organization should be streamlined and favorable procurement methods should be selected to enhance the efficiency of procurement management functions.

￭ Facility Construction (Internal T. 2331) 
"Facility construction" refers to construction work that constitutes a reason for increase/decrease in assets such as building/building facilities, basic facilities for research office, structures, and plant construction regarding implementation of research service. The Procurement Team receives a request for contract conclusion from the Facilities Management Team and pushes for a contract, and thus it is not directly related to one in need of such a contract. If issues regarding repairing/construction of facilities arise, the person should send a request for cooperation
to the responsible staff member at the Facilities Management Team (Yoon, Jae-soung; Internal T. 2393 or Contruction Team(Yeogap Yoon; Internal T.2456). Upon receiving a request for construction from the department, the Facilities Management Team carries out the contract itself if the contract is worth less than 10 million Korean won; it requests the Procurement Team to make a construction contract if the contract is worth 10 million Korean won or more.

￭ Outsourcing Contracts (Internal T. 2333)
"Outsourcing" means that facility management, waste management, land transportation, academic research, vicarious organization of exhibition/event, advertisement/design, architectural design, audit/examination, equipment/software maintenance, and other tasks are commissioned to external institutions, which in turn provide labor from their human resources. The Procurement Team receives a request for contract conclusion from the department in need and pushes for the contract if the contract is worth 5 million Korea won or more. One should submit the request for contract conclusion via the ERP system; he/she should attach electronic versions of the cost calculation report and task order in any format. If these files cannot be attached, the documents should be sent to the staff in charge of outsourcing contracts.

￭ Procurement of Domestic Goods (Internal T. 2332 and 2336)
The term "domestic goods" refers to products manufactured/supplied at home or purchased with domestic capital. Domestic goods are classified and procured by price as follows:
(a) Procurement under 10 million Korean won (The goods for research or experiment)
or 5 million Korea won (The goods for other purposes)
o For procurement of goods worth less than 10 million Korean won or 5 million Korean won, one should purchase them directly and make application via the ERP direct procurement system. After approval by the responsible staff, he/she should print out relevant documents and submit them with a receipt/invoice to the account manager of the department's office.

(b) Procurement over 10 million Korean won (The goods for research or experiment)
or 5 million Korea won (The goods for other purposes)
o For procurement of goods worth over 10 million Korean won 5 million Korean won, you need to submit a request for procurement to the Procurement Team and have the goods delivered. The procurement request is made via the ERP system; when the staff in charge makes approval. the request is transferred to the Procurement Team. In inevitable and urgent cases, however, procurement may be made first, but the procurement request should still be made via the ERP system. Necessary supplementary documents should be attached electronically; if these files cannot be attached, you should send the documents to the staff in charge of domestic goods procurement. The supplementary documents to be attached are as follows:
• Quotation: Specification and price information on goods that the supplier provided to the prospective buyer (the supplier's own format)
• Reason of designation: Descriptions of certain goods that prove the appropriateness of the negotiated contract
• Specification and plan: Order-made product and prints (i.e. specification stating how to printout and edit)
• Reason of joint procurement: Needed when joint procurement is done by more than two projects
• Reason of post-treatment: Needed when one in need of procurement makes procurement first and simply pays the expenses
• Download supplementary document formats at: KAIST official document format service (http://form.kaist.ac.kr)

￭Procurement of Foreign Goods (Internal T. 2334-2335)
The term "foreign goods" refer to products purchased from abroad or a bonded area in foreign currency or means of payment indicated with foreign currency. If possible, foreign goods should be those that cannot be produced or manufactured domestically; delivery deadline should be considered first, and the credibility of the supplier or seller should also be taken into account. A request for procurement of foreign goods is made via the ERP system. When the responsible staff makes approval, this request is transferred to the Procurement Team. You need to attach needed supplementary documents in the form of electronic files; if this is impossible, you should send those documents to the staff in charge of foreign goods procurement. Supplementary documents needed for requesting procurement are as follows:
• Quotation: Specification and price information on goods that the supplier provided to the prospective buyer (the supplier's own format)
• Reason of designation: Documentary evidence on the appropriateness of negotiated contract
(c) Explanation of use: A document for customs tax and VAT exemptions on goods that cannot be produced domestically; to be submitted to the Office of Customs Administration
• Reason of joint procurement: Needed when joint procurement is done by more than two projects
• Download supplementary document formats at: KAIST official document format service (http://form.kaist.ac.kr)


LAB SECURITY AND CAMPUS POLICE (Safety & Security Team)
• The Safety & Security Team is responsible for lab security, campus police, etc. The contacts for each responsibility are as below:
1) Lab security: Safety & Security Team (2341 - 2344)
2) Fire and other emergencies: Disaster Prevention Center (Tel. 4000)
3) Campus Police: Disaster Prevention Center (Tel. 4200)
4) Issuance of lD card: Safety & Security Team (Tel. 8000)
5) Reserve army/civil defense corps: Reserve Army Battalion Headquarters (Tel. 2347)

￭ Safety Management (Internal T. 2341 - 2343)
Traffic safety within KAIST and other general safety issues are covered; with regard to various accidents, inquiries and suggestions are received and addressed.
Safety checks on labs are done, and safety education is provided for those engaged in research activities. Regular safety training is provided once a month; department-rotating safety checks are done based on the annual plan.
Also, commissioned treatment of designated waste from labs and medical waste is performed. To prevent fire-caused accidents, fire extinguishing facilities are maintained and preventive checks conducted.
(a) Safety management of chemicals (Internal T. 2342)
(b) Safety management of gas (Internal T. 2341)
(c) Management of fire prevention (Internal T. 2500)

<Reminders for safety and fire prevention>
o All persons responsible for research are appointed as safety/fire prevention managers of their respective labs upon appointment; they should eliminate possible risk factors within their labs to prevent safety-related accidents.
o For experiment-based courses involving treatment of risky substances, the professor in charge should provide safety education on relevant experimentation before starting the class.
o Undergraduates involved in individual/graduation research and other researchers should receive safety education for their respective areas of research based on research office/lab risk groups. Those failing to receive safety education or evaluation are limited from entering research offices or labs.
o In case of fire or other emergency, call T. 4000 for help. Remember the location of fire extinguishers, how to use a fire extinguisher and the location of exits so that evacuation and response can be made quickly in the event of emergency.
o The guiding professor is responsible for safety management of his/her research office; he/she takes the following duties and responsibilities:
- Research Office Safety Management Committee Rule, Article 3 (Duties)
Each guiding professor should announce general rules for lab safety upon preliminary training of undergraduate freshmen; he/she must provide safety education before an experiment involving risks.
- Lab Gas Safety Management Guidelines, Article 6 (Experimenting Professor)
The guiding professor is responsible for the safety of gas used in his/her lab.
- Lab Chemical Safety Management Guidelines, Article 5 (Experimenting Professor)
The guiding professor takes the responsibility of guidance and oversight regarding safety management of chemicals used in his/her lab.

￭ Issuance of ID card and car pass (Internal T, 8000)
ID cards needed for entering buildings and car passes are issued. The ID card is used for personal identification, entry into buildings, borrowing of books, and cash deposit/withdrawal at Woori Bank. Below are issues regarding the issuance of ID cards and car passes:
(a) Preparation and submission of ID card application form
o Fill out the ID card issuance/reissuance application form and attach a color photo (3cmx4cm).
(* The ID card cannot be issued without a photo.)
o Make sure you sign at the identification section at the bottom of the application form.
o Submit the application along with your documents for appointment.
(* If you want to change your bank account after registration, you need to pay reissuance fees yourself.)
(b) Where and how to use ID card
o Where: Identification, entry into buildings, borrowing of books, and cash deposit/withdrawal at Woori Bank
o How: The ID card should be placed a distance of 3-5 centimeters from the reader installed in each building.
(c) Cautions
o Reissuance due to loss or damage: Charged (10,000 Korean won in reissuance fees)
o In case of loss or damage
- Report the loss of the ID card to the KAIST Safety & Security Team (T. 8000) and Woori Bank (any of the main or branch offices nationwide)
o Receive your ID card from the Safety & Security Team after joining KAIST.
(d) Documentation for issuing car pass
o Application form for issuance of car pass
o A copy of car registration card
o A copy of car insurance certificate(If the owner is your spouse, parents or others.)

￭ Reserve Army/civil Defense Corps (Internal T. 2347)
Major tasks include resource management of the reserve army and civil defense corps, formulation of emergency plan, holding of Eulji military training, and management of public affairs personnel (reservist duty). Below are issues regarding assignment of reserve army and civil defense corps members and provision of education/training:
o Reserve army
KAIST instructors who are in the reserve or reservist duty
- Who should report upon joining KAIST?
• Soldiers (private second class through staff sergeant): Until the eighth year after discharge
• Officers (officer and non-commissioned officer): Until the year of retirement for the position (Le. until the age of 43-45)
- Reporting of reserve army members
	Period
	

	Venue
	KAIST Reserve Army battalion headquarters (Education Support Bldg, 2F 042-350-2347)

	Subject
	Instructors who fulfilled their military duty and who have been in the reserve for no longer than eight years (those who have yet to report are also included)

	Preparation 
	One copy of resident registration (military service issues described) or one copy of military service completion card; and one piece of photo (3cmx4cm)

	Caution 
	Those failing to report will be assigned to the local reserve army and receive education/training there



* If you fail to report during the given period, you may face disadvantages. Make sure you report within that period.
- Education and training
• Time of training: Eight hours of local basic military training per year (during the summer vacation)
• Location of training: Reserve Army Training Center, Sinseong-dong, Yuseong-gu, Daejeon
• Announcement of training: Announcements will be made in the official website's "Notice" section; notification made via the department
(For supplementary training, a notice of training mobilization will be sent to the instructor; the instructor may face disciplinary measures if he fails to appear at such training sessions twice.)
• Means of transportation: Reserve army members should get to the training place individually.
(Transportation expenses will be provided by the training center.)
* Reserve army training will be notified at the KAIST Portal's Notice section and departmental offices two weeks in advance.)
- How to report change in personal information
• Joining report: You should report to the reserve army battalion within seven days after your date of appointment at KAIST
• Withdrawal report: You should report to the reserve army battalion if retirement or other reason for such reporting arises (by filling out the retiree report card)

• How to report: Prepare the reserve army joining/withdrawal report and submit it to the Reserve Army Battalion.
* If an instructor has to visit a foreign country during that period, he has to fill out an application form for postponement of reserve army mobilization and education/training (mobilization).
o Civil defense corps at workplace
- Subject of mobilization
• All instructors aged 20-40 whose mandatory service in the reserve army has been completed
- Reporting of civil defense corps members
	Period
	

	Venue
	KAIST Reserve Army battalion headquarters (Education Support Bldg, 2F 042-350-2347)

	Subject
	Instructors who fulfilled their military duty and who have been in the reserve for no longer than eight years (those who have yet to report are also included)

	Preparation 
	One copy of resident registration (military service issues described) or one copy of military service completion card; and one piece of photo (3cmx4cm)

	Caution 
	Those failing to report will be assigned to the local reserve army and receive education/training there



* If you fail to report during the given period, you may face disadvantages. Make sure you report within that period.
- Education and training
• Those in their first through fourth years in the corps: Four hours of education per year (Yuseong District Office, Civil Defense Corps Training Ground: April to November)
• Those in their fifth year or more in the corps: Two hours of emergency calling training per year (KAIST)
• Evacuation training: Three times a year (Two regular sessions and one non-regular session: Organized by the National Emergency Management Agency)
• Disaster prevention training: 4 times (Selected by region and location of workplace; designated by the Yuseong District Office)
* Two make-up training sessions held for those absent from civil defense corps training: Yuseong Dist. Office (Those not present in the training session will be levied 100,000 Korean won in fines.)
- Tips for reporting change in personal information
• Joining report: You should report to the reserve army battalion within seven days after your date of appointment at KAIST
• Withdrawal report: You should report to the reserve army battalion if retirement or other reason for such reporting arises (by filling out the retiree report card)
• How to report: Prepare the civil defense corps joining/withdrawal report and submit it to the Reserve Army Battalion.
* If an instructor has to visit a foreign country during that period, he has to fill out an application form for exemption/postponement of civil defense corps education/training (mobilization)


KAIST Science Library (Academic Information Management Team)
￭ Opening Hours & Floor Guide
	
	MON-FRI
	SAT
	SUN

	Main Library
	09:00~24:00
	09:00~17:00
	13:00~20:00

	Branch Library
	Reading Room: OPEN 24 HOURS




- Main library 
	4F
	Monographs (major fiddles-Science and Technology) / Group Study Rooms/Copy Room

	3F
	Periodicals (current & back issues) / Group Study Rooms / Copy Room

	2F
	Information Desk/ Reference Books/Theses/ Technical Reports/ Monographs (Humanities & Social Sciences)/ Chon-Moon Lee Library (entrepreneurship lab)

	1F
	Circulation desk / Internet Book-Café& Bookstore/ Library Offices

	B1
	KAIST archives



- Undergraduate Branch library
	(1F)
	Newspapers &Magazines / Image Café/ Group Study Rooms / Copy Room

	(2F)
	Reading Room




￭ Library Homepage& Circulations
(a) Homepage (http://library.kaist.ac.kr)
You can search all kinds of materials held in the library and check the details including their location and materials request results. You can also search and access the full texts of e-journals, e-Books, and databases such as Springer, SCOPUS, IEEE, etc.
The library homepage offers various searching methods such as searching, browsing, and meta-searching, and convenient interfaces for easy access. You can also check new arrival materials as well.
Through the “My library” menu, you can request and check library services such as material borrowing, course reserves, SDI services, and document delivery services from anywhere. Your request results are sent to your e-mail and can also be checked in the library homepage. 
To obtain library homepage services, you have to first register for the KAIST portal system (http://portal.kaist.ac.kr). After registering, you can change your e-mail address and mobile phone number on the library homepage > My information
The library homepage supports various browsers (Internet Explorer, FireFox, Google Chrome, Safari, Opera, mobile browser(not mobile homepage)).






(b) Circulation desk: 1 F, Main Library
	Number of Items: 30
	Days: 180


OVERDUE FINES : ₩100/day
* Special Loan Period
* Course Reserved Books (2F, Main Library): 3 days
* Humanities & Social science Books (2F, Main library): 15 days

￭ Materials Use and Request
(a) e-Journals
You can search and browse e-journals via Library Homepage > Resources> Journals. If you would like to use e-resources off campus, please use Remote Access (Library Homepage > Remote Access)
(b) e-Book
You can search e-journals via the Library Homepage > Resources> books. If you would like to use e-resources off campus, please use Remote Access (Library Homepage > Remote Access)
(c) SCI Journals
The SCI database by Thomson Scientific shows the relationship between the citing and the cited, which is a criterion for deciding how much contribution published articles make to other scholars' studies, and you can obtain historical information about your research themes.
You can access the SCI database and obtain information on impact factor by year via Library Homepage > SCI Journals or Library homepage> e-Resources > Databases.
(d) Book Purchase Request
You can request the purchase of books that are not held by the library. How do you make a request?
* Library Homepage > Library Services> Book Requests
(e) Course Reserves Request
You can request course reserve materials such as textbooks and supplementary materials and references. These materials are located in the Course Reserve Room (2F, Main Library).
* Loan period is for 3 days.
How do you make a request?
- Library Homepage > Library Services> Course Reserves
(f) New Journal Request
You can request journal subscriptions by contacting the librarian in Oct., and the librarian includes the request in the following year's journal subscription within the library budget.
(g) Registering Project Books
Books purchased from research budgets must be registered in the library. This includes:
(1) books purchased under project research budgets supported by the government, and
(2) domestic books worth more than 100,000 won and foreign books worth more than 200 US dollars per volume,
(3) but excludes dictionaries, copies, manuals, and handbooks.
When researchers are going to purchase large quantities of materials using research budgets, they can ask the library to provide book purchasing services. Books registered in the library (purchased using research budgets) can be checked out for five years for research.
Users can request this service on the library homepage.

￭ Document Delivery Service
You can make a document delivery request articles and part of books that are not held by the library from other institutions.
*How do you make a request?
- Library Homepage > Library Services> Document Delivery
- NDSL Homepage (www.ndsl.kr)

• KOASAS (KAIST Open Access Self-Archiving System)
KOASAS (http://koasas .kaist.ac.kr/)isa system operated to establish an institution repository based on an open access self-archiving system for research outputs in KAIST. ln order for the KAIST environment to make use of the KAIST Institutional Repository, KOASAS is customizing Dspace developed by MIT libraries and HP labs. It can disseminate research outputs and thus improve KAIST's standing in the Webometrics Ranking of World Universities.
(a) User Registration: User registration is a prerequisite for paper submission to KOASAS. User registration is available on the KOASAS homepage
"My KOASAS-Registration" and authentication can be checked on NMy KOASAS > My KOASAS"
(b) What to Submit: Submission is available for digitalized research outputs by KAIST professors. However, only papers published by journals or conferences in English are accepted presently. Please note that it is strongly advised to check the archiving policies on the copyright checking homepage before submission. 
(c) How to Submit: Please refer to ~ELP" on the KOASAS homepage, and please contact the KOASAS manager for more information.
(koasas@kaist.ac.kr,4488)

￭ Turnitin (Plagiarism Prevention): http://www.turnitin.com
It allows and helps you to check your work for improper citation or potential plagiarism by comparing it against continuously updated databases.
You can carry out plagiarism checking of your own articles as well as online classes to check for plagiarism in students' assignments in courses.

￭ Helpful Databases
(a) Abstract and citation databases
o Web of Science
This is a citation database offering citations from SCI, SCIE, A&HCI, and also from Index Chemicus, Chemical Reactions. 9,300research items of information in natural science, social science, humanities, and art have been provided.
o SCOPUS
1. SCOPUS is one of the world's largest abstract, citation, and index databases in the areas of science, technology, and medicine.
2. Abstracts and citations from 16,000 journals of more than 5,000 publishers are provided.
(b) Patent and standard databases
o WIPS
WIPS is the world largest patent database whose engine searches 100 million patents.
o ASTM Standards
ASTM Standards is the database in which the American Society for Testing and Materials provides more than 12,000 specs or standards.
(c) Other databases
o JCR
JCR (Journal Citation Reports) presents quantifiable statistical data that provides a systematic, objective way to evaluate journals in science and social science subjects and their impact and influence in the global research community.
o Faculty of 1000 Biology
This is an online research service that comprehensively and systematically reviews papers in biological science. Faculty of 1000 Biology uniquely offers an immediate rating of individual papers by Faculty Members and also by the journal impact factor 
o COS Scholar Universe 
COS Scholar Universe is a database about researchers and provides access to researchers and research communities in all disciplines.


8. MAJOR REGULATIONS AND OTHER ISSUES

￭ Rules on Personnel Management of Instructors
(Revised on February 7, 2011)
CHAPTER 1 GENERAL PROVISIONS
ARTICLE 1 Objective
These Rules are aimed at defining details pertinent to new appointments, contract renewals, promotions, salary increase, and other measures for personnel management of instructors (including professors, associate professors, assistant professors, and full-time instructors; the same hereafter) to ensure fair and just personnel administration and reasonable and efficient personnel management.
ARTICLE 2 Sphere of Application
2.1 These Rules are applied to full-time instructors.
2.2 Articles 5 and 8, or Articles 11, 13, and 16 of these Rules are applied to part-time instructors, too, unless otherwise specified.

ARTICLE 2-2 Classification of Foreign Instructors and Standards for Personnel Management
2-2.1 Foreign instructors, pursuant to Article 4 and Article 5, Paragraph 1 of KAIST's Regulations on Academic Affairs, shall be classified into foreign full-time instructors, foreign invited instructors, or foreign professor groups [Added on February 15, 2001; December 4, 2001].
2-2.2 A foreign professor group, cited in Article 1, refers to a unit of appointments consisting of more than a certain number of foreign professors in each field of major; one coordinator shall be designated out of the instructors in the foreign professor group [Added on February 15, 2001; December 4, 2001].
2-2.3 Personnel management of foreign instructors, such as new appointments, promotions, and contract renewals, shall be done in accordance with that decided by the president [Added on February 15, 2001; Revised on December 4,2001; July 25, 2003].

ARTICLE 3 Standards for Personnel Management of Instructors in Liberal Arts Program, Graduate School of Culture and Technology and Department of Industrial Design
3.1 An instructor in the Liberal Arts program refers to a full-time instructor belonging to a department in charge of liberal arts and basic fields of study [Revised on March 28, 2002; December 27, 2002; June 9, 2007].
3.2 An instructor for gifted education refers to a full-time instructor hired to take charge of science education for gifted young children [Revised on March 28, 2002].
3.3 An instructor at the Graduate School of Culture and Technology or the Department of Industrial Design refers to an instructor belonging to the Graduate School of Culture and Technology or the Department of Industrial Design [Added on April 19, 2006; Revised on June 9, 2007].
3.4 Personnel management of instructors in the Liberal Arts program, for science education for gifted young children, or at the Graduate School of Culture and Technology or the Department of Industrial Design shall be carried out in accordance with that decided by the president [Revised on March 28, 2002; July 25, 2003; April 19, 2006; June 9, 2007].

ARTICLE 3-2 Official Authority for Personnel Management of Instructors
The official authority for personnel management of instructors shall be held as specified in the following paragraphs: 
3-2.1 The "head of department/chief major professor" (hereafter referred to as "Head of Department") shall have the authority to approve of salary increase; endowment of salary class for long-term employment; domestic/international dispatch; external activity; and appointment/dismissal of part-time instructors (acting professors) and to make decisions or recommendations at a departmental level over personnel management of instructors at the department/major (hereafter referred to as "Department") including appointment, promotion, and contract renewal of instructors
[Revised on February 1,2000; October 2, 2006].
3-2.2 The "head of college" (hereafter including "the Dean of Innovation") shall have the authority to approve of appointment/dismissal of part-time instructors at the college (visiting professors, professors engaged in double employment) and to make decisions and recommendations at a college level over appointment, promotion, contract renewal, transfer, recommendation regarding honorary professors, honorary salary increases, salary class adjustment, and double employment [Revised on February 1, 2000; October 2, 2006; October 6, 2009].
3-2.3 The "vice president for academic affairs" shall have the authority to approve of salary class adjustment, contract renewal, transfer, recommendation regarding honorary professors, honorary salary increases, and double employment of instructors [Revised on February 1, 2000; October 2, 2006; October 6, 2009].
3-2.4 The "president" shall have the authority to approve of appointment/dismissal, promotion, contract renewal, salary class adjustment, sanction, appointment as tenure track professor, and appointment as endowed professor of full-time instructors [Revised on February 1,2000; July 25, 2003; October 6, 2009].

ARTICLE 3-3 Evaluation of Instructors
3-3.1 Evaluation of instructors shall be made centering on achievements in education, research, and contribution/volunteering.
3-3.2 All instructors shall develop creative knowledge and innovative technology, publish articles in excellent international journals and/or register patents; all academic activities are actively encouraged, and the activities shall be evaluated not by the number of articles or patents but by the qualitative level [Added on February 13, 2007].
3-3.3 The head of the personnel relations committee may ask relevant expert(s) at home or abroad for internal/external evaluation to deliberate upon the qualitative excellence of an individual being deliberated; details shall be decided separately by the president [Added on December 19, 2006; February 13, 2007].

CHAPTER 2 PERSONNEL DELIBERATION COMMITTEE
ARTICLE 4 Departmental Committee on Personnel Deliberation [Deleted on July 25, 1997]
ARTICLE 4-2 Undergraduate Committee on Personnel Management of Instructors [Deleted on July 25, 1997]
CHAPTER 3 NEW APPOINTMENTS
ARTICLE 5 Time of Appointment
In principle, new appointment of instructors shall be done within one month before/after the commencement of every semester, with the provision that the period may be adjusted by recommendation by the head of the Office of Academic Affairs.
ARTICLE 6 Procedure for New Appointment
For new appointment of instructors, the Head of Department shall make a recommendation after being advised by the Department/Major's Personnel Advisory Committee (hereafter referred to as "Departmental Personnel Advisory Committee"); deliberation may be done by the Committee for Personnel Management of Instructors if the chairman of the committee deems it necessary [Revised on February 1, 2000; October 2, 2006].
ARTICLE 7 Standards for Determination of Position
Below are the minimum standards for determination of position when newly appointing an instructor [Revised on October 15, 2001; September 2, 2002; March 24, 2003; December 19, 2006]:

	Position
	Minimum Standards for Determination of Position

	Full-time Instructor
	Individual with more than two years of recognized experience after acquisition of master’s degree

	Assistant professor
	Individual with a doctor’s degree

	Associate Professor
	Individual with more than four full years of recognized experience after acquisition of doctor’s degree

	Professor
	Individual with more than four full years of recognized experience after acquisition of doctor’s degree



ARTICLE 8 Standards for Determination of Salary Class
Below are the standards and range for determination of salary class for instructors by position:
	No. of Recognized year(s) of Experience
	0
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	…
	34

	Salary Class: Full-Time Instructor
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	
	
	
	
	
	

	Salary Class: Assistant Professor
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	
	
	
	
	
	

	Salary Class: Associate Professor
	
	
	
	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	
	

	Salary Class: Professor
	
	
	
	
	
	
	
	
	
	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	…
	25



ARTICLE 9 Methods for Determination of Salary Class
In newly appointing an instructor, determination of salary class for each position shall be done as follows:
9.1 If an individual is subject to the minimum standard for each position stipulated in Article 7 (Standards for Determination of Position), he/she shall be given the lowest salary class for the position.
9.2 When an individual exceeds the minimum standards for determination of position for each position, his/her salary class shall be upgraded by one class for every extra year if he/she is recognized to have published more than one article per recognized year of experience exceeding the standards, with the provision that the salary class may be increased/decreased or adjusted considering the content of academic research achievements [Revised on September 2, 2002].

ARTICLE 10 Sphere of Deliberation
Deliberation for new appointment of an instructor shall be done centering on results of an evaluation of the person's achievements in education, research, and contribution/volunteering; his/her potential; the department/major's need for the individual; and possibility of contribution to the development of KAIST [Revised on February 1, 2000; September 2, 2002; December 23, 2005].

ARTICLE 11 Evaluation of Recognized Years of Experience
11.1 The recognized years of experience shall be calculated and evaluated based on the number of years of the individual's experience in education or research after obtaining a degree [Revised on November 1, 2001].
11.2 The proportion of education experience recognized for a part-time instructor by a four-year university or higher educational institution shall be determined as follows [Added on November 1, 2001; Revised on December 30, 2003]:
11.2.1 Less than five hours a week: 30%
11.2.2 More than five hours a week: 10% added for every extra hour to the proportion of recognition cited in Subparagraph 1 (up to 50%)

ARTICLE 12 Evaluation of Achievements
12.1 The excellence and future potential of educational achievements shall be evaluated based on that stated in each of the following paragraphs [Revised on September 2, 2002; December 23, 2005].
12.1.1 Lecturing performance: importance of course(s) taught; results of course evaluations; number of credits from the course(s); and number of students [Revised on December 23, 2005]
12.1.2 Educational contribution: development of new lecturing methods/materials; number of students under guidance obtaining degree; and bestowal of lecturing awards [Revised on December 23, 2005]
12.2 The excellence and future potential of research achievements shall be evaluated based on that stated in each of the following paragraphs, only if they are recognized by the Personnel Relations Committee [Revised on September 2, 2002; December 23, 2005].
12.2.1 Thesis/article deliberated for and published in an internationally-renowned academic journal
12.2.2 [Deleted on December 23, 2005]
12.2.3 Other research achievements: publishing of books/translations; internationally or domestically registered patents; and proceedings of international academic conferences
12.2.4 Research contracts: research expenses; number of contracts made; research period; and research results [Deleted on December 23, 2005]
12.2.5 Bestowal of academic awards and activities at international academic association(s)
12.3 [Deleted on September 2, 2002]
12.4 For contribution/volunteering achievements, their possibility of contribution to the development of KAIST or the department/major to which the individual belongs shall be evaluated, in consideration of internal/external volunteering activities; implementation of one's position; and remuneratory allowances [Revised on November 1, 2001; September 2, 2002; December 23, 2005].
12.5 [Deleted on September 2, 2002]
12.6 [Deleted on December 23, 2005]

ARTICLE 13 Data for Deliberation
13.1 Data for deliberation shall be submitted to the Personnel Relations Committee by the deliberated before the commencement of deliberation.
13.2 Among academic/research achievements submitted, any thesis/article with a certificate of planned publication shall be included in data for deliberation.

ARTICLE 14 Deliberation Methods
14.1 In deliberation for new appointment specified in Article 10 shall be evaluated based on Appended Chart 1 (Evaluation for New Appointment of Professors); to this end, provisions in Article 26 shall be applied [Revised on December 23, 2005].
14.2 [Deleted on December 23, 2005]

ARTICLE 15 Decision of New Appointment
The president shall respect the recommendation by the Head of Department and consider the opinions of the Head of College and the head of the Office of Academic Affairs in selecting an appointee; for appointing an instructor as high as or higher than associate professor, the approval of the Board of Directors must be obtained [Revised on February 1,2000; July 25, 2003; October 2, 2006].

ARTICLE 16 Date of Appointment
16.1 The date of appointment for an instructor shall be the date stated in the letter of appointment or notice of appointment.
16.2 In principle, the date of appointment for an instructor shall not be retroactive.

ARTICLE 17 Special Appointment
In newly appointing an instructor, if an individual falls short of the appointment standards for a high post but has made excellent research achievements and is recognized to be suitable for being appointed to a high post, the president may specially appoint him/her to the high post after the process of examination and deliberation/recommendation by the Personnel Relations Committee and obtaining the approval of the Board of Directors [Revised on July 25, 2003; October 2, 2006].

ARTICLE 17-2 Appointment of Female Instructors
The president may hire females, on a temporary basis, over the certain proportion of total numbers of personnel to be newly appointed, if it is recognized to be necessary to expand opportunities for female scientists to be hired [Added on December 30, 2003].

CHAPTER 4 CONTRACT RENEWAL
ARTICLE 18 Term of Contract Renewal
18.1 The term of contract renewal for an instructor shall be decided based on each of the following subparagraphs; an instructor appointed on January 1, 2007 or afterwards shall be subject to Subparagraph 1, and one appointed on December 31, 2006 or before may choose between Subparagraphs 1 and 2 as he/she wishes [Added on December 30, 2003; Revised on December 19, 2006, February 7, 2011].
18.1.1 The term of all contracts shall be less than three years, and the total term of contract before appointment as a tenure track professor, including the period of initial appointment, shall be less than eight years; in the case of a female instructor, she may extend the contract of the current position (within 1 year, up to 2 times) or the total term of contract by two years, with the approval of the president, for reasons of pregnancy, childbirth and childrearing. Note that, for one who is appointed a tenure track professor, his/her term of contract renewal shall not exceed the retirement age for instructors [Revised on February 13, 2007].
18.1.2 The term of renewed contract for instructors shall be less than three years for a full-time instructor and assistant professor and less than five years for an associate professor and professor. In the case of a female instructor, she may extend the total term of contract by two years, with the approval of the president, for reasons of pregnancy, childbirth and childrearing. However, if one has served for more than seven years as a professor at KAIST and has excellent education/research achievements, his/her term of renewed contract for tenure track may last until the retirement age for instructors.[ Revised on February 7, 2011
18.1.3 Notwithstanding that specified in Subparagraph 1 to Subparagraph 2, if an instructor takes a leave of absence pursuant to Subparagraphs 1 and 2, Paragraph 1, Article 41 of the Personnel Management Regulations, he/she may extend the contract of the current position within 1 year, with the approval of the president [Added on February 7, 2011].
18.2 If an instructor subject to Subparagraph 1, Article 18 fails to pass deliberations for tenure track during his/her term of contract, he/she, pursuant to Subparagraph 3, Article 38 of the Personnel Management Regulations, shall be dismissed from office automatically when his/her term of appointment contract expires. However, if his/her remaining term of contract is less than one year, he/she may extend the contract on a one-time basis for a maximum of one year within the total term of contract (8 years), including the period before appointment as a tenure track professor. After this period, he/she shall be automatically dismissed from office automatically [Added on December 19, 2006; Revised on October 6, 2009].
18.3 If an instructor fails to pass deliberations for tenure track he/she may file a protest pursuant to Article 7 of the Personnel Management Guidelines [Added on December 19, 2006; Revised on December 4, 2008].

ARTICLE 19 Requirements and Procedure for Contract Renewal and Appointment [Revised on December 10, 2009]
19.1 In principle, deliberation for contract renewal shall be confined to instructors whose contract is expiring. If he/she applies for contract renewal before the date of termination, his/her contract may be renewed after deliberation. Deliberation for contract renewal shall be based on a comprehensive evaluation of achievements during his/her contract [Revised on December 19, 2006; December 10, 2009].
19.2 Contract renewal of an instructor shall be deliberated by the Personnel Relations Committee.

ARTICLE 20 Notification of Failure to Pass Deliberation 
If an instructor fails to pass deliberations for contract renewal during his/her term of contract, he/she, pursuant to Subparagraph 3, Article 38 of the Personnel Management Regulations, shall be dismissed from office automatically when his/her term of appointment contract expires. The decision as to whether an instructor's contract will be renewed shall be determined before the date of termination of his/her contract and the result will be notified to him/her. Note, however, that an instructor whose contract will not be renewed may be appointed, with the approval from the president, on a one-time basis for a maximum of one year from the date of termination of his/her contract. After this period, he/she shall be automatically dismissed from office automatically [Revised on July 19, 2000; July 25, 2003; December 19, 2006; October 6, 2009].

ARTICLE 21 Applicable Provisions
For contract renewal of instructors, provisions in Article 12 or 15 or in Article 24 or 27 shall be applied.

CHAPTER 5 PROMOTION
ARTICLE 22 Time of Deliberation and Promotion
22.1 Deliberation for promotion of instructors shall be conducted twice a year-in January and July each year-with the provision that the promotion deliberation for each of the instructors by the Committee for Personnel Management of Instructors shall be done once a year (with the following deliberation being done after a full year passes) [Revised on December 29, 2000; January 21, 2005; October 2, 2006; February 14, 2008; December 10, 2009].
22.2 The time for promotion of instructors shall be March 1 and September 1. [Revised on February 14, 2008; December 10, 2009]

ARTICLE 23 Requirements for Promotion
23.1 Promotion of instructors shall apply only to those meeting the requirements cited in the table below, whose education/research activities are remarkable or who have made great contributions to the development of KAIST [Revised on October 15, 2001; September 2, 2002; December 19, 2006].

	Position
	Minimum Requirement

	Professor
	- One who has served more than four years as an associate professor (two years for a newly appointed associate professors) and whose salary class as an associate is Salary Class 7 or higher
- One who has more than 10 recognized years of education/research experience since obtaining a doctor’s degree

	Associate Professor
	- One who has served more than two years as an assistant professor and whose salary class as an assistant professor is Salary Class 4 or higher
- One who has more than four recognized years of education/research experience since obtaining a doctor’s degree

	Assistant Professor
	- One who has served more than one year as a full-time instructor
- One who has obtained a doctor’s degree



23.2 [Deleted on September 2, 2002]
23.3 The Department may create and implement separate additional requirements, aside from the promotion requirements in Paragraph 1, considering the characteristics of each department, provided that they be subject to examination by the Department's Personnel Management Advisory Committee and the Head of College and are approved of the Committee for Personnel Management of Instructors [Revised on October 2, 2006].
ARTICLE 24 Sphere of Deliberation
24.1 In deliberating the promotion of an instructor, an evaluation shall be done centering on that cited in the paragraphs below; the weight on each of the statements for evaluation shall be decided differently by the Department, considering the characteristics of each department, after examination by the Department's Personnel Management Advisory Committee and the Head of College [Revised on November 1, 2001; October 2,
2006].
24.1.1 Educational achievements (lectures, student guidance achievements, and other contributions to student education): roughly 30%
24.1.2 Research achievements (articles, patents, research results, academic activities, and other contributions to academic development): roughly 40% [Revised on December 23, 2005]
24.1.3 Contribution/volunteering achievements (contributions to the development of KAIST; industry-academia cooperation; previous experience; character and high moral repute): roughly 30% [Revised on December 23, 2005]
24.2 In deliberating upon the promotion of an instructor, achievements in education, academic research, and contributions/volunteering after one's being hired by KAIST shall be considered important; details regarding implementation of this shall be determined by each department, provided that they be subject to examination by the Department's Personnel Management Advisory Committee and the Head of College and are approved of the Committee for Personnel Management of Instructors [Revised on September 2, 2002; October 2, 2006].

ARTICLE 25 Base Point of Time for Deliberation Date
25.1 Data for promotion deliberation of an instructor shall be confined to that submitted to the Head of Department as of April 30 (promoted as of September 1) or October 31 (promoted as of March 1) each year as the base point of time [Revised on October 2, 2006; February 14, 2008; December 10, 2009 ].
25.2 For recognized years of experience, the number of years of work experience in the field of education or research after acquisition of a doctor's degree shall be calculated up to February 28 or August 31 of the year, depending on the time of promotion deliberation.[Revised on February 14, 2008; December 10, 2009]

ARTICLE 26 Deliberation Methods
26.1 In deliberating promotion at a department/major, the Head of Department shall deliberate individually as to whether to recommend those individuals being discussed [Revised on November 1, 2001; December 23, 2005; October 2, 2006].
26.2 With regard to education, research, and contribution/volunteering achievements, items classified in Article 12 shall be evaluated on the basis of results submitted by the deliberated; achievements made during the term of appointment in the instructor's current position shall be mainly considered, and his/her past achievements will be reviewed comprehensively in making the decision [Revised on September 2, 2002; December 23, 2005; December 19, 2006].
26.2.1 In evaluating educational achievements, items cited in Article 12, Paragraph 1, especially the qualitative excellence of education, shall be valued; for promotion to associate professor, future potential shall be valued in the evaluation process [Revised on December 23, 2005].
26.2.2 For the evaluation of research achievements, the qualitative excellence of items cited in Article 12, Paragraph 2 is mainly considered, based on the research results that the individual being deliberated upon submits (co-author(s) of his/her articles, impact factor, number of citings, and whether he/she is a corresponding author shall be specified). The following items in particular shall be taken into account [Revised on December 23, 2005]:
(a) For promotion to professor, the qualitative excellence of roughly four representative articles designated by the professor in question shall be evaluated, with the reputation and impact factor of journals and the academic influence and number of citings of articles serving as references.
(b) For promotion to associate professor, the academic potential of the professor in question shall be evaluated centering on the qualitative excellence of approximately two representative articles designated by said professor.
(c) [Deleted on December 19, 2006]
26.2.3 For evaluation of contribution/volunteering achievements, levels of contribution to KAIST or the department/major in question, such as internal/external volunteering activities, implementation of the instructor's position, and awards won, shall be valued; for promotion to associate professor, the instructor's levels of contribution to the department/major shall be mainly considered but his/her potential for future contribution/volunteering shall also be valued [Revised on December 23, 2005].
26.3 When deliberation is completed, the Head of Department shall assemble the evaluation opinions on each of the professors under deliberation from the judges, and give his/her evaluation results, in the form of descriptions, regarding each of the subparagraphs in Article 24 pursuant to Appended Chart 2 (Evaluation on Personnel Management of Professors) and Appended Chart 3 (Evaluation and Scoring of Personnel Management of Professors) [Revised on December 23, 2005; October 2, 2006 ;February 14, 2008;April 27, 2009].
26.4 The format of evaluation may be set differently by college, based on the characteristics of each college, after examination by the Department's Personnel Management Advisory Committee [Revised on November 1, 2001; September 2, 2002; March 24, 2003; December 23, 2005; October 2, 2006].

ARTICLE 27 Requirements for Promotion
27.1 In determining who will be promoted, the president shall comprehensively consider the achievements of instructors in question, and at the same time, respect the examination and deliberation results of the Personnel Relations Committee and take into account the opinions of the Head of College and the head of the Office of Academic Affairs [Revised on February 1, 2000; November 1, 2001; July 25, 2003; October 2, 2006].
27.2 Promotion of an instructor shall be subject to examination and deliberation by the Personnel Relations Committee [Added on October 2, 2006].

ARTICLE 28 Retirement Age for Positions
28.1 Below are the maximum numbers of years for instructors at respective positions during which they can work at the same position without being promoted, with the provision that an instructor who cannot be promoted due to a quota for each position and one being appointed as a tenure track professor shall be regarded as exceptions. In the case of a female instructor, she may extend the total term of contract by two years, with the approval of the president, for reasons of childbirth and childrearing [Revised on December 19, 2006; March 27, 2008; January 29, 2010].
28.1.1 Full-time instructor: seven years [Added on September 1, 1998]
28.1.2 Assistant professor: seven years
28.1.3 Associate professor: nine years
28.2 A tenure track professor exceeding the retirement age pursuant to Paragraph 1 shall be entitled to an annual salary pursuant to Article 2, Paragraph 3 of the Salary Management Guidelines.
28.3 An instructor subject to the retirement age pursuant to Paragraph 1 shall be notified of this six months prior to the date; if one is not promoted until the date of retirement for his/her position, he/she shall be dismissed from office, pursuant to that stated in Article 38, Subparagraph 3 of the Personnel Management Regulations, as his/her term of contract expires. However, the term of an appointment contract for an instructor whose date of retirement for his/her position arrives during semester may be extended to the end of the semester that the date of retirement belongs to, only when it is recognized to be especially necessary for lectures and other aspects of academic affairs management [Revised on March 19, 1999; December 4, 2008].

ARTICLE 29 Applicable Provisions
For deliberation for promotion of instructors, regulations in Article 7 or 9, Article 9, Article 12, Article 13, and Article 15 are applied [Revised on October 2,2006].

ARTICLE 29-2 Special Promotion
Notwithstanding that specified in Article 23, the president may specially appoint individuals with remarkable achievements in research after obtaining the approval of the Board of Directors [Added on December 28, 2009].

CHAPTER 6 PROMOTION
ARTICLE 30 Time of Deliberation
Deliberation for promotion of instructors shall be conducted twice a year-in February and in August each year-and the promotion shall take effect as of March 1 and September 1, respectively. However, if the date of planned appointment is after the commencement of semester, the date when the following semester begins will be considered as the date appointment, and thus the deliberation for ordinary promotion will be made in the following year [Revised on November 1, 2001].

ARTICLE 31 Procedure for Promotion
31.1 If data for promotion deliberation are recognized to clearly meet the basic standards for promotion specified in Article 33, the Head of Department will make the decision regarding promotion [Revised on October 2, 2006].
32.2 If it is not clear whether data for promotion deliberation meet the basic standards for promotion as specified in Article 33, the Department's Personnel Management Advisory Committee will examine said data and the Head of Department will decide upon the promotion [Revised on October 2, 2006].

ARTICLE 32 Sphere of Deliberation
Deliberation for promotion of an instructor shall be done centering on evaluation of comprehensive education/research achievements made during one's period of employment at KAIST.

ARTICLE 33 Basic Standards for Promotion
The Head of Department shall comprehensively evaluate education/research achievements of an instructor under deliberation for promotion; during the one-year period of promotion, he/she may approve of promotion by one salary class per year that matches that specified in either of the following paragraphs. [Revised on November 1, 2001; December 23, 2005; October 2, 2006; March 27, 2008].
33.1 One who has given responsible lecture(s) representing at least six credits (three credits per semester) and has published one article or had research achievements recognized to be corresponding to one article by the Personnel Relations Committee [Revised on March 24, 2003; December 23, 2005]
33.2 One who has given lecture(s) representing over 12 credits in total 

ARTICLE 34 Exceptions in Promotion Standards
34.1 Even when a newly appointed instructor's education/research achievements during the first eight years of appointment fall short of the basic standards for promotion, he/she shall be considered to meet the promotion requirements if he/she has given responsible lectures representing at least six credits (three credits per semester) [Revised on September 2, 2002; December 30, 2003; December 23, 2005; October 2, 2006; February 13, 2007].
34.2 Research leave as long as one year at a maximum, exchange lecturing as long as six months at maximum, double employment-based work, and that stated in Article 22, Paragraph 3 of the Curriculum Management Guidelines shall be considered as fulfillment of the requirements for responsible lecturing [Revised on December 23, 1998; December 4, 2001; December 30, 2003; December 23, 2005].
34.3 If an instructor fails to provide responsible lecture(s) equivalent to three credits per semester due to an unavoidable situation recognized by the Head of Department/chief major professor, he/she shall be considered to have fulfilled the requirements for responsible lecturing when giving courses worth six credits during regular semester(s) within the one-year period of promotion as a whole [Added on December 30, 2003].
34.4 When an instructor's education/research achievements in the given year fall short of the basic standards for promotion but he/she has met the requirements of at least six credits for responsible lecturing (three credits per semester) during the one-year period of promotion, the instructor shall be considered to have fulfilled the requirements for promotion if the arithmetic average of his/her achievements in the previous year and the present year exceeds the basic standards for promotion [Revised on November 1, 2001; September 2, 2002; December 30, 2003; December
23, 2005].
34.5 Even when an instructor's education/research achievements fall short of the basic standards for promotion, he/she may go through examination by the Department's Personnel Management Advisory Committee and be considered to have fulfilled the promotion requirements if this issue is recognized to be minimal [Revised on September 2, 2002; December 23, 2005; October 2, 2006].
34.6 If an instructor is subject to Article 18, Paragraphs 1 or 2, and Article 18-2 of the Employment Regulations, he/she shall be considered to have fulfilled the requirements for responsible lecturing when giving courses worth 3 credits during regular semester(s) within one year [Added on February 14, 2008].
34.7 If the provision of seasonal semesters is recognized to be especially necessary for curriculum management, an instructor shall be considered to have fulfilled the requirements for responsible lecturing when giving courses worth 3 credits during seasonal semester(s) within one year, with the approval of the Head of College [Added on February 18, 2009].

ARTICLE 35 Honorary Promotion
35.1 For an instructor whose education/research achievements fall short of the basic standards for promotion cited in Article 33 but who has made outstanding contribution to the development of KAIST, the vice president for academic affairs shall approve of his/her honorary promotion, with the examination by the Department's Personnel Management Advisory Committee and recommendation by the Head of College [Revised on December 23, 2005; October 2, 2006].
35.2 [Deleted on December 23, 2005]
ARTICLE 36 Salary Class for Long-Term Employment
36.1 A full-time instructor may be given one additional salary class, in recognition of long-term employment every five years of continued employment. However, periods for unpaid leave and/or overseas training (post-doc) shall be excluded from the years of continued employment [Revised on September 1, 1998].
36.2 Provision of salary class, pursuant to that stated in the previous paragraph, shall be done during the period stipulated in Article 30 along with ordinary promotion of the instructor in question.

CHAPTER 7 SUPPLEMENTARY RULES
ARTICLE 37 Procedure for Changing Department/Major of Instructors
In changing the department/major where a full-time instructor belongs, it is necessary to go through examination by the relevant department's Departmental Personnel Management Advisory Committee, obtain the consent of the Head of College, and gain the approval of the vice president for academic affairs [Revised on February 1, 2000; October 2, 2006].

ARTICLE 38 Restrictions on Long-Term Leave, Business Startup, Lecturing Exemption, and/or Double Employment
38.1 The number of instructors who are on long-term leave exceeding six months; who start a business; who are exempted from lecturing pursuant to Article 22, Paragraph 3, Subparagraph 2 of the Curriculum Management Guidelines; or who are doubly employed pursuant to Article 3, Paragraph 3 of the Guidelines on Double Employment of Instructors shall not exceed 30% of the number of full-time instructors for each department/major, and the priority shall be adjusted by the responsible Head of Department/chief major professor. However, in special case(s), the restricted proportion may be adjusted with the approval of the president [Added on August 24, 2000; Revised on March 28, 2002; July 25, 2003; April 19, 2006].
38.2 [Deleted on April 19, 2006]

ARTICLE 39 Salary-based Instructor
An instructor entitled to an annual salary, pursuant to Article 2, Paragraph 3 of the Salary Management Guidelines, shall be referred to as salary-based instructor [Added on March 27, 2008].


￭ Regulations on Appointment of Tenured Professors
(Revised on June 22, 2010)
ARTICLE 1 Objective
These Regulations are designed to state the requirements to appoint tenure track faculty, pursuant to Article 21 of the School Regulations and Article 8 of the Personnel Management Regulations of Korea Advanced Institute of Science and Technology (hereafter referred to as "KAIST), with the aim of securing talented instructors and guaranteeing their status.

ARTICLE 2 Qualifications
2.1 The president may hire person(s) recognized by domestic/international experts for creative activities in education and research, or in a specialized field, as tenure track faculty, with the provision that one hired on January 1, 2007 or afterwards is subject to Subparagraph 1 and that one appointed on December 31, 2006 or before may choose between Subparagraphs 1 and 2 as he/she wishes [Revised on: March 1, 1995; September 2, 2002; July 25, 2003; December 19, 2006; August 19, 2008]
2.1.1 One who meets the qualifications specified in Article 21 of the School Regulations may apply for the post of assistant professor, associate professor or professor
2.1.2 One who has worked as a professor at KAIST for more than seven years and made excellent education/research achievements (note that one who worked as a KAIST professor before December 31,2006 may apply for the tenure track only once within the following seven years)
[Provision added on February 13, 2007]
2.2 [Revised on December 23, 2005; Deleted on December 19, 2006]

ARTICLE 3 Appointment Procedure
3.1 The president may appoint tenure track faculty pursuant to relevant provisions in the Personnel Management Regulations [Revised on July 24, 1997; November 1, 1997;July 25, 2003].
3.2 [Deleted on July 24, 1997]
ARTICLE 4 Time of Appointment and Deliberations
4.1 Appointment of a professor subject to Article 2, Subparagraph 1 as tenure track faculty shall be done either upon his/her being hired or on March 1 or September 1 every year; deliberations for appointment of each professor as tenure track faculty shall be done pursuant to each of the following subparagraphs and only once [Revised on December 19, 2006].
4.1.1 Upon being newly hired
4.1.2 Within eight years upon being newly hired (including sick leave, leave of absence, and research leave). A female professor may extend the period for tenure track deliberations by two years, with the approval of the president, for reasons related to childbirth and/or child rearing. [Provision added on February 13, 2007; Revised on March 27, 2008]
4.2 For a professor subject to Article 2, Subparagraph 2, his/her appointment as tenure line faculty is done on March 1 or September 1 every year; tenure track deliberations for each professor are made only once a year (with next deliberations done after more than one year has passed) [Revised on December 23, 2005; December 19, 2006; December 10, 2009].

ARTICLE 5 Special Appointment
Notwithstanding that specified in Article 2, Paragraph 1, Subparagraph 2, the president may specially appoint an individual who is recommended by the Faculty Affairs Committee, with his/her achievements being regarded as sufficient, as tenure line faculty - regardless of whether he/she applies for the tenure track and/or submits internal/external evaluation reports - in deliberating faculty promotion or reappointment [Added on February 13, 2007].

ARTICLE 6 Treatment
The president may individually determine the level of treatment for tenure track faculty [Added on December 19, 2006].

ARTICLE 6-2 Post-retirement Appointment
6-2.1 Tenure track faculty with outstanding achievements may be appointed as part-time instructors until the age of 70 to continue education and research activities after retirement, and shall be referred to as post-retirement faculty [Revised on June 22, 2010].
6-2.2 The president may appoint person(s) recommended by the president, vice president, head of college, dean of academic affairs, and head of department. Tenure track faculty may also submit individual applications for review by the Faculty Affairs Committee, in which case deliberations shall be done before the age of retirement [Revised on June 22, 2010].
6-2.3 The president may individually determine the level of treatment for post-retirement faculty. [Added on February 24, 2010]

ARTICLE 7 Applicable Provisions
Relevant provisions in the Basic Rules for Personnel Management of Instructors may be applied for the appointment of tenure track faculty, except for that specified in these Regulations [Added on December 19, 2006].


￭ Guidelines on Double Employment of Instructors
(Revised on February 7, 2011)

ARTICLE 1 Objective
These Guidelines are aimed at specifying details related to obtaining approval for double employment by full-time instructor(s) at Korea Advanced Institute of Science and Technology (hereafter referred to as "KAIST") and other institution(s) and determining the levels of overall salaries (legal shares to be paid by the institutions included) pursuant to Article 14, Paragraph 2 of the School Regulations and Articles 9 and 33 of the Personnel Management Regulations [Revised on October 6, 2000].

ARTICLE 2 Definition
The term "double employment" used here refers to the situation where a KAIST full-time instructor works for KAIST and, at the same time, holds a position in and works for another institution (an attached institution included) for a certain period of time with the prior approval of the president [Revised on July 25, 2003].
ARTICLE 3 Principles for Permitting Double Employment
Double employment of an instructor may be permitted if he/she works for any of the institutions cited below, even when his/her double employment constitutes a reason for temporary rest from office specified in Article 41, Paragraph 1, Subparagraph 7 of the Personnel Management Regulations, with the aim of promoting further development and academic enhancement of KAIST [Revised on December 31, 1998; October 6, 2000; May 17, 2006].
3.1.1 An institution attached to KAIST (hereafter referred to as "Attached Institution") or the KAIST Development Fund Foundation (hereafter referred to as "KAIST DFF") [Added on May 17, 2006]
3.1.2 A government agency, government-funded research institution, or a government-funded institute [Added on May 17, 2006; Revised on February 11, 2011]
3.1.3 A domestic, private-sector enterprise aimed at industry-academia technological cooperation [Added on May 17, 2006]
3.1.4 An overseas education/research institution that can help globalize KAIST [Added on May 17, 2006]
3.1.5 A startup founded pursuant to the Startup Regulations of KAIST [Added on May 17, 2006
3.1.6 An investing company or research company pursuant to the Investing/Research Company Management Regulations [Added on December 4, 2008; Revised on April 27, 2009] 
3.2 Double employment of an instructor pursuant to Article 3, Paragraph 1, Subparagraph 5 will not be permitted after the end of the startup period [Added on February 14, 2008].

ARTICLE 4 [Deleted on May 17,2006]

ARTICLE 4-2 Term of Double Employment [Added on May 17,2006]
4-2.1. Double employment pursuant to Article 3, Subparagraph 1 to Subparagraph 4 shall be maintained until the employment at the institution of double employment is terminated.[ Revised on December 12, 2009]
4-2.2. The term of overseas stay owing to double employment. pursuant to Article 3, Subparagraph 4, shall be less than six months every year, with the provision that. if said employment considerably contributes to enhancing the reputation and development of KAIST, the term of overseas stay may be extended after deliberations by the Faculty Affairs Committee and with the approval of the president.{Revised on December 12, 2009]
4-2.3 Double employment pursuant to Article 3, Subparagraph 5 and Subparagraph 6 shall be done only once, and its term shall be less than two years.[ Added on May 17, 2006; Revised on December 4, 2008]

ARTICLE 5 Treatment 
5.1. In principle, overall salaries shall be provided according to the proportion of employment at KAIST and the institution of double employment. In the case of student guidance or thesis research, overall salaries may be provided for overtime that stays within 10% of the proportion of employment but otherwise unpaid [Revised on September 8, 2010].
5.2. The share that KAIST is to provide according to the proportion of employment shall be determined based on the overall salaries offered by KAIST; overall salaries and benefits from the institution of double employment shall not be subject to any limits.
5.3. KAIST may provide overall salaries, regardless of the proportion of employment. if one falls under any of the following conditions:
  1. When requested by the attached institution, DFF, government agency, or government-funded research institution 
  2. Double employment at a startup founded pursuant to the Startup Regulations
  3. Double employment at a research company [Added on December 4, 2008]
5.4. If the institution of double employment fails to provide institutional shares of the Private School Pension, KAIST may provide the shares regardless of the proportion of employment.
5.5. KAIST may offer material research expenses, thesis/article research expenses or student guidance expenses if an instructor of double employment conducts lecture(s), article research or student guidance at KAIST [Wholly revised on May 17, 2006]. 

ARTICLE 6 [Deleted on May 17,2006]

ARTICLE 7 [Deleted on May 17,2006]

ARTICLE 8 Application for Double Employment
If an individual seeks to apply for double employment, he/she shall submit the "Application for Double Employment of Instructors" (Appended Chart 1) to the head of the department to which he/she belongs two months prior to the commencement of double employment; he/she shall go through deliberations by the Department's Personnel Affairs Advisory Committee, win the cooperation of the head of college and the director of the Office of Academic Affairs, and obtain the approval of the vice president for academic affairs [Revised on May 17, 2006; October 2, 2006].

ARTICLE 9 Temporary Rest from Office
If an instructor engaging in double employment fails to conduct neither lecture, nor thesis research, nor student guidance at KAIST, he/she shall be treated as taking a temporary rest from office [Revised on May 14, 2001; May 17, 2006].

ARTICLE 10 Applicable Provisions
For issues not specially stated in these Guidelines, relevant KAIST regulations shall be applied.

Application for Double Employment of Instructors
To: President, Korea Advanced Institute of Science and Technology (KAIST)
Name of Applicant:
Name of Institution He/She Belongs and Position Held:
I hereby apply for double employment at another institution (attached institution); please kindly approve of the details cited below:
1. Name of Institution of Double Employment (Inviter):
2. Goal of Double Employment:
3. Term of Double Employment: __________ -________ 4. Details of Double Employment

	Classification
	Proportion of Employment (%)
	Proportion of Treatment (%)
	Remarks

	KAIST
	
	
	

	Institution of Double Employment
	
	
	




5. Please describe your plans of employment at KAIST (lecturing plans, thesis research plans and student guidance plans included).
6. Please describe your plan of employment at the institution of double employment (tasks to be implemented, contributions to KAIST, etc.).
ATTACHED: Request (Letter of Confirmation) for Double Employment from the institution of double employment
_________ ~ 2007
Applicant: ________ (Seal/Signature)

￭ KAIST Employee Code of Conduct

Act. 6 
① (Prohibition of Greedy Activity) For the purpose of getting an unfair advantage for oneself or others, employees should not request a favor to other employees which interferes with the performance of their duties. 
② For the purpose of getting an unfair advantage for themselves or others, employees should not introduce relevant persons in the course of their specific duties to other employees or public officials falling under the description of clause 3 of article 2 of the Legislation on Corruption Prevention and the Establishment and Operation of Anti-Corruption and Civil Rights Commission. 

Act. 7 (Basic Responsibility)
① Faculty members shall undertake creative researches that can contribute to the development of human society.
② In conducting research and writing activities, faculty members shall not engage in unethical or unlawful acts such as copyright infringement, plagiarism, inappropriate citations and data fabrication. 

Act 12 (Prohibition of Influence Peddling) 
① Employees should not seek unfair advantage or having others get unfair advantage by taking advantage of their positions at KAIST. 
② For the purpose of getting an unfair advantage for themselves or others, employees should not take advantage of, or have others take advantage of KAIST's brand name or their positions.

Act 14 (Obligation of Confidentiality) 
 Employees must not engage in deals to increase their wealth or acts to guide investment decisions byproviding confidential information regarding duties to other individuals. 
② Information regarding duties defined clause 1 refers to that which employees (including approver) acquired in the process of planning or undertaking the following items during a period from the initial review stage to the stage for the plan or business to be made public. 
1. Various contracts involving sale, construction work, service and purchase
2. Planning, method, process or outcome of a research 
3. Procedure, screening method, examination questionnaire or results concerning admission to each course 
4. Planning or progress of various projects 
5. Progress or results of special projects decided by the president 

Act 24 (Restrictions Regarding Outside Lectures) 
① In the case that an employee wishes to give an outside lecture at a meeting upon request, s/he must provide to the president information on the inviting organization, reason for being invited, the place and date of the scheduled lecture or meeting. and honorarium. (The scope of the term "meeting" here includes seminar, public hearing, forum, symposium, coursework and conference, while the scope of the term "outside lecture" includes speech, presentation, debate, screening, consultation and deliberation.) Those who receive such an offer from the state or local autonomous bodies (inclusive of their affiliated institutions) are exempted from this reporting responsibility.
② The president may approve an outside lecture defined in clause 1 unless it is judged to pose any threat of disclosing any professional secrets or information. 
③The honorarium amount for an outside lecture defined in clause 1 should not exceed the standard the outside organizations customarily apply. 

Article 26 (Restrictions Regarding Unwholesome Behaviors) 
① Employees must not engage in the acts specified in the followings that go against conventional wisdom. 
1. Playing golf with persons concerned in duties
2. Playing gambling games such as mah-jong, hwatu and cards with persons concerned in duties
3. Other unwholesome acts 
② In the case that an employee is required to play golf with a person concerned in his duties under unavoidable circumstances, s/he must submit in advance a report (Attached Form No. 2) to the officer in charge of the Code of Conduct following the approval from the direct supervisor. In the case that prior notice is not possible, a report specifying the reason should be submitted immediately upon the termination of such an act. 

Act. 28 (Prohibition of Sexual Harassment) Employees should not engage in any of the following acts which might provoke sexual temptation and humiliation. 
1, Act touching or contacting particular body parts 
2. Making obscene jokes or using dirty remarks
3. Making suggestive, flirtatious or sexual comments regarding one's appearance
4. Posting or showing obscene pictures or paintings 
5. Forcing to serve drinks and dance at a company get-together
6. Other acts that are regarded to provoke sexual humiliation according to conventional wisdom 


￭ KAIST Faculty Code of Ethics 

Article 3 (Obligation of Regulation Observance) 
① Faculty members should observe all regulations of KAIST and maintain high ethical standards. 
② Faculty members should not engage in any behavior that might undermine professional prestige, or unethical acts. 
③ Actions are judged as ethical or unethical based on the legitimacy of various regulations, and on whether they cause conflict of interest or not (for example, unfairly using university facilities or personnel/technological resources for personal gain). 

Article 10 (Outside Activities) When being engaged in outside activities, faculty members should observe all related regulations, and their personal opinion or acts should not be misunderstood as representing the opinions of their university/college/department. 

Article 11 (Prohibition of Sexual Harrassment) Faculty should refrain from any acts of sexual harrassment that might provoke sexual humilation or discrimination among students or staff members, or stipulated in related regulations. 
￭ Guidelines on Outside Activities of Faculty

Article 1 (Purpose) Faculty members can engage in outside activities to encourage the industry-academia collaboration and promote education and research within the boundaries of not interfering full-time duties at KAIST with the prior approval from the Department Chair. The period is limited to a week during the semester and three months a year during vacations. 

Article 2 (Principle) Outside activities shall be limited to the activities contributing to the collaboration between the industry and academia. Including serving as a consultant, adviser, outside director or part-time registered director. However, they may lecture at other universities or participate in research activities at other educational institutions, industrial enterprises or research institutes, if the Department Chair acknowledges it is necessary. 
② Activities at academic societies are not included in the period for outside activities, and only in the case of being elected as registered director of academic society, s/he should report to the Department Chair.

Article 3 (Lecture) In the case that a faculty member wishes to lecture at other university, it is possible to teach only one subject at the university. In this case, consulting or advisory activities are not permitted. 

Article 4 (Expense Payment) All the expenses incurred from outside activities shall be paid by the corresponding faculty member. 

Article 5 (Application for Outside Activities) Two weeks before the scheduled start date of outside activities, faculty members should fill out an application form for outside activities of faculty (Attached Form No. 1) and submit it to their Department Chair. 

Article 6 (Report on Outside Activities) Each Department Chair should report the outside activity approval status of his/her department to his/her college and the Office of Academic Affairs at the beginning of every month, and the Office of Academic Affairs should report it to the Provost. 

￭ Guidelines on Outside Employment Report

1. KAIST prohibits employees from participating in activities for other institutions or engaging in outside employment. (Article 33, Regulations for Human Resources Management) 

2. However, in the cases that are judged to be necessary for mutual activities among science and technology personnel and exchanges of technological information, and not to interfere with the performance of the faculty members' full-time duties, KAIST has procedures in place for screening and authorizing outside employment of faculty members based on the following criteria. As for the outside employment activities that have not been authorized thus far, it is required to report immediately according to the Attachment No. 1, and take a step to get an authorization. 

Followings 
A. Attendance in committee meetings which are related with KAIST or do not go against the interests of KAIST, or other activities judged to be necessary
B. Senior-level or higher-lever administrators' lecture at graduate school (one subject per week, within three hours) 

￭ Guidelines on Serving Concurrent Positions

Act 2 (Definition of terminology) "Serving concurrent positions" used in this guidelines refers to the fact that a full-time faculty member of KAIST is employed at other institution (including KAIST-affiliated organizations) for a certain period of time, while working at KAIST, with the prior approval from the president.

Article 3 (Serving Concurrent Positions Allowed) ① The president may allow faculty members to serve concurrent positions in the case of being employed at the following organizations for the purpose of contributing to the development of KAIST and promotion of learning, even though the situation constitutes to a reason for taking a leave of absence in accordance with Act 41, Clause 1, Item 7 of the Regulations for Human Resources Management. 

1. KAIST-affiliated Organizations (hereinafter "affiliated organizations") and KAIST Development Foundation (hereinafter "KAIST Foundation")
2. Government ministry, government-invested research institutes and government-invested agencies
3. Local private industrial enterprises that can support the industry-academia cooperation
4. Foreign educational/research institutions that can contribute to the globalization of KAIST 
5. Start-up company created in accordance with KAIST's regulations on business start-up 
6. KAIST-invested companies and laboratory enterprises in accordance with the Regulation on Investment and Management of Laboratory Enterprise 

② In connection with the provision of Article 3, Clause 1, Item 5, the president shall not allow for the corresponding faculty member to serve concurrent positions in the case that s/he requests to allow to continue working at the start-up company after the business start-up period has expired. 

Act 8 (Application for Serving Concurrent Positions) A faculty member who seeks to serve concurrent positions must submit "Application Form for Concurrent Appointment of Faculty" (Attached Form No. 1) to the direct supervisor and obtain the approval from Provost following the deliberation of the Department Personnel Deliberation Committee and the approval from the Dean of Academic Affairs. 

Article 9 (Leave without Pay) In the case that a faculty member who is serving concurrent positions do not perform his/her full-time duties at KAIST including teaching, guidance on thesis, and student tutoring, shall be considered to take a leave without pay.

￭ Regulations on Business Start-up 

Article 2 (Definition of terminology) The definition of the terminology used in this policy is as follows:
1. "Business start-up" refers to that a faculty member starts up a technology-intensive small business for the sake of commercialization or industrialization of the technology that KAIST owns or he/she has acquired while on duty. 

2. "Business founder" refers to a person who has been listed on the business registration at the time of business start-up and taken office as a full-time executive within one year. 

3. "Business start-up period" refers to the period for the business founder to commercialize the technology. In principle, the period shall be four years starting from the date when the founder took office. The term may be adjusted upon request of the business founder, but the total period shall be no longer than four years. 

4. "Start-up business" refers to a business that the business founder created according to this policy. 

5. "Technology-intensive small and medium-sized business" refers to an enterprise that owns a highly-sophisticated technology or industrialize the technology to revolutionize existing technology on a small and medium-sized scale. 

Article 12 (Business Founder's Serving Concurrent Positions and Leave) 
① Business founders are eligible to take a two-year leave of absence or serve concurrent positions for two years as "business start-up period."

② Business founder must apply for a leave of absence or serving concurrent jobs within one month of being appointed as business founder to the personnel department. The period shall not exceed the limited period defined in clause 1.

③ In the case that a business founder who is taking a leave of absence or serving concurrent positions in accordance with clause 2 wishes to extend the period, he or she shall apply for the extension of the period along with the opinion of direct supervisor one month before the term expires. 

④ Once a business founder who was on leave or serving concurrent positions in accordance with clause 1 or clause 3 is reinstated or finishes serving concurrent jobs, the president should not have him/her suffer any disadvantage as a result of taking leave of absence or serving concurrent positions. 

￭ Guidelines on Faculty Traveling Abroad

Article 2 (Definition) Overseas travel (dispatch) is defined as a short-term overseas travel (less than three months) and a long-term overseas dispatch (longer than three months) 

Article 5 (Procedures) Procedures for overseas travel application or to change travel period are as follows: 
① Overseas travel (dispatch) application
Faculty members who are going to apply for overseas travel (dispatch) must submit required documents including an application for overseas travel at least ---- days prior to the proposed departure date to his/her department following the approval from the Department Chair. 

Article 6 (Approval) Faculty members who want to take overseas travel (dispatch) must obtain an approval from the president through the due process. Faculty members whose main workplace is other institutions since they are taking leave of absence or serving concurrent positions are exempted from this rule. 

Article 8 (Treatment) Faculty members on an overseas travel (dispatch) shall be given equal treatment with those who are normally working at KAIST, unless otherwise noted in various regulations and guidelines. However, faculty members who have been dispatched as exchange professor or visiting professor in accordance with an international pact or consultation are not paid a salary, expenses for material research and tutoring students and other expenses, unless additional provisions are provided. 

Article 12 (Submittal of Homecoming Report & Travel Expense Report) 
① Faculty members who have returned from overseas travel (dispatch) must submit a homecoming report (Attached Form No. 4) to the president within ten days upon returning home.
② Faculty members who have been paid various expenses by KAIST must submit a travel expense report along with a homecoming report to the president within the period described in Clause 1. 

Article 13 (Responsibility after Returning Home) Faculty members who have returned from an overseas travel (dispatch) that lasted 6 months or longer must serve at KAIST for at least the same period as that for leave after returning home. However, those who are granted an approval for exemption from the president due to unavoidable reasons are exempted from the rule. 
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Daejeon 305-701
Republic of Korea
Tel. +82-42-350-2114
Fax. +82-42-350-2210 (2220)
http://www.kaist.ac.kr
Office of Academic Affairs
Tel. +82-42-350-2151 (2152)
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