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一、 國際廚藝學士學位學程(以下簡稱本學程)為有效整合、運用與管理一般教室，特訂定本系一般教

室管理要點（以下簡稱本管理要點）；本管理要點若有未盡事宜之處，得隨時補充公佈之。  

In order to effectively integrate, utilize, and manage general classrooms, the Bachelor’s Degree Program in International 

Culinary Arts (hereinafter referred to as “the Program”) hereby establishes the Guidelines for the Management of General 

Classrooms (hereinafter referred to as “these Guidelines”). Any matters not specified in these Guidelines may be 

supplemented and announced when necessary. 

二、 本學程一般教室借用對象與時機為：  

The eligible users and priorities for borrowing general classrooms of the Program are as follows: 

(一)本學程課程使用為優先。  

Courses offered by the Program shall have priority. 

(二)他系課程使用。  

Courses offered by other departments. 

(三)經本學程核准借用之課程、會議或活動。 

Courses, meetings, or activities approved by the Program.  

三、 本學程負責所屬一般教室管理督導之責，並包括教室借用/使用違規處分之裁量。  

The Program shall be responsible for supervising and managing its general classrooms, including determining penalties for 

violations related to classroom borrowing or use. 

四、 辦教室借用程序如下：  

The procedures for borrowing classrooms are as follows: 

(一)借用教室者至少於使用前 3-7 天至本學程辦公室辦理預約登記。  

Those who wish to borrow a classroom must make a reservation at the Program office at least 3–7 days prior to 

use. 

(二)經准許借用後，填寫「借用登記簿」，並由負責同學簽名。請借用單位自行申請空調。 

After approval is granted, the borrower shall complete the “Borrowing Registration Log,” and the responsible 

student must sign it. The borrowing unit shall apply for air-conditioning use separately.  

(三)借用前半小時由負責同學至至本學程辦公室，以可資證明之身分證件質借並領取鑰匙以

釐清善後責任。  

Thirty minutes before use, the responsible student shall go to the Program office, present a valid identification 

document as a deposit, and collect the key to clarify responsibility after use. 

(四)教室用畢後將鑰匙歸還本學程辦公室，並由負責同學於「借用登記簿」上註明歸還，並

領回質借之證件。  



After use, the key must be returned to the Program office, and the responsible student shall indicate the return in 

the “Borrowing Registration Log” and retrieve the deposited identification document. 

(五)若有臨時須使用教室之特殊情況，而不及依上述程序申請者，得經本學程辦公室同         

意，填寫「借用登記簿」後借用本學程教室，但以不損及在該時段已登記借用者之使 用

權益為原則。 

In special cases requiring immediate classroom use where the above procedures cannot be followed in time, 

borrowing may be permitted with the approval of the Program office and completion of the “Borrowing 

Registration Log,” provided that it does not affect the usage rights of those who have already registered to use the 

classroom during that time period. 

五、 借用教室禁止事項如下：  

The following actions are prohibited when borrowing classrooms: 

(一)禁止喧擾、丟棄垃圾。 

Making excessive noise or littering is prohibited. 

(二)不得任意搬動或拆裝本教室之設備 

Classroom equipment shall not be moved, dismantled, or reassembled without authorization. 

(三)非經本單位同意，教室內所有器材不得外借。 

All equipment in the classroom may not be borrowed or removed without permission from the Program. 

(四)嚴禁故意損毀或偷竊教室相關設備、裝潢、器材。 

Intentional damage or theft of classroom equipment, facilities, or furnishings is strictly prohibited. 

六、 教室使用之維護及損毀責任歸屬相關規定如下：  

The regulations regarding maintenance and responsibility for damage during classroom use are as follows: 

(一)借用本教室者於開啟教室後，應先自行檢查所有儀器配備，若發現有任何損毀或異常狀

況，須在其申請借用時段的前十分鐘內報請本學程辦公室處理。維護與損毀責任之歸屬

依下列方式認定： 

After opening the classroom, the borrower shall inspect all equipment and facilities. If any damage or abnormal 

condition is found, it must be reported to the Program office within the first ten minutes of the reserved time 

period. 

1. 借用者確無任何使用疏失，並依規定於借用時段前十分鐘內向本辦公室報備， 責任

之認定歸前次借用者。  

If the borrower has no misuse and reports the issue within the first ten minutes as required, responsibility 

shall be attributed to the previous borrower. 

2. 借用者雖於前十分鐘內向本辦公室報備，但有明顯之使用疏失，或未依規定於前十

分鐘內報備者，責任之認定歸借用者。 

If the borrower reports the issue within ten minutes but shows clear misuse, or fails to report within the 

required time, responsibility shall be attributed to the borrower.  

3. 認定責任之歸屬時，若責任可明確歸個人疏失，以該疏失個人為責任歸屬人。若無

法明確認定個人疏失，以使用班級為責任歸屬人。 

When determining responsibility, if the fault can be clearly attributed to an individual, that individual shall 

be held responsible. If individual responsibility cannot be determined, the class using the classroom shall 

bear the responsibility. 

4. 儀器/設備有損毀時，責任歸屬人應負損害賠償之責任。  

When determining responsibility, if the fault can be clearly attributed to an individual, that individual shall 

be held responsible. If individual responsibility cannot be determined, the class using the classroom shall 

bear the responsibility. 

(二)使用中如有任何儀器設備發生損毀或異常，應立即向本學程辦公室報備。  

If any equipment is damaged or shows abnormal conditions during use, it must be reported immediately to the 

Program office. 

(三)使用後須將教室內桌椅歸定位並排列整齊。   



After use, desks and chairs must be returned to their original positions and arranged neatly. 

(四)使用後應關閉空調及視聽設備電源，並將所有門窗上鎖。  

After use, the air-conditioning and audiovisual equipment must be turned off, and all doors and windows must 

be locked. 

(五)使用後應將教室打掃乾淨，並帶走所有垃圾。  

After use, the classroom must be cleaned, and all garbage must be taken away. 

七、 一般教室借用/使用之違規處分如下：若違反本管理要點第五點及第六點之相關規定，得處以禁

用該教室之處分或依相關規定懲處之。  

Penalties for violations related to classroom borrowing or use are as follows: if the provisions in Articles 5 and 6 of these 

Guidelines are violated, the violator may be prohibited from using the classroom or may be subject to disciplinary action 

according to relevant regulations. 

八、 本要點經學程會議通過，陳請學程主任核定後公布實施;修正時亦同。  

These Guidelines shall be implemented after approval by the Program Meeting and ratification by the Program Director. The 

same procedure shall apply to any amendments. 

  
本規章負責單位：國際廚藝學士學位學程  

Responsible Unit: Bachelor’s Degree Program in International Culinary Arts 


