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Amended in accordance with Article 6 of the “Regulations Governing the Review Procedures for Legislative Proposals

,” approved
at the 381st Administrative Meeting on August 23, 2017

(uniform revision of the final article of institutional regulations)
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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.
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The eligible users and priorities for borrowing general classrooms of the Program are as follows
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Courses offered by the Program shall have priority.
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Courses offered by other departments.
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Courses, meetings, or activities approved by the Program.
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The Program shall be responsible for supervising and managing its general classrooms, including determining penalties for
violations related to classroom borrowing or use.
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The procedures for borrowing classrooms are as follows:
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Those who wish to borrow a classroom must make a reservation at the Program office at least 3—7 days prior to
use.
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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.
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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.
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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.
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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.
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The following actions are prohibited when borrowing classrooms:
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Making excessive noise or littering is prohibited.
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Classroom equipment shall not be moved, dismantled, or reassembled without authorization.
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All equipment in the classroom may not be borrowed or removed without permission from the Program.
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Intentional damage or theft of classroom equipment, facilities, or furnishings is strictly prohibited.
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The regulations regarding maintenance and responsibility for damage during classroom use are as follows:
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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.
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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.
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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.
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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
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When determmlng 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.
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If any equipment is damaged or shows abnormal conditions during use, it must be reported immediately to the
Program office.
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After use, desks and chairs must be returned to their original positions and arranged neatly.
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After use, the air-conditioning and audiovisual equipment must be turned off, and all doors and windows must
be locked.
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After use, the classroom must be cleaned, and all garbage must be taken away.
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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.
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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.
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