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National Kaohsiung University of Hospitality and Tourism
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Guidelines for the Management of Departmental Specialized Classrooms

fu

=g

101 #17 10p 51005 & & % 1548 k5% € RFRLHE

101227220 1005 & & 525 8 £ 2 F ¥ 15 it R4

10687230 %381 (Trc g RUBARZRBFFRTERFF 2 B (B REAFE2 -1 1)
10757 23p 1065 & & %2588 %35 i+ gk 1 €6

107£1275p 107 £ &R %1 FHE CF RN 2T RPA
1119720 1115 & R S 15 H 1=t Lir € RiZ 1T U iE

111#9728p 1115 18 & = ey | X Fuir € R A

Last Amended: September 28, 2022

VR E(UT RS )R GO I R RAEREH T RA R E R
BT ERLE) ARBET AZFET L B LD H2 .

To effectively integrate, utilize, and manage specialized classrooms, the Department of Hotel
Management (hereinafter referred to as "the Department") hereby establishes the Guidelines for
the Management of Departmental Specialized Classrooms (hereinafter referred to as "the
Guidelines"). Any matters not covered herein may be supplemented and announced at any time.
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The term "specialized classrooms" as used in the Guidelines refers to the Department's multi-
functional specialized classrooms, specialized classrooms, and all instruments, tools, and
equipment therein.
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The specialized classrooms of the Department are primarily reserved for courses offered by the

Department. To facilitate the sharing of campus resources, other academic departments requiring

these classrooms for instructional purposes shall contact the Department prior to the start of each

semester to arrange usage and coordination. For all other non-instructional purposes, including

extension education programs, competition practice, or special events, an application for
reservation must be submitted to the Department in advance.
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The reservation of specialized classrooms is strictly limited to academic/administrative units or
groups. The application must be signed and submitted by the head of the unit or the instructor
(full-time or part-time faculty member), who shall bear full responsibility for its usage. Individual
applications will not be accepted under any circumstances.
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The Chair of the Department shall appoint a full-time (or project-based) faculty member to




oversee the management and supervision of all specialized classrooms, which includes the
discretion to impose rewards or penalties regarding classroom reservation and usage.
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6. The application procedures and regulations for the usage of specialized classrooms are as follows
(applicable to both class hours and non-class hours):
(1) Applications must be submitted to the Department 10 days prior to the date of intended use,
along with the student ID card or relevant certification documents.
(2) Reservation applications from university units or groups shall be reviewed and approved by
the Department Chair and the Dean of the College before a notification of the decision is
issued.

(3) If any equipment malfunctions or is damaged during use, it must be reported to the
Department Office immediately.
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7. Prohibited actions in the specialized classrooms are as follows:

(1) Without prior authorization, no equipment in the classroom shall be moved, disassembled,
or reinstalled.

(2) Without prior authorization, students are strictly prohibited from borrowing any tools,
instruments, or equipment from the classrooms for external use.

(3) Without prior authorization, students shall not take any tableware or bartending utensils
(such as napkins, water glasses, wine glasses, cutlery, bedsheets, pillows/pillowcases, etc.).
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8. Regulations for the maintenance, safety, and cleanliness of the specialized classrooms are as
follows:

(1) After use, the classroom must be thoroughly cleaned, and all trash must be removed and
disposed of at the designated campus waste disposal site in accordance with relevant
regulations.

(2) After use, the power to all air conditioners, electric fans, and audiovisual equipment must be
turned off, and all doors and windows must be securely locked.

(3) Inspection items listed in the checklist or handover log for each specialized
classroom/equipment established by the Department must be rigorously executed.

(4) Trash cans in the male and female restrooms are strictly for toilet paper only; breakfast boxes,
beverage bottles, and bento boxes shall not be disposed of therein.

(5) The Training Hotel shall assign public cleaning staff to be responsible for its cleaning duties.
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9. Regulations for the return of specialized classrooms after use are as follows:

(1) Students of the Department, borrowing units, or groups shall immediately clean and restore
the classroom and its equipment to their original state upon conclusion of use, and shall
notify the Department's classroom management personnel within 1 hour to conduct an
inspection and inventory before returning the keys.

(2) In the event of any damage to or loss of equipment and utensils, the user unit shall be fully
responsible for compensating with new replacements or paying an amount equivalent to the
value of the equipment for restoration.
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10. Penalties for violations regarding classroom reservation and usage are as follows:

(1) Any violation of Article 4 of the Guidelines involving the unauthorized use of a faculty
member's name for a reservation application shall, upon verification, be penalized in
accordance with the University Regulations on Student Rewards and Penalties.

(2) Any violation of Article 7 of the Guidelines shall, upon verification, be penalized in
accordance with the University Regulations on Student Rewards and Penalties.

(3) Any violation of Article 8 of the Guidelines shall, upon verification, be penalized in
accordance with the University Regulations on Student Rewards and Penalties.

(4) Any violation of Article 9 of the Guidelines shall, upon verification, be penalized in
accordance with the University Regulations on Student Rewards and Penalties.
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11. The Guidelines shall be formulated by the Department Affairs Committee, approved by the
Department Chair, and submitted to the College Affairs Committee for record-keeping. The same
procedure shall apply to any future amendments.
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