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Directives for General Classroom Management of the
Department of Baking Management, National Kaohsiung

University of Hospitality and Tourism
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1.To effectively integrate, utilize, and manage general classrooms, the Department
of Baking Management (hereinafter referred to as "the Department") formulates
these Management Directives (hereinafter referred to as "these Directives").
Any unmentioned matters shall be supplemented and announced as needed.
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2. The general classrooms of the Department may be borrowed by/for the
following:
(1) Courses offered by the Department.
(2) Courses offered by other departments.
(3) Courses, meetings or activities approved by the Department.
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3. The Department Office is responsible for supervising the management of all
general classrooms and holds full discretion over administrative sanctions

regarding violations of classroom borrowing and usage rules.
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4. The procedures for borrowing a classroom are as follows:

(1) Applicants must reserve the classroom at the Department Office at least three
days prior to use.

(2) Upon approval, complete the "Borrowing Logbook" and have the responsible
student sign it. The borrowing unit is responsible for applying for air
conditioning activation.

(3) The responsible student must collect the classroom key at the Department
Office 30 minutes prior to use and leave their student ID card as collateral to
establish responsibility for post-use cleanup.

(4) After use, return the key to the Department Office, and the responsible student
must mark the return in the "Borrowing Logbook".

(5) In special cases requiring immediate use where advance application is
impossible, temporary borrowing may be granted with Department Office
approval after filling out the logbook, provided it does not infringe upon the
rights of previously scheduled users.
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5. The following acts are strictly prohibited in the classrooms:

(1) Making excessive noise or littering.

(2) Arbitrarily moving, disassembling, or modifying classroom equipment.

(3) Lending out any classroom equipment without prior consent from the
Department.

(4) Intentional damage or theft of classroom equipment, decorations, or property.

(5) Any other actions prohibited verbally or in writing by the administrative unit.
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6. Regulatlons regarding maintenance and liability for damage are as follows:

(1) Desks and chairs must be restored to their original neat arrangement after use.

(2) Power for air conditioning and audiovisual equipment must be turned off, and
all doors and windows locked.

(3) The classroom must be cleaned, and all trash taken away after use.

(4) If any equipment is damaged or malfunctions during use, it must be reported to
the Department Office immediately.

1. If the current user has no operational fault and reports the issue within the
designated timeframe (within the first 10 minutes of use), liability shall fall on
the previous user.

ii. If there is clear evidence of user fault, or if the report is not filed within the
designated timeframe, liability shall fall on the current user.

iii. When determining liability, if individual negligence is clear, the individual shall
be held liable. If individual negligence cannot be determined, the entire class
using the room shall share liability.

iv. In the event of equipment damage, the liable party shall bear the cost of
compensation/repairs.
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7. These Directives shall be submitted to the Dean for approval and promulgated for
implementation after being reviewed and passed by the Department Affairs
Meeting and College Affairs Meeting. The same procedure applies to any future
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amendments.
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Responsible Unit: Department of Baking Management, College of Culinary Arts



