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VI.

Guidelines on Management and Utilization of Facilities and Equipment at

Business Simulation Lab of Department of Business Administration at
I-Shou University

Amendments ratified and promulgated on September 1,
2011 by the President
The Guidelines ratified and promulgated on March 16,
2012 by the President

The Department of Business Administration (hereinafter referred to as the “Department”)
stipulates the Guidelines on Management and Utilization of Facilities and Equipment at
Business Simulation Lab of Department of Business Administration at I-Shou University
(hereinafter referred to as the “Guidelines”) to maximize the availability of the Business
Simulation Lab (hereinafter referred to as the “Lab”) through enhanced management in
order to avoid repeated investing on equipment and facilities.

The faculty members in charge of research facilities of the Department shall be the property
custodians and assign a lab administrator (undergraduates or postgraduate students). Each
administrator shall assist their custodians in planning, procurement, inventory checking,
maintenance, safety and hygiene concerning research facilities.

Faculty members may use research facilities and equipment for the purposes of teaching,
research and service through application and arrangement. Students who would like to use
research facilities for research projects are required to have prior approval from their
supervisors. A student’s application shall be submitted by his/her supervisor.
Research facilities and equipment can be used only for the purposes of teaching, project
preparation, thesis preparation and research, or other official contracted projects of the
University. Any utilization of research facilities and equipment for commercial purposes is
not allowed.

Applicants shall apply for the Lab in advance to use through either coordination or filling
out an application form (Attachment 1) based on the custodians’ requirement. The
custodians will take the availability into consideration to arrange hours of use. To take any
equipment out of research facilities, applicants shall submit an application form to the
custodians for approval (Attachment 2).
Users shall follow the regulations of the research facilities and the requirements from the
property custodians.

1. Applicants are not allowed to take anyone who is not listed on the application form into
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VII.
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Note

the research facilities without the permission from the property custodians.

2. Before using the equipment, users shall read the user’s manual thoroughly to be familiar
with the operation. Any adjustment or change to original setting is not allowed.

3. Users shall report to either property custodians or administrator immediately once
noticing any damage on equipment.

Equipment in research facilities shall be restituted after used.

5. Equipment is not allowed to be taken out of the research facilities without permission,

or be vandalized.

No drinks and food are permitted in the Lab, and no smoking.

Any software used in the Lab shall not be copied by users without prior permission; it is
prohibited to use illegal software in the Lab. Playing game software, chatting online and
browsing pornographic websites are all forbidden in the Lab. Any violator shall be
deprived of the right of using the IT equipment in the Lab.

8. A printing service is available in the Lab. Users shall prepare their own A4 size paper
for the service, and the photocopying card can be purchased in the office of the
Department.

9. Users shall be liable for any damage made to equipment due to violation of any rules.

Any other units that intend to use the Lab or equipment shall follow the provisions of the

Guidelines.

The Lab is used for the purpose of teaching during weekdays, and it shall be open for

students of the Department to practice when no instructor requires the Lab. The hours of

opening shall be announced on the Department website. The Lab is not open on national
holidays and weekends.

Anyone who intends to use the Lab outside of the announced opening hours shall submit an

application form two days prior to the date of using the Lab. After the applications have

been approved by the custodians of the Lab, the applicants may use the Lab or borrow
equipment.

The Guidelines become effective on the third day of promulgation after being adopted by

the Departmental Affairs Council and ratified by the President.

~In the event of any disputes or misunderstanding as to the interpretation of the language or

terms of these Guidelines, the Chinese language version shall prevail.
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