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Department of Special Education / Graduate Institute of Rehabilitation
Counseling and Gerontological Wellbeing
National Taiwan Normal University
Venue Booking Form (Staff and Students)
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Equipment required
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Purpose of Venue Booking:
1.[ JSPE instruction
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3. ]Special Education Center event
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5.IA aordkcfnd 2 5.[ ISPE faculty event
6. JH & : 6.[_|Others:

2.[_]SPE event (Department-wide-Department office)
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* In the case of multiple bookings on the same day, the priority
shall be determined in accordance with the order listed above
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Venue(s) to be booked (multiple selection allowed):
1.[ ]Small Conference Room (Room 119, next to the

department office)
2.[_JAudio-visual Classroom (Room 114)

3.[_|Entrance Hall

4. JRecreation Room

5.[ ]Classroom/Meeting Room: Room

6.[ JActivity Room (Room220/222/224/226):
7.[_]Vocational Evaluation Lab(—)(B111)
8.[ ]Observation Lab(Room221/225) :

9. JAuditory/Sign Language Lab(Room304)

The Chinese version shall prevail in case of any discrepancies between the English and Chinese version.
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11. [ & % (B110A/B116A): 3 10.[_JCommunication Training Lab(Room305)

12. [ ]®z=% (= )(B111A) 11.[ Ivisual Assistive Technology Lab (RoomB110A/B116A):

13.[]H & 12.[ Vocational Evaluation Lab(—)(RoomB111A)
13.[_]Others:
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1. Venues 7 & 8: These venues can only be booked upon the

1.7-878 %38 3 Sk Eifa %“Lg—‘kﬁ approval of the course instructor or project coordinator
SERGER ’Fi E;g_ B i@ o (Teacher-in-Charge section to be signed).

2. Venues 9 to 12: These venues can only be booked upon the
2.9-1298 %3+ 553 % k34 P % |approval of the course instructor or project coordinator
_5_ (/r.ﬁv B —,;L —-g F — ﬁ;—ﬁ) VI 1 ? 12 % g7 v | (Teacher-in-Charge section to be signed) and the teacher in
(2P B YEd R XA AT W charge of venue management (Step 2 of Approval Procedure).
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R A instruction of the instructor that endorsed the venue booking.
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Description of users: Number of users:

;1% Please note :
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The 227 meeting room may only be reserved if there are at least 10 attendees.
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Products that threaten the information security of Taiwan (such as software, hard ware, and digital services from Mainland China)
are not to be used in this venue. In the event that any equipment has been hacked, please turn off the power immediately and notify
the NINU venue management staff for further

action.
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Venue bookers are to comply with checks ordered by NTNU on their digital communication software and hardware as part of NTNU s effort
to strengthen information security management. If any equipment or products that threaten Taiwan s information security were found
to have been in use, NTNU will inform the user to rectify the situation within a given time period. The informed user is to complete
the security enhancement before the deadline given

Frha (A7)
Approval Procedure: (Next page)
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%78 B % Management Teacher-in-Charge KR
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Dr. Hsiu-Tan Liu

3.Seek approval at the de- 4.Submit the booking form to

305% %A % i partment office and obtain | the department library to com-
Dr. Huei-Mei Liu signature and seal plete the venue booking
1.Check the venue availa- Booking Date:
bility at the department Officer-in-charge:
library Staff: B110A/B116A 3 3 + & % f#

Dr. Chien-Huey Chang

BI11A 3 - 2 A+ % 7 Department Chair:
E e

Dr. Yung-Ji Sher
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The order of booking is based on the date that the booklng form is received by the department. As venues are limited, please
complete bookings ASAP.

The Chinese version shall prevail in case of any discrepancies between the English and Chinese version.
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The Chinese version shall prevail in case of any discrepancies between the English and Chinese version.
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Department of Special Education / Graduate Institute of Rehabilitation
Counseling and Gerontological Wellbeing
National Taiwan Normal University
Venue Booking Rules and Regulations (Staff and Students)

Ratified at the 5th departmental meeting of Academic Year 2001/2002 on March 5, 2002
Ratified at the 2nd departmental meeting of Academic Year 2014/2015 on October 28, 2014
Ratified at the 1st departmental meeting of Academic Year 2020/2021 on September 22, 2020
Ratified at the 2nd departmental meeting of Academic Year 2020/2021 on October 20, 2020
Ratified at the 5th departmental meeting of Academic Year 2020/2021 on March 2, 2021
Ratified at the 7th departmental meeting of Academic Year 2023/2024 on May 07, 2024

1. Venue booking guidelines: Venues belonging to SPE (including classrooms, entrance hall, recreation room, and other pub-
lic spaces) shall be used primarily for the department's teaching purposes. For venue booking for other purposes, please
refer to the venue booking form for the order of priority.

2. Students of the department may book venues for purposes such as department activities, recruitment and evaluation of
teachers, reading group meetings, oral defense of theses and dissertations, and other academic-related discussions.

3. Full-time and part-time faculty members (including retired faculty members) of the department and the Special Education
Center may book the venues for purposes such as conferences, projects, and seminars. Venue bookings are complimentary.
However, faculty members are welcome to make financial contributions to the department if their project funding allows
them to.

4. When booking venues, please state the purpose, date, and time of each booking clearly. When booking three or more venues
at the same time, please attach a program proposal to support the booking.

5. Each booking is valid until 2400h. In the event that venue bookings need to be extended for academic purposes (such as
teaching practice for internships and reading group activities) or for special events (such as student association training
workshops), applications for extension are to be made a week in advance and be endorsed by a supervising instructor or
the chairperson of the student association. Upon approval granted by the department office, the booking may be extended
by a day.

6. Please collect the keys to the venues from the department library on the 2nd floor during office hours. The keys are to be
returned to the department library at the end of the booking. The keys and venues are not to be handed over to any unau-
thorized parties. When there are 2 or more bookings for the same venue on a weekend, please ensure the proper handover
of the keys, remote controls, and venues to and from an authorized user.

7. In the event of losses or damages to venues, equipment, or other public items due to negligence during the venue usage, the
department or unit to which the user belongs shall compensate the department in accordance with the market price of the
lost or damaged item(s) or repair said item(s).

8. When using the venue(s), please keep the noise level down so as not to disturb ongoing classes or individuals taking breaks.

9. Authorized users are responsible for restoring the spaces after the activity, in areas such as cleaning (including indoor and
public spaces), garbage disposal, turning off the lights and air-conditioning, and locking up. Lunch boxes and food waste
generated in large-scale events and conferences are to be collected on the day of the event.

10. Users are to uphold safety precautions pertaining to power usage. It is forbidden to change or connect power lines, or use
live flames without authorization. All power sources should be turned off when leaving the venue. The original state and
cleanliness of the venue shall be upheld. No posters or promotional materials shall be posted on the walls and floors with-
out permission. All materials are to be removed and the venue restored to its original state after the venue usage.

11.Barrier-free facilities shall not be occupied, and the movement of users of barrier-free spaces shall not be obstructed.

12.Those who wish to use the air-conditioning system during non-working hours shall seek approval from the Construction
and Maintenance Section. In the event of conflicts in booking dates, the persons-in-charge of clashing events shall work
out a solution privately.

13.1f there is a need for equipment usage, please book the equipment separately. Users are to make their own logistics ar-
rangements, such as supplying refreshments, for their event or activity.

14.Users are prohibited from lending venue keys to unauthorized individuals, nor are they allowed to authorize non-users to
stay in the Bo-ai Building without supervision.

15.Those who fail to comply with Items 4 to 11 shall perform at least 10 hours of community service for the department.
The duration of the community service may be increased depending on the severity of the offense.

16.Those who fail to comply with Item 14 shall perform at least 10 hours of community service for the department
and be barred from making other venue bookings for a month. The duration of the community service may be
increased depending on the severity of the offense.

17.The venue booking rights of offenders who have yet to fulfill their community service hours will be suspended
temporarily.

The Chinese version shall prevail in case of any discrepancies between the English and Chinese version.
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