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Department of Special Education / Graduate Institute of
Rehabilitation Counseling and Gerontological Wellbeing
National Taiwan Normal University
Management Policy of Research Rooms for the Graduate Students

First announcement at the 2nd departmental meeting of Academic Year 2008/2009 on October 10, 2008
Revised at the 1st departmental meeting of Academic Year 2015/2016 on September 15, 2015
Revised at the 7th departmental meeting of Academic Year 2023/2024 on May 07, 2024

1. This policy has been established by the Department of Special Education and Graduate Institute of
Rehabilitation Counseling and Gerontological Wellbeing (hereinafter referred to as the Department) to enhance
the learning outcome of the graduate students, to efficiently manage the use of the Master’s Program Research
Rooms and the Ph.D. Research Rooms (hereinafter referred to collectively as the Graduate Research Rooms),
and to ensure their tidiness and cleanliness.

2. The Graduate Research Rooms are the property of the Department. The graduate students may book the lockers
and seats in the rooms for use. After the approval of the Head of Department, the students are allowed to
allocate and use the Graduate Research Rooms and are responsible for the research room maintenance.

3. The Graduate Research Rooms are only to be applied and used by graduate students in the Ph.D. and Master’s
programs of the Department.

4. There are a total of lockers and seats in the research rooms. Their booking regulations are as follows.
5. Seat allocation:
I.  Two seats (in each room)are reserved for sharing among part-time graduate students.

Il.  Full-time students who need a fixed seat are required to apply for one every semester. Master’s
students can apply for the same fixed seat up to a maximum of 2 academic years (i.e. 4 semesters),
and Ph.D. students can apply for the same fixed seat up to a maximum of 3 academic years (i.e. 6
semesters). In the event that there are insufficient seats, priority will be given to newer enrolled
students.

6. Locker allocation:
l. Ph.D. students

Priority is given to students in Years 1 to 3 (allocation to be completed within the first 2 weeks of the
semester). If there are still lockers available after the first round of allocation, the remaining lockers will be
allocated to students in Year 4 and beyond in the order of applications received.

Il. M.A. students

Priority is given to full-time students who have yet to be allocated a fixed seat. Allocation will be made
in the order of applications received.

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

® Each application is valid for 1 year.

® All graduate students in the Department are eligible to propose the application.

® \When applying for a locker, graduate students are to fill in an application form (Appendex
1) before obtaining the key to their assigned locker. Applicants can begin using their locker
once the application process has been completed. Lockers are to be cleaned and emptied
before been returned, and the key is to be handed back to the Department.

® FEvery successful applicant obtain btaine givenful applicant be handed back to the
Department. their locker once the application proceln the event that the key vent that the
applicant should notify the Department Office is to be no and is responsible for the cost for
the replacement of the lock and key.

7. Use and maintenance of the Graduate Research Rooms

Every graduate student will be given a key to the Graduate Research Rooms without the need for an
application. The key shall be returned upon graduation or when it is not in use. In the event that the
key is lost, the students should notify the Department Office immediately and is responsible for the
cost of the replacement of the lock and key. Similar rules and regulations apply to the management
of locker keys.

Graduate students are only allowed to use the Graduate Research Rooms for studying and are not to
place their personal belongings in public areas (including walkways). It is also forbidden for students
to modify or change the interior, exterior, and amenities of the Graduate Research Rooms without
prior approval; neither are they permitted to change the locks on the doors.

The management staff of the Graduate Research Rooms are not responsible for the storage of personal
belongings. Users of the rooms are reminded to take care of their own belongings.

Graduate students are responsible for the cleanliness and tidiness of the rooms (including the lockers
and the seat area) and the maintenance of the amenities to ensure that the facilities in the rooms
continue working normally.

The user who is the last to leave the rooms is to ensure that the electrical power supply is turned off
and that all doors and windows are closed and locked.

8. Any student who fails to submit applications in accordance with this policy will be deemed to have given up
the right to use the Graduate Research Rooms. Anyone who fails to abide by these measures may have their
right to use the room revoked, subject to the decision of the Head of Department.

9. This policy has been approved for the Department Office's implementation in the 2nd departmental meeting of
Academic Year 2006/2007.

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
LIM.A. Program
OOPh.D. Program
Graduate Research Room Locker Application Form

Application Date: DDMMYYYY

Period of use: to July 31

Year of admission: Student ID:

Name:

Are you a full-time student (neither a part-time teaching staff nor a part-time research assistant)?

OYes
CINo (Please provide details)

Have you applied to use any other research room(s) in NTNU?

OYes (Please provide details)
LINo

Signature of applicant:

% | confirm that | have understood the management policy of the Graduate Research Room and agree
to pay a deposit of NT$1,000. | also agree to comply with the regulations governing the locker's
usage. In the event of damage to the locker, or if | were to be overdue in clearing the locker, NT10
shall be deducted from the deposit for each day exceeding the stipulated return date.

The following section shall be completed by the Department Office staff.

Locker Signature of the
number: officer-in-charge:

Receipt Number:

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