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I.  The spaces allocated to this department by the university are classified according to their
functional definitions as follows:
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1. Administrative Space

Spaces designated for the execution of departmental affairs, managed by the
department.
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ii. Faculty Research Rooms

Spaces allocated for the academic research of department faculty, managed by the
respective users.

(OREZRGFH - §RE)
SHE IR BELIT o R

iii. Teaching Spaces (including Seminar and Meeting rooms)
Spaces designated for teaching and meetings, managed by the department.
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iv.  Shared Equipment Spaces

Spaces allocated for faculty to house instruments and equipment, managed by
designated faculty members.
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v. Public Borrowing Space
Any space not covered above is considered a Public Borrowing Space for the
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department, managed by the borrowing faculty member. Any unassigned space remains
under the department’s management.
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The designated use of spaces in this department may not be altered without approval from

the Department Affairs meeting, and no individual may claim exclusive use of any space.
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When faculty members leave the department (including resignation, retirement, or transfer to
other units within or outside the university), they must return any assigned research rooms
and borrowed spaces. However, retired faculty members who require space for conducting
research projects or supervising students must comply with the university and college’s
eligibility criteria for space borrowing. They may submit a proposal to the department's Space
and Equipment Committee for review no later than three months before the effective date of
retirement. The proposal must be approved by the Department Affairs Meeting and
subsequently submitted to the College of Life Sciences’ Space Allocation and Management
Committee for further evaluation. The borrowing period is limited to one year, subject to
approval based on the justification provided in the application.
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In cases of special circumstances regarding resignation, a proposal must first be coordinated

with the Space and Equipment Committee before being submitted to the Departmental Affairs
Meeting for review and approval.
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Retired faculty members may use the faculty lounge, which is an open space with no fixed
seating, and personal belongings may not be stored there. Usage is primarily limited to
working days, and keys can be borrowed from the department office in advance.
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Visiting and Adjunct faculty members who may use the designated office space during their
appointment period and must vacate the space upon the termination of their contract.

\%‘T“%-\_ﬂéﬁ& FEPURT R LT G R 2B - 2L et

ug;t Eik BAp e PFILIE T 2 E]%,k B2 & F ju«-h o
The space allocatlon for newly hired, promoted, or reas51gned faculty members must be
reviewed by the Department Affairs Meeting. Priority will be given to those with higher
academic ranks, and in cases where ranks are the same, seniority within the rank will
determine precedence.
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VI. For spaces in various campus buildings used by the department, if the management committee
follows an annual rotational system, one representative will be elected from among the space
managers to serve as chairperson and committee representative. If management fees are
required, they will be proportionally deducted from each manager’s allocated management
fees based on their space usage and uniformly transferred to the respective building
management committee.
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VII. Faculty members requiring the use of public borrowing space for short-term research projects
must submit a proposal for review by the department's Space and Equipment Committee and
obtain approval from the Department Affairs Meeting before use. The borrowing period is
limited to one year; any extension requests must be formally resubmitted. If the public
borrowing space already has an assigned manager, coordination with the Space and
Equipment Committee is required before submission to the Department Affairs Meeting.
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VIII.Maintenance costs for faculty research rooms and public borrowing spaces due to natural
disasters or unavoidable structural damage will be covered by the department. Non-structural
repairs shall be the responsibility of the assigned manager.
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IX. The department only allows borrowing for teaching spaces; the borrowing process follow the
department's Regulations for Facilities Usage.
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X. When faculty members leave the department, they must vacate, clean, and return the managed
space within one month from the effective date of departure. However, those who have
submitted a proposal and obtained approval for borrowing must return the space upon the
expiration of the approved borrowing period.
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XI. Matters not specified in these management guidelines shall be handled in accordance with
other relevant regulations of the university.
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XII. These management guidelines shall take effect upon approval by the Department Affairs
Meeting, and the same process shall apply to any amendments.
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In the event of any discrepancies between the Chinese version and its English translation, the
Chinese version shall prevail.




