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Article 1:
In order to effectively manage the use of general classrooms and integrate scheduling with energy-saving measures, the following guidelines (hereinafter referred to as the "Guidelines") have been established.
Article 2:
For the purposes of these Guidelines, the term "classroom" refers to general teaching spaces that are not specialized classrooms. The term "borrowing" refers to the act of requesting the use of a classroom by faculty, staff, or administrative units outside of scheduled class times. Individuals borrowing classrooms are responsible for restoring the space to its original condition and maintaining its cleanliness.
Article 3:
Classroom electrical, mechanical, and air conditioning services are provided according to the course schedule. Power will be supplied ten minutes prior to the start of each class and will be cut off ten minutes after the end of the last scheduled class if no continuous sessions are scheduled. Power will not be provided outside of these times or without prior approval.
Article 4:
Requests for changes to classroom usage schedules should be submitted as follows:
1. Long-Term Course Schedule Changes:
If, within the first two weeks of the semester, a faculty member needs to adjust class timings for either day or evening courses due to special circumstances and in accordance with the University's scheduling regulations, the "Course Change Application Form" should be downloaded from the Office of Academic Affairs website. After obtaining the department chair's approval, the form should be submitted to the Course Affairs Group for processing.
Once approved by the Office of Academic Affairs, the class schedule and power supply will be adjusted automatically.
2. Short-Term or Temporary Classroom Borrowing:
Units, faculty, and students should submit their requests at least one day in advance. The process is as follows:
· Unit Borrowing: Access the "Classroom Borrowing" system via the "Academic Affairs System" to submit a request.
· Faculty Requests: Faculty members should first confirm the availability of time slots with their students and check classroom availability. Requests can then be made via the "Faculty Information System."
· Student Requests: Students should check classroom availability via the "Student Information System" and request the classroom through their instructors or department representatives.
In cases of emergency, if a request is not submitted according to the regular procedure, day-time classroom requests should be submitted in writing to the Office of Academic Affairs, and evening courses should be submitted to the Division of Continuing Education for power supply arrangement.
3. Classroom Borrowing Due to Mechanical Failures:
The following procedures apply when requesting a room replacement due to mechanical failure:
· Daytime (Monday to Friday, 8:00 AM to 5:00 PM):
· Report the issue to the "Emergency Response Window" of the Office of General Affairs, providing the name and contact information of the reporter, classroom number, and the nature of the failure.
· The Office of General Affairs will immediately contact maintenance staff and inform the Office of Academic Affairs.
· If the issue cannot be resolved promptly and will affect teaching quality, the maintenance staff should contact the Office of Academic Affairs to arrange for a classroom change.
· The Office of Academic Affairs will make a nearby classroom available and ensure power is supplied.
· Evening and Weekend (Monday to Friday, 5:00 PM to 10:00 PM and weekends 8:00 AM to 5:00 PM):
· Report the issue to the "Emergency Response Window" of the Division of Continuing Education with the necessary details.
· The Division of Continuing Education will immediately contact maintenance staff. If the issue cannot be fixed in time, a nearby classroom will be arranged and power supplied.
Article 5:
Classroom borrowing must align with the actual usage needs. If an approved classroom is not used as scheduled, the borrower must cancel the reservation in advance. Failure to cancel and causing unnecessary energy consumption will result in the borrower being held accountable.
Article 6:
Any matters not addressed in these Guidelines will be handled in accordance with the relevant regulations of Asia University.
Article 7:
These Guidelines will take effect after approval by the Administrative Meeting and ratification by the President. Any amendments will follow the same procedure.

