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Regulations for Graduate and Postgraduate Laboratories
Approved by the 1st Institute General Meeting on 14 August 2008.

Approved by the 5th Institute General Meeting on 7 February 2012.
Approved by the 3th Institute General Meeting on 30 November 2017.
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Article 1 The present regulations are established to improve the learning effectiveness of students in
International Graduate Institute of Education and Human Development (hereafter referred
to as “IGPEHD”) and to effectively manage the use and environment of the postgraduate

laboratory (hereafter referred to as “the Laboratory”).
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Article 2 The Laboratory is the property of IGPEHD. Allocation and usage of the Laboratory must be
approved by IGPEHD Director. Students are required to borrow the Laboratories and are

responsible for its maintenance.
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Article 3 The desks in the laboratory are categorised into fixed desks and hot desks.

1. Fixed desks: applicants will be prioritised based on Table 1 (see below).

2. Hot desks: applicants need to book the desk on the daily basis on the principle of first come first

service. Please clean up after use.
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Article 4 The desks can only be booked by students who are on IGPEHD’s Doctoral and Master’s
program (Professional Master’s Program included). Around 3 to 5 desks are reserved for
students who have a full-time job or on Professional Master’s Program. Booking is available
to part-time students who would stay on campus for at least 3 days per week for the

purpose of optimising the usage of the laboratories. However, booking originally reserved
for part-time students will be open to full-time students if desks are not fully booked.
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Table 1: IGPEHD’s booking priority
item Doctoral students Master’s students
Year 3 or higher Year1-2 Year 2 or higher Year 1
Priority (in
descending 1 2 3 4
order)
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Article 5 Application and printing quota:
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1. Desks booking are open to full-time students on IGPEHD’s Doctoral Program and Master’s
Program (Professional Master’s Program included) if they stay on campus for at least 3 days per
week. Applicants should give deposit NTS 500 to IGPEHD’s Office.
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2. IGPEHD is in charge of the desk booking. The applicants shall fill out the application form and give
deposit before getting the keys. The desk will be ready to use upon the completion of application.
The students should clean up the environment before returning the keys and they can get their

deposit back afterwards.
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3. Applicants shall each receive one set of keys for the Laboratory and one set for the storage
cabinets. These keys must be returned prior to graduation or end-of-use. Students shall report
lost keys to the IGPEHD’s Office immediately and are responsible for cost of lock and key

replacements.
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4. The period of use per application is 6 months and application of extension is required afterwards

(extension should to be applied within 2 weeks of a new semester).
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5. The desks can only be used by the applicant only and lending or sharing is prohibited. Students

who violate such rules will lose their rights to book desks and the deposit will be withheld.
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6. Printing quota: 720 sheets per Doctoral student, 540 sheets per postgraduate student, and 360

sheets per part-time postgraduate student.
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Article 6 Environment maintenance:
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1. The scope of use is limited to the student’s area. Personal belongings may not be stored in
communal areas (including hallways), the appearance and equipment in the laboratory may not

be altered, and the lock may not be changed without permission.
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2. The Laboratory is for students to conduct their research. Playing, smoking, cooking, eating (bottled
water is permitted), receiving visitors, and other behaviours that may compromise the safety or

peace of others are prohibited.
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3. IGPEHD is not responsible for the safety of personal belongings. Users shall take care of their

personal belongings with cautions.
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4. A helper shall be assighed among the students on daily basis to maintain the environment and to
check if the equipment is in normal operations
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5. The last to leave the Laboratory shall ensure that all appliances and air-conditioner are turned off
and the windows are properly closed.
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6. For the purpose of environment maintenance, IGPEHD staff reserves the right to conduct random
inspections. A written notification will be sent to the violators and he or she shall return their keys

within one week of notification; otherwise naming and shaming principle will be applied and his
or her right to book a desk will be suspended for one semester
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7. Damages to laboratory equipment shall be repaired to full working condition within one month by

the responsible student. For unrepairable damages, the responsible student shall purchase the
same models as replacements.
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8. Vandalism and theft shall be reported to the university and violators shall be handled in
accordance with university regulations.
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9. Students who do not comply with the present regulations shall forfeit their use rights of the
laboratory. Students who fail to maintain the present regulations shall forfeit their laboratory
rights once approved by IGPEHD Chairperson. Students that fail to return the Laboratory keys to
the IGPEHD’s Office once their applications have expired shall forfeit their deposits, and the desk
shall be allocated to a new user.
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Article 7 The present regulations shall be implemented following approvals of IGPEHD’s general

meetings. The same procedure shall be carried out when amendments are to be made.



