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Guidelines on the Use of Discussion Rooms
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Amended and approved by the OLIS Division Director Meeting on December 17, 2025
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L. These guidelines are formulated to provide faculty and students with a space
for teaching and research in the library, based on the principle of proper
allocation of space resources.
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II. Faculty, staff, and students may apply to use the discussion room based on
the guidelines herein for teaching, research, or studying.

O HHEIGRT S NE @ BT AT

i

1. Reservation guidelines and available hours for the use of the discussion room:
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(1)  Patrons shall log into the i-Space system to make the reservation.
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(2)  According to the size of the space and the minimum number of
people using the room, the discussion room is categorized as:
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i.  Small Discussion Room: It can hold up to 3 to 8 people, so at
least 2 people reserve and check in the room.
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i1. Large Discussion Room: It can hold up 6 to 12 people, so at
least 5 people reserve and check in the room.
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(3)  Patrons can reserve for a maximum of 4 hours each time and 16 hours
in total within 14 days
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(4)  When making a reservation, a minimum set of library ID cards based
on Subparagraph 2 shall be entered. An ID number shall be limited
to reserve only one room at a time.
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(5) Patrons who reserve the room shall arrive within the first 15 minutes
of the scheduled reservation time, and proceed with the minimum set
of library ID cards to use the room. Those who fail to show up on
time shall result in cancellation of the room being released to other
patrons.
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(6)  During the period of use, patrons shall use their ID cards to leave and
enter the room. The system will automatically release the room if the
patrons leave the room for more than 20 minutes.
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(7)  Ifthere is no other reservation within the renewal period, patrons can
use the indoor card reader to extend their reservation period 20
minutes before the end of the original period. Only one extension is
allowed, for a maximum of 2 hours.
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(8)  When patrons cannot arrive at the scheduled time, one of them shall
cancel the reservation 30 minutes before the scheduled time.
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IV. Patrons who violate the following rules 3 times shall receive a penalty of 30-
day suspension of their reservation right:
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(1)  transferring or swapping the discussion room to/with others
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(2)  neither using the reserved room nor cancelling the reservation in time
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(3)  posting papers, posters or others on the windowpane
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(4)  not tidying up the room after use
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Patrons who deliberately damage research carrel equipment shall be subject
to disciplinary measures in accordance with Guidelines on Handling Patrons’
Violations and shall bear the responsibility for compensation.
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Patrons shall remove their personal belongings from the room at the end of
reservation period, or the personal items shall be removed and the library
shall not be liable to keep them.
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These guidelines are approved by the Division Director Meeting of the

Office of Library and Information Services before implementation.
Amendments to these guidelines shall follow the same procedure.

4

Any dispute over interpretations of these regulations shall be resolved in the court of law based on the Chinese version



