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明志科技大學

Ming Chi University of Technology
工業工程與管理系儀器設備管理暨使用辦法 

Department of Industrial Engineering and Management Regulations for Management and Use of Apparatus and Instruments 
97.06.10系務會議制定
Established by the Department Council Meeting on 2008.06.10.
110.06.18系務會議修訂
Amended by the Department Council Meeting on 2021.06.18.
第1條 目的
為使本校工業工程與管理系(以下簡稱為本系)實驗室及儀器設備能充分發揮功能以支援教學研究或服務，達到資源分享，妥善使用及管理，訂定「儀器設備管理暨使用辦法」(以下簡稱本辦法)。 
Article 1  Objective/Purpose
第2條 The “Regulations for Management and Use of Apparatus and Instruments” (hereinafter referred to as the “Regulations”) are established to maximize the function of the laboratories, apparatus, and instruments of the Department of Industrial Engineering and Management (hereinafter referred to as the “Department”) to support instruction, research, or service so as to achieve resource sharing and proper use and management. 
第3條 使用規範
本系教職員(生)得使用實驗室儀器設備，以配合教學、專題製作、論文製作、或經由學校正式簽約之專案為主，不得利用從事其他有商業營利性質或違反法規之工作。 
Article 2  Regulations for Use
Department staff and students may use the laboratory apparatus and instruments to facilitate instruction, project research, and thesis writing, or official contract projects in the name of MCUT. No use of laboratory apparatus and instruments for other business-related profit-making purposes or against the law shall be allowed. 
第4條 職掌說明
本系實驗室由實驗室指導老師指派學生擔任管理人，負責人應協助辦理實驗室規劃、採購、檢點、維護、安全、衛生等事項，並於屆期後，與下任負責人交接設備及管理事宜。
Article 3  Duties and Functions
The laboratory advisor of the Department’s laboratories shall assign students to be laboratory managers. The managers shall assist with the planning, procurement, check, maintenance, safety, and health of laboratories. After the term expires, they shall proceed with apparatus and management handover with the next managers.
第5條 申請使用
本系教師配合教學、研究及服務均可透過協調或申請手續使用各實驗室及儀器設備，學生進行專題研究應先徵得指導教師同意始可操作使用。 
Article 4  Application for Use
In response to instructional, research, and service needs, academic staff of the Department may use the laboratories and their apparatus and instruments through coordination or application. Students engaging with project research shall apply for the approval of advisors before operation and use. 
第6條 安全衛生守則
為防止實驗(習)室場所之發生職業災害及保障教職員(生)之安全與健康，實驗室儀器及設備之操作應依本校安全衛生管理辦法辦理。
Article 5  Rules for Safety and Health
To prevent laboratory occupational accidents and protect the safety and health of staff and students, laboratory apparatus and instruments shall be operated in accordance with MCUT’s “Regulations for Safety and Health Management.”
第7條 紀錄
實驗室負責人應定期檢查、檢點該場所內之環境、機械、儀器、設備之安全狀況，並作成紀錄。若發生有潛在安全衛生問題時，應立即向上呈報。  
Article 6  Recording
Laboratory managers shall regularly inspect and check the safety conditions of the environment, machinery, apparatus and instruments in the laboratories, and record the details thereof. Any potential safety and health issues arising shall be reported to the supervisors right away.
第8條 教育訓練
新進教職員工(生)應配合本校新進人員安全衛生教育訓練規定接受教育訓練。
Article 7  Education and Training
New staff and students shall receive education and training in accordance with MCUT’s “Rules for Safety and Health Education and Training for Newcomers.”
第9條 實驗室管理規則
教職員工(生)使用實驗室時，應遵守本校「實驗室管理辦法」。
Article 8  Regulations for Laboratory Management
When using the laboratory, staff and students shall abide by MCUT’s “Regulations for Laboratory Management.”
第10條 使用、告知、防範
實驗室負責人或任課教師應於每次實驗、實習課前，需給予學生講解實驗室相關安全衛生規定，填寫「實習場所安全衛生告知單」(本校環安室「實驗室管理辦法」)填寫本次課程使用設備、安全告知及防範措施事項，並做成記錄，記錄保存三年。
Article 9  Use, Notification, Prevention
Before each laboratory and practical class, laboratory managers or course instructors shall explain the rules governing laboratory safety and health to students and record the apparatus, safety notification, and preventive measures of the class in the “Laboratory Safety and Health Notification” (as per the “Regulations for Laboratory Management” of MCUT’s Office of Environmental Protection and Occupational Safety and Hygiene). Records shall be maintained and retained for three years.
第11條 借用登記
使用人如需借用實驗室之儀器設備，得透過系辦公室向實驗室負責人填具「設備借用單」(表單: A210100105)，如為綠標之獎補款設備，需再填寫「實驗室設備外借申請表」(表單: A210100205)。 
Article 10  Registration for Borrowing
When it is necessary to borrow laboratory apparatus and/or instruments, users may visit the office of the Department to fill out the “Apparatus Borrowing Form” (Form: A210100105) for borrowing them from laboratory managers. For subsidized, green-marked apparatus, the “Application for Laboratory Apparatus Borrowing” (Form:  A210100205) shall also be filled out. 
第十一條 使用管理相關規定
使用人應確實遵守本系各實驗室所訂各項使用管理相關規定及負責人之要求，除緊急狀況外，違反依校規懲處，且因違規造成儀器設備損害時，應負賠償責任。
一、未經過實驗室管理人同意，不得帶領任何人員進出實驗室。
二、使用儀器設備應事先熟悉儀器設備使用說明，不得擅自調整或更改儀器設備之原始設定。
三、儀器設備損壞應立即通知實驗室負責人。 
四、實驗室儀器設備使用後，應依規定整理並恢復原狀。
五、未經申請核准不得擅自攜出或帶入實驗儀器設備。
六、實驗室之電腦禁止下載或安裝任何與上課無關之檔案或軟體。
七、禁止破壞儀器設備，未經允許亦不可自行拆裝及修改相關之設定，違規且造成設備損壞者，除依原價賠償外，並移送校方議處。
Article 11  Regulations Relevant to Use and Management
Users shall unfailingly follow various laboratory use and management regulations established by the Department and the requirements set by laboratory managers. Except for emergency, non-compliance with such regulations or requirements shall be disciplined according to the University Regulations. Users damaging apparatus and instruments as a result shall also compensate for the loss caused.
1. Without the approval of laboratory managers, do not bring any unauthorized personnel to the laboratories.
2. Get familiar with the user’s instructions of apparatus and instruments before use. No unauthorized adjustment or change of the initial settings of apparatus and instruments is allowed.
3. Immediately notify laboratory managers of any apparatus or instrument damage. 
4. Tidy up and restore laboratory apparatus and instruments as per regulations after use.
5. Do not take away laboratory apparatus and instruments or bring external apparatus and instruments without approval.
6. Do not download in or install on the laboratory computers any files or software irrelevant to class.
7. Do not damage apparatus and instruments. Unauthorized disassembly of or setting change to apparatus and instruments is not allowed. When violating these rules and causing damage to apparatus and instruments, apart from compensating for the apparatus and instruments at their original prices, violators will be referred to the school administration for discipline.
第十二條 安全告知暨紀錄
儀器設備使用前及使用中若有故障或損壞情形，須立即向課程助教或指導教師報告，並依相關規定辦理。
Article 12  Safety Notification and Recording
If apparatus or instrument failure or damage occurs before and during use, users shall immediately report to the course assistants or advisors. The matter will be handled according to relevant regulations.
第十三條  實施與修訂
本辦法經系務會議通過，陳校長核定後實施，修訂時亦同。
Article 13  Implementation and Amendment
The Regulations shall be implemented after the passage of the Department Council Meeting and the approval of the university president. The same shall apply to the amendments hereto.
設　備　借　用　單
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表單: A210100105
Apparatus Borrowing Form
Date:
	Apparatus name
	
	Property No.
	
	Quantity
	
	　　　　　　　 when return
One Copy: Borrowing Department → Lending Department → Borrowing Department

	Brand and spec.
	
	Accessory apparatus
	
	

	Reasons for borrowing
	
	Date of return
	Estimated
	        Date:
	

	
	
	
	Revised
	Date:
	

	
	
	
	Actual
	Date:
	

	Lending Department
	Department Chair
	Custodian
	Borrowing Department
	Department Chair
	Custodian
	

	
	
	
	
	
	
	


Form: A210100105

XXX實驗室　設備外借申請表

	設備名稱
	借出日期
	歸還日期
	借出期限
	申請人

	
	
	
	
	學號
	姓名
	聯絡電話

	
	　年　月　日
	　年　月　日
	
	
	
	

	
	　年　月　日
	　年　月　日
	
	
	
	

	
	　年　月　日
	　年　月　日
	
	
	
	

	
	　年　月　日
	　年　月　日
	
	
	
	

	
	　年　月　日
	　年　月　日
	
	
	
	

	
	　年　月　日
	　年　月　日
	
	
	
	

	
	　年　月　日
	　年　月　日
	
	
	
	

	
	　年　月　日
	　年　月　日
	
	
	
	

	
	　年　月　日
	　年　月　日
	
	
	
	

	
	　年　月　日
	　年　月　日
	
	
	
	

	
	　年　月　日
	　年　月　日
	
	
	
	

	
	　年　月　日
	　年　月　日
	
	
	
	

	
	　年　月　日
	　年　月　日
	
	
	
	

	
	　年　月　日
	　年　月　日
	
	
	
	


表單: A210100205
Application For Laboratory Apparatus Borrowing
	Apparatus name
	Date of lending
	Date of return
	Due date
	Applicant

	
	
	
	
	Student No.
	Name
	Phone

	
	　Date:
	　Date:
	
	
	
	

	
	　Date:
	　Date:
	
	
	
	

	
	　Date:
	　Date:
	
	
	
	

	
	　Date:
	　Date:
	
	
	
	

	
	　Date:
	　Date:
	
	
	
	

	
	　Date:
	　Date:
	
	
	
	

	
	　Date:
	　Date:
	
	
	
	

	
	　Date:
	　Date:
	
	
	
	

	
	　Date:
	　Date:
	
	
	
	

	
	　Date:
	　Date:
	
	
	
	

	
	　Date:
	　Date:
	
	
	
	

	
	　Date:
	　Date:
	
	
	
	

	
	　Date:
	　Date:
	
	
	
	


Form: A210100205
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