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Directions for the Use of Conference Rooms and Student Dormitory of the
Institute of Labor Occupational Safety and Health of the Ministry of Labor
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Promulgated and In Effect ((90) Yan-Mi-Zih-4115) on November 30, 2001
Amended and Promulgated ((95) ) Yan-Mi-Zih-3844) on July 13, 2006

Amended and Promulgated ((96) ) Yan-Mi-Zih-4939) on September 12, 2007
Amended and Promulgated ((198) ) Yan-Mi-Zih-6675) on November 4, 2009
Amended and Promulgated ((103) ) Yan-Mi-Zih-1021961784) on January 10, 2014
Amended and Promulgated ((103) ) Yan-Mi-Zih-1034060015) on February 25, 2014
Amended and Promulgated ((108) ) Yan-Mi-Zih-1834060196) on April 3, 2019
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1. The Institute of Labor, Occupational Safety and Health of the Ministry of
Labor (hereinafter referred to as the Institute) has formulated these directions
to increase the effective use of conference rooms and the student dormitory.
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2. Our conference rooms and student dormitory, except for weekends, national
holidays and our own use; during the free period, these may be used by
government agencies, public and private schools, and private sector
organizations to hold meetings, study sessions, or public welfare activities in
accordance with the provisions of these directions.
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3. Anyone who wants to use the conference rooms of Building B and the
Student Dormitory of Building C of our Institute must fill out an application
form before using it (see attached form). After passing the review and
receiving the approval of the Institute, and after paying the usage fee for the
venue, it can be used (The charging standard and instructions for the venue
usage fee are in the appendix).

‘pﬁ4ﬂ“Tﬁii FHRAFA 2@ 2o o M (2 i E)
PR SFRARIE R

(()REEHEAFR AGAGL ARG FRA Y LH T A
R R R B



C)BREFR LG 2F A Fk® 50 %)
() R EREF R BT 2 A A & R B o
@)“%%ﬁ&%ﬁ@wﬁ\ﬁ%gﬁo
(T)HEATHITAPM TR D H il @’ﬁ*‘] AR F R o
() 3D o d RTE 0 4o FRAZERR AR -
(;)gu?#%'t% ﬂ‘w‘l’ﬁr;ﬁ%r’ﬁ_—&,‘ﬁ‘\'ﬁ‘,gﬁo

4. In order to improve the effectiveness of using our conference room and the
student dormitory, our Institute provides (or on behalf of) the following types
of services:

(1) Providing a list of dining services, refreshments or catering required for
the conference or student accommodation, and can also assist in ordering.
However, the cost of using these services shall be settled with provider.

(2) Providing students with personal toiletries (at their own expense) required
for accommodation.

(3) On behalf of the conference or students, negotiating for the conference or
leisure equipment required during the period of accommodation.

(4) On behalf of the students, negotiating for the clothes to be sent for laundry
required during their period of accommodation.

(5) Providing information about relevant attractions, parking lots, or
transportation near the Institute.

(6) Providing taxi-calling service, and if necessary, through asking the
security personnel directly.

(7) Providing for free, the borrowing of off-road shock-absorbing bicycles or
umbrellas.
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5. If the Institute has very special needs and needs to take back the borrowed
space for use, it may notify the original applicant unit 3 days before the date
of use for the applicant unit to change the dates of its use. If it is not possible
for the applicant unit to reschedule, the fee paid will be refunded without
interest, and the original applicant unit cannot object and shall abandon all
claims for compensation.
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6. The time period of using the conference rooms and the student dormitory is
divided into three periods: morning, afternoon, and evening, and each period
is limited to 4 hours. Each applicant unit shall fill in the application form
clearly and use it during the time period according to the time period applied



for. However, the period of the evening hours is available for applications
with living-in overnight study units.
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7. The applicant unit shall designate a person in charge of the site who is
responsible for contacting the ILOSH staff managing the application. The staff
of the applicant unit can survey the site twice and do so during working hours.
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8. Participants or trainees from the applicant unit shall make compensations
according to the cost if they damage the venue or facilities of the Institute.
The applicant unit for the use shall be jointly liable for compensation.
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9. If the applicant unit causes any of the following situations, the Institute may
cease its use. The fees paid will not be refunded, and the application for its
use will be restricted for 1 year.

(1) Those who violate government laws, regulations and policies.
(2) Those who endanger social public order and good and decent conducts.

(3) The content and personnel of the conference or activity are inconsistent
with the content of the registration application.

(4) Those who damage the safety of the buildings, equipment and personnel of
the Institute.

(5) Those who engage in election or profit-making activities in the name of
conferences, studies or public welfare activities.
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10. The applicant unit for the use shall, according to actual needs, purchase
public accident insurance and third-person liability insurance for the venue to
be used. The Institute is not responsible for any accident arising from the use
of its premises and will not be responsible or compensate for any such
accidents.
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11. After the applicant unit has completed the application procedures, if it
intends to cancel the use or change the date of use, except for reasons of
irresistible force and/or unforeseen circumstances, it shall obtain the consent
of the Institute in writing 3 days before the date of use. If the applicant unit
cancels the borrowing or change the date of use without obtaining the prior
consent of the Institute as scheduled, the venue usage fee paid will not be

refunded.
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12. If the applicant unit for use is the Ministry and its affiliated agencies, and

the discount on the fees will be 30%. The same applies to schools, institutions,

and organizations that co-organize various labor safety and health-related
activities, trainings, etc. with the Institute. For other schools, institutions and
groups that use the same conference venue for more than 6 consecutive
sessions, the discount on the fees will be 20%, and if it is used continuously

for more than 14 sessions, the discount on the fees will be 30%.
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13. Units that apply to use the venue to conduct activities shall issue
identification cards for identification purposes. The identification card shall

4



indicate the date and time of use, and a sample of the identification card shall
be sent to the Institute for reference.
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14. When applying for the use of various venues of the Institute, the

management of living activities and activity areas of the trainees shall be

handled in accordance with the regulations of the Institute.
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15. These directions shall be implemented after being approved by the
President after being submitted by the Secretariat of the Institute, and the
same shall apply when it is amended.
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Application for use of conference rooms and the student dormitory of the Institute of Labor

and Occupational Safety and Health of the Ministry of Labor
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Applicant Contact
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I hereby apply for the use of the venues listed by ILOSH, and I am

willing to abide by all requirements of its use in accordance with these

directives and instructions for use. Please agree to provide the use of the

venuce.

*t 3x Sincerely
Yy s MESL > LAY AT
Institute of Labor, Occupational Safety and Health, Ministry of Labor

A A
Undertaker

Superv1 for
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Instructions
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Institute of Labor, Occupational Safety and Health, Ministry of Labor; List of
Residents for the Student Dormitory; Date: Month Day Year
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(1) The charging standards and instructions for the use of conference rooms on
the 5th floor of Building B

FERFEIREL2FLIFTTBMSBERTRT 5 4
Table of charges for the use of conference rooms on the 5th floor of
Building B, Institute of Labor, Occupational Safety and Health, Ministry

of Labor
Fy LA 501 €% |502 €% |S03€kE 504 k%
Name of Conference Conference Conference Conference
venue Room 501 Room 502 Room 503 Room 504
oo i 400 T 3 2>k 1200-FF 2> 100 % 100 T 3 xR
Area and size | 400 square 200 square 100 square 100 square
of venue meters meters meters meters
A > Hc 242 84 (74 6) |48 (74 d4) |48 (¥ 4e 4)
Number of 84 (can add an | 48 (can add an | 48 (can add an
seats additional 6) | additional 4) | additional 4)
AN '}u‘f * 5,000 ~ 3,000 ~ 2,000 ~ 2,000 ~
Fee per NTS$ 5,000 NTS$ 3,000 NTS$ 2,000 NTS$S 2,000
session
TOOALEK A | B | ERRBE . | HREEE S [ EREapE
Available Audio- | 82 % #%3c % ~ B8 s s BRI S B8 3 -
visual equipment | £ #g 4 E3E N TR e A TR e L AR S P ORG LA
TEEY R TEEY R TEET R TEEL R
R EF LR R LR ERE R &R E LR
Single tube Single tube Single tube Single tube
projector, projector, projector, projector,
Video player, Video player, Video player, Video player,
Computer Computer Computer Computer network
network cables, | network cables, | network cables, | cables,
Broadcasting Broadcasting Broadcasting Broadcasting
equipment, equipment, equipment, equipment,
Wireless Wireless Wireless Wireless
microphone microphone microphone microphone
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1. The venue fee is calculated based on the number of sessions. Each session

is limited to 4 hours maximum. There are 3 sessions per day, divided into

morning, afternoon and evening. If the time used is less than 4 hours, it will

be counted as one session.

2. Y FH R w o kR S RED ATRE TR
2. The applicant unit shall pay the fees to the Secretariat of ILOSH according
to the above-mentioned fees before use.
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3. When it is necessary to arrange other layouts in the venue, it can only be

done after obtaining the consent of the Institute in advance and shall comply

with the fire regulations. When necessary, one shall have public accident
insurance and the original facilities shall not be damaged or modified. Items
such as glue, tape (liquid glue), steel nails, pushpins, etc. shall not be used on
the walls, floors and related equipment or public properties in the venue
without the consent of the Institute. It is also forbidden to set up various
equipment, connecting electricity, etc. without authorization. In case of
accident or damage caused by these actions, the applicant unit shall bear all
liability for damages.
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4. Scope of equipment borrowing: tables and chairs, projectors, microphones,
whiteboards, podiums, and so forth. After the completion of using of venue,
the on-site person in charge of the applicant unit shall count all the borrowed
facilities and equipment and return them to the management staff of the
Institute. For items not belonging to the Institute, the applicant unit shall be
responsible for cleaning and transporting them away from the Institute after
the meeting, and restoring the venue to its original state.

5. FH R AT A K TRE . p TR Aoy B4
EEUE ke f o

5. The applicant unit shall be responsible for the safekeeping of property,

equipment, materials, etc. brought into the Institute. The Institute shall not be

responsible for any loss or damage.
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The unit using Conference Room 501 is not allowed to set up seats without

authorization, and the number of people entering the venue must not exceed
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the number of 242 seats.

7. 4e¥ FR* L BIFEFw g AT TR (SRR Rk o
7. If additional tables and chairs are needed, Institute shall be informed before
the event and returned to the original state after the event.
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8. For the arrangement of layouts of the venue, if the original venue layout

needs to be changed, the Institute must be notified. Also, no unauthorized

destruction shall be allowed.
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9. When conducting large-scale events, using unit of the event is asked to
arrange personnel on the surrounding roads for the reason of assisting in
directing traffic.
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10. Chewing betel nut, chewing gum, and smoking cigarettes are prohibited
in all venues, and cleanliness must be maintained in the venues.
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11. To support the promotion of environmental protection, the items used

during the event should be considered to be mainly environmentally friendly.

Garbage classification should also be done. In addition, units using the venue

should provide environmentally friendly cups, and it is recommended to give

one to each student to reduce the amount of garbage produced.

122 F e 6 5 > B FaEd g8 F5 L2 %4 o

12. For violators of matters listed above, their violation will be registered
according to the seriousness of the circumstances as reference for future
lending.
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13. Insurance for personal and others matters during the event are the
responsibility of the applicant.

14, A e f RE2 @ Pl ko RS R % > AR L A A
HIFFE -

14. The charging standards and instructions for the use of the conference

rooms on the 5th floor of Building B will be implemented after being

approved by the Institute. Matters that are not listed shall be handled in

accordance with the relevant regulations of the Institute.
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(2) The charging standard and instructions for the using the student dormitory
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Venue | Fees (daily for each room) Note
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Dormi | NT$ 400 Fiel ) e

tory 1. In addition to the usage fee, there is an additional cleaning

fee of NT$ 100 (at least 1 cleaning per room).
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There are 2 single beds in each dormitory, based on the
principle of accommodating 2 people. Indoor facilities
include bathroom and toilet facilities, wardrobe, long table,
hanger, seats, bedding, lamp, hair dryer, and toilet paper.
(Please bring your own toothpaste, toothbrush, towel, soap,
slippers, and mouthwash cup. If you need to be provided
with them, you will be charged NT$ 100 and contact the
Secretariat or security personnel).
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There are (1) laundry facilities on each floor and (2)
automated hot and cold drinking water equipment in the

pantry.
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1. The applicant unit is limited to the applicant unit that rents the conference room for the event.
The rental period starts from 2:00 p.m. the day before the event, and ends at 2:00 p.m. on the day
the event ends. No later than the first day of official use, according to the name of the applicant
unit, the total number of dormitory rooms required, and the number of days (please see the
attached table). The fee should be paid to the Secretariat of the Institute according to the fee table
above. For those registered to use the dormitory for more than one week, two days of weekends
per week or holidays are included. For applicant units that does not apply for reduction of rooms
before the registration ends, for the dormitory rooms that are not used, payment still needs to be
done according to the price listed.

2. wER*TRE VY GHERE I FTARREFATERELARARGERY LTI ZEE
G A ] -

2. After use of the dormitory is completed, the on-site responsible person of the applicant unit

shall check whether the dormitory facilities are in good condition together with the management
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personnel of the Institute, and return the dormitory key to the management personnel of the
Institute.
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3. The property, equipment, good, etc. brought into the Institute by the applicant unit shall be the

responsibility of the applicant unit. The Institute shall not be responsible for any loss or damage.
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4. To support the promotion of environmental protection, the items used during the event should

consist mainly of environmentally friendly items, and garbage classification should be carried

out. Registered accommodation units should bring their own environmentally friendly cups and
distribute them to students to reduce waste. In addition, students should bring toothpaste,
toothbrush, towel and soap that they need.
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5. During the application period of use, the original layout of the dormitory shall not be changed

without authorization, and various materials or leaflets shall not be pasted on the walls.
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6. The dormitory students should put on their own sheets, sheets and pillow cases. After the

training, cleaners will replace the sheets, sheets and pillow cases and send them to wash all

together.
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7. Students living in the dormitory are not allowed to bring or keep animals, and must keep the
inside and outside of their rooms clean and tidy.
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8. Being noisy is not allowed in the dormitory, so as not to disturb others.
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9. When leaving the room, it is necessary to turn off various electrical appliances (such as air

conditioners, lights, etc.) and the faucet in the bathroom to save energy.
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10. The Institute has 6 oft-road suspension bicycles. If there is a need for borrowing, please

provide the identification cards to register the borrowing with the security personnel which will

be returned after the bicycles are returned. The person who borrows the bicycle shall be
responsible for keeping it, and please pay attention to safety. If the bicycle is damaged or lost, it
should be repaired or compensated according to its price.
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11. Those who violate the relevant items will be registered according to the severity of the
circumstances as a reference for future lending.
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12. Matters not stipulated in these instructions shall be handled in accordance with the relevant
regulations of the Institute.
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13. Also the telephone numbers of restaurants and catering near our Institute will be provided as
follows.
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