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Facility Use Rules
[bookmark: _Hlk37244484]Enacted: 2. 16. 2017
Revision: 8. 28. 2017
Revision: 5. 19. 2018

Article 1 (Purpose):
These regulations, in accordance with Article 35 of the Academic Regulations of the Busan Asian Film School (hereinafter referred to as the “School”), aim to define the detailed matters concerning the use of the School’s facilities. 

Article 2 (Type):
The types of the School’s facilities are as follows:
Equipment Room, Administration Office, Lecture Room, Sound Editing Room, Studio, Library, Multimedia Room, Editing Room, Screening Room, Cafeteria, Dormitory, Shower Room, Data Room, and Supply Room

Article 3 (Principles of Facility Use):
① Current fellows must bring their identification cards when staying at the School.
② When utilizing the facilities, current fellows must always treat them with care, with the same attitude they would have when using their own property.
③ Each school facility must be used for its original purpose and intent, and using the facilities for personal purposes is strictly banned. 
④ In principle, visitors are not allowed to use the School facilities. However, if visitors are required to use them due to film production activities, etc., the Facility Use Application must be filled out in detail and they must obtain confirmation from the School. When visitors are staying at the School facilities, current fellows must accompany them.
⑤ When current Fellows are using the facilities, if any problem is found, the Fellows must report it to the School. 
⑥ The School is liable for damage, breakdown, breakage, or any loss within the facilities which occurs during classes attended by instructors. However, even in class, if it is recognized that the Fellows cause the loss on purpose or by grave negligence, compensation must be provided by the Fellows that initiate the loss. 

Article 4 (Criteria for Facility Use):
① In cases where classes have notified the School beforehand, the following facilities are available for use without a separate request. However, if the facilities are used for any other purpose besides the classes, their use is only allowed after the Facility Use Application is filled out in advance to earn the confirmation of the staff in charge of the facilities and then submitted:
Studio, Lecture Room, Sound Editing Room, Multimedia Room, Editing Room, 
and Screening Room
② The library is available to be used freely without a separate request, for 24 hours/day. If the use or outside rental of books in the library is necessary, the books may be taken out after receiving the approval of the staff member in charge.
③ Current fellows are not allowed to use the following facilities, except when the staff in charge of the facilities gives special approval:
Administration Office, Data Room, Supply Room, and Equipment Room
④ Eating is strictly prohibited in the following facilities: 
Studio, Equipment Room, Sound Editing Room, Library, Multimedia Room, Editing Room, Screening Room, and Data Room
⑤ The Dormitory House Rules must be strictly adhered to for the use of the dormitory and cafeteria. 

Article 5 (Precautions to Use Academic Material):
① Terms regarding book rental applications and rental periods are listed in the table below. Those who wish to rent academic materials must fill out the application in Appendix 2. After obtaining the approval of the persons in charge, they must return the materials by the following deadlines:
	Item
	Applicant
	Rental Period
	Number of items which can be rented at one time

	Blu-ray or DVD
	Faculty
	7 days
	5

	
	Fellow
	 One day*
	1

	Book
	Faculty
	30 days
	10

	
	Fellow
	14 days
	5


* For fellows, DVDs should be returned within a day after rental before 6 p.m.
② In case the rental term must be extended due to inevitable causes, it must be reported to the persons in charge and marked on the application in Appendix 2. Extensions are only available for book rentals and limited to one time only. The length of the extension cannot exceed 7 days.
③ Users who have failed to comply with the approved rental terms in the past, may be restricted from renting academic materials for twice the number of overdue days from the date when they return the materials.
④ Those who damage or lose materials must compensate for the cost of replacing the same DVDs or books.

Article 6 (Precautions to Use Facilities at Night Time):
① The security entrance system operates from 19:00 to 8:00 the following morning. 
② Those who enter through the gate at night must be careful not to interfere with security work. 
③ Those who enter through the gate at night must leave the door locked to prevent trespassers.

Article 7 (Application for Facility Use):
① The Facility Use Application in Appendix 1 must specify the facility being used, the period it is being used, and the persons using it. This application must be submitted to the staff in charge of facilities for confirmation.
② The Facility Use Application must be submitted to staff in charge of equipment and facilities.
③ The facility use period cannot exceed one week and in the case where the period exceeds one week, an additional application must be submitted. 

Article 8 (Sanctions against Violations of Facility Use Rules):
① If facility users are found to violate these rules once, the persons who find the violation prohibit the users from using the facilities for two weeks, in the name of the Director.
② If facility users are found to violate these rules two or more times, the persons who find the violation may cancel the user’s fellow identification registration immediately and send a report to the Reward and Disciplinary Committee for deliberation of sanctions, in accordance with the Academic Regulations. 
③ The right to find the violators of these rules is granted to the adjunct professors, the School staff, and security guards. 

[bookmark: _Hlk37244535]Addendum (2. 16. 2017)
Article 1 (Date of Enforcement): 
1. These rules come into effect upon the resolution of the Academic Board Meeting. 

Addendum (8. 28. 2017)
Article 1 (Date of Enforcement): 
1. These rules come into effect upon the resolution of the Academic Board Meeting.

Addendum (5. 19. 2018)
Article 1 (Date of Enforcement): 
1. These rules come into effect upon the resolution of the Academic Board Meeting.





















<Appendix 1>

Busan Asian Film School Application for Use of Facilities 
Recipient: Director of Busan Asian Film School

1. Applicant: 

2. Fellow ID No.:

3. Contact Information:

4. Period:     :    (Time),       ,      , 2017  (Month, Date, Year )-
:    (Time),       ,      , 2017  (Month, Date, Year)

5. Facilities: Lecture Room 1(  ) Lecture Room 2(  ) Lecture Room 3(  ) Lecture Room 4(  ) 
Multimedia Room(  ) Studio( ) Sound Editing Room(  ) Editing Room 1(  )
Editing Room 2(  ) Screening Room(  ) 

6. Purpose 
① Purpose of Use
A) Class (  )  /  Film Production Practice (  )
B) Others:
② Title of Class and Film:

7. Visitors for Work:                     Contact Information: 

※ Visitors not listed on the Application are not allowed to use the School’s facilities. 
 
                                                  Date:     ,    , 2017 
Applied by:               (Signature)


<Appendix 2>

Busan Asian Film School Application for Use of 
School Material
	Name
	Title
	Date of Rental
	Extension
	Date of Return
	Signature
	Staff’s Signature
	Note

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	




