Ming Chuan University Hospitality Management Department

Guidelines for the Use and Management of Teaching Kitchen
Passed at the Department Affairs Committee Meeting on September 6, 2016
Article 1 Purpose

Ming Chuan University Hospitality Management Department Guidelines for the Use and Management of Teaching Kitchen (hereinafter called the Guidelines) were established to enhance the management and maintenance of the Teaching Kitchen of Hospitality Management Department for keeping good operation and ensuring students’ safety of using the Teaching Kitchen.
Article 2 Regulations for Management and Use of Teaching Kitchen

(1)

While using the Teaching Kitchen, faculty members must manage the Teaching Kitchen properly in accordance with teaching content and the requirement of the internship. Besides following instructions from the Manager of the Teaching Kitchen, faculty members must inspect the facility and equipment regularly, submit a repair application when the facility or the equipment is out of order, and make a record of the repaired facility or equipment.
(2)  
The manager of the Teaching Kitchen must supervise students to take food inventory during the semester period and handle the replenishment in time. Pay attention to the expired date of the materials in the refrigerator and make appropriate adjustment.
(3)  
Those who do not apply for using the Teaching Kitchen are not allowed to enter the Teaching Kitchen, except for taking classes or for official purposes. 
(4)  
The Teaching Kitchen is for ordinary teaching, students’ practice for certification (examination) and competition, faculty research, on-campus promotional education activities. Students must apply for using the Teaching Kitchen and the equipment with the approval from the Chair of the Hospitality Management Department.
(5)  
Those who want to use the Teaching Kitchen must apply to use the Teaching Kitchen in accordance with Ming Chuan University Management Procedures for Borrowing of Teaching Kitchen and pay the rental fee. 
(6)  
The borrowing and acquisition of the equipment in the Teaching Kitchen must be dealt with the institutional regulations. Please refer to Ming Chuan University On-campus Units Process Flow of Borrowing and Returning Equipment in Teaching Kitchen.
Article 3 Matters Faculty Members / Responsible Staff Members are to Cooperate with in Using the Teaching Kitchen
(1)

Faculty members / responsible staff members must promote the following information to the students at the beginning of the semester or before the course: These Guidelines, Notices for Taking Class in the Teaching Kitchen, facilities and equipment in the kitchen, position and safety usage of gas and fire-fighting equipment, and the cleaning method of oil-cleaner.
(2)

During the class, students are not allowed to frolic and or fool around in the Teaching Kitchen and sit on the working table.
(3)

Students are not allowed to operate the dangerous equipment without the supervision of faculty members or responsible staff members.
(4)

Faculty members / responsible staff members must supervise students before and after the class to inspect all the equipment; each team must complete the above inspection and report to the section leader or internship TA, faculty members / responsible staff members must review together and the internship TA submit the report to the kitchen manager for signature. The Teaching Kitchen Using Record and Teaching Kitchen Cleaning Standards must be completed after the each class (activity).
(5)

Faculty members / responsible staff members are in charge of the management and maintenance of the Teaching Kitchen during the using period, and are required to supervise students in cleaning the Teaching Kitchen after the class, inspect all the items in accordance with the Teaching Kitchen Daily Safety and Sanitation Inspection Record, ensure to turn off the water, electrical and gas power, and close the windows and doors before leaving the Teaching Kitchen.
Article 4 Students Regulations
(1)

All students are required to obey these guidelines while using the Teaching Kitchen and instructed by the faculty members and Kitchen manager.
(2)

During the class and activity, all students are required to wear the standard kitchen costume (chef’s hat, jacket, pants, apron and shoes) and put on socks. Please pay attention to personal hygiene and keep valuables with you (please refer to Ming Chuan University Teaching Kitchen Chef’s Costume Standards).
(3)

Frolic and fighting are prohibited in the Teaching Kitchen.
(4)

Please clean up the kitchen well after using and put your shoes on while cleaning.
(5)

Please understand the function and operation process before turning on any facilities or equipment, and instructed by the faculty members or kitchen manager. Please do not turn on any facilities or equipment without the permission.
(6)

Please store personal belongings in the lockers (keep valuables with you); personal belongings are prohibited to bring into the demonstration or practice areas (Please refer to the Norms of Lockers in the Teaching Kitchen.). 
(7)

Takeaway is prohibited to bring in the Teaching Kitchen (except for the requirement of the class). Without the permission from the Department Chair, personal cooking is prohibited and any violators will be punished in accordance with the institutional regulations.
Article 5 Procedures for Damaged Teaching Equipment and Facility
(1)

    All students are required to be under the instruction of the faculty members or kitchen managers before using all the professional equipment. Any violators must take full responsibility and make compensation for the damage caused to anything inside the kitchen.
(2)

    Please carefully use all equipment in the Teaching Kitchen. Please take inventory of the equipment before the class. Students shall take full responsibility and make compensation for any shortage, damage and lost.
(3)

    It is prohibited to touch the fire extinguishers unless there is a specific need. Any violators must take fully responsibility for cleaning and make compensation for any damage caused to anything inside the kitchen. 
Article 6 Rental Procedures
(1)
 
Off- and on-campus groups or units may apply to use the Teaching Kitchen in accordance with Ming Chuan University Management Procedures for Borrowing of Teaching Kitchen and pay the rental fee.
(2)

The borrowing and acquisition of the equipment in the Teaching Kitchen must be dealt with the institutional regulations. Please refer to Ming Chuan University On-campus Units Process Flow of Borrowing and Returning Equipment in Teaching Kitchen.
Article 7 Upon being passed at the Department Affairs Committee Meeting, and approved by the president, these regulations may be announced and implemented. Any revision must follow the same procedure.  
**In the event of any inconsistency or discrepancy between the Chinese and other language versions of this document, the Chinese version shall prevail.**
