Diagram for the request to use the nursing demonstration room on the 5" floor,

Faculty of Nursing, Srinakharinwirot University

an official memo or social media.

The lecturer or the student informs the staff at least 3 working days in advance via various channels, such as

! No
h 4
Yes Inform the request to borrow the equipment to the staff during office hours: Monday - Friday in the morning
from 8.00 a.m. - 11.00 a.m. and in the afternoon from 01.00 p.m. — 02.00 p.m. The staff checks the
availability and prepares the equipment for 40 minutes.
v v
Request to use the room during office hours: Monday - Friday at 8:00 a.m. - 4:00 p.m.
i No
Yes v
The lecturer writes a memo for teaching during after-hours.
**It must be approved by Deputy Dean for Academic Affairs and Research. **
v v

request. *¥

Write a request to use the room by specifying the course, the list of equipment and number required and the number of students.

** Specify the contact phone number and the name of the borrower clearly and identifying the name of the lecturer endorsing the

Use the room according to the date and time specified.

at all times.

* If it is off hours office hours, it must be supervised by the lecturer responsible for the course or the head of the course

Check the equipment and cleanliness before leaving.

Yes

\ 4

Close the room and notify the staff during office hours.

v

No

'

Inform the staff when encountering problems immediately.

4

The staff checks the room and equipment

on the same day if it is in office hours and the next day if it is after-hours

¢

Damaged or lost equipment / durable goods

!

Inform the staff and the responsible lecturer or the head

of the course immediately.

Reuse.

Yes

'

Send to the maintenance company. **

Write a memo to inform the Dean through
the nursing demonstration room management
committee and informing the

Procurement Department for discharging.

** [f the request is done from outside agencies, they must be responsible for the actual repairing cost in case of damaged equipment or the actual cost of equipment in case of lost

equipment.




