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Guideline for the Use of Student Commons (SC)

[Before the Use]
Event Promotion
If your event is related to study abroad or international exchange, we can share the event

information on_the SSC website and promote it university-wide.

To request promotion, please submit the form via Microsoft Forms.

Equipment Lending

-If you would like to check the equipment in advance, please contact us.

-Please return borrowed items (such as cameras, laptops, video cameras, and card
readers) by 5:00 p.m. on the same day. If you cannot return them by 5:00 p.m., return
them on the next business day.

- Staff from the Division of Student Exchange will handle the opening and closing of

storage cabinets. Please do not use any items from the storage without permission.

[On the day of the Use]

Unlocking and Locking the SC Room

-If you are using the SC between 8:30-12:15 or 13:15-17:15, please pick up the
entrance key at the Division of Student Exchange counter (1st floor of Building 1A).
*During regular SC open hours in the semester (10:00-17:00), the room is usually
unlocked, so you do not need to pick up a key — you can enter directly.

-If you need any help while using the SC, please visit the Division of Student Exchange
counter. Note: Assistance is only available during the hours “8:30-12:15, 13:15-
17:15”.

-If you use the SC outside the hours above, please contact the security office for
unlocking and locking.

Security Office (1st floor of Building 1C)
Tel: 029-853-4500
Note: When asking the security office to unlock the SC, you may be asked to

confirm that you have permission to use the room. In that case, please show the

staff the approval email you received from the Student Support Center.

® Returning the Room to Its Original State

*You may move chairs and tables in the SC and lounge freely, but please return
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them to their original positions after use.
«Clean the tables and floor, and make sure to take all trash with you. Thank you for

helping keep the space comfortable for everyone!

[After the Use]
Event Report

-Please submit a report via the online form within one week after use.

[Other Information]

-During the semester, student staff from the Study Abroad Consultation Desk are
stationed in the SC from 12:00 to 17:00 on weekdays.

-If there are any changes to your use details, please contact us in advance.

-In case of emergencies (e.g., natural disasters), the Student Support Center may
cancel the event at its discretion. We appreciate your understanding.

[Contact]
Office of International Exchange Support,
Student Support Center

Email: campus-kokusaika@un.tsukuba.ac.jp
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