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'Happy New Year"! Continued 

where it can be found, what services 

it provides and how these services 

can be accessed. There may even be 

those who have been here for a 

while and do not know what we 
success in all your endeavours over . have to offer. So in many respects 

the coming year. No, DETC has not I feel a need to introduce/re-intro-
lost his mind nor have any of you 

misplaced several months some

where along the way. For us the 

start of the fall term is the start of the 

new academic year just as it is any

where in any other university. Along 

with our wish for success is the pledge 

that ETC is here to assist in every way 

possible to ensure your success. 

In internal deliberations among ETC 

staff about the relative merits of hav

ing themes for issues of Excellence, 
we have admitted to ourselves that 

we rarely adhere to a theme. So why 

have one? Themes do not really 

address what we are trying to do 

with Excellence anyway. In each is

sue of Excellence we are presenting 

what is new in ETC and offering 

suggestions and pragmatic informa

tion to make your job as faculty easier 

or more fulfilling. Since HKUST is still 

growing very rapidly there are many 

new faces . I know - I feel like an old 

timer after three years with so many 

new people on campus whom I do 

not know yet They probably know 

little, if anything, about what ETC is, 

duce ourselves. Besides, we have 

grown a bit over the summer in 

Graphics, Audio Visual and the 

Printshop. And the Printshop has 

moved to new and larger interim 

quarters in room 40 I 7 and at the 

end of October will occupy its new 

venue in Room 3038 near lift 19. 

What is contained in the rest of this 

issue of Excellence are articles perti

nent to the Audio Visual, Graphics, 

Instructional Development, and 

Translation and Editorial units. Hope 

you find something of use. 

Likewise since we thrive on com

ments to help us stay dynamic to 

meet your needs we again solicit 

your comments and suggestions sent 

to DETC or e-mailed to ETCDMB, or 

phoned to 680 I !! 

Donald M Boehnker 
Director 



2 

CONTENTS 

Message from DETC p. 1 

Message from 

Translation Unit 

p.2 

Achieving Excellence 

Teaching improvement and p.2 
accountability at HKUST 

How the Graphics Unit can p.4 
help publicise your event 

The work of the AV Unit p. 8 

Picture Page p. 16 

MESSAGE FROM 
. TRANSLATION UNIT 

' The Translation Unittriedbutfi,iled ; 

to get additional manpower in the J 
1 

coming fiscal year. And, with the j 
University expanding at its present j 

i 
. rapid pace and everything having to 

~ start from scratch, it is becoming , 

I more and more difficult for this one- ! 
' l 

' man unit to handle job requests as : 
l i 
i quickly as one may sometimes de- l 
' . 1 
! sire. 

i 

i To facilitate the arrangement of jobs, 

colleagues requiring translation I 
j 

service are invited to talk to the Unit . 

first before sending in their requests. I 
Deadlines set without prior consul

tation with the Unit are likely to 

prove unrealistic. 

Your co-operation in this respect ; 

will be very much appreciated. 

i 
r 

CHIEVING EXCELLENCE ..... •· ...... . 

TEACHING 
IMPROVEMENT AND 
ACCOUNTABILITY AT 
HKUST 

Ostensibly the IOU of ETC exists 
because the upper administration 

and the senior staff in ETC agree that 

teaching is one of the three most 

important activities in which our fac

ulty members engage here at the 

univer5;ity. We get involved in the 

process of teaching improvement at 

several levels, and almost always at 

someone's request rather than at 

our own instigation. We support the 

concept of instructional technology, 

which maintains that instruction and 

classroom (or laboratory or seminar 

room) management can be measur

ably improved by applying a system

atic process such as instructional de

sign/development to that which we 

are to impart to our bright and eager 

students. This supposes that there is 

a logical and rational reason for 

decisions instructors need to make 

about what is to be taught, how, 

when and in what sequence. It goes 

beyond operating on gross assump

tions about prerequisite knowledge 

which students entering your class 

ought to have. It finds ways to 

substantiate what is known and what 

is not. It takes into account that 

students do differ in how they learn 

and accommodates the more pre

dominant learning styles in class . It 

makes learning an active and inter

active process. Ultimately it makes 

each and every faculty member re

sponsible for the learning which does 

and does not take place within the 

classroom whether done by the fac

ulty member or by a teaching assist

ant within his charge. 

Assessing or evaluating one's class

room performance is sometimes 

viewed with fear or animosity, is the 

cause for much heated debate 

amongst faculty, and is the source of 

great controversy. And yet clinging 

to the concept of academic freedom 

and a myriad of other excuses can-



not keep a teacher from being ac

countable for what is done for and 

to our students. Before any attempts 

at improving teaching can begin 

there are several critical factors which 

must be present. Foremost is the 

willingness to have sufficient per

sonal honesty to admit that our teach

ing is not perfect and that there is a 

willingness and commitment to do 

what needs to be improved. Sec

ondly, there is a need to systemati

cally diagnose what the strengths 

and weaknesses are in our teaching. 

The end-of-the-term student course 

evaluation form is mildly diagnostic, 

but nowhere in the literature is it 

demonstrated that reviewing the 

results will improve teaching. There 

is a need to use a whole variety of 

feedback techniques with our stu-

dents, who are our sole clients in this 

process, during the course of the 

term. Knowing that there might be 

something which could be done 

differently should not wait until after 

the term has ended. 

Within the repertoire of feedback 

techniques available in the IOU are 

many simple, easy to use techniques 

which take ten minutes or less of a 

class period and which will help keep 

a finger on the pulse of the learning 

within your class. If used, these will 

allow you to · make the needed ad

justments to how you teach through

out the term and will provide your 

students with maximised learning 

opportunities. Closing the door to 

your classroom each time can be 

used to provide the nurturing isola-

tion so that students can interact 

with you through a variety of instruc

tional presentation modes and learn

ing activities without undue inter

ruption, rather than to foster the 

incorrect assumption that what goes 

on there is no one else's business. If 

assistance in any aspect of the teach

ing/learning process is desired, any 

or all of the IOU staff can be solicited. 

Your expertise is in your academic 

discipline while ours is in the teach

ing/learning process and pedagogy. 

We have much to add to your disci

pline expertise, but you have to ask. 

We cannot force our help upon 

anyone. 

Donald M Boehnker 
Director 
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Gr a hi cs 

u N T 

HOW THE GRAPHICS UNIT 
CAN HELP PUBLICISE 
YOUR EVENT 

The Graphics Unit of ETC has 

been helping many users in pre

paring promotional materials for 

various functions and events. Quite 

often, users may not have a clear 

idea of what sort of materials they 

need for their events and end up 

making urgent requests which our 

staff sometimes find it difficult to 

handle because of the time con-

strains. 

There are a number of areas that 

an event organiser should look 

into and consider when organis

ing their activities. These include 

appropriately timing the delive,y 

and display of the promotional 

items. In order to help users to 

plan their budget and time alloca

tion in event promotion and to 

avoid the last minute rush, I have 

worked out the following list of 

items for your reference. 

OPEN HOUSE 1992 

Invitation card 

This serves both as an invitation 

and a formal announcement of the 

event. High quality printing should 

be used if budget allows. The invita

tion is usually printed on fancy paper 

with foil stamping or embossing of 

the event logo. The content and 

design of invitation cards should be 

kept simple and straightforward. Its 

limited space cannot accommodate 

too much information or complicated 

graphics. 

Invitation cards usually require two 

to three weeks to produce depend

ing on the type of printing. To

gether with the time for typing ad

dresses and mailing, and the lead 

time for responding, users should 

inform ETC to start production work 

at least one and a half months 

before the date of the event. A well 

designed and printed invitation card 

can increase participation. It shows 

the sincerity of the organiser and 

his respect for the guests and par

ticipants . 



Event leaflet 

The event leaflet usually includes a 

brief description of the event and is 

sent to the prospective participants 

together with the invitation . The pro

duction schedule, therefore, should 

follow that of the invitation card . Its 

size should be such that it can easily 

fit into the envelop of the invitation 

card. For circulation within the uni

versity, boxes with " Please take one" 

labels may be necessary at various 

locations. 

Poster 

This is an important item in which 

all information about the event will 

be given in full. It can be of different 

sizes, preferably around A3 to A2, 

and can make use of different print

ing methods depending on the quan

tity required . The printing method 

will affect the production time. In

house production usually involves a 

shorter production time, cheaper cost 

and simpler "purchasing" procedures. 

Always allow three to four weeks for 

the design and printing work. For 

reasonable exposure of the promo

tion message, posters should be dis

played two to three weeks before 

the event but the duration should 

not be longer than one month. The 

impact and "urge for action" effect of 

the message will be weakened if the 

period between the message re

ceived and the date of the event is 

too far apart. 

MATLAB 
and its applications 
Oti;,1•~1\S !q 
L•"'t!.t 11ffotor.:ti, tn:u aetldn:i;:u,ud" ~li-V 
tkj4 d Utanoi:;: L.~m1lt l~ ts:<·;1,; ! 

~. ,..~ Oq4 ·f''Olhtr~ 'k.1 ..,_.., 

Entry Ticket 

This is necessary if identification of 

participants is required . It will take a 

longer time to produce if hole punch

ing and numbering of tickets are 

required. 

Name badge and plate 

Name badges for VIPs, guests and 

workers may be required, and they 

can be printed, usually with a colour 

laser printer, in ETC. Name plates 

with the proper title of speakers 

should also be ready before the event 

( it may take a long time to sort out 

the appropriate title! ) . Users can 

borrow plastic stands for name plates 

from ETC. 

.1J1E HONG KONG WORKSHOP 
OfJ FRONITERS OF SURFACE 
OIFFRAC'T'rON AND IMAGING 
r •meenu, e e&sM 

Mike FOK 
Soofar Designer 
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Directional Sign 

The banner should be supported 
by a lot of clear directional signs 

which show the route and guide 

participants to various function ar

eas. 

Banner 

D!!!:i:!::.:!::=======:!::::====="=·~=··~ The message the banner bears 

Display Panel 

and Venue Decoration 

Structures may be set up to display 
pictures and text near the reception 

counter or lobby area of the venue. 

This can be an expensive and labour 

intensive exercise. Detail planning is 

needed to book the venue in ad

vance for setting up the reception 

counter, storage area for printed 

materials and display structure. Work 

also includes photo-printing and 

mounting of pictures, writing of 

captions, fixing of spot lights and 

signage. A backdrop with the event 

title should also be built at the stage 

as background for photo-taking. 

should be simple, direct and eye

catching. Banners should be hung 

at various locations including the 

venue entrance as a welcoming and 

directional sign for participants. Us

ers should determine where to hang 

the banners and check with us the 

hanging method before the produc

tion. They should also contact ap

propriate departments such as EMO 

or SAO for approval of hanging the 

banners. This will ensure availability 

of space within a particular time 

frame. ( We all know banners are our 

students' favorites when promoting 

their activities! ) 

&}13 ~:n~ t-VNKh'JM ( I 

~N_GRO.YI E<05YS1HN, 
I J)t:t\lN.it,.t l ttJ • tU~~ PCl i ., 



Programme Brochure 

Programme brochures are usually 
distributed at the reception counter. 

The brochure usually includes mes

sages from organisers, acknowledg

ments, compliments, programme 

rundown and time-table of the event, 

abstracts or complete contents of 

the topics discussed, and location 

map of the venue and various func

tion areas. 

,~ 
ll ,..., 

6'.~~,---} 
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Souvenir and Give-away 
item 

These can be in different forms. 

Previous requests from users include 

framed pictures, flags, bookmarks, 

memo pads, paper files and folders, 

carrier bags and even ties. Other 

options like trophies, T-shirts and 

jackets can also be made subject to 

availability of time, budget and na

ture of the event. 

Assigning Photographer 

Very olten, it is necessary to have 

a photographer to take pictures for 

the event. Keeping a photographer 

for the whole event is not a "cost 

effective" way of using ETCs labour 

hours. Users should check on what 

occasion a photographer is needed, 

and should also be aware that they 

may need to arrange transportation 

or provide meals for the photogra

pher if their function is not held 

within the university or during office 

hours. Taking group photos of guests 

and participants is a common activity 

in a function . To achieve a good 

result, users should arrange a place 

where there is enough space for 

such activity and inform our photog-

rapher so that he can bring with him 

the necessary photographic equip

ment. 

What is mentioned above are typical 

graphic items that HKUST users may 

need in promoting their functions. 

Other areas that ETC can help may 

include the setting up of AV system. 

I would advise users to consult the 

AV Unit of ETC on how to prepare 

the sound and visual system for their 

function. This part is also very crucial 

in organising a successful event. 

Of course, not every event needs all 

the items mentioned above. Some

times a simple poster announcing 

the event will be sufficient while for 

large-scale functions, more promo-

. tion channels like placing advertise

ments in newspapers and maga

zines may be required . 

Like other commercial and public 

relations activities, the success of a 

university function depends, to a 

certain extent, on how it is publi

cised. As the University Open Day is 

approaching, I do hope our users 

can check the above list carefully, 

plan their promotion programmes 

well in advance and conduct them 

effectively. 

Thomas Ng 
Assistant Graphics Manager 

7 
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Audio Visual 

u N T 

THE WORI( 
OF THE AV UNIT 

The start of a new year a/ways 
tends to excite me. There are just so 
many new stimulating things com

ing along with it. We definitely will 

meet a lot more new faces and will 

make new friends, we will engage in 

a lot more campus activities and will 

shoulder more responsibilities, and 

we will also offer a lot more of our 

seNices to a broader spectrum of 

clientele. 

As part of the HKUST community, we 

look forward to the new school year 

since it signifies that our University is 

growing stronger and healthier. As 

one of the major seNice providers on 

campus, we welcome the new school 

year since it gives chances for us to 

meet the challenge of providing 

better seNice to our users. 

I also see the start of the new school 

year as a good opportunity for self 

appraisal and assessment. l think this 

is a real good time for us to review 

what we have accomplished, what 

we have missed, and in what we 

have erred so that , while looking 

forward to a brighter future, we shall 

not lose sight of our goals and objec

tives. 

The following tables, charts and 

graphs are drawn from the actual 

data gathered by our ETC staff on 

the daily activities of our AV Unit for 

the 1 2-month period ending 30June 

1993. With the help of this statistical 

information, I hope that you, as users 

of our seNices, can get a compre

hensive understanding of our work 

in terms of its scope, focus and ori

entation. 

Statistical figures and data are almost 

useless unless there can be sensible 

and meaningful interpretations 

drawn from them. l shall try to 

provide some meaning to the data 

presented below from an AV man

agement perspective. Of course, 

there may be different interpreta

tions which can be drawn from other 

perspectives, and it is the user's per

spective which should mean the most 

to us. So, please tell us how you feel 

about our work and let us know how 

well or how badly we have done so 
that we can make improvements. 

Or if you have just come on board, 

we welcome your suggestions and 

ideas. 

Thank you . 

Tony Lam 

AV Manager 

Table 1 shows by items the actual ~ 

number of AV equipment loans. 

The number of long term loans 

exceeded that of daily loans mainly 

because some frequent users of some 

particular items were inclined to 

borrow the items for a few months 

in order to avoid the trouble of 

repeatedborrowings. Usually,ETC 

would accommodate a long term 

loan from one week to a whole 

semester provided that the request 

was justified and the item was 

available. 

• Since the loan of an AV box key 

provides access to the complete AV 

system installed in most of the 

standard classrooms, eve,y single 

count of the key loan might in fact 

mean more than one AV item being 

used, i.e. VCR used together with 

TV monitor and I or wireless 

microphone along with sound 

amplifier. 



TABL E 1: AV Equipment Loans (1 .7. 92 to 30.6. 93) 

Statistics of AV Equipment Loan (1.7.92 to 30.6 .93) 

Daily Loan 
Long Term Loan 

Overall 
(item per day basis) 

VIDEO Camcorder 417 123 540 

Camera Tripod 26 1 168 429 

Laptop VCR 77 0 77 

Laser Disc Player 8 514 522 

LCD Display Panel 3 15 838 I , 153 

TV Monitor 207 51 2 71 9 

VCR 392 493 885 

Video Projector 74 76 150 

Visualizer 9 164 173 

Subtotal 1,760 2,888 4,648 

VISUAL Camera, 35mm 137 0 137 

Film Proj ector, I 6mm 4 0 4 

Flip Chart 57 0 57 

Laser Pointer 79 327 406 

Metal Pointer 24 1,22 1 1,245 

Mobile White Barad 64 232 296 

Overhead Projector 575 3,362 3,937 

Portable Screen 328 767 1,095 

Slide Projector 503 1,480 1,983 

Slide Tray 188 563 751 

Slide Viewer 3 1 0 3 1 

Subtotal 1,990 7,952 9,942 

AUDIO Audio Cassette 165 977 I , 142 

Cable Microphone 368 4 372 

Conferencing System 3 0 3 

Headphone 100 0 100 

Mega Phone 4 0 4 

Microphone Stand 225 0 225 

Mobile PA Box 5 1 82 133 

Portable Sound System 407 384 79 1 

Wireless Microphone 699 1,235 1,934 

Subtotal 2,022 2,682 4 , 704 

ACCESSORIES AV Box Key* 386 544 930 

Barco Adaptor 6 1 117 178 

Portable Projection Stand 50 0 50 

Power Extension Cord 182 0 182 

Speech Stand 3 0 3 

Trolley 999 1,837 2, 836 

Others 49 249 298 

Subtotal 1,730 2,747 4,47 7 

TOTAL: 7,50 2 l 6,2 69 23,7 7 1 

* The key provides access to VCR I TV monitor I w ireless sound system in the general teaching classrooms 

9 
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CHART 1: Top Ten AV Loaned Equipment (92/93) 

Daily Loan Long Term Loan Overall 

I Trolley OHP OHP 

2 Wireless Microphone Trolley Trolley 

3 OHP Slide Projector Slide Projector 

4 Slide Projector Wireless Microphone Wireless Microphone 

5 Camcorder Metal Pointer Metal Pointer 

6 Portable Sound System Audio Cassette LCD Display Panel 

7 VCR LCD Display Panel Audio Cassette 

8 AV Box Kev Portable Screen Portable Screen 

9 Cable Microphone Slide Trav AV Box Kev 

10 Portable Screen AV Box Key VCR 

....... 
Chart 1 shows the 10 most popular AV loan items under three different headings. 

• Among the 36 categories of AV items available, the overhead projector (OHP) and the slide projector rank 1st and 3rd 

respectively in the Overall column. It confirms the belief that OHP and the slide projector are essentially still the most 

frequently used items. 

On UST campus, OHP is a standard item in the common classrooms while the slide projector is not, and users have therefore 

no need to borrow OHPs for classroom use. The high demand for OHPs probably results from the fact that UST faculty 

members tend to organise ad hoc seminars and guest lectures in rooms which do not have OHPs centrally provided by 

ETC. 

The AV trolley was so heavily used that it ranks 3rd, 1st and 1st in the 3 columns respectively. This should not come as 

a surprise if we realise that basically every AV item regardless of its weight and size can be put on an AV trolley for easy 

transportation. 

TV and VCR are usually classified as "high demand" items in today's tertiary education setting. But according to this 

"Top 10 Chart", VCR only ranks 7th in the Daily Loan column and 10th in the Overall column, while TV was not even 

on the chart. This is due to the fact that the average classroom is equipped with a TV monitor and VCR already; users 

do not have to borrow them for classes. Otherwise, these two items would have occupied top positions on the Chart. 

The wireless microphone system proved to be a ve,y popular AV provision in our classrooms; it ranks 2nd, 4th and 4th 

in the 3 respective columns. 

The LCD display panel is usually used together with an OHP in small I medium-sized classrooms for computer data I image 

projection. Among the Top 10 items, it ranks 6th. This shows that UST faculty members were making quite a good use 

of this high-end AV equipment. 

In fact, in large lecture theatres and teaching labs, teaching staff were making heavy use of the more expensive ceiling

mounted RGB video projectors for big screen projection of computer I video signals; but such uses were not reflected on 

this ' Top 10 Chart". 



TABLE 2: AV Work Requests (7.7.92 to 30.6.93) 

Statistics of Work Requests (1.7.92 to 30.6.93) 

VICE·CHANCEUOR'S AND PRO·VICE·CHANCELLORS' OFFICE 

Department Audio Production Video Production Equipment Set-up Job AV Material Request Total 

DBM I 4 4 6 15 

DENG 0 I 5 2 8 

DHSS 3 II 9 11 34 

DSC/ 0 0 2 0 2 

PAO 6 8 8 9 3 1 

PCO 0 0 0 2 2 

PVC(AAJ 0 I I 0 2 

PVC(A&BJ 0 0 0 0 0 

PVC(R&D) 0 0 3 0 3 

vco 0 I 5 I 7 

Total 10 26 37 31 104 

ACADEMIC DEPARTMENTS 
Department Audio Production Video Production Equipment Set-up Job AV Material Request Total 

SCHOOL OF SCIENCE 

BICH 0 0 0 0 0 
BIOL 0 5 3 I 9 

CHEM 0 2 2 5 9 

MATH 0 0 I 0 I 

PHYS 0 2 3 2 7 

SCIENCE Total 0 9 9 8 26 

SCHOOL OF ENGINEERING 

CENG 0 0 0 0 0 

C/Vl 0 I 0 4 5 

COMP 0 8 4 7 19 

ElEC 0 3 2 3 8 

INDE 0 0 0 0 0 

MECH 0 I 2 0 3 

MFC I I 0 2 4 

ENGINEERING Total I 14 8 16 39 

SCHOOL.OF BUSINESS AND MANAGEMENT 

ACCT 0 I I 2 4 

BINF 0 I I 3 5 

FNEC 0 I 0 I 2 

MGMT 0 6 3 5 14 

MKT 0 0 6 0 6 

BUSINESS AND 
MANAGEMENT Total 0 9 I I II 3 1 

SCHOOL OF HUMANITIES AND SOCIAL SCIENCE 

HUMA 0 0 0 0 0 

sosc 0 5 I 5 II 

HUMANITIES AND 

SOCIAL SCIENCE Total 0 5 I 5 II 

Total I 37 29 40 107 

CENTRALISED AND ACADEMIC SUPPORT SERVICES 
Deoartment Audio Production Video Production Ecuioment Set-uo Job AV Material Reauest Total 

CCST 0 I 10 2 13 

ETC 5 24 10 14 53 

lANC 17 29 8 26 80 

l/8 I 14 2 1 7 43 

MCPC 0 0 6 I 7 

OlS 0 0 0 0 0 

RC 2 2 6 I II 

TTC 0 0 0 0 0 

Total 25 70 61 51 207 

ADMINISTRATIVE DEPARTMENTS 
Oeoartment Audio Production Video Production Eauioment Set-un Job AV Material Reauest Total 

ARR I 0 3 0 4 

EMO 0 I 0 10 II 

FO 0 0 I 2 3 

GAC 0 I I 0 2 

/AO 0 0 0 0 0 

OCGA 0 0 2 0 2 

PO 0 0 7 4 II 

SAO 0 2 1 16 2 1 58 

Total I 23 30 37 91 

HKUST TOTAL: 37 156 157 159 509 
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GRAPH 1: Distribution of AV Services Users by Group 

12 

Total number of work requests : 509 

Academic 
Departments 
107 (21.0%) 

Vice Chancellors 
and Pro-VCs Offices 

104 (20.4%) 

Centralised and 
Academic Support Units 

207 (40.7%) 

Administrative 
Departments 
91 (17 .9%) 

CHART 2: Top Ten Users of AV Services (92/93) 

Rank Department No. of Work Request 

I LANC 80 

2 SAO 58 

3 ETC 53 

4 LIB 43 

5 DHSS 34 

6 PAO 31 

7 COMP 19 

8 DBM 15 

9 MGMT 14 

10 CCST 13 

~ Graph 1 is a simplified representation of 

Table 2, which provides details about how 

frequently departments make use of our AV 

services by sending ETC Work Request 

Forms. 

• Academic departments accounted for 

about 1/5 of the total requests, the VC's 

and Pro-VCs' offices for another 1/5, 

Centralised andAcademic Support Units 

for about 2/5, and administrative 

departments for the rest of the requests 

(a little less than 1/5). This user 

distribution shows that ETC is receiving 

a large portion of work requests from 

non-academic units I departments, which 

is quite contrary to the original service 

objective of ETC -to serve mainly as a 

support unit for PVC-AA departments. 

~ Chart 2 shows the 10 most active users of 

our AV services and the work requests they 

made in last academic year. 

• Language Centre contracted ETC for 80 

jobs and ranks 1st on the Top 10 Users 

list mainly because they requested a 

large amount of AV production work, 

both audio and video, over the year. 

The great demand for production work 

plus set-up jobs from SAO secured for 

them the No.2 position. 

The Library requested a handsome 

number of AV set-up jobs together with 

a good number of AV production jobs, 

which earned them the 4th position after 

ETC. 

• DHSS ranks 5th because they requested 

ETC to do a few AV recordings on top of 

the set-up jobs for the seminars I 

workshops they held in the past year. 



TABLE 3: AV Equipment Follow up Calls (7.7. 92 to 30.6. 93) 

Statistics of Follow Up Calls (1.7.92 to 30.6.93) 

VICE·CHANCELLOR'S AND PRO· VICE·CHANCELLORS' OFFICE 

Department Follow Up Call 

DBM 2 

DENG I 

DHSS 0 

DSC/ 0 

PAO 0 

PCO 0 

PVC{AAJ I 

PVC{A&B) 0 

PVC{R&DI 0 

vco 0 

Total 

ACADEMIC DEPARTMENTS 

Department Follow Up Call 

SCHOOL OF SCIENCE 

BICH 0 

BIOL 9 

CHEM 0 

MATH 2 

PHYS 6 
SCIENCE Total 17 

SCHOOL OF ENGINEERING 

CENG 0 

CIVL 2 

COMP 7 

ElEC 6 

INDE 0 

MECH s 
MFC 0 

ENGINEERING Total 20 
SCHOOL OF BUSINESS AND MANAGEMENT 

ACCT 3 

BINF 4 

FNEC 2 

MGMT 0 

MKT 0 

BUSINESS AND 

MANAGEMENT Total 9 
SCHOOL OF HUMANITIES AND SOCIAL SCIENCE 

HUMA 16 

sosc 10 

HUMANITIES AND 

SOCIAL SCIENCE Total 26 

Total 

CENTRALISED AND ACADEMIC SUPPORT SERVICES 

Deaartment Follow Uo Call 

CCST 4 

ETC 24 

LANC II 

LIB 3 

MCPC 0 

OLS 0 

RC 0 

TTC 0 

Total 

ADMINISTRATIVE DEPARTMENTS 

Department Follow Up Call 

ARR 8 

EMO 3 

FO 0 

GAC 0 
/AO 0 

OCGA 0 

PO 2 

SAO 3 

Total 

HKUST TOTAL: 

4 

72 

42 

16 

134 

Monthly Job Statistics 
Monthly Accumulated 

JUL 92 4 

AUG 92 1 

SEPT 92 21 

OCT92 24 

NOV92 15 

DEC92 7 

JAN93 2 

FEB 93 16 

MAR93 17 

APR 93 11 

MAY93 9 

JUNE 93 7 

TOTAL: 134 

Table 3 depicts the number of follow-

up calls made by the user department s 

in relation to AV equipment failures. In 

the01y, the less calls we receive, th e 

less problems there are with OU r 

equipment I our users have. 

. 

• 

ETC received 134 follow-up call s 

last year, · which represented Les s 

than 12 calls per month. c ET 

received 1 call per day in Octobe r 

92, which happened to be the highes t 

rate, and we received only 1 call Jo r 

the whole of August 92. 

There tends to be more calls durin g 

the first 2 months of each semeste, 

(September I October andF ebrua ry 

1f I March), when we have new sta 

joining us and some new equipmen t 

installed. After two months 

familiarisation the situation wil 

improve. 
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GRAPH 2: Distribution of No. of AV Equipment Fault Reporters 
by Group 

Total number of reports : 1 34 

Academic 
D epartments 
72 (53.7%) 

Centralised and 
Academic Support Units 

42 (31 .3%) 

Administrative 
Departments 

16 (11.9%) 

Pro-VCs' Offices 
4 (3. 0% ) 

CHART 3: Top Ten Reporters of AV Equipment Faults (92/93) 

Rank Department No. of Report 

1 ETC 24 

2 HUMA 16 

3 LANC 11 

4 SOSC 10 

5 BIOL 9 

6 ARR 8 

7 COMP 7 

8 ELEC 6 

9 PHYS 6 

10 MECH 5 

~ Staff of academic departments use 

classrooms, labs and lecture theatres a lot 

more than any other user sectors, and it is 

logical that they report more equipment 

faults than any other user sector. 

~ Though ETC did not have enough manpower 

to patrol and check all teaching venues on 

a daily basis, we managed to detect more 

equipment faults than any.user department 

last year simply because we are more familiar 

with and sensitive to equipment performance. 



GRAPH 3: Monthly Follow-up Calls 

25 
24 

20 

15 
nj 
u 
0 
~ 
QJ 10 .a 
E 
:::, 

~ 

0 
JUL AUG SEPT OCT NOV DEC JAN FEB MAR APR 
92 92 92 92 92 92 93 93 93 93 

GRAPH 4: Monthly Work Requests 
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GRAPH 5: Monthly AV Equipment Loans 
{excluding Long Term Loans} 
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~ The number of faulty equipment reported was high at the start 

of each semester, but came down gradually throughout the 

semester until it got to the lowest point at term break. The 

Spring semester witnessed less equipment faults reported than 

the Fall semester. 

~ The number of work requests gives a ve1y different pattern as 

compared with equipment fault reports. Requests gradually 

picked up from the first month of the Fall semester and reached 

their peak in December. After the Christmas break, there came 

another ascending pattern until it reached the highest point in 

March, after which it remained quite stable for three months. 

~ In order to better reflect the daily activities over our AV Loan 

Counter, long term loans are excluded and only daily AV loans 

are represented by this graph. 

The equipment loan cycle is more difficult to patternise. 

The loan activities fluctuated a lot throughout the year 

(from 127 in March 93 to 1,640 in May 93). 

• On average, our counter staff handled 52.5 daily loan items 

per day (see calculation below). In May 93, the busiest 

month, our staff handled 132 loan items per day. 

Calculation : 

7,502 (loan item) 

52 (week) 

+ 5.5 (working day per week) 

x 2 (loan out & return) 

52.5 
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• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • 
On September 1-3, 1993, more 
than 110 new teaching assistants 
(TAs) from various departments 
participated in the '93 Orientation 

for New TAs. 

The new TAs came to know more 
about the university and their 
responsibilities through visits, 
information sessions, workshops, 
sharing sessions with veteran TAs, 
interaction with one and other and 
some tailor-made reference 

materials, e.g. the TA Manual -
Getting started as a TA at HKUST. 

...& Winnie Wong, Asst ID Mgr, 
conducts a role-play with a 
participant-TA during the 
workshop "Helping others learn 
how to learn". 

Kenny Fong, Sr Repro Tech of the 
Print Shop, e:>.plains the various 

reprographic services to the new 
TAs . .,.. 

...& New TAs at the video classroom of ETC, exploring how to make use of the facilities there. 

~ 
Jiillll-

addressesallnewTAsatthe '930rientation 
for New TAs . 

Thomas Ng, Asst GD Mgr, shows some 
of his products to the new TAs. 

"Can you tell how to insert this into the 
tray?" Tony Lam, AV Mgr, asks an 
interested TA during the workshop "Using 
AV equipment". .,.. 

New TAsatworkshopconducted by Angela 
Castro, JD Mgr . .,.. 




