通航院办〔2018〕7号
关于印发《南通航运职业技术学院

来华留学生手册（试行）》等留学生管理
相关制度的通知
各系（部）、各部门：
为推进学院教育国际化的进程，规范留学生的培养、管理、服务和招生等工作，根据教育部、外交部、公安部联合制定的《学校招收和培养国际学生管理办法》等文件精神，结合我院实际，特制定《南通航运职业技术学院来华留学生管理办法（试行）》、《南通航运职业技术学院来华留学生学籍管理规定（试行）》、《南通航运职业技术学院来华留学生奖学金评定办法（修订）》、《南通航运职业技术学院来华留学生勤工助学管理规定（试行）》、《南通航运职业技术学院来华留学生公寓管理规定（试行）》、《南通航运职业技术学院来华留学生公寓会客制度（试行）》和《南通航运职业技术学院来华留学生安全常识（试行）》等7项管理制度，现予以印发，请遵照执行。
特此通知。
附件：1.南通航运职业技术学院来华留学生管理办法（试行）
      （含英文版）
     2.南通航运职业技术学院来华留学生学籍管理规定
      （试行）（含英文版）
     3.南通航运职业技术学院来华留学生奖学金评定办
       法（修订）（含英文版）
     4.南通航运职业技术学院来华留学生勤工助学管理规
       定（试行）（含英文版）
     5.南通航运职业技术学院来华留学生公寓管理规定
       （试行）（含英文版）
     6.南通航运职业技术学院来华留学生公寓会客制度
       （试行）（含英文版）
     7.南通航运职业技术学院来华留学生安全常识（试行）
       （含英文版）
                     南通航运职业技术学院

2018年5月15日
附件1
南通航运职业技术学院
来华留学生管理办法（试行）
第一章总则
第一条来华留学生在我校学习期间应当遵守中国的法律法规，遵守南通航运职业技术学院各项管理制度。
第二条来华留学生在我校学习期间应当遵守本手册的相关内容。
第二章入学
第三条报到
（一）报到地点：国际教育交流中心办公室。
（二）所需材料：录取通知书、签证申请表（JW201／202）、护照及复印件、照片6张（2.5cm×3.5 cm）。
第四条缴费
留学生按照录取通知书中的缴费项目，到学院财务处缴纳学费、住宿费、教材费等，同时保留数据，作为缴费凭证。逾期未缴费者视情况应缴纳一定的滞纳金。
第五条住宿
来华留学生入学后按学院统一规定办理入住手续。
第六条体检与学生保险
（一）来华留学生新生在报到后一周内，须到南通出入境检验检疫局进行体检和办理健康证明。地址：南通市崇川区崇川路102号。
（二）体检者须带以下材料：本人护照、2张小2寸（3.5cm*4.5cm）照片。
（三）来华留学生应购买“南通市城镇居民基本医疗保险”。
第七条居留许可
（一）来华留学生新生来华30天之内须办理居留许可。
    1．所需材料：2张小2寸（3.5cm*4.5cm）照片、本人护照（照片及护照有效期页复印件、签证及出入境日期页复印件）、签证申请表（JW201／202）、录取通知书、南通出入境检验检疫局出具的健康证明、入境人员临时住宿登记表、外国人签证、居留许可申请表、居留许可谈话记录和学院开具的证明。
    2．费用（人民币）：办理一年以内居留许可为400元；一年以上（含一年）至三年以内为800元；三年以上（含三年）至五年（含五年）为1000元。
（二）因学习需要延长在华期限者，须在原居留有效期截止前15天，到院长办公室开具证明，并及时前往南通市公安局出入境管理处办理延期手续。
第八条换汇
学生可持本人身份证明将所带美元、欧元、英镑等外币根据当天汇价到银行兑换人民币。
第九条就餐
来华留学生办理校园一卡通，凭此可以在校内食堂就餐。
第十条奖学金
根据留学生奖学金相关管理条例，留学生可向学院及相关部门提出奖学金申请，由学院及相关部门统一审核并发放奖学金。
第十一条学习安排
留学生入学后，到相关系部报到，由系部具体负责本专业留学生的学习。
第三章综合管理
第十二条注册
（一）所有留学生需在国际教育交流中心办理注册手续。新同学在来校报到时办理注册缴费手续；在校学生在每学期开学前三天，凭学生证办理注册缴费手续。
（二）在校学生凡因故不能按时注册者，须出具有关证明，事先向国际教育交流中心请假备案。请假时间不得超过两周，未请假或未经批准无故不按时注册者，两周内视为旷课；超过两周时间者，按自动退学处理。未按学校规定缴纳学费者不予注册。
（三）凡患有可能危害公共安全疾病者或未能取得健康证明者，不予注册，同时取消其入学资格并限期一周内离境。
第十三条学习纪律
（一）日常纪律：学生必须严格按照各专业培养计划的要求，按时参加教学计划规定的一切教学活动。上课时应遵守课堂纪律，不得迟到、早退，不得无故旷课。一学期内旷课时间累计达10课时者，将给予警告处分；一学期内旷课时间累计达50课时者，将被勒令退学。
（二）请假制度：凡因病或因事不能参加教学活动者，必须办理书面请假手续（病假需要出示医院病假证明）。因特殊情况无法事先请假者，应在三天内补办请假手续。请假必须经同意后才生效。未经同意或请假逾期者，作旷课处理。请假三天以内，由班主任批准；请假三天以上、一周以内，由系部书记批准；一周以上、半月以内由分管院长批准；半月以上，由院长签署意见后，到教务处办理手续。需要续假时，其手续与请假手续相同。请假或续假未经批准而离校，以旷课论处。两周不请假，视为自动放弃学籍，学校将按自动退学处理，并通知公安局取消其合法居留资格。
第十四条休学与复学
（一）留学生可分阶段完成学业。留学生有下列情况之一的，应予休学。
1. 经指定医院检查证明，因伤、病停课治疗休养占一学期总学时三分之一以上（含三分之一，下同）的；
2. 一学期请病假、事假缺课累计达到本学期总学时的三分之一以上的； 
3. 留学生因经济困难、创业等原因申请休学的； 
4. 因不能坚持正常学习，学校认为应当休学的。 
留学生休学一般以一学年为期，休学次数不得超过两次，休学年限累计不得超过两年(服兵役除外)。 
休学留学生应当办理休学手续，在办完手续后 10 个工作日内离校。留学生休学期间，学校保留其学籍，不享受在校学习留学生待遇。 
（二）留学生休学期满，应于开学前 20 个工作日内向学校申请复学。 
1. 因伤病休学的留学生，申请复学时应将本人书面申请、指定医院诊断恢复健康的证明交学校，经校医院审查，证明确已恢复健康、能坚持正常学习者，由国际教育交流中心审核，教务处审批后办理复学手续，并通知留学生所在系部。 
2. 因其他原因休学的留学生，申请复学时应将本人书面申请交由国际教育交流中心审核，教务处审批后办理复学手续，并通知留学生所在系部。
休学留学生复学后编入原专业下一年级教学班学习；如下一年级无原专业，经本人同意，编入相近专业教学班学习。
留学生休学期间发生的事故责任自负，如有严重违法乱纪行为者，取消其复学资格。
第十五条退学
留学生有下列情形之一的，应予退学： 
（一） 在校期间考核不合格必修课程（重修合格不计入内）达到 36 学分的； 
（二） 休学期满，在学校规定期限内，未提出复学申请或者申请复学经复查不合格的； 
（三） 经学校指定医院诊断，患有疾病或意外伤残无法继续在校学习的； 
（四） 未经请假而连续 10 个工作日未参加学校规定的教育教学活动的； 
（五） 学期累计旷课达到 60 学时及其以上的；
（六） 开学后 15 个工作日内未注册且无正当事由的； 
（七） 隐瞒既往病史而录取在限考专业、不能坚持学习的；
（八）严重违反校纪校规或违反中国法律法规者。
（九）本人申请退学的。
凡因上述原因退学的留学生，由留学生所在系部提出报告并附有关材料，报国际教育交流中心提出处理意见后，由教务处提交学校处理。
对留学生的退学处理由学院领导小组会议研究决定。对退学的留学生，由学校出具退学决定书，国际教育交流中心直接送交、书信送交、公示等方式送交本人，同时报南通市公安局和江苏省教育厅备案。如留学生系中国政府奖学金生或孔子学院奖学金生则须报国家留学基金委或国家汉办备案，并向学生所在国驻华使（领）馆通报。 
退学的留学生应当在10个工作日内办理退学手续离校回国。
第十六条考试纪律
（一）学生应按时进入考场，迟到30分钟者，不得参加本次考试，该课程作旷考论处。因特殊原因不能参加考试者，必须事前请假并经批准，同时办理缓考手续，否则作旷考论处。
（二）学生进入考场后，须持《学生证》按规定间隔就座，不得自由结合就座。
（三）除考试必须的文具用品外，不允许携带任何物品和自备草稿纸入考场，必须将书包集中堆放在监考教师指定的地方。
（四）考试中不得有偷看、夹带、传递和交换试题解答等任何形式的作弊行为。违者，除考试作废，成绩按零分记载，并注明“作弊”，不得参加补考，同时还将视情节轻重给予纪律处分。
（五）考生拿到试卷后，应先用黑色或蓝色水笔填写好试卷封面，特别是学号、姓名和院系名称，然后答题。考生在交卷前不得以任何理由离开考场。考场内应保持肃静，退出考场时，试题、试卷和草稿纸全部放在桌上，由监考教师收齐。交卷后应立即离开考场。不准在考场内谈话、吸烟及在走廊上喧哗。
第十七条离校手续
（一）留学生办理离校手续后方可离校。
（二）离校手续办理完后，到学生处换取相关证书。
（三）最迟毕业典礼后2周内必须退房离校。
第四章生活管理
第十八条住宿
认真阅读并遵守《南通航运职业技术学院来华留学生公寓管理规定》
第五章附则
第十九条本手册未尽事宜，以《南通航运职业技术学院学生手册》为准。
第二十条  本手册由国际教育交流中心负责解释。
第二十一条  本手册自颁布之日起执行。
Administrative Regulations for Overseas Students ofNantong Shipping College (Trial)
Chapter One

Provision 1While studying in Nantong Shipping College (NTSC), all overseas students should abide by the Chinese laws and regulations and the regulations of NTSC.

Provision 2While studying in NTSC, all overseas students should abide by all the provisions in this agreement.

Chapter Two

Provision 3 Enrollment

1. Location: The International Education & Exchange Center.

2. Materials required: the letter of admission, visa application form (JW201/202), passport and a copy, 6 photos (2.5cm*3.5cm).

Provision 4 Payment

All the international students are required to pay his/her tuition, accommodation,and textbooks at the Financial Department according to the payment items listed in his letter of admission and keep a copy of the receipt.

Provision 5 Boarding

All foreign students should take the boarding registration according to the rules of NTSC.

Provision 6 Physical Examination and Insurance

1. Any foreign student is required to have his/her physical examination and health certificate ready at the Nantong Entry-Exit Inspection and Quarantine Bureau within one week upon enrollment. Address: 102 Chongchuan Road, Chongchuan District, Nantong City, Jiangsu Province.

2. Necessary materials: passport, 2 photos (3.5cm*4.5cm), and medical test fee.
3. A foreign student should buy The Urban Residents Medical Insurance in Nantong City.
Provision 7 Residence Permit

1. A foreign student in China must get his/her residence permit within 30 days upon arrival.

Materials required: 2 photos (3.5cm*4.5cm), passport, a copy of the page with photo and validity dates, a copy of visa with dates of issuance and expiration, the letter of admission, the visa application form(JW201/202), health certificate issued by Nantong Entry-Exit Inspection and Quarantine Bureau, Registration Form of Temporary Residence for Visitors, Foreigner visa, Residence permit application form, Residence permit conversation record, and certificate issued by NTSC.

Cost: 400RMB for residence within one year; 800RMB for one year (included) to three years, 1000RMB for three years (included) to five years (included).

2. If for academic reason one needs to extend his/her residence, he/she should go to the Entry and Exit Administration Section of Nantong Public Security Bureau to extend it with a certificate issued by NTSC 15 days before the due date of the original residence permit.

Provision 8 Exchange

With an ID, the student can change his money in USD, EU, GBP into RMB according the exchange current rate in the bank.

Provision 9 Repast

Foreign students can have meals at the canteen with a campus card.

Provision 10 Scholarship

According to the regulations of NTSC, international students can apply for the scholarship to NTSC or relevantbureaus. After verifying the materials, NTSC or relevant bureaus will grant scholarship.

Provision 11 Study Arrangement

If a student goes to professional study directly, he/she needs to register in the respective academic department. The department will be in charge of the major studying.
Chapter Three Comprehensive Management

Provision 12 Registration

1. All foreign students are required to register at the International Education & Exchange Center. New students do their Registration & Payment upon arrival. Current students do their Registration & Payment within the first three days of each term with their student cards.

2. If for any reason a foreign student cannot register on time, he/she must report to the International Education & Exchange Center in advance with relevant proof materials and ask for leave of no longer than two weeks. Failure in registering within two weeks without permission will be taken as truancy. Failure in registration for more than two weeks will be taken as voluntary withdrawal. Failing in payment according to relevant rules will result in failing in registration.

3. Those fail in getting a health certificate due to some diseases which may threaten public safety are not allowed to register. And their acceptance will be revoked and shall leave China within one week.

Provision 13 Study Discipline

1. Routine Discipline

All the international students must take part in all teaching activities provided by the teaching plans, following the requirement of the training programs of respective specialties. They mustn’t be late or leave earlier or be absent without permission. Those who play truancy for up to 10 academic hours in one term will be given disciplinary warnings; for 50, expulsion.

2.Leave System

In case of illness or emergency, one must ask for leave in written form if he/she cannot attend any teaching activities. If in special condition one cannot ask for leave in advance, he/she must make it up within three days after the leave. For leave no longer than three days one must ask for permission from the class teacher. For leave longer than three days but within seven days, one must ask for permission from the office administrator of the department. For leave longer than seven days but within fifteen days, one must ask for permission from college leaders. For leave longer than fifteen days, one must ask for approved signature from college leaders and then handle procedures at Office of Educational Administration.If one need to extend the leave, the same procedure is required.Only with permission can one’s leave be valid, otherwise the leave will be taken as truancy, so will the days on leave beyond permitted. If a student leaves the university for more than two weeks without asking for leave and being permitted, the university will take it as a voluntary withdrawal, that is, the student give up the status of study, and inform the public security bureau to cancel the legal residence permission of that student.

Provision 14 Suspension and Reentry of Schooling

1. Students can finish their study periodically. Students should suspend their schooling if one of the following situations happens: 

1) Students are diagnosed by the appointed hospital and need to undergo medical treatment and recuperation, which amounts to one third of the total class hours of a semester. 

2) Students’ sick-leave and other absences amount to one third of the total class hours of a semester. 

3) Students apply for suspension because of financial problems or starting businesses. 

4) Other reasons that are approved by NTSC. 

Suspension usually last for one year each time and cannot be more than twice or two years in total.(Exceptions are made for those who serve the militaryservice) 

Students should go through the suspension formalities and leave school within 10 working days upon finishing the procedure. NTSC maintains their student status but they do not enjoy privileges as on-campus students do. 

    2. When suspension is over, students should apply for resuming their study to NTSC within 20 working days before school starts. 

1) For students who are on sick-leave, they should submit resumption application and health recovery proof provided by the appointed hospital to NTSC. NTSC and the school hospital will check students’ health condition. Upon approval, students can resume their study. The International Education & Exchange Center and the Academic Affairs Office will verify the status. Students should go through the resumption formalities in the Academic Affairs Office and inform the respective academic departments.
2) For students who are on suspension for other reasons, they should submit a resumption application and go through the formalities and notify the department the students are in. 

Students who have resumed study will sit in the class one year below. If the year below does not offer the same major, students will sit in a class of close major. 

Students are fully self-responsible during suspension. If suspended students violated regulations or laws, NTSC will deprive their resumption.
Provision 15 Drop out

Students will be asked to quit school if one of the following situations happens: 

    1. Failed courses (not including passed re-taken courses) during schooling amount to 36 credits. 

    2. Suspended students who do NOT submit resumption application within the regulated time limit or the application is not approved. 

    3. Students who are diagnosed by appointed hospitals with illnesses and injuries that prevent them from studying at NTSC. 

    4. Students who are absent for 10 continual workingdays without asking for leave. 

    5. Absences amount to 60 class hours or more. 

    6. Students who have not registered within 15 working days after school starts without proper cause. 

    7. Students who are enrolled in restrictive majors by hiding their medical history and cannot keep up with studies. 

    8. Students who violate the regulations issued by NTSC or the Chinese law. 

9. Students who ask to quit school on their own. 

If any of these situations happens, students’ departments will report it in paper to the head of the department, who will report it to the International Education &Exchange Center and the Academic Affairs Office. Then their opinions will be proposed to the university. 

    NTSC will discuss and decide whether to ask a student to quit or not. The International Education & Exchange Center will present students who are asked to quit an official decision in the form of direct delivery, mail delivery, or public announcement. NTSC will also file it with Nantong Police Station and Jiangsu Education Commission. If the student is one of the Chinese Government Scholarship Students or Confucius Institute Scholarship Students, NTSC will report it to the China Scholarship Council (CSC), Hanban(Confucius Institute Headquarters) and their embassy in China as well. 

Students who are asked to quit should go through the formalities, leave school and return to their own countries within 10 working days upon notice. 

Provision 16 Examination discipline

1. All students should enter the testing room on time. Those who are late for more than 30 minutes cannot take part in the exam and will be taken as deserting the exam. Those who cannot attend the exam for special reasons shall ask for permission of leave in advance and apply for excused test.

2. All students should present their students cards upon entry, and sit at every other desk as provided.

3. Nothing other than necessary stationary should be taken into the examination room. All the school bags should be put specific places where the invigilating teachers appoint.

4. No cheating behavior is allowed in examinations, including peeping at other’s test paper, smuggling notes into the testing room, transmitting or exchanging test paper, etc. Otherwise, the paper of one who cheats will be marked a zero and a stamp of “cheating”. The cheating student cannot take part in a make-up exam and may be punished with discipline according to the seriousness of the case.

5. All students shall fill first with the blank or blue pen on the cover page of the test paper about their student numbers, names and names of the department from which they come. They cannot leave the test room for any reason before they hand in their paper. They must not talk, or smoke in the test room and should keep quiet in and outside of the room. When they finish the test, they should put all the papers, including question sheets, answer sheets and scratch paper on their own desk and leave the test room promptly. The teacher will collect all the papers.

Provision 17 Leaving Procedures

1. After finishing all the leaving procedures, students can leave the college.

2. When all the procedures are done, please go to the student office to get corresponding certificate.

3. The graduates are expected to empty the room and leave the university within two weeks after the graduation ceremony.

Chapter Four Daily Life Management

Provision 18 Accommodation

All foreign students should readand obey Foreign StudentsDormitoryRegulations of Nantong Shipping College. 
Chapter Five Supplementary Articles

Provision 19 For matters not covered, please refer to The Student Handbook of Nantong Shipping College.
Provision 20The responsibility to interpret this regualtion shall be remained with the International Education & Exchange Center.
Provision 21 This regulation shall come into force on the day of its promulgation.

附件2
南通航运职业技术学院
来华留学生学籍管理规定（试行）
第一章总则
第一条为了适应我国高等教育改革与发展的需要，规范学校来华留学生（以下简称“留学生”）的学籍管理，充分调动留学生学习的自主性，发展留学生个性，促进留学生全面协调发展，根据《普通高等学校学生管理规定》、《高等学校接受外国留学生管理规定》等相关文件精神，结合学校留学生学籍管理实际情况，特制定本办法。
第二章学制与学习年限
第二条标准学制为三年，按三年学制制定培养方案。
第三条施行学分制管理，实行弹性修业年限。留学生可在三至五年内修满培养方案规定的最低毕业学分，达到相关要求，准予毕业，并获得大专毕业证书。修业五年期满，仍未达到培养方案规定的要求者，作结业处理。
第三章入学与注册
第四条  留学生持新生录取通知书，按学校有关要求和规定的期限到校办理入学手续。因故不能按期入学者，应当以书面形式，陈述充分理由，向国际教育交流中心请假，并报教务处备案，方为有效。请假一般不超过 15 个工作日，未请假或请假逾期超过 15 个工作日者，除因不可抗力等正当事由以外，视为放弃入学资格。 
第五条  新生入学后三个月内，学校按国家有关留学生招生规定对其入学资格、健康状况等进行复查。复查合格并完善相关手续者，准予注册，取得学籍。复查不合格者，由学校区别情况，予以处理，直至取消入学资格。凡属弄虚作假、徇私舞弊取得学籍者，一经查实，取消其学籍。 
第六条  对患有疾病的新生，经南通市出入境检验检疫局诊断不宜在校学习的，可以视病情决定是否保留其入学资格一年。保留入学资格的留学生应当在接到通知后5 个工作日内办理相关手续离校；10 个工作日内无故不办理离校手续或拒不离校者，取消其保留入学资格。保留入学资格者不具有学籍，不享受在校留学生待遇。在保留入学资格期内，经治疗康复，可以在下一学年开学前 20 个工作日内向国际教育交流中心申请入学，由学校指定医院诊断，并经校医院审核合格者，方可重新办理入学手续。复查不合格或者复查合格后 5个工作日内不办理入学手续者，取消其入学资格。 
第七条每学期开学时，留学生应当在学校规定的时间内，按学校规定完清各种费用，到国际教育交流中心办理注册手续。只有经过注册，方可获得在校继续学习的资格。如果因不可抗力原因或者患病及其他正当原因不能按期注册者，应当向学院请假，履行暂缓注册手续。未按学校规定缴纳学费和其他费用或者存在其他不符合注册条件的不予注册。
第四章考勤与纪律
第八条留学生应当按时参加培养方案规定和学校统一安排、组织的一切教育教学活动，自觉遵守学习纪律。任课教师应有留学生的出勤记载，并报系部备案。凡因病或因事不能参加教学活动者，必须办理书面请假手续（病假需要出示医院病假证明）。因特殊情况无法事先请假者，应在三天内补办请假手续。请假必须经同意后才生效。未经同意或请假逾期者，作旷课处理。请假三天以内，由班主任批准；请假三天以上、一周以内，由系部书记批准；一周以上、半月以内由分管院长批准；半月以上，由院长签署意见后，到教务处办理手续。需要续假时，其手续与请假手续相同。请假或续假未经批准而离校，以旷课论处。两周不请假，视为自动放弃学籍，学校将按自动退学处理，并通知公安局取消其合法居留资格。
第九条未经请假或请假未经批准而缺席者，即为旷课。对旷课留学生视情节轻重给予批评教育，直至纪律处分。旷课时数计算办法：在规定的教学时间内，行课日旷课一天按实际授课时数计；实习、社会调查等，旷课一天按 6 学时计。
第五章课程考核与成绩记载
第十条留学生应当参加培养方案规定的课程和各种教育教学环节的考核，考核成绩记入成绩册，并归入本人档案。
留学生有以下情况之一的，不得参加该门课程的学期考核，不予评定成绩：
（一）无故缺课累计达到该门课程学期总学时数的三分之一以上（含三分之一，下同）的；
（二）缺交该课作业达三分之一以上的；
（三）缺做该课实验达三分之一以上的；
（四）缺交实验报告达三分之一以上的；
（五）实验实习考核不及格的。
第十一条留学生应按时参加所修课程的考核，一般不得缓考。若因病或其他特殊原因不能按时参加课程考核的，应在考核前书面向所在学院申请缓考，经系部批准后报送教务处备案。因病申请缓考者应于开考前提交医院（县级及以上）证明，课程开考后送交的病假证明无效。被批准缓考的学生，应当及时向学院申请参加下一学期开学初举行的补缓考，缓考成绩以实得分数记载。教务处应于开学前 1 周内将缓考学生和缓考课程名单送达学生所在系部。 未经批准擅自不参加课程考核者，以旷考论处。凡旷考学生，该次课程考核成绩以“0”分记，并计入该课程总成绩。若旷考学生对错误认识深刻，态度端正，经本人申请，留学生所在系部签署意见，教务处审批后，可参加该课程重修。 
第十二条  课程考核和成绩评定。 
（一）课程考核类型分为考试和考查，考试采用百分制评分，考查采用五级分制（优秀或 A、良好或 B、中等或 C、及格或 D、不及格或 E）或百分制评分。 百分制与五级分制的折算：90～100 分为优秀；80～89 分为良好；70～79 分为中等；60～69 分为及格；60 分以下为不及格。绩点计算时均取百分制的中值，如优秀取值 95 分。 
（二）课程考核方式包括闭卷笔试、开卷笔试、口试、平时作业、调查报告、读书笔记、实验实习报告、课程论文、课程设计、课堂讨论、单元测验、期中测验、案例分析、文献综述、实践技能考核、艺术创作等多种形式。 
（三）课程理论教学与实验教学成绩的百分比原则上根据学时数折算。课程考核成绩由平时考核成绩和期末考核成绩综合评定，其中期末考核成绩应占课程考核成绩的30％～60%，具体比例由任课老师确定。
第十三条  留学生体育课的成绩根据考勤、课内教学和课外锻炼活动的情况综合评定。因身体疾病或生理缺陷，经校医院证明不能正常上体育课者，留学生本人申请，留学生所在系部签署意见，教务处审批后由体育教学部安排适合留学生本人身体状况的体育保健活动课程，并由体育教师评定成绩。 
第十四条  考核不及格课程，除选修课外，可按时参加下学期开学初组织的补考，补考合格后成绩记载为 60分，补考不及格必须重修；选修课考核不及格，不予补考，可重修，也可另选课程。 
第十五条  留学生违反考核纪律或者作弊的，该课程考核成绩无效，以零分计，视其违纪或者作弊情节，给予批评教育和相应的纪律处分，直至开除学籍。 
第六章  休学与复学
第十六条  留学生可分阶段完成学业。留学生有下列情况之一的，应予休学。 
（一）经指定医院检查证明，因伤、病停课治疗休养占一学期总学时三分之一以上（含三分之一，下同）的；
（二）一学期请病假、事假缺课累计达到本学期总学时的三分之一以上的； 
（三）留学生因经济困难、创业等原因申请休学的； 
（四）因不能坚持正常学习，学校认为应当休学的。 
第十七条  留学生休学一般以一学年为期，休学次数不得超过两次，休学年限累计不得超过两年(服兵役除外)。 
第十八条  休学留学生应当办理休学手续，在办完手续后 10 个工作日内离校。留学生休学期间，学校保留其学籍，不享受在校学习留学生待遇。 
第十九条  留学生休学期满，应于开学前 20 个工作日内向学校申请复学。 
（一）因伤病休学的留学生，申请复学时应将本人书面申请、指定医院诊断恢复健康的证明交学校，经校医院审查，证明确已恢复健康、能坚持正常学习者，由国际教育交流中心审核，教务处审批后办理复学手续，并通知留学生所在系部。 
（二）因其他原因休学的留学生，申请复学时应将本人书面申请交由国际教育交流中心审核，教务处审批后办理复学手续，并通知留学生所在系部。
第二十条  休学留学生复学后编入原专业下一年级教学班学习；如下一年级无原专业，经本人同意，编入相近专业教学班学习。 
第二十一条  留学生休学期间发生的事故责任自负，如有严重违法乱纪行为者，取消其复学资格。 
第七章  学业警示、退学与试读
第二十二条  留学生在校期间考核不合格必修课程（重修合格不计入内）累计达到 20 学分，学校对其给予学业警示。学业警示由教务处及国际教育交流中心以书面形式送达留学生本人。 
第二十三条  留学生有下列情形之一的，应予退学： 
（一） 在校期间考核不合格必修课程（重修合格不计入内）达到 36 学分的； 
（二） 休学期满，在学校规定期限内，未提出复学申请或者申请复学经复查不合格的； 
（三） 经学校指定医院诊断，患有疾病或意外伤残无法继续在校学习的； 
（四） 未经请假而连续 10 个工作日未参加学校规定的教育教学活动的； 
（五） 学期累计旷课达到 60 学时及其以上的；
（六） 开学后 15 个工作日内未注册而无正当事由的； 
（七） 隐瞒既往病史而录取在限考专业、不能坚持学习的； 
（八） 严重违反校纪校规或违反中国法律法规者。 
（九） 本人申请退学的。 
凡因上述原因退学的留学生，由留学生所在系部提出报告并附有关材料，报国际教育交流中心提出处理意见后，由教务处提交学校处理。 
第二十四条  对留学生的退学处理由学院领导小组会议研究决定。对退学的留学生，由学校出具退学决定书，国际教育交流中心直接送交、书信送交、公示等方式送交本人，同时报南通市公安局和江苏省教育厅备案。如留学生系中国政府奖学金生或孔子学院奖学金生则须报国家留学基金委或国家汉办备案，并向学生所在国驻华使（领）馆通报。 
第二十五条  退学的留学生应当在10个工作日内办理退学手续离校回国。 
第二十六条  应当退学的留学生，有下列情形之一，经本人申请，国际教育交流中心审查，教务处批准，可给予一次降级试读机会。
（一）在校期间考核不合格必修课程已达 36 个学分，但未超过 40 个学分的； 
（二）未请假连续 10 个工作日但未超过 15 个工作日，没有参加学校规定的教育教学活动，以书面形式认识错误、且无其他不良行为的。 
第二十七条  试读期限为一年。试读期满后，经留学生申请，学校国际教育交流中心审查，教务处批准后可继续正常学习。试读期间，若有违法、严重违规行为者，取消试读资格，给予退学处理。退学留学生未申请试读或未被批准试读，以及在 10 个工作日内不办理降级试读手续的，仍按退学处理。 
第八章  毕业、结业与肄业
    第二十八条  留学生在学校规定的学习年限内，修完培养方案规定的课程，成绩合格，毕业鉴定合格者，准予毕业，由学校发给毕业证书。 
    第二十九条  在标准学制内能提前学完培养方案规定的课程、修满学分者，留学生可于拟毕业前一年的 9 月份提出提前毕业申请，学院和国际教育交流中心签署意见、教务处审核、学校审批，凡被批准提前毕业的留学生学籍列入毕业年级，届时未修完课程、修不满学分者，经留学生本人申请，系部和国际教育交流中心签署意见，教务处批准，可转入下一年级专业学习。 
第三十条  留学生在标准学制内修完培养方案规定的全部课程，未达到毕业要求，按结业处理，由学校发给结业证书。 留学生结业后，在学校规定的最高学习年限内，可以按程序申请重修课程、补作毕业论文（设计），经考核、答辩合格后，学校审批同意，可以换发毕业证书，毕业时间按发证日期填写。 
第三十一条  留学生主修专业达到毕业条件要求，需要继续攻读其它专业，可以申请延长学习年限，并按学校规定缴纳学习费用。 
第三十二条  学满一学年以上退学的留学生，可向学校申请颁发肄业证书。
第三十三条  毕业证书、学位证书、结业证书、肄业证书的发放，每年进行一次。遗失不补发。 
第九章  附  则
第三十四条  本办法由国际教育交流中心负责解释。 
第三十五条  本办法自发布之日起施行。 
On Managing Oversea Students of
Nantong Shipping College (Trial)
Chapter 1Statement

Provision 1In order to keep up with the need of the reformationand developmentofhigher education, manage oversea students of Nantong Shipping College, standardize the status of oversea students, cultivate students’ self-motivation, better students’ personalities and promote students’ all-around development, we make these measures according to The Management Rules for Students in Ordinary Schools of Higher Education, Management Rules on Receiving International Students for Schools of Higher Education and other related documents. Students’ actual and specific situation has also been taken into consideration when making these regulations. 

Chapter 2School System and Study Duration

Provision 2 Standard school system is 3 years. Study plan is made based on this system. 

Provision 3The system is credit-based with flexible study duration. Students are qualified to graduate uponfinishing required minimum credits and meeting other requirements. The study duration is within 3 to 5 years. Students unable to meet graduation requirements after 5 years are considered having completed the course of study. 

Chapter 3Enrollment and Registration

Provision 4With official admission notices, newly enrolled students should report to NTSC within fixed time. Those who cannot come to school on time must submit a written explanation letter to the International Education & Exchange Centerand register at the Academic Affairs Office. Standard postponement should be less than 15 working days. Those who fail to ask for postponement or postponement is over 15 working days without proper reason are considered having given up their enrollment qualifications. 

Provision 5 NTSC will recheck new students’ enrollment qualifications and physical condition. Qualified students are allowed to go through registration formalities and obtain student status at NTSC. Unqualified students will be dealt with according to each individual’s different situation. For students who have cheated in the process, NTSC will deprive their student status. 

Provision 6 If students are diagnosed with diseases that prevent them from studying at NTSC by Nantong Entry-Exit Inspection and Quarantine Bureau, NTSC will keep their enrollment for one year. Upon notification, they should complete the procedure of leaving NTSC within 5 working days. Those who have not completed the procedure or have refused to leave within 10 working days will be deprived of enrollment qualifications. Students whose enrollment has been kept will not obtain student status, nor will they enjoy relevant privileges. If the disease has been cured within one year and the student passes the physical examination by NTSC’s appointed hospital, they can reapply for registration to the International Education & Exchange Centerwithin 20 working days before the next school year starts. Those who fail the physical exam again or haven’t gone through the registration formalities within 5 working days after the new school year starts will be deprived of enrollment qualifications. 

Provision 7Within a period of fixed time at the beginning of each semester, students should report back, make payments, and have their NTSC student certificate register at the International Education & Exchange Center. Students fail to do so are not allowed to continue their studies at NTSC. For those who cannot come to school on time with a properreason, they must ask for postponement ahead of time. Students who have not made full payments or have neglected the procedure are not allowed to register. 

Chapter 4Attendance and Disciplines

Provision 8 Students should attend all activities stipulated in the study plan or arranged by NTSC, and observe NTSC’s disciplines. Teachers should keep a record of each student’s attendance and file it with departments. Students who cannot go to class because of illness or other particular reasons must ask for leave ahead of time. In case of illness or emergency, one must ask for leave in written form if he/she cannot attend any teaching activities. If in special condition one cannot ask for leave in advance, he/she must make it up within three days after the leave. For leave no longer than three days one must ask for permission from the class teacher. For leave longer than three days but within seven days, one must ask for permission from the office administrator of the department. For leave longer than seven days but within fifteen days, one must ask for permission from college leaders. For leave longer than fifteen days, one must ask for approved signature from college leaders and then handle procedures at Office of Educational Administration.If one need to extend the leave, the same procedure is required.Only with permission can one’s leave be valid, otherwise the leave will be taken as truancy, so will the days on leave beyond permitted. If a student leaves the university for more than two weeks without asking for leave and being permitted, the university will take it as a voluntary withdrawal, that is, the student give up the status of study, and inform the public security bureau to cancel the legal residence permission of that student.

Provision 9 Absences without asking for leave or approval are regarded as unexcused absences. Studentswith unexcused absences will be educated, reprimanded or even punished. The number of absences is calculated by the total number of actual class periods missed during the school days. For any internship or social survey, the amount of absences is 6 class periods a day. 

Chapter 5 Academic Assessment and Record Keeping

Provision 10 Students must take examinations of all mandatory courses and meet other requirements in the study plan. Grades will be filed in the official transcript. If any of the following situations happens, students are not allowed to take examination of a certain course, nor could a grade be granted: 

(1) Absences amount to more than one third (including one third) of the total class hours; 

(2) More than one third of homework is missed; 

(3) More than one third of lab work is missed; 

(4) More than one third of lab reports are missed; 

(5) Lab work or social practice tests are failed. 

Provision 11 Students should attend all examinations on time. Postponement due to sickness or other proper reasons can only be obtained before the exams upon department’s and the Academic Affairs Office’ approval.Sick students will have to provide hospital (county level or above) notes, which are invalid after exams start. These students should take the make-up exams at the beginning of the next semester and the actual grade will be recorded. The Academic Affairs Office should send the list of students and course titles of the make-up exams to respective departments within one week before school starts. Missed exams without approval will be counted as absences. A grade of “0” will be recorded for each absence. Students who have realized their mistakes with a correct attitude may apply for re-taking the same course upon department’s and the Academic Affairs Office’ approval. 

Provision 12 Assessment and Grades 

(1) Assessment consists of two types: examination and check. Examination employs the 100-point system, and check employs both 100-point system and a 5-level system (Excellent or A, Good or B, Satisfactory or C, Pass or D, and Fail or F). Conversion between the two systems is: 90~100 is Excellent, 80~89 is Good, 70~79 is Satisfactory, 60~69 is Pass, and 59 and below is Fail. Credits calculation should adapt the middle point of 100-point system, for example, Excellent is 95 points. 

(2) Forms of assessment include closed-book exams, open-book exams, oral tests, homework, research reports, book reports, social practice reports, thesis, course design, class discussion, quizzes, mid-term exams, case studies, reference reports, practical skill tests, artistic creations, etc. 

(3) In principal, percentage of theory teaching and practice teaching is converted based on their respective hours. Course assessment is a combination of general class performance and finals. The finals should take up 30~60 percent of the grades. The actual percentage should be decided by instructors. 

Provision 13 Students’ PE class grade is based on attendance, class performance and outside-class exercise. Students who cannot take normal PE classes due to illness or defects, which are proved by school hospital, can take some suitable PE classes. These classes have to be approved by departments, the public PE teaching unit and IEEC. Grades will be given by PE instructors. 

Provision 14 Students who fail a course (not including the optional courses) have a chance to take a make-up exam that’s scheduled at the beginning of the next semester. If they passed the exam, a grade of 60 will be recorded; if not, they have to re-register the course. Students who fail an optional course DO NOT have the chance to take a make-up exam. However, they can re-register for the same course or a different course.

Provision 15 Students must not cheat in exams. Otherwise grades will be invalid and recorded “0”. Studentswill be punished according to relative regulations. If behaved well after being educated, such students may be given a second chance to retake the course before they graduate. 

Chapter 6 Suspension and Resumption

Provision 16 Students can finish their study periodically. Students should suspend their schooling if one of the following situations happens: 

(1) Students are diagnosed by the appointed hospital and need to undergo medical treatment and recuperation, which amounts to one third of the total class hours of a semester. 

(2) Students’ sick-leave and other absences amount to one third of the total class hours of a semester. 

(3) Students apply for suspension because of financial problems or starting businesses. 

(4) Other reasons that are approved by NTSC. 

Provision 17 Suspension usually last for one year each time and cannot be more than twice or two years in total.(Exceptions are made for those who serve the militaryservice) 

Provision 18 Students should go through the suspension formalities and leave school within 10 working days upon finishing the procedure. NTSC maintains their student status but they do not enjoy privileges as on-campus students do. 

Provision 19When suspension is over, students should apply for resuming their study to NTSC within 20 working days before school starts. 

(1) For students who are on sick-leave, they should submit resumption application and health recovery proof provided by the appointed hospital to NTSC. NTSC and the school hospital will check students’ health condition. Upon approval, students can resume their study. The International Education & Exchange Center and the Academic Affairs Office will verify the status. Students should go through the resumption formalities in the Academic Affairs Office and inform the respective academic departments.
(2) For students who are on suspension for other reasons, they should submit a resumption application and go through the formalities and notify the department the students are in. 

Provision 20 Students who have resumed study will sit in the class one year below. If the year below does not offer the same major, students will sit in a class of close major. 

Provision 21 Students are fully self-responsible during suspension. If suspended students violated regulations or laws, NTSC will deprive their resumption. 

Chapter 7Warning, Quittingand Trial Study

Provision 22 Students whose failed courses (not including passed re-taken courses) amount to 20 credits will receive a performance warning. This warning will be issued by the International Education & Exchange Center in the form of an official document.

Provision 23 Students will be asked to quit school if one of the following situations happens: 

(1) Failed courses (not including passed re-taken courses) during schooling amount to 36 credits. 

(2)Suspended students who do NOT submit resumption application within the regulated time limit or the application is not approved. 

(3) Students who are diagnosed by appointed hospitals with illnesses and injuries that prevent them from studying at NTSC. 

(4) Students who are absent for 10 continual workingdays without asking for leave. 

(5) Absences amount to 60 class hours or more. 

(6) Students who have not registered within 15 working days after school starts without proper cause. 

(7) Students who are enrolled in restrictive majors by hiding their medical history and cannot keep up with studies. 

(8) Students who violate the regulations issued by NTSC or the Chinese law. 

(9)Students who ask to quit school on their own. 

If any of these situations happens, students’ departments will report it in paper to the head of the department, who will report it to the International Education & Exchange Center and the Academic Affairs Office. Then their opinions will be proposed to the university. 

Provision 24NTSC will discuss and decide whether to ask a student to quit or not. IEEC will present students who are asked to quit an official decision in the form of direct delivery, mail delivery, or public announcement. NTSC will also file it with Nantong Police Station and Jiangsu Education Commission. If the student is one of the Chinese Government Scholarship Students or Confucius Institute Scholarship Students, NTSC will report it to the China Scholarship Council (CSC), Hanban(Confucius Institute Headquarters) and their embassy in China as well. 

Provision 25 Students who are asked to quit should go through the formalities, leave school and return to their own countries within 10 working days upon notice. 

Provision 26 Upon self-requesting and school approval, students who are supposed to quit may get a chance for trial study: 

(1) Failed courses amount to 36 credits but less than 40 credits. 

(2) Students who are absent for 10 continual working days but less than 15 working days. They must present their mistakes in writing and will not conduct other misbehaviors. 

Provision 27 The trial study period is one year, by the end of which students may continue their normal study upon NTSC’s approval. If during this period students have violated regulations and laws, NTSC will deprive their trial study and ask them to quit. Students will still be asked to quit if they haven’t applied for trial study, application is declined, or they haven’t gone through the trial study formalities within 10 working days. 

Chapter 8 Graduation and Degree

Provision 28 Students who have finished and passed all required courses within designated time are permitted to graduated and granted with diplomas. 

Provision 29 Students who are able to finish all required credits may apply for early graduation by the end of September of the graduation year. Department, the Academic Affairs Office, the International Education & Exchange Center, and NTSC’s approval are required.If students cannot finish required courses or get the required amount of credits by the end of the graduation year, they can be transferred to the lower grade upon the permission of the department, the Academic Affairs Office andthe International Education & Exchange Center. 

Provision 30 Students who can’t meet the graduation requirement of the study plan within the standard study years will only be granted with study certificate instead of graduation diploma. Upon completion of study and within the regulated maximum years of study, students may apply for re-taking courses or finishing graduation thesis (design). If they passall required courses and thesis defense, they may exchange their certificates with graduation diplomas. Graduation time will be the diploma issue date. 

Provision 31 Students whose main major has met the graduation requirement but want to study a second major can apply for extension of study duration and make full payment on their own. 

Provision 32 For students who have studied for more than a year before flunking out, NTSC will grant them study certificates. 

Provision 33All kinds of diplomas and certificates will be only issued once a year. 

Chapter 9 Appendix

Provision 34IEECis responsible for interpreting these provisions. 

Provision 35 These provisions will be effective starting from the issuing date. 

附件3
南通航运职业技术学院
来华留学生奖学金评定办法（修订）
为吸引、帮助来华留学生来校学习和培训，鼓励留学生努力学习，积极向上，树立良好的学风，根据省教育厅、财政厅有关文件精神，结合本院实际，特制定本办法。 
第一条 奖励对象 
在校学习的全日制来华留学生（含短期进修生）。 
第二条 学院奖学金等级
学院为在校来华留学生设立学院奖学金，分设一、二、三等奖。学院奖学金各等级奖励标准为：
一等奖学金：每人每学期3000元人民币，按评定组学生人数的10%评定；

二等奖学金：每人每学期2000元人民币，按评定组学生人数的20%评定；

三等奖学金：每人每学期1500元人民币，按评定组学生人数的30%评定。 
学院将根据申请者的考试成绩和平时表现，评定学院奖学金的等级。
第三条 奖学金资金来源
学院奖学金资金来源为学院专项资金和江苏省教育厅下拨的茉莉花奖学金。
第四条 学院奖学金评选条件 
1.遵守中国法律法规及学校规章制度； 
2.对中国友好，尊重我国的社会公德和风俗习惯； 
3.尊敬师长，团结互助； 
4.学习努力，成绩优秀，没有缺课和补考记录； 
5.积极参加学校组织的各项活动；
6.完成规定的学分，且平均成绩达到70分以上者（含70分）均可提出申请，根据成绩和表现评出一、二、三等奖。
第五条 评选办法和程序
1.评定工作以申请者的考试成绩和平时表现为基础，每学期评定一次。短期进修生须在校学习一学期以上。奖学金评定一般安排在次学期的开学初进行。
2.符合奖学金申请条件的留学生填写“南通航运职业技术学院来华留学生奖学金申请表”。
3.辅导员(班主任)按照奖学金评选条件对留学生考试成绩和平时表现进行测评，初审后报留学生所在系。
4.经所在系审核通过的奖学金获奖名单在全系范围内予以公示，并提交国际教育交流中心复核。复核通过后在全院范围内公示，公示无异议后报学院主管院长审批。
第六条 获奖学生如有违反中国法律法规及学校规章制度的行为，学校将取消其下一学期的评选资格。 
第七条 本办法由国际教育交流中心负责解释。
第八条 本办法自颁布之日起执行。
附件：南通航运职业技术学院来华留学生奖学金申请表
附件
南通航运职业技术学院来华留学生奖学金申请表
	护照姓名
	
	国    别
	
	照    片

	中文姓名
	
	护照号码
	
	

	系    部
	
	专    业
	
	

	入学时间
	
	学    号
	
	

	学生类别
	◇全日制留学生          ◇短期进修生

	奖学金类别
	◇一等奖学金
	◇二等奖学金
	◇三等奖学金

	申请理由
	

	辅导员
(班主任)
意  见
	签名：        年   月   日
	系部意见
	同意该生申请等奖学金。
签名：        年   月   日

	国际教育交流中心意    见
	签名：        年   月   日
	学院主管
院长意见
	签名：           年   月   日


Nantong Shipping College
Scholarship for International Students (Revised)
In order to attract and help international students to study and train at NTSC, and encourage them to work hard and develop their solidarity and friendship, and according to some regulations from Jiangsu Provincial Department of Education and Finance, we make the following provisions. 

Provision 1Candidates for Scholarship 

Diploma students at NTSC and short-training students at NTSC.

Provision 2 Scholarship Categories 

NTSC has set up the scholarship for international students. There are three scholarship categories in our college, which are first grade, second grade and third grade scholarship. The incentive standard as follows:
First Grade Scholarship: 3,000 RMB every semester for each student, and the number of students getting the first grade scholarship is 10% of group of whole oversea students;
Second Grade Scholarship: 2000 RMB every semester for each student, and the number of students getting the second grade scholarship is 20% of group of whole oversea students;
Third Grade Scholarship: 1500 RMB every semester for each student, and the number of students getting the third grade scholarship is 30% of group of whole oversea students.
NTSC will grant the scholarship according to the examination results and the daily performance.
Provision 3 The Funding Sources of Scholarship
The Scholarship is mainly from two sources, which are the special fund of NTSC and Jasmine Scholarship from Jiangsu Government. 
Provision 4 Qualifications Scholarship from NTSC
1. Abide by laws of China and regulations of NTSC. 

2. Do not hold any hostility towards China and the Chinese people. Respect Chinese cultures and customs. 

3. Respect teachers and the elderly, be friendly and willing to help others. 

    4. Hard-working and outstanding in study. Makeup exam in any course is unacceptable. 

5. Actively participate activities organized by NTSC. 

6. Satisfy all requirements for academic credits with an average score of 70 or higher. First, second and third grade will be appraised according to students’ scores and comprehensive behavior. 

Provision 5The Selection Methods and Procedures
1. The assessment will base on the examination results and daily performance of applicants. Short-training students should study at NTSC for at least one semester. The assessment will be carried out once at the beginning of each semester.

2. The applicants should fill inNantong Shipping College Scholarship for International Students.

3. The class adviser will rank the scholarship according to applicants’ examination results and comprehensive performance, and then submit the forms to the department.
4. After verifying and announcing the application forms, the department will submit the forms to International Education & Exchange Center. NTSC will have the right to approve the applications and record them for reference.

Provision 6 Scholarship students may not qualify for nomination in the next semester if they have violated laws ofPRC or regulations of NTSC
Provision 7The responsibility to interpret this regualtion shall be remained with the International Education & Exchange Center.
Provision 8 This regulation shall come into force on the day of its promulgation. 

Attachment: Nantong Shipping CollegeScholarship for International Students

Attachment
Nantong Shipping College
Scholarship for International Students

	Passport

Name
	
	Nationality
	
	Photo

	Chinese Name
	
	Passport Number
	
	

	Department
	
	Major
	
	

	Date of 

Enrollment
	
	Student Number
	
	

	Student

Categories
	◇Diploma           ◇Short-training

	Scholarship Categories
	◇First Grade
	◇Second Grade
	◇Third Grade

	Application

Reasons
	

	Feedback from Class Adviser
	Signature：

Date:
	Feedback from Department
	Agreement on 

Grade Scholarship.

Signature：

Date:

	Feedback from

International Education & Exchange Center
	Signature：
Date:
	Feedback from Nantong Shipping College
	Stamp：

Date:


附件4
南通航运职业技术学院
来华留学生勤工助学管理规定（试行）
为适应留学生教育发展的形势，进一步推动学院来华留学工作，加强留学生在我校就读期间勤工助学活动的规范管理，维护外国留学生的正当权益，根据江苏省教育厅有关文件精神，结合学院实际情况，特制定本规定。 
第一条 勤工助学的性质 
来华留学生勤工助学是指在校学习的外国留学生利用课余时间，在不影响其正常学习的条件下，在校内参加一定量的脑力或体力劳动服务，获得相应报酬，补贴学习费用的相关活动。 
第二条 勤工助学的条件 
1. 在学院正式注册，获得学籍的普通全日制学生和短期进修生； 
2. 留学生的在校各门必修课和选修课考试成绩必须合格； 
3. 已参加留学生综合人身保险。 
第三条 勤工助学时间规定和范围 
1. 在上课期间每周 20 小时以内； 
2. 在规定假期内每天 8 小时之内； 
3. 留学生参加广播影视节目制作，参与营业性演出或者在营业性歌舞娱乐场所参加演出活动不属于勤工助学活动。 
4. 勤工助学活动须在中国法律、法规规定的允许范围。 
第四条 勤工助学的申请、登记 
1.勤工助学须事前向学生处递交申请并登记，填写《南通航运职业技术学院留学生勤工助学申请表》。 
2.申请勤工助学的留学生在登记时应提交下列材料：护照、学生证和外国人居留许可的复印件。
3.参与勤工助学的留学生必须保留工作日期、时间、时数和领取报酬金额记录及相关文件，遵守我国劳动法等法律法规的规定。 
第五条 勤工助学活动的事故及纠纷处理 
1.留学生在勤工助学中发生工伤及其他意外事故时，应立即向国际教育交流中心、学生处报告，并通报涉外部门、公安局。 
2.如在勤工俭学过程中发生纠纷，且不能协商解决的，可由劳动争议机构仲裁，国际教育交流中心、学生处可为纠纷的解决提供必要的语言帮助和政策咨询。 
第六条 本管理规定如与国家有关法律、法规相抵触，以国家法律、法规为准。 
第七条 本规定由国际教育交流中心、学生处负责解释。
第八条 本规定自颁布之日起执行。
附件：南通航运职业技术学院来华留学生勤工助学申请表
附件
南通航运职业技术学院留学生勤工助学申请表
	护照姓名
	
	国    别
	
	照    片

	中文姓名
	
	护照号码
	
	

	系    部
	
	专    业
	
	

	入学时间
	
	学期期限
	
	

	学生类别
	◇全日制留学生
◇短期进修生
	联系方式
	

	各科成绩
	

	申请理由
	

	掌握语种
	中文
	◇好
	◇一般
	◇差

	
	英文
	◇好
	◇一般
	◇差

	
	其它
	

	申请岗位
	

	备注
	


Nantong Shipping College
On Work-study Program (Trial)
In order to standardize students’ work-for-study activities to protect their legal interests, according to relevant documents and provisions issued by Jiangsu Educational Department, the following provisions are made 

Provision 1What is the Work-study Program? 

Under the condition that regular study is not interrupted, students are allowed to work oncampus. The income they make can be supplement to their daily expenses. 

Provision 2Qualifications 

(1) Officially registered students who maintain legal student status. 

(2) Students who apply for work-study program are required to pass all the exams of both compulsory and optional courses. 

(3)Students have comprehensive life insurance. 

Provision 3Some restrictions 

(1)Maximum work time is 20 hours per week during school time. 

(2)Maximum work time is 8 hours per day duringvacations. 

(3)Work-study program may not include TV or radio programs, commercial performances, or performances in entertaining places. 

(4)All activities have to be observed by laws and regulations of PRC. 

Provision 4Application and Registration 

(1) Students have to apply with Students’ Department and fill out Application form for work-study program. 

(2) Materials that need to be submitted with the application form:passport, student ID and residence permit. 

(3) Students who participate in the work-study program have to keep record of the employment and abide by the Labor Law and other related laws of PRC. 

Provision 5Accidents and Disputes 

(1) Injuries or accidents happen during work must be reported to The International Educational & Exchange Center, Students’ Department and other authorities immediately. 

(2) Disputesshould beresolved via mutual negotiation, or they can be mediated by a labor arbitrator. The International Educational & Exchange Center and Students’ Department will provide with translation service and policy consultation when necessary. 

Provision 6 If these provisions contravene national regulations and laws, please consult the latter for reference. 

Provision 7The responsibility to interpret this regualtion shall be remained with the International Education & Exchange Centerand Students’ Department.
Provision 8This regulation shall come into force on the day of its promulgation. 

Attachment:  Application form for work-study program

Attachment
Nantong Shipping College
Application form for work-study program

	Passport

Name
	
	Nationality
	
	Photo

	Chinese Name
	
	Passport Number
	
	

	Department
	
	Major
	
	

	Date of 

Enrollment
	
	Duration of 

study
	
	

	Student

Categories
	◇Degree
◇Non-degree
	Cell phone
	

	Academic
Record
	

	Application
Reasons
	

	Languages
	Chinese
	◇Good
	◇Average
	◇Poor

	
	English
	◇Good
	◇Average
	◇Poor

	
	Others
	

	Vocation
	

	Remarks
	


附件5
南通航运职业技术学院
来华留学生公寓管理规定（试行）
为了保障留学生公寓的安全和广大留学生正常的学习、生活秩序，根据国家有关法律法规和学校的相关规定，特制定留学生公寓管理规定如下：
一、遵守学校有关学生宿舍的各项规章制度，不得利用公寓从事违反中华人民共和国法律法规或学校规章制度的活动。
二、留学生不得私自换房和强占房间，所住房间不得转让、转租。
三、入住公寓的留学生每人在交押金后分发钥匙一把，严禁私自配钥匙或转借他人，如钥匙丢失或损坏，应到公寓服务台重新申请。留学生因毕业、退学等原因退房时交还钥匙。
四、已结束学业的留学生，应在 2周内离校，对超期滞留公寓者将按临时客人住房标准收费。
五、当留学生办理完退房手续，结清房费后，室内遗留物品，公寓管理人员有权处置。
六、遵守留学生公寓的相关会客规定，会客人员主动到公寓服务台出示相关证件并登记，会客人员须在晚上 10:00 前离开公寓。晚上 10:00 后不允许在留学生公寓内会客，严禁留宿来访客人。
七、留学生手机、计算机、现金、存折、磁卡及其它贵重物品必须妥善保管，离开公寓和睡觉时必须锁好房门，以防财物被盗。公寓内禁止从事经商或其他推销活动。
八、自觉爱护公共财产，公寓内设施不准随意乱动和损坏。设施发生损坏，要及时向服务台报修。使用公用厨房的微波炉、电磁炉或洗衣机时，当电器处于工作状态时，不得离人，电器用完后，须及时关闭电源。如果因为留学生本人蓄意损坏或者因为使用不当，造成公寓内部设施损坏，留学生应自觉赔偿或接受相应处罚。
九、公寓管理人员因工作需要进入房间时，请留学生给予配合。
十、严格遵守作息时间，保持公寓安静，不得在宿舍内从事影响他人学习与休息的活动。
十一、提倡文明住宿，增强公德意识和法律意识。凡在公寓内有下列行为之一者，视其情节和后果给予赔偿损失和批评教育，直至纪律处分。
1．向走廊、水槽、拖帕池、公共厕所、房间马桶内倾倒各种垃圾杂物； 
2．在室内、外墙、过道及公共场所或其他物体上乱涂、乱写、乱画、乱张贴； 
3．污染及损坏墙面； 
4．乱停放自行车或摩托车； 
5．随地吐痰和丢垃圾； 
6. 在公寓内高声喧哗、嬉闹等影响他人生活和休息的行为；
7. 晚上 11 点未进入公寓； 
8. 在公寓内开展各种聚会等活动； 
9. 有损文明生活的其他行为。 
凡在公寓内有下列行为者，没收物品或赔偿损失： 
1．违章乱接电源、私拉电线或网线； 
2．在房间内使用电炉、电暖器、电饭煲等大功率电器； 
3．在房间内使用煤 (汽)油炉、酒精炉 (灯)、液化气炉等； 
4．私自燃烧废弃物； 
5．损坏公用设施； 
6．饲养动物； 
7．其他不安全的用火用电行为。 
凡在公寓内有下列行为者，给予处分或移交司法机关： 
1. 各种赌博行为； 
2. 酗酒闹事； 
3. 打架斗殴、损害他人人格、危害他人人身安全； 
4. 存放或使用易燃易爆危险品或有毒有害物品；
5. 观看和传播反动、淫秽物品； 
6. 偷盗公私财物，敲诈、勒索、骗取他人财物； 
7. 传播宗教及进行宗教聚会活动； 
8. 有辱他人宗教信仰的行为； 
9. 卖淫、嫖娼行为； 
10. 法律禁止的其他行为。
十二、本规定由国际教育交流中心负责解释。
十三、本规定自颁布之日起执行。
Foreign Students DormitoryRegulations (Trial)
In order to keep the Dorm’s safety and maintain normal order of studying and living, the following management regulations are made: 

1. Students must observe the dorm’s regulations. They must not use the dorm to engage in activities that are against national laws or school regulations. 

2. Students should not exchange rooms or take other rooms without authorization, nor can they transfer or sublet their rooms. 

3. After having paid deposit, each dorm dweller will be given a key, which cannot be duplicated or lent to others. In case the key gets lost or damaged, the key owner needs to get another one from the front desk of the dorm. Students need to return their keys upon graduation or completion of study. 

4. Students who have finished studies need to check outwithin two weeks. Otherwise the room will be charged at the rate of hotel guests. 

5. After check-out, anything that’s left in the room will be handled by the staff working at the dorm.
6. Students should cooperate with the dorm staff and observe The Visitors’ Regulations. Visitors should enter the room after registering at the reception with the identity card orstudent card and getting the permissionof the visited student’s roommate if necessary. The time for visiting is: 8:00 A. M.-10: 00 P.M. Visitors must obey the visiting time and leave the foreign students’ dorm before 10:00 P.M..

7. Students should take good care of personal valuables such as cell phones, computers, cash, and bank cards. Lock the door when leave the room or sleeping. No business trading is allowed in the dorm building. 

8. Take good care of public properties. Do not move or damage facilities. When damage occurs, report it to the front desk and be ready to pay for damages. Keep an eye on the microwave oven, electromagnetic oven and washer when you use them. Turn them off when you are done. Students should pay for the damage or accept punishment if they cause damage to facilities due to improper use or deliberate damage.  

9. Please cooperate with the dorm staff when theyneed to enter your room. 

10. Keep the Dorm quiet. It is not allowed to engage in activities that will interrupt other people’s study or rest. 

11. Students will be asked to pay a fine, scolded, educated or even punished if one of the following behaviors is conducted: 

(1)Dump garbage into the hall, sinks, public bathrooms or room toilets. 

(2)Graffiti. 

(3)Stain or damage walls. 

(4)Park bikes or motorcycles randomly. 

(5)Spit randomly and litter. 

(6)Make loud noises that disturb other people. 

(7)Do not obey the 11:00 PM curfew. 

(8)Organize illegal gatherings. 

(9)Other uncivilized behaviors. 

Students’ will be asked to pay a fine or their properties will be confiscated if one of the following behaviors is conducted: 

(1)Set up outlets, wires or internet connections without authorization. 

(2)Use high-power electronics such as electric oven, electric heater and electric rice cooker inside dorm rooms. 

(3)Use coal oven, gas oven (burner) or natural gasoven inside dorm rooms. 

(4)Burn wastes privately. 

(5)Damage public facilities. 

(6)Keep pets. 

(7)Other unsafe methods of using electricity and fire. 

Students will be punished or sent to the police if one of the following behaviors is conducted: 

(1)Gambling. 

(2)Drinking. 

(3)Fighting or group scuffling. Threaten other people’s safety. 

(4)Storing or using explosives, dangerous goods or poisons. 

(5)Watching and distributing anti-governmental or pornographic products. 

(6)Stealing public properties; blackmailing or cheating. 

(7)Preaching fake science. 

(8)Behaviors that are insulting other people’s religious beliefs. 

(9)Prostituting. 

(10)Other behaviors that are prohibited by laws.

12. The responsibility to interpret this regualtion shall be remained with the International Education & Exchange Center.
13. This regulation shall come into force on the day of its promulgation. 

附件6
南通航运职业技术学院
来华留学生公寓会客制度（试行）
为了规范留学生公寓管理，更好地给广大留学生提供一个舒适安全的生活环境，根据相关法律及规章制度，特制订以下办法： 
1．来访者不得随意进入房间，会客原则上在公寓大厅，由值班服务员通知被访者。 
2．确因学习需要，来访人员须征得被访问者室友同意并凭本人有效身份证明原件在公寓服务台登记后方可进入留学生房间。会客时间为：上午 8：00—晚上 10：00。来访者在规定时间会客，晚上 10:00 以前须离开公寓，否则公寓管理员有权要求其离开，并通知相关院系及保卫处。 
3．严禁来访者在公寓房间洗头、洗澡，违者将给予一定经济处罚。 
4．严禁来访者留宿，或有影响同屋正常学习、生活的行为，被同屋投诉，经国际教育交流中心核实，违者除将被收取双倍住宿费外，公寓管理人员有权限制其访客进入留学生房间。 
5．来访者必须遵守中国法律，校纪校规及留学生公寓的各项管理规定。 
6. 本制度由国际教育交流中心负责解释。
7. 本制度自颁布之日起执行。
Foreign Students’ Dormitory Visitor

Regulations (Trial)
Inordertostandardizethemanagement of the foreign students’ dormitory and provide comfortable and safe living environment for all international students, the following regulations are formulated according to related laws and rules: 

1．Visitors cannot enter the room randomly. The lobby in the dorm is the place for meeting visitors. Staffs working at the reception will inform the visited international students. 

2．Visitors should enter the room after registering at the reception with the identity card or student card and getting the permission of the visited student’s roommate if necessary. The time for visiting is8:00 A. M.-10: 00 P.M. Visitors must obey the visiting time and leave the foreign students’ dorm before 10:00 P.M. Otherwise, the staffs working at the dorm have the right to force visitors to leave the dorm and inform related department and police station. 

3．It is prohibited for visitors to take a shower in the rooms of the dorm. Violators will be given economic sanctions.

4．It is prohibited for the visitor to stay overnight or influence the normal study and life of international student’s roommate. If the roommate complains about the visitor, the visitor will be charged double accommodation fee after the International Education & Exchange Center’s verification. Staff working at the dorm has the right to restrict visitors’ access of this international student. 

5．Visitors must obey the laws of China and various management regulations of NTSC and International Students’ Dorm.

6.  The responsibility to interpret this regualtion shall be remained with the International Education & Exchange Center.
7.  This regulation shall come into force on the day of its promulgation.

附件7

南通航运职业技术学院
来华留学生安全常识（试行）
一、紧急求助电话
民警：110 

火警：119 

交通事故：122 

医疗急救：120 

南通航院西大门传达室：85960919
招待所值班室： 85960841

国际教育交流中心电话：85960855
国际教育交流中心电子邮箱：gjjy@ntsc.edu.cn
二、交通安全
1．在校园内道路上要文明骑车，不相互追逐。
2．穿越公路时要看清来往车辆，走人行横道线，不闯红灯，不骑车逆向行驶。
3．在校外驾驶摩托车、助动车和汽车时要注意快慢车道，靠右行驶；绝对禁止酒后驾驶，不无照驾驶，不飚车。
三、加强自我保护
1．如果身体不适，务必及时就医。如果不知道如何看病，务必向自己在校或者在华的亲朋好友或老师咨询，不要因为怕麻烦耽误了治疗。
2．务必随身携带一张紧急联络人电话的卡片。紧急联络人可以是自己在华的监护人，也可以是学校的老师、朋友或者在南通的亲戚。
3．坐车、吃饭、住宿、买东西要到正规营业机构并索要发票。
4．离开南通主城区旅游应告知国际教育交流中心，做到两人以上结伴而行，相互照应；旅游期间务必与亲人或同学、国际教育交流中心保持联系；应避免夜间外出。
5．在车站、旅游景点等人多的地方要注意防盗，要防止后裤袋、背包里的钱物被人偷走，将背包放在身前，提高警惕。
6．在教室、图书馆、学生食堂以及体育活动场所，书包、衣物，尤其是手机、皮夹等不要随意乱放，人离开时要随身携带或托熟人保管。
7．在自助取款机上取款时，遇到身边有人时，不轻易输密码；遇到自助取款机发生机器故障时，不要离开取款机，应立即拨打银行电话。
中国工商银行：95588 

中国农业银行：95599 

中国建设银行：95533 

中国交通银行：95559 

中国银行：95566 

四、防骗小常识
1．不要将护照、学生证、校园一卡通等个人证件借给他人，以防被冒用。
2．不要轻易将护照号码，手机号码，银行卡号等个人信息资料随意提供给他人，以防被人利用。
3．不要轻易将钱等重要财物借给自己不了解的陌生人。
4．不要轻易相信网络、手机上的如中奖、赈灾捐款或信用卡高额消费等短信，以防被骗。
5．勤工助学时必须通过正当途径并上报国际教育交流中心，防止上当受骗。
五、预防火灾小常识
1．安全使用电器，离开房间时或临睡前要确认关闭电源及燃气。
2．不乱扔烟头，不躺在床上吸烟，不在住所内乱点蜡烛。
3．不挪动和损坏消防器材，不堵塞消防通道。
4． 不在易燃易爆物品附近擅自使用明火，不在校园、住所内燃放烟花爆竹，不将氧气、氢气等易燃易爆气体混放在一起。
5．一旦发生火灾，立即拨打“119”或校内报警电话，并用水或灭火器将初始火源及时扑灭。
Nantong Shipping College Safety Information (Trial)
1. EMERGENCY CONTACTS 

Police: 110 

Fire Department: 119 

Traffic Accidents: 122 

First Aid and Ambulance: 120 

Reception Office: 85960855
The International Education & Exchange Center: 85955506
E-mail address：gjjy@ntsc.edu.cn
2. TRAFFIC REGULATIONS 

1) Civilly ride bicycles or drive vehicles on campus. Do not chase each other. 

2) Look both sides when crossing a road. Use the pedestrian crossing. Do not jay walk or run the red light. Do not ride or drive against traffic. 

3) When driving vehicles off-campus, use the appropriate lane. Drive on the right. Speeding, driving afterdrinking alcohol or driving with no license and registration are strictly prohibited. 

3. ON SELF-PROTECTION 

1) Please see a doctor when you feel sick. Consult a friend or an international student’s advisor if you are not familiar with how to visit a Chinese hospital. Many insignificant illnesses are worsened by delayed treatment. 

2) Always carry an emergency contact card with you. Your emergency contact can be your legal guardian or supervisor in China, a teacher, friend or relative in Nantong. 

3) When taking a bus, eating at a restaurant, staying at a hotel or shopping, always use a formal (e.g. state-run) institution and ask for receipts and/or invoices. 

4) Informthe International Education & Exchange Center when youtravel outsidethe Nantong area. Try to travel with a partner or in a group and take care of each other. Stay in touch with your relatives, friends or the International Education & Exchange Center. Avoid going out alone at night. 

5) When finding yourself in a crowded situation like a bus station, train station, airport, or tourist attraction spot, try to avoid petty theft by using your common sense. Items in your back pockets and backpack are easy targets for pickpockets. Wear your bag on your front, beware of yoursurroundings and be on alert. 

6) In places like classrooms, the library, the dining hall and the gym, do not lay around your school bag, clothes, cell phone or wallet randomly. Do not leave your valuables unattended, always carry them with you or entrust a friend with them. 

7) When using an ATM, do not enter the password if you think someone is peeking over. If you encounter a technical difficulty, do not leave the machine. Instead, call your bank’s customer service immediately. 

Industrial and Commerce Bank ofChina (ICBC): 95588 

China Agricultural Bank: 95599 

China Construction Bank: 95533 

China Communication Bank: 95559 

Bank of China: 95566 

Bank of Chongqing: 96899 

4. ON FRAUD PREVENTION 

1) Do not lend your passport, student ID card, campus card or other ID cards to people you don’t know or you’ve just met in case of identity theft. 

2) Do not release your personal information such as your passport number, cell phone number or bank accountnumber to strangers in case of identity theft. 

3) Do not lend money or other valuables to strangers. 

4) Modern crimes have taken on many new forms. Do not be gullible in believing messages like lottery winning, disaster donation or high credit line approval through the Internet or cell phones. 

5) If you want to find a part-time job, report to the International Education & Exchange Center and apply through legal agencies. 

5. ON FIRE PREVENTION 

1) Observeallthe safetymeasureswhen using electrical apparatus. Turn off electricity and gas when you leave your house or before go to bed. 

2) Do not smoke in bed. Do not throw cigarette butts everywhere. Do not light candles inside the house. 

3) Do not remove or damage the fire hose and other fire-fighting equipment. Do not block the “fire department use only passage”. 

4) Do not expose combustibles or explosives to open flame. Do not set off firecrackers inside your house or oncampus. Do not mix oxygen, hydrogen or other explosive gases together. 

5) In case of fire, call 119 or the campus police station right away. Then, use water or extinguisher to fight the fire.
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