上海师范大学对外汉语学院
留学生（长期汉语进修生）学籍管理条例

为了维护正常的教学秩序，保证教学计划的顺利完成，根据教育部、外交部、公安部2000年第9号令《高等学校接受外国留学生管理规定》，并结合长期汉语进修生的实际情况，特制定本条例。

入学、注册、退费规定
第一条  新生入学应持本校《录取通知书》和《外国留学生人员来华签证表JW202》，按规定日期报到，缴纳学费等费用，办理注册手续。

第2条  新生入学后，须按规定进行体检或体检复查。符合外国人来华学习健康条件者，即可取
得学籍；不符合条件者，则取消入学资格。
第3条  经医院确诊患有精神病、癫痫或其它严重疾病而不能坚持学习者须退学（注：退学者须
取消签证）。
第四条  退费规定：

1. 报名费：一经缴付，一律不退。 

2. 学费：从学校规定的报到注册日期算起： 

（1）报到注册日期前提出退学，填写《退学申请表》，经批准，学费可退90%。
（2）第一星期内提出退学，填写《退学申请表》，经批准，学费可退70%。 

（3）第二星期内提出退学，填写《退学申请表》，经批准，学费可退50%。

（4）两星期内，从强化汉语班转到普通汉语班，可一次性退款3000元人民币，
两星期后不允许转班。

（5）两星期后，学费一律不退。

注：① 退费时务必交回发票原件。
② 已经办理签证的学生，退学或休学时必须办理注销签证手续。
③ 休学不退学费。
课程、等级、分班
第五条  长期汉语进修班有三种类型：普通汉语班、商务汉语班、强化汉语班，课程分为两大类：

            1. 语言技能课：读写、听力、口语、写作、视听课等。

2. 专门技能课：HSK辅导、中国文化、中国概况、中国历史、中华才艺课等。

第六条  普通汉语班有七个级别，即：初等一级、初等二级、初等三级；中等一级、中等二级；高等一级、高等二级。
商务汉语班有三个级别，即初级商务汉语班、中级商务汉语班、高级商务汉语班。

强化汉语班只有初级强化汉语班（零起点）。
第7条  学院根据面试或考试的结果，决定学生的学习等级和班级。调换等级原则：同一等级内
不能调换班级；在上课第一周周四前，可去别的等级试听，并有一次机会调换等级；调换到更高的等级须参加考试，考试通过后才可以调换；所有调换等级者在上课第一周周四前必须亲自到教务办公室登记（注：调换等级时学生不得自行选择班级，班级由教务老师决定）。
考勤、考试、学分

第八条  学生应按规定的教学时间参加课程学习，不迟到、不早退。因特殊情况不能上课，应向任课教师或系主任请假。
第九条  每学期举行两次考试：一次是期中考试，一次是期末考试，各占总评成绩的50%。评分方式为百分制，60分为及格。
第10条 教学内容、教学要求和学时数相同的课程，实行统一命题、统一考试、统一阅卷。口语

课采用口试形式，其它课程一般采用笔试形式。
第十一条  学生按规定的教学计划修完某门课程，并经考核合格，可获得该门课程的学分。学分按课程的周学时计算，周学时1学时计1学分。课程成绩和学分按学期记入成绩单。

注：HSK成绩与已取得的学分若符合本科插班或试读的规定，则可申请插班或试读本科二年级或三年级。本科生插班、试读规定见ICCS网站（http://iccs.shnu.edu.cn）。

缓考、补考

第十二条  期中考试和期末考试均不实行提前考。
第十三条  期中考试既没有缓考，也没有补考。

第十四条  学生因特殊情况不能按时参加期末考试，可事先向系主任提出缓考申请，经教学院长批准后期末考试可以缓考一次。

注：1. 期末考试缓考的时间一般为：下学期的第四星期。

              2. 缓考成绩按实际成绩记分。

第十五条  总评成绩不合格的课程，可补考一次。
注：1. 补考的时间一般为：下学期的第四星期。
              2. 补考成绩只记及格、不及格。

成绩单、结业证书、在学证明

    第十六条  学期末结业典礼结束后，学生可到教务办公室领取成绩单。
第十七条  考试（或经补考）总评成绩合格率达到课程总数60%以上者，可获得“结业证书”。
    第十八条  以下学生只能得到“在学证明”，不能得到“结业证书”：

              1. 考试（或经补考）总评成绩合格率低于课程总数60%者；

              2. 没有参加期中考试或期末考试者。

奖励

第十九条  学院设立一、二、三等奖学金奖励学习勤奋、成绩优秀或有其它突出表现的、在规定的期限内办理了下学期学籍延长手续的自费生，在结业典礼上颁发证书（奖学金不直接发放，用于冲抵下一学期的学费）。
第二十条    对表现突出的班长，授予“优秀班长”称号，在结业典礼上颁发证书。
第二十一条  对表现突出的学生，授予“优秀学生”称号，在结业典礼上颁发证书。

处分
    第二十二条  凡违反中国法律法规、校纪校规、学院纪律，或有其它不良行为者，视情节轻重，分别给予警告、严重警告、勒令退学直至开除学籍的处分。

                注：勒令退学是对学生的一种纪律处分。学校将取消其签证，通知有关使领馆或
派遣单位，限其在规定的期限内离校，且不出具“在学证明”。
附则

    本条例自颁布之日（2010年10月1日）起实行，解释权在上海师范大学对外汉语学院。

                                                       上海师范大学对外汉语学院

                                                       2010年10月1日

Management Regulations for ICCS Students of Long-term Chinese Programs
     In order to maintain the normal teaching order and ensure the teaching plan to be completed successfully, considering the actual situation of the long-term Chinese language students, the regulations are formulated in accordance with the Regulations of the Colleges on Accepting International Students (Decree No.9 of the Ministry of Education, the Ministry of Foreign Affairs, the Ministry of Public Security in 2000).

Admission, Registration, Refund Policy
Article 1  New students should register, pay fees with the Acceptance Letter and JW202 within the specified dates.
Article 2  New students should take the medical check-up or medical review and meet the health conditions to get registered. Otherwise, registration shall be canceled.
Article 3  Student, who can not continue study because of mental illness, epilepsy or other very serious illness confirmed by the hospital, should quit school and the visa shall be canceled if the student quits school.
Article 4  Refund Policy of the Application Fee and Tuition Fee
No refund of the application fee is made after the payment is done.

About the tuition Fee: Registration date specified by school as the standard date：
① 90% of the tuition fee can be refunded on condition that the student applies for quitting school and gets approval before the registration date. Those who have got visa must cancel their visa before refunding their money. ② 70% of the tuition fee can be refunded on condition that the student applies for quitting school and gets approval in the first week of the semester. ③ 50% of the tuition fee can be refunded on condition that the student applies for quitting school and gets approval in the second week of the semester. ④ RMB 3,000 can be refunded if the student transfers from the Intensive Chinese Course to General Chinese Course in the first two weeks. Class can not be changed two weeks later. ⑤ Tuition fee is not refundable two weeks after the specified registration date.

Note: ① Original invoice must be returned while refunding money; ② Visa shall be canceled if a student applies for quitting school or applies for suspension; ③ No refund of fees is made if a student is suspended.
Courses, Levels, Classes

Article 5  There are three kinds of long-term Chinese language programs: General Chinese Program, Business Chinese Program, Intensive Chinese Program. Two types of courses for the programs in which language skill courses include reading, oral Chinese, listening, writing, audio-visual class, etc. and optional courses include Chinese culture, introduction of China, Chinese history, HSK, etc.
Article 6  There are seven levels of General Chinese Program which are elementary level 1-3, intermediate level 1-2, advanced level 1-2. Three levels of Business Chinese Program which are elementary level, intermediate level and advanced level. Intensive Chinese Program has only one level which is elementary for beginners.
Article 7  Results of interview or placement test of ICCS determine student’s level and class. Rules for changing levels: ① Classes can not be changed in the same level; ② Before Thursday in the first week of classes, student may try different levels and has one opportunity to change to other levels. Student himself/herself should go to the Teaching Affairs Office to apply for level-changing, and the class of the changed level is decided by ICCS, not by the student. ③ Lower levels can be changed to higher levels on condition that student passes the test.
Attendance, Examinations, Credits

Article 8  Student should go to classes in required class time without arriving late, leaving early. Student should ask for leave from his/her teacher or Department Head if he/she can not attend the classes.
Article 9  The examinations, with a full score of 100 and a passing score of 60, will be held twice each semester in which the mid-term exam and the final exam account for 50% of the total score separately.
Article 10  Students who take courses with the same teaching content, teaching requirement and class hours will be tested with uniform standards. Students will generally be tested in written forms except that spoken Chinese course in oral form.
Article 11  Student, who completes the requirements of a course specified by the teaching plan and passes the examination, can get the credits which are calculated in class-hours in a week (one class-hour in a week counts as one credit). The course grades and credits will be recorded in academic transcripts by semester.

Note: Student can apply for bachelor’s degree program (sophomore or junior) if his/her HSK and credits meet the requirements specified by ICCS (visit the website for detailed information.  http://iccs.shnu.edu.cn).
Postponed Exam, Make-up Exam

Article 12  Both of the mid-term exam and final exam can not be shifted to earlier dates.
Article 13  Postponed exam and make-up exam are forbidden for the mid-term exam.
Article 14  Student, who is unable to attend the final exam for extenuating circumstances, can apply to the Department Head for the postponed exam which is usually held in the 4th week of the next semester. .

Note: The result of the postponed exam is recorded according to the actual score.
Article 15  Student can have a make-up exam if he/she fails the final exam.

Note: ① The make-up exam is usually held in the 4th week of the next semester.

② The result of the make-up exam is recorded only as ‘pass’ or ‘fail’.
Academic Transcripts, Certificate

Article 16  Student can go to the Teaching Affairs Office (Room 202 of ICCS) to get the academic transcript after the closing ceremony at the end of the semester.
Article 17  Student can get the Certificate on condition that his/her pass rate of the credits (including the make-up exam) is more than or equal to 60% of all the courses.
Article 18  In any of the following circumstances, student can only get a Certificate of Enrollment.

1. The pass rate of the credits (including the make-up exam) is less than 60% of all the courses.

2. Student who are absent from the mid-term exam or the final exam. 
Awards

Article 19  Scholarships (first, second and third prize) are set up for hard working, self-funded students who get excellent grades or other outstanding performances in this semester and who have applied to continue their study for next semester within the specified date range of ICCS. The Scholarship Certificate will be awarded on the closing ceremony and the award money will be used to offset the tuition fee for the next semester instead of being issued to the students directly.
Article 20  A title of Outstanding Class Monitor will be awarded to the monitor with outstanding performances and the certificate will be awarded on the closing ceremony.

Article 21  A title of Outstanding Student will be awarded to the student with outstanding performances and the certificate will be awarded on the closing ceremony.
Penalty

Article 22  Student will, in light of the circumstances, be penalized with warning, serious warning, school suspension or expulsion, if he/she is in violation of Chinese laws, school disciplines and rules or has any other bad behaviors. Note: The student has to, within a specified date range, leave school under the supervision of the relevant embassy or dispatch organization, with no certificate of enrollment and cancelled visa, if the student gets the school expulsion.
Supplementary Regulation

The management regulations enter into force on the date of promulgation (October 1, 2010). International College of Chinese Studies, Shanghai Normal University is responsible for interpreting the regulations.
International College of Chinese Studies, 
Shanghai Normal University

October 1, 2010
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