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前言
亲爱的留学生：
广东技术师范学院热情欢迎您的到来！
这本手册提供一些您在广东技术师范学院需要知道的重要信息，请您仔细阅读。我们愿意为您提供一个更好的服务，尽我们所能的为来华留学生提供一个愉快与融洽的学习环境。相信您在我校留学期间，会有丰硕的学习成果及丰富的异国文化体验。
预祝您在广师学习愉快！                   
                                                 广东技术师范学院
                                                 国际教育学院
Preface

Dear Overseas Students：

We extend a warm welcome to you on behalf of Guangdong Polytechnic Normal 
University (GPNU).
Please read this handbook carefully which provides lots of important information for you. We sincerely hope that this handbook can offer you better service and we will try our best to provide overseas students with a pleasant and friendly environment for studying and experiencing a different culture.  

Wish you a fruitful study at GPNU and a pleasant experience of foreign cultural adventure here in Guangzhou.
School of International Education 

Guangdong Polytechnic University
目  录  Contents
1一、学院概况 Profile of GPNU


2二、来华留学生守则 General Regulations for Overseas Students


3三、来华留学生报到注册须知 Admission and Registration Procedures


4四、办理有关证件 Identification Documents


4(一)学生证 Student ID Card


4（二）在学证明 Student Verification Document


4（三）成绩单  Transcript or School Report


5（四）离校手续 Departure Procedure


5五、留学生教学管理规定Regulations for Teaching & Study


7六、外国留学生宿舍管理规定Regulations for Overseas Students’Apartment


8七、保险 Insurance


9八、生活指南 Life Guide


9（一）邮政电信  Mail Service


10（二）火车票及飞机票 Train & Plane Tickets


10（三）中国货币 Chinese Currency


11（四）银行服务 Currency Exchange & Other Banking Services


11（五）在中国旅游 Travel in China


11（六）紧急联络电话 Emergency calls


12附录一：广东技术师范学院平面图 Map of GPNU





一、学院概况 Profile of GPNU

广东技术师范学院是一所以本科教育为主的具有硕士学位授予权的省属全日制普通高校。前身为广东民族学院，创办于1957年，2002年更名为广东技术师范学院。学校于1977年开始招收本科生，2006年开始招收硕士研究生。并于2000年开始招收留学生，与美国、英国、加拿大、日本、澳大利亚及港澳台等国家和地区的有关高校进行广泛的交流与合作。
 Guangdong Polytechnic Normal University (GPNU) is a public university supervised by the government of Guangdong Province, mainly aiming at undergraduate education together with the authority of Master’s Degree granting. It used to be called as Guangdong Institute for Nationalities, which was founded in 1957 and renamed in 2002 as GPNU. GPNU began to enroll undergraduates in 1977, post-graduates in 2006, and overseas students in 2000. The university has already established extensive cooperation with colleges and universities from USA, UK, Australia, Canada, Japan, Hong Kong, Taiwan, Macao, and other countries or regions.
学校现有全日制普通在校生14312人。现有教职工1313人，其中专任教师和研究人员811人，具有教授等高级职称教师132人，副教授等副高职称教师286人，具有博士、硕士学位教师682人。学校设有电子与信息学院、管理学院、计算机科学学院、会计学院、文学院、外国语学院、经济与贸易学院、机电学院、自动化学院等14个二级学院，共有52个本科专业，学科覆盖理学、工学、经济学、管理学、文学、教育学、法学等七大学科门类。目前学校拥有9个硕士学位授予点。　
Now in the university, there are 14312 full-time students and 1313 staff of whom 811 are doing the work of teaching and researching. Among the teaching and researching staff, 132 are professors, 286 are associate professors, and 682 have doctor and master degrees. There are 14 secondary schools in the university, including schools of Electronic and Information, Management, Computer Science, Accounting, Chinese Language and Literature, Foreign Language, Economics & Trade, Mechanical Engineering, Automation, etc. There are 52 undergraduate subjects, which cover science, engineering, economics, literature, management, education and law. The university now has 9 affiliates which have the authority to grant master degrees. 
学校交通便利，距香港、澳门仅有一个半小时车程，校园环境优美，住房宽敞，是理想的学习、工作、生活场所。欢迎各国朋友来我校学习。
Transportation to the university is convenient. It is only one and a half hours’ bus ride from Guangzhou to Hong Kong or Macao. With its beautiful campus and cozy accommodations provided for the overseas students, GPNU is an ideal choice for those who want to study in China. Please come and join us in Guangdong Polytechnic Normal University!
二、来华留学生守则 General Regulations for Overseas Students
（一）遵守中国政府的有关法律法规，尊重中国人民的风俗习惯；
Observe the laws, rules and policies of the Chinese government, respect the Chinese customs and habits.
（二）遵守学校的相关规章制度和纪律；
Observe the pertinent rules and regulations of the university.
（三）尊重学校的教师和工作人员；
Respect the teachers and other staff.
（四）维护和增进各国同学之间的友谊和团结；
Maintain and promote friendship & unity between students from different countries.
（五）严禁在校内进行传教和宗教聚会等活动；
Absolutely do not propagandize religions or hold any religious party on campus.
（六）努力学习，认真完成学习任务。在校学习期间不得到社会就业、经商、或从事其他经营性活动。
Study hard and finish all the required study tasks. Do not get employed or participate in any commercial business. 
三、来华留学生报到注册须知 Admission and Registration Procedures
 (一)新生报到手续：Procedures for New Students’ Registration
1.   留学生应在录取通知书规定的时间内到校报到。逾期者即失去入学资格。
Overseas students should register into the university within the time set in the Admission Notice. Those who fail to register within the required time period will not be permitted to enroll.
2.   交验入学通知书、来华签证申请表（JW202表）及护照。

Present the Admission Notice, Form 202 and valid passport at registration.
3.   交六张本人大一寸半身免冠照片,办理有关证件。
Hand in six 2-inch photos as shown in the passport. 
4.   按要求填写入学登记表及其他材料。
Fill in a registration form and other required documents.
5.   报名一周内交纳学费、住宿费等费用。开学一个月以后中途退学者，学费不予退还。
Pay the tuition and lodging fees and so on in the first week of every semester. The tuition won’t be returned for those who drop out of school after one-month study.
6.  来华学习半年或以上者，需提交公立医院体检的《体格检查记录》原件。
Those students who will study in the university for more than half a year should hand in the Physical Examination Record issued by a public hospital. 
（二）已在校生须在学校规定的报到注册时间内持学生证、护照、居留证到国际教育学院办理学期注册手续，需延长居留期限的学生应持学校开具的证明、护照和居留证去出入境管理处办理居留证延期，所需费用自理。留学生交纳学费后方可注册。
Those students who have already enrolled into the university should register for the new semester in the School of International Education within the registration time with your student card, passport, and residence permit. Those students who need to extend their visas should go to the Department of Entry and Exit Administration of G.Z. Public Security Bureau with the passport, residence permit and a certification from the university. The procedures are at the students’ own expense. Students must pay tuition first before going through the registration procedures. 
（三）已在校生未经学校同意，开学两周内未办理学期注册手续者，视为自动退学。
Without official approval from the university, overseas students who fail to register within the first two weeks of a new semester are treated as voluntary withdrawal from the university.

四、办理有关证件 Identification Documents 

(一)学生证 Student ID Card
留学生注册后将由国际教育学院统一发放广东技术师范学院学生证。学生证是留学生重要的身份证明，要随身携带，不能转借。如果丢失，一定要及时补办。补办时，需交两寸照片一张，人民币50元。

The School of International Education will issue a GPNU Student ID Cards to the overseas student after registration. The Student ID Card is an important document for your identification, so please take the Card with you all the time. Lending and borrowing of the Student ID Cards are prohibited. If the Card is lost, a new one can be re-issued by the same office. For a second card, however, a 2-inch photo of you is needed with RMB 50 Yuan as process fee.  

（二）在学证明 Student Verification Document


广东技术师范学院可以提供来华留学生在学证明。请到国际教育学院办公室办理。
Guangdong Polytechnic Normal University will provide a Student Verification Document for overseas students upon request. Please apply for it in the School of International Education. 

（三）成绩单  Transcript or School Report
来华留学生毕业、结业时学校将提供一份总成绩单。

Overseas students will receive an overall transcript or school report upon graduation or completion of the study program.

（四）离校手续 Departure Procedure
留学生学习结束，请于离校前一星期凭学生证到国际教育学院领取《离校手续单》，办理如下手续：

When leaving the university upon graduation or completion of the study program, overseas students are required to go to the School of International Education with the Student ID Card to get a Departure Form a week before your departure, and then do as the Form directs:
1.  办理学生证的注销手续。

Cancel your Student ID card.
2.  持离校手续单到学校图书馆办理借书证销号退证手续。

Take the Departure Form to the university library to cancel your library card.
3.  如住在留学生宿舍，须按规定办理退房手续。
Check out if you live in the Overseas Students Dorm.
4.   领取成绩单及学业证书。
Obtain the school report, graduation or degree certificates.  

5.   留学生须于毕业、结业之日起15日内离校。
Please leave the university within 15 days after graduation or completion of the 
study program.

五、留学生教学管理规定Regulations for Teaching & Study 

（一）语言留学生Language Students
1.  留学生开课前一周到国际教育学院领取课程表并领取或购买教材。
Overseas students should go to the School of International Education to get the teaching timetable one week before the class starts. New students can get the textbooks free of charge with a ticket issued from the registration office; old students will have to pay for the textbooks. 
2.  留学生开学后可在规定的时间内（一般为开学后一个月内）向国际教育学院申请调班。超过规定时间后只能在指定的班级上课。

Overseas students can apply to the School of International Education for class transferring within one month after class starts. After the deadline, students can only study in the appointed class.
3.  留学生应按时上课、交作业、考试，不得无故缺席、迟到、早退。因故不能上课时，应向分管自己的导师请假。留学生每学期无故缺课超过学期课时三分之一以上者，作自动退学处理。

Overseas students are required to attend class, hand in homework, participate in exams on time. Do not be absent from class, come to class late and leave early without acceptable reasons. Those who for some reason have to miss a class should apply for permission from your supervising tutor. Those overseas students with an absence rate of over one third of all class time of one semester will be taken as voluntary withdrawal from the university.
4.   考勤、成绩优秀的留学生，符合《广东技术师范学院来华留学生奖学金评选细则》规定者可向国际教育学院申请留学生奖学金。

     Those students who are excellent both in attendance and academic achievements can apply for the Overseas Students Scholarship to the School of International Education according to the “Detailed Selection Regulations for the Overseas Students Scholarship of GPNU”. 
5.   按时上课、交作业、考试的留学生，学完规定课程，成绩合格者，结业时可向国际教育学院申请结业证。中途辍学者，只提供学习证明。
Those students who attend class, hand in homework, participate in exams on time and finish all required courses with “pass” academic results can apply for a Completion Certificate from the School of International Education. Those students who drop out in the middle of the study can only be given an Attendance Certificate. 
（二）学历留学生Students in Majors
1.   被接收到我校进行专业学习的学历留学生，应在开课前到相应部门领取课程表并购买教材。留学生必须根据学校规定的学制和教学计划进行学习。

Those overseas students who have been accepted by the university to study in majors should go to the related department to get the teaching timetable and buy textbooks before class starts. Overseas students must study according to the academic system and teaching plan set by the university.

2.   学历留学生在我校学习期间应严格遵守《广东技术师范学院来华留学本（专）科生学籍管理规定》。

Overseas students in majors must strictly work according to the “Regulations for the Overseas Undergraduates / Junior College Students at Guangdong Polytechnic Normal University” during the study in the university.
3.   考勤、成绩优秀的留学生，符合《广东技术师范学院来华留学生奖学金评选细则》规定者可向国际教育学院申请留学生奖学金。

     Those students who are excellent both in attendance and academic achievements can apply for the Overseas Students Scholarship to the School of International Education according to the “Detailed Selection Regulations for the Overseas Students Scholarship of GPNU”. 
六、外国留学生宿舍管理规定Regulations for Overseas Students’Apartment
（一）留学生入学时须一次性付清一学年的住宿费用并在办理入住手续时交纳房间物品押金，离校时退还押金。
Students shall pay an academic year of loading fees at one installment. Upon check-in in the apartment, students need to pay deposit for the items in the room. Deposit will be returned to the students upon departure from the university.
（二） 留学生住进房间前需对房间配备的物品进行清点，并和宿舍管理人员提供的《留学生房间物品清单》进行对照，二者相符后在《清单》上签字。在使用过程中如有损坏或遗失需照价赔偿。
Students should check the items in the room according to the List of Facilities offered by the apartment manager when moving into the room. If the items meet with the list, the students should sign their names on the list. Any property damages or losses should be compensated by the students.
（三） 留学生假期外出旅游或回国，不得将房间借给他人使用，不得利用宿舍从事违反中国法律和校规的活动。
During the time when students live off the campus in the holiday season, it is not allowed to lend rooms to others or hold any activities against the Chinese Law or University’s regulations.
（四）来华探亲的留学生家属、外国朋友需住宿，须持在华学习、工作或来华旅游的有关证件（护照），到学校招待所办理住宿手续，费用自理。留学生不得私自留宿他人或转租自己的床位（房间）。 

Visiting family members or friends of overseas students can go to live in the Guest House on the campus at their own expense with passports. Overseas students are not allowed either to accommodate a guest in the apartment overnight or to rent his/her bed/room to someone else.
（五） 遵守道德规范，养成文明习惯。保持宿舍楼内外清洁，不得胡乱摆放物品。
Students should pay attention to sanitation and keep rooms and corridors clean. Except the garbage bin, other stuff is forbidden to leave outside the room.
（六） 保持留学生公寓楼的安静，不得在留学生公寓楼内从事影响他人学习和休息的活动。
Quietness needs to be maintained in the apartment in rest time. Students are not allowed to hold any activities disturbing others.

（七） 不得损坏、拆卸、改装、搬迁宿舍楼及房间内的设备、物品，不得对房间内外进行涂抹，对违反者除责令恢复原状、照价赔偿外，并视情节给予相应处分。
It is forbidden to disassemble or re-fix the installations or repaint the room. A certain punishment will be charged to the offender according to the situation.
（八）毕（结）业离校时或搬往其他住所时，应交回宿舍钥匙，押金退回。
The room key should be returned when students leave or move out of the university.
The deposit will be returned to the students.
七、保险 Insurance

（一）人身保险Life Insurance 
根据国际惯例和中国的发展状况，我们建议留学生在来华前参加有关项目的海外保险，或者在来华后参加必要项目的保险。国际教育学院提供留学生与保险公司联系的服务，购买相应的保险类别。
According to international convention and China’s current situation, we suggest that overseas students take out an insurance policy of relevant items before coming to China or upon arrival in China. The School of International Education can help students contact with the Insurance Company and choose the appropriate type of insurance. 
(二)医疗保险 Medical Insurance

1、 医疗保险收费标准Charging Standard of Medical Insurance
医保以当年9月1日至次年8月31日为一个保险年度，缴费标准为280元/人·年，其中由学生个人缴纳80元/人·年。来华留学生提供护照复印件一份。 
An insurance year covers from Sept. 01 of the current year to Aug. 31 of the next year. Charging standard is RMB 280 Yuan a year for a person, of which RMB 80 Yuan should be paid by the student. Overseas students should provide a copy of passport upon application.
2、 就医流程Treatment Process 

     普通门急诊 Ordinary Out-patient Treatment and Emergency Treatment: 
参保学生患病时一般按所在学校的规定在学校医务室或选定医疗机构普通门（急）诊就医，就医结束后由学校医保办按规定报销。

Ill students insured should get the medical treatment in the clinic of the campus or in hospitals appointed by the university and apply for reimbursement after treatment according to related policies. 
3、  报销标准 Reimbursement Standard 



普通门急诊Ordinary Out-patient Treatment and Emergency Treatment:
	医院等级             Type of Hospital 
	报销比例 Proportion of Reimbursement 

	学校门诊
         University Clinic 
	90% 

	一级医院        First-level Hospitals
	80%

	二级医院       Second-level Hospitals
	70%

	三级医院  Third-level Hospitals (top)
	50%


八、生活指南 Life Guide

（一）邮政电信  Mail Service
校园内有邮局，地点在学校大门口，学生可以在邮局寄发平信、挂号信、航空信件和国内特快专递。通讯地址为：中国广东省广州市中山大道西293号广东技术师范学院国际教育学院转 邮编：510665。如果有人给你寄来重要邮件时，请到国际教育学院查询，我们会告诉你寄来的是什么（如可能是信件、包裹或是汇款等）。你就可以拿着自己的有效证件（学生证或护照）直接到国际教育学院领取。

There is a post office that takes care of incoming and outgoing mails at the university gate. The post office deals with ordinary mail\registered letter\airmail letter and domestic special delivery. The overseas student can choose the service according to personal needs. The mail address is as follows:   

School of International Education 

Guangdong Polytechnic Normal University

No. 293, West of Zhongshan Ave. Guangzhou City, Guangdong Province, 510665
P. R. China.  
If there is an important mail for you, a notification will be given on the bulletin board outside the mailroom. Come to the School of International Education and we will let you know whether it is a letter, a package, or a remittance. Then you can fetch the mail from the School of International Education by showing your personal identification (Student ID Card or passport).

（二）火车票及飞机票 Train & Plane Tickets
火车票可以到广州火车站和广州火车东站售票处购买。也可以在上社广通票务部预定，不过要交纳5块钱的服务费（电话：020-85664637）。机票可以在广州白云国际机场售票处预定（电话：020-86130099，020-86130088），也可以到其他售票处购买。
Train tickets can be easily gotten at Guangzhou Railway Station or Guangzhou East Railway Station. Train tickets can also be booked from Guangtong Ticket Office at Shangshe, but a certain service fee has to be paid (Tel: 020-85664637). You can book plane tickets from either the Ticket Office of Guangzhou Baiyun International Airport (Tel: 020-86130099，020-86130088) or other Ticket Booking Offices.

（三）中国货币 Chinese Currency
在中国只能使用人民币。人民币的单位是元，辅币是角和分，缩写符号是RMB。面值有100元、50元、20元、10元、5元、2元、1元、5角、2角、1角、5分、2分、1分共13种。硬币有1元、5角、1角、5分、2分、1分。

The currency of the People’s Republic of China is Renminbi (RMB). The basic unit of RMB is Yuan, and the fractional currency is Jiao (or Mao) and Fen. Jiao is 0.1 of Yuan, and Fen is 0.01 of Yuan. The face values of the banknotes are 100 Yuan, 50 Yuan, 20 Yuan, 10 Yuan, 5 Yuan, 1 Yuan, 5 Jiao, 1 Jiao, 5 Fen, 2 Fen and 1 Fen. The face values of coins are 1 Yuan, 5 Jiao, 1 Jiao, 5 Fen, 2 Fen and 1 Fen. 

（四）银行服务 Currency Exchange & Other Banking Services
英镑、港币、美元、欧元、日元、加拿大元、澳大利亚元等外币都可以兑换成人民币。我校附近有一家中国银行（电话：020-85665612）可以办理人民币和外币的兑换及存款等业务。换钱或开账户时需要出示护照。具体问题，可以向银行咨询。
The following currencies can be easily exchanged into RMB: pound, Hong Kong dollar, U.S. dollar, Euro, Japanese yen, Canadian dollar, Australian dollar, etc. There are one Bank of China near the school, which can handle currency exchange and saving account services. To exchange currency or open a bank account, the overseas student is required to show the passport. Consult the bank clerks if you have any questions. 
（五）在中国旅游 Travel in China
留学生可以在课余时间到外地旅游。外出旅行时，一定要带上护照，并要保管好证件和贵重物品。旅行只能在周末、节假日和寒暑假里进行。学习期间不能请假外出旅行。

China has a rich cultural and natural heritage, which is worth experiencing and seeing. For overseas students who would like to travel in China, a visa is always required to be with you. Take good care of your credentials and belongings. Overseas students may travel during weekends, holidays, and winter or summer vacations.
（六）紧急联络电话 Emergency calls
匪警Police：                   110           火警Fire Services：           119                 
　　 交通事故报警Traffic Accident：122            急救中心First-aid Center：    120 
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