江苏财经职业技术学院外国留学生日常行为规范
为加强留学生管理工作，根据教育部《高等学校学生行为准则》，结合我校实际，制定本规范。本规范是学校对外国留学生进行日常教育和管理的基本依据，是对留学生学习、生活及从事其他活动的基本要求和行动指南。

一、在校日常规范
 
1.留学生应遵守中国法律法规，尊重他人宗教习俗。
2.留学生如要庆祝本国重大节假日，需提前一周向合作交流处提出书面申请，征得同意后，方可在学校老师的组织下进行，违反者按学校及相关法律处理。
3.保持宿舍楼道及宿舍内的清洁与卫生。出门前关闭所有电器电源，做到人走灯关，避免发生火情。并检查水龙头等是否关闭，做到节约用水。
4.爱护校园的公共设施，爱护宿舍教室内的公共设施，损坏公共设施主动按实际价格赔偿。
5.禁止在公共场所尤其是宿舍内大声喧哗、大声播放音乐，以免影响他人的休息、学习及正常生活。
6.禁止随意丢放垃圾，保持室外清洁的环境，做文明人，做文明事。
7.禁止在校园、宿舍、教室内吸烟，不做有损自己及他人健康的事，要做文明的好学生。
8.上课、考试、开会、听报告等活动要关掉手机，以示尊重他人、尊重自己。
9.积极参加各种形式的文艺体育活动，为国家争光、为自己赢得荣誉。
 
二、课堂行为规范
 
1.留学生应该做到不旷课、不迟到、不早退。上课期间不得进入教室，可在课间进入教室，向老师说明迟到原因，并向老师表示歉意。
2. 留学生主动协助老师做好课前课后的教学活动，听从老师安排，如：课前擦黑板、清理讲台。课后听从老师安排做好教室的清洁工作。
3. 留学生应尊重老师，举手示意回答问题。衣着装扮要得体、言行举止要文明礼貌。
4. 留学生上课认真听讲，按时完成作业、实验报告和教师提出的各项要求。上课时应关闭手机、禁止说闲话、吃东西，不准看与此课无关的书籍、报纸或做其他课程的作业；
5.未经老师同意不得擅自走动和出入。对严重影响课堂教学秩序者，教师有权要求其离开教室，并按旷课处理，并给与警告处分。
6.教室内有人上课时，不得在门外大声讲话和喧哗，不得敲门、推门，更不得随意出入、找人、取物，如有违反给与警告处分。
7.教学楼和教室内、禁止吸烟，禁止吵闹、喧哗,打扰他人上课或休息。自习时间亦同上要求，保持肃静，如有违反给与警告处分。
8.私人书籍和用具不应留在教室内，要妥善保管，严禁占座，因为个人保管不善而丢失的物品，不予协助查找。
9.教室只作为上课及自习之用，不得作为他用。使用时要保持清洁，不得乱扔纸屑、瓜果皮核，严禁随地吐痰。违反上述规定者，给与警告处分，不听劝阻者将处以一定的罚款，用来清理教室。
10.课上同学之间互相尊重不同国家、不同民族间的宗教信仰，不得在课上打架、争吵、挑衅，影响老师的正常授课。

三、请假须知
1.凡是利用假期（包括寒暑假、春秋假）离开学校外出者，需到合作交流处填写假期去向表。一年累计2次不填写者，将无资格参加奖学金的评定并给与相应处分。
2.在校期间，不经班主任批准不得随意离校。因故离校须事先请假，获准后方可离校。
3. 因病请假，一天之内的，可通过班长向任课教师请假并报告班主任；请假在三天之内的，填写请假申请表，由班主任批准；请假在四至七天的，需填写申请表并需出具医院证明，报合作交流处批准；连续一周以上，须填写请假申请表（附医院证明），由合作交流处签署意见，报分管校领导签字批准；凡未请假而缺课者均以旷课论处。

4.因事请假，一天之内的，可通过班长向任课教师请假并报告班主任；请假在三天之内的，填写请假申请表，由班主任批准；请假在四至七天的，需填写申请表并需出具相关证明，报合作交流处批准；连续一周以上，须向合作交流处提出书面报告，报分管校领导签字批准；凡未请假而缺课者均以旷课论处。

5.留学生在一学期内请事假累计不得超过一个月。
6.留学生请假获准后，须按时销假。如需续假，应提出书面申请，办理续假手续。
7.留学生未请假或请假未获准而擅自离校，或假期期满不按时返校，或续假未获准而逾期不归，均按旷课论处。对旷课的留学生，依据《江苏财经职业技术学院留学生违纪处分条例》的有关规定处理。
8.因各种原因不能参加考试的留学生请务必在考试前提出书面申请。未能参加正常考试且未经申请者，不能参加奖学金评定。
四、社会礼仪规范
 
1.礼貌待人，尊敬师长，见到老师主动问好。
2.进入他人房间要先敲门，得到允许后方可进入。
3.乘坐公共汽车、电车时，要遵守乘车规定主动刷卡或投币，遇到老人、小孩主动让座。
4.进入公共场所如：会议室、乘车、教室、走廊、候车室等地时严禁吸烟、大声喧哗，要保持安静。
5.对人说话礼貌，尊重每一个人。不得对他人进行侮辱、挑衅、谩骂，不做侮辱他人人格的事。
6.爱护公共场所的公共设施，损坏公共设施要按价赔偿。
7.请自觉遵守社会规范，乘车、购物、银行取钱、交纳各种费用时请主动排队。
8.进入会场听报告、演讲、参加演出时做文明观众，不大声叫喊、打口哨、说脏话。
9.如果遇到危及人身、财产及生命安全的紧急情况，可拨打紧急求助电话110求助。非紧急情况可以拨打学校班主任的电话求助。
10.未尽事宜由合作交流处负责解释。
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Code of Conduct for International Students of Jiangsu Vocational College of Finance & Economics

As a way to strengthen the management of international students, this Code is formulated according the "Students' Code of Conduct for Higher Education of the Ministry of Education ", combined with the actual situation of our school. This Code is the essential basis for the daily education and management of international students in JVCFE. It is the basic requirement and guide for international students to study, live and engage in other activities.

I  the daily norms in JVCFE
1. International students should abide by Chinese laws and regulations and respect the religious practices of others.

2. If international students want to celebrate their major holidays, they must submit a written application to the Cooperation and Exchange Office one week in advance. After obtaining the consent, they can  carried out the celebrations under the organization of the teacher. Violators are dealt with according to the school and relevant laws.

3. Keep the apartment building and dormitory clean and sanitary. Turn off all electrical power before going out and ensure that all the lights are turned off when leaving to avoid fire. Check if the faucet is closed or not to save water.

4. Take care of the public facilities on the campus, in the dormitory and classroom. Anyone who damage the public facilities should take the initiative to compensate the loss according to its actual price.

5. It is forbidden to scream or play music loudly in public places, especially in the dormitory. so as not to affect the rest, study and normal life of others.

6. It is forbidden to throw garbage at will. Keep the outdoors environment clean. Be a civilized person, and do civilized things.

7. Smoking on campus, in dormitory, or in classrooms is forbidden, and not to do things that are detrimental to the health of yourselves and others. Everyone shall be a civilized student.

8. Turn off the mobile phone during classes, exams, meetings, listening to reports, etc., to show respect for others and yourself.

9. Actively participate in various forms of cultural and sports activities to win glory for the country and win honor for yourself.

II  Code of Conduct in Class

1. International students should not be absent from class, not late, or leave early. Enter the classroom during the break instead of during class, and explain the reasons for the delay and apologize to the teacher.

2. International students shall take the initiative to assist the teacher to do the teaching activities before and after class, and follow the teacher's arrangements, such as: cleaning the blackboard , cleaning up the platform before class. Follow the teacher’s \arrangement of cleaning the classroom after class.

3. International students should respect the teacher and raise their hands to answer questions. Dressing should be decent, and behave in a manner that is civilized and polite.

4. The international students should listen carefully and complete the assignments, experiment reports and various requirements put forward by the teachers on time. Mobile phones should be turned off during class. Not to gossip, eat, and read books, newspapers, or do the homework of other courses that are not related to this class;

5. Do not move or enter without permission from the teacher. For those who seriously affect the classroom teaching order, the teacher has the right to ask him to leave the classroom, and regard as absence, and give warnings.

6. When someone is in class in the classroom, speak loudly, scream outside the door, knock on the door or push the door are not permitted, as well as arbitrarily enter, find, or pick up objects. If there is a violation， the warning will be given.

7. Smoking, noise, harassment, disturbing others are forbidden in the teaching building and classroom. Self-study time also has the same request, keep quiet. If there is a violation, the warning will be given.
8. Private books and utensils should not be left in the classroom, and should be kept safely. It is strictly forbidden to occupy the seat. The items that are lost due to poor personal storage, the school will not assist for finding.

9. The classroom is only used for class and self-study, and should not be used for other purposes. Keep it clean and do not spit, throw paper dust or melon peel core. Those who violate the above provisions shall be given a warning and those who do not listen to the dissuasion will be given a fine to clean up the classroom.

10. During the class, students should respect each other's religious beliefs in different countries and ethnic groups. They are not allowed to fight, quarrel, and provoke in class, which affects the normal teaching of teachers.

III  Notice on Asking for Leave

1. Anyone who leaves the school during holidays (including winter vacations, spring and autumn vacations) must go to the Cooperation Exchange Office to fill out the holiday destination. If you do not fill in 2 times a year, you will not be eligible to participate in the evaluation of the scholarship and will receive appropriate punishment.

2. Leaving school without the approval of the teacher in charge is forbidden during school. If you have to, you must ask for leave in advance.
3. Leaving for sickness within one day, you can ask the teacher for leave and report to the teacher in charge through the squad leader; Within three days, you have to fill out the application form and receive the approval of the teacher in charge; For four to seven days, you need to fill out the application form and issue a hospital certificate and report to the Cooperation and Exchange office for approval; For more than one week, you must fill out the application form for leave (with a hospital certificate), sign the opinion from the Cooperation and Exchange office, and then report to the school leader in charge for approval. Anyone who leaves  class without approval will be .regarded as absence.

 4. Leaving for personal matters within one day, you can ask the teacher for leave and report to the teacher in charge through the squad leader; Within three days, you have to fill out the application form and receive the approval of the teacher in charge; For four to seven days, you need to fill out the application form and issue a relevant certificate and report to the Cooperation and Exchange office for approval; For more than one week, you must make a written report to the Cooperation and Exchange office, and then report to the leader in charge for approval. Anyone who leaves class without approval will be .regarded as absence.
5. International students should not leave more than one month for a semester in total.

6. After the leave is granted, the student must be back on time. If the student need to renew the leave, he/ she should submit a written application for renewal.

7. International students who leave the school without asking or without permission, or who do not return to school on time due to the expiration of the holiday period, or who do not return without the permission of the renewal leave, will be all regarded as absence. International students who are absent from class are dealt with in accordance with the relevant provisions of the Regulations on Violation of Discipline of International Students of JVCFE.

8. International students who are unable to take the test for various reasons must submit a written application in advance. Anyone who fail to take the normal exam without a written application will not be qualified to participate in the scholarship assessment.

IV  Social Etiquette Norms
1. Be polite, respect the teacher, and say hello to the teacher voluntarily.

2. Before entering the room of others, knock on the door and enter after permission.

3. Follow the rules of the ride and take the initiative to swipe or coin when taking a bus or tram. Give seats to the elderly and children in need.

4. Smoking or speaking loudly is strictly forbidden when entering public places such as conference rooms, buses, classrooms, corridors, waiting rooms, etc.
5. Be polite to people and respect everyone. Do not insult, provoke, or defame others, and do not insult the personality of others.

6. Care for public facilities in public places. Anyone who damages the public facilities must be compensated at the price.

7. Please consciously abide by social norms. Please take the initiative to queue when you travel by car, shopping, withdraw money in the bank, and pay various fees.

8. Be a civilized audience when entering the venue to listen to the  reports, speeches, or participate in performances. Shouting, whistling, and swearing are all forbidden.

9. If you encounter an emergency that threatens your personal, property, or life safety, call the emergency help number 110 for assistance. In case of non-emergency conditions, you can call the teacher in charge  for help.

10. The matters not covered are explained by the Cooperation and Exchange Office.
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