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Academic Policies & Classroom Guidelines
Quy dinh hoc vu & Néi quy lop hoc
FHERF AT Lo A H R FRLI A
Each class period is 50 minutes long, followed by a 10-minute break.
MOi tiét hoc kéo dai 50 phut, va gitra hai tiét co giai lao 10 phdit.
mEFY S - R E5F oo

To create an immersive learning environment, please use only
Mandarin Chinese within the Center.

Pé tao moi truong hoc tiéng hiéu qua, vui long chi sir dung tiéng Hoa
(Mandarin) trong khuén vién Trung tam.
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Tardiness:

« Students arriving more than 30 minutes late for a class period will
be marked as absent for that 50-minute session, and it will not count
toward their attendance hours.

* Instructor Protocol: If no students are present 20 minutes after a
class is scheduled to begin, the instructor may leave the classroom
and return to the faculty lounge. If no students have arrived by the
beginning of the following class period, the class for that day will
be canceled without a make-up session.

« Instructor Tardiness: If an instructor is late, they are responsible
for scheduling a make-up session to cover the missed time.

Vé viée di tré:
« Néu sinh vién dén tré hon 30 phut so véi gio hoc, tiét hoc d6 s& bi

coi la ving mat va khong tinh gio 1én 16p..
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« Quy trinh danh cho giang vién: Néu sau 20 phut ké tir khi gio hoc
bit dau van chua co bét ky sinh vién nao dén 16p, giang vién dugc
phép roi phong hoc va veé phong nghi. Néu dén tiét hoc sau d6 van
khong ¢6 sinh vién dén, tiét hoc trong ngay s& duoc hay va khdng
c6 budi bu.

« Néu giang vién dén tré: Giang vién phai tu bd tribudi hoc bu dé
dam bao du gio hoc cho sinh vién.

Bk FHERE R HEBIARAYT  ZRERELS A
Bl T ERE s AP SR RRATY BAFCRHR T BTk X A ke

’TTTj TR F{FT ‘P:’h_
https://www.hsinchu.gov.tw

Class Cancellations: In the event of a typhoon, earthquake, other
natural disasters, or situations beyond our control (e.g., air raid alerts),
the Center will follow the official announcements from the Hsinchu
County Government regarding class cancellations. Canceled classes
will not be rescheduled or made up.

Hsinchu County Government Website :
https://www.hsinchu.gov.tw

Hiy l6p hoc: Trong truong hop xay ra bao, dong dat hoac thién tai
khac, hoac canh bao khong phan, Trung tam sé tuén theo théng béo
chinh thuc caa chinh quyén dia phuong Hsinchu dé quyét dinh tam
ngung 16p hoc. Cac tiét hoc bi huy sé khong dwec to chire b

Website chinh quyén Hsinchu:
https://www.hsinchu.gov.tw

Bop AP EBERIRAE AR AR E L TR R
Bp - B3 2 ¥ (TG
Lich nghi I& quéc khanh: Trung tdm nghi c&c ngay I& theo lich do

Van phong Quén Iy Nhan su phat hanh. Trong céc ngay I8 quoc gia,
khong to chuc 16p hoc va khong sap lich bu.

Fhiry 2 ERBFLLHFTE (4o AR > K35 13
AP s Bpp B E (ar.é{m;'&\f’i%~ iii f’z
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HEAE DE

Théng bzo thay déi tinh trang sinh vién: Theo quy dinh phap luat,
Trung tam phai thdng bao tdi cac co quan chinh quyen lién quan néu
sinh vién c6 bat Ky thay ddi vé tinh trang hoc tap (nhu khong dén nhap
hoc, tam nghi, thdi hoc, yéu cau hoan hoc phi,...). Cac co quan duoc
b&o gom: Bo Gido duc, Vu Lanh su— Bo Ngoai giao, va Co quan Nhap
cu Qudc gia — Bo Noi vu.
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Attendance Policy
Quy dinh nghi hoc
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Requesting Leave: You are expected to submit a Leave Request Form,
signed by your instructor, in advance of any absence. In an emergency
that prevents prior submission, you must still notify the office before
class begins and submit the form immediately upon your return. All
requests for sick leave must be accompanied by a doctor's note.

Approved leave hours will be counted as part of your total absence
hours.

Requesting Leave: Sinh vién c6 viéc riéng hoic dau 6m phai hoan
thanh “don xin nghi” trudc gio hoc va duoc giang vién ky xac nhan.
Trong trudng hop khan cap khong thé nop trudc, sinh vién van phai
thong bao cho vian phong trudc khi 16p bat dau, va nop don ngay khi
tré lai. Phai co gidy chung nhan cia bac si néu xin nghi vibénh..

Gid nghi s& tihh vao téng s gio vang mit.

B4 k(5 ) AT FALE 2 T 8 ) R dien 25% o (
10 ¥ 4z 5 375 pF - )

Absence Limit: Total absences (including all forms of approved leave)
may not exceed 25% of the total course hours for the term (e.g., 37.5
hours for a 10-week course).

Gi6i han viang mat: Tong sé gio vang mat (bao gom ca nghi cé phép)
khong duoc vuot qué 25% tong sb gid hoc trong hoc ky (Vidu: Trong
khoa hoc 10 tuan, tong sé gid hoc 1a 150 gid, nén gidi han vang khéng
qua 37,5 gio.).

PR RALE R o AP S FARF RIS TR -

o
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Consequences of Exceeding Absence Limit: Students who exceed
the maximum allowed absence hours may have their student status
revoked.

Note:

« Students who exceed the absence limit will not be issued a
Certificate of Completion.

« The Center and its instructors do not provide any proof of attendance
other than copies of officially submitted Leave Request Forms.

Héu qua khi vuet qua gioi han Vang mat: Sinh vién co thé bi chdm
dut tu cach hoc vién néu vuot qué sé gio vang cho phép.

Luuy:

- Khong cap Ching chi hoan tat khda hoc (Certificate of Completion)
néu vang qua gioi han.

» Trung tam vagiang vién chi cap ban sao don xin nghi da nop, khdng
cung cap cac gidy to xac nhan khéc.

TR LS B REZSRLE FEASE RE AT TLH
ARBELT e

REEXERE > F 4

Trach nhiém cia sinh vién: Sinh vién ty chju trach nhiém déi véi
moi hau qua do ving hoc gay ra, chang han nhu khong thé lam hoac
gia han Thé tam tri (ARC), khong dugc gia han visa, hoiac mat quyén
loi hoc bdng cua Pai Loan.



1.

Grades, Transcripts, and Certificates of Completion
Bang diém va Ching chi hoan thanh khéa hoc

SRR R B $ 2 20% 0 FR20% 0 TRl
20% > 4 @ /¥ %38 40% -

final grade is calculated as follows:

Attendance and Class Participation: 20%

Homework Assignments: 20%
Quizzes: 20%
Midterm & Final Assessments: 40%

Ty 1é danh gia diém s6:

» Tham dy vatham gia lop: 20%

- Bai tap: 20%

« Kiém tra nho thuong xuyén: 20%

« Bai kiém tra giira ky va cudi ky: 40%

AR FAEY FRBER R ERT BEIH AL
R (BTHLEMTTE L) - N B PFERER T B

D RERE LT E Y PERD -

Certificate of Completion: To be eligible for a Certificate of
Completion, students must achieve a final grade of 75 or higher and
maintain attendance within the 25% absence limit.

Proof of Study Hours: Issued to students who do not meet certificate
requirements.

Official Transcript: Available to all students.

Chiing chi hoan tat khda hoc: Sinh vién dat diém trung binh > 75 va
khong vang qua 25% gio hoc méi du dieu kién nhan Chung chi hoan
tat khda hoc (Certificate of Completion).

Giay chirng nhan thoi gian hoc: Puoc cip cho sinh vién khéng du

9



diéu kién nhan chung chi.

Bang diém chinh thirc: C6 thé cap cho tat ca sinh vién, bat ké c6 nhan
chung chi hay khéng.

NEHE2 ¥R ’%ﬁﬁxw $£‘§4 W > AP LR
DEVF O FARNY FRAALE e EE > T HER NTZOO
AEE o kP AN AR (S 330% v XL— ujﬂiﬁi A
MREFHERIT TP E CBEDF R RS EL

SHEIIY B EES o SPE S H 2 pacEn -

Application for Documents: Applications for transcripts and
certificates must be submitted to the Center's office during the final
week of the course or before your departure from the school. Mailing
services are available for a fee of NT$200, the documents will be sent
via registered mail approximately 30 days after the term ends.

Note:

» The Certificate of Completion states the student's name, dates of
study, and total hours. It does not grant academic credit.

» Students who enroll mid-term are not eligible for a Certificate of
Completion but will receive an official transcript and a Proof of
Study Hours.

Thii tuc xin cap: Sinh vién phai nop don xin cap bang diém va chiing
chi tai van phong Trung tim trong tuan cudi cling cua khoa hoc hoic
trudc khi roi truong. C6 tinh phiNT$200, tai liéu sé dugc giri chuyén
phéat nhanh trong khoang 30 ngay sau khi két thiic khéa hoc..

Luuy:

« Chung chi hoan tat chi ghi rd tén sinh vién, thoi gian hoc va tong sé
gio; khong tuwong duong tin chi hoc tap.

» Sinh vién nhap hoc gita ky s€ khong dugc cap chang chi hoan tat,
chi duoc cap bang diém va gidy ching nhan thoi gian hoc.

10
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Continuing Studies and Level Placement
Quy dinh veé viéc hoc tiép va xép lép

FHFTH
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Eligibility for Continuation:

« To advance to the next level, students must achieve a final grade
average of 75 or higher and not exceed the absence limit.

« Students with a final average below 60 will be placed in a lower
level for the following term.
Note:

« |If astudent has already paid for the next term but becomes
ineligible to continue, any refund will be processed according to
the Refund Policy.

Piéu kién tiép tuc hoc:

« Sinh vién mudn 1&n khéa hoc tiép theo phai dat diém trung binh
> 75 va khong vuot qué gidi han vang hoc.

« Néu diém trung binh < 60, sinh vién s& bi xubng 16p & ky tiép theo.

Luuy:

« Néu sinh vién da dong tién hoc phicho khoa tiép theo nhung sau
d6 khong du diéu kién hoc tlep, viéc hoan hoc phisé duogc xu ly
theo Quy dinh hoan hoc phi.

TR

AR EHAEEAED L AR LT R R LR S
For AT AN AT RAE i,jgj\‘;ﬁig%’vﬂr’?o
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Registration for Continuing Students: Current students who wish to
continue their studies do not need to submit a new application. Simply
complete the continuing student registration form and pay the tuition
fee by the specified deadline.

Thi tuc tiép theo hoc: Trung tdm s& tién hanh khao sat ¥ dinh hoc tiép
vao cudi moi hoc ky. Sinh vién muén hoc ti€p khong can dang ky lai
mdi, chi can ndp mau dang ky va dong hoc phi ding han..

12



1.

L
Dismissal Policy
Quy dinh bugc thoi hoc
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The Center reserves the right to dismiss any student and notify the
National Immigration Agency (NIA) for any of the following reasons.
The Center may also refuse future applications from a dismissed
student.

(1) Assaulting faculty, staff, or fellow students.
(2) Severe damage to or destruction of university property.
(3) Intentionally causing serious physical harm to others.

(4) Other violations of university or Center regulations, as
determined by the Center's director.

(5) Conviction of a criminal offense by a court of law or confirmation
of such an act by a university investigation.

Trung tam c6 quyén thdi hoc sinh vién vathéng béo véi Co quan Nhép
cu Quoc gia (NIA) trong cac truong hop sau. Trung tAm ciling c¢6 quyén
tir chbi cac don xin nhap hoc trong tuwong lai ctia nhitng sinh vién da bi
thoi hoc.

(1) Tan cong cén bo, giang vién hoic ban hoc.
(2) Phéahoai tai san nha truong, mac dé nghiém trong.
(3) Cb y gay thuong tich nghiém trong cho ngudi khéc.
(4) Ngoai ra la cac hanh vi vi pham quy dinh cta truong hodc Trung
tam dugc giam doc xac minh.
(5) Néu sinh vién bi xa phat hinh su hoic xac minh la pham phép
13



thong qua quyét dinh cua toa hoac diéu tra cua trudng, s& bj thoi
hoc va cam dang ky hoc tiép.
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1.

Refund Policy
Chinh sach hoan phi

AR e

(1) Bapm ¥ i@ F > 38 BF [ L = o

(2) pAEI 2P Bdz AW 2P R A2 - ¥ T
'%zaquﬁéﬁg\g%ﬂfzg\;o

(B) Az p EA 2 AR A Y
iy e

(4) FFe2 2 LAFEFR23d - REFFk 213
e ﬁgjjﬂvy o

Refund Policy:

(1) For withdrawals before the first day of class: 90% of paid tuition is
refundable.

(2) For withdrawals within the first one-third of the term: 50% of paid
tuition is refundable.

(3) For withdrawals after the first one-third of the term: No refund will
be issued.

(4) For classes canceled by the Center: A 100% refund of all paid fees
will be issued if a class is canceled due to insufficient enrollment
or other reasons not attributable to the student.

Chinh sach hoan hec pht.

(1) Trudce khi khoa hoc bat dau: Hoan 90% hoc phi

(2) Trong khoang 1/3 thoi luong khda hoc dau tién: Hoan 50% hoc phi

(3) Sau thoi diém bang 1/3 khoa hoc: Khdng hoan.

(4) Truong hop Trung tAm huy 16p (vidu do s6 luong dang ky khong
du): Hoan 100% hoc phi ma sinh vién da dong.

G SER SRR AU R R A

Application Fee: The application fee is non-refundable and non-
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transferable, except in cases where the Center cancels a class.

Phi ding Ky: Phi dang ky khong hoan va khong bao luu, trir khi chinh
Trung tam huay lop.

o
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Refund Procedure: All refund requests must be submitted in person

at the administrative office by the specified deadline, along with the
following required documents:

(1) A completed Refund Request Form (available at the office).

(2) The original official receipt of your payment.

(3) A photocopy of your Taiwan bank passbook cover. The account
number and branch name must be clearly legible.

Thii tuc hoan phi: Sinh vién phai dén truc tiép vin phong Trung tim
trerdC han cuoi cung dé lam don xin hoan hoc phiva nop cac tai liéu
Sau.

(1) Phiéu xin hoan tién di dién day du.

(2) Ban chinh bién lai thu hoc phi

(3) Bdn sao mat trudc s6 tiét kiém ctia ngan hang tai Pai Loan, trong
d6 ghi 1d s6 tai khoan va tén chi nhanh.

FHEY
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(2) Bakts A 2 PPz A2 — 7 ¥ Fuh ¥ o THF R
FF=r2 21T DRNTHRFET  BAFHFR AL
e

(3) Fyaﬁmg W PR A 2 - ,7;,57\3'?3_@%,%‘3%"37&%
[

(4) PRRAE AP FTHRF AL FAHRLE > 27 1TH
16



ROURA B EE R L AR E L S H Y (AR D
LERE) -

G) - v *%—Lﬁﬁﬂ]; R o TR 1 R e
% H % ]4 F‘&?Fl

Deferral of Enrollment:

(1) Deferral Before Term Begins: You may request to defer your
enrollment for one term. 100% of your paid tuition will be credited
to the next term.

(2) Deferral After Term Begins: If requested within the first one-
third of the term, two-thirds (2/3) of your paid tuition will be
credited to the next term. You must pay the remaining balance
before the deferred term begins.

(3) Deferral is not permitted after the first one-third of the term has
passed.

(4) If tuition fees increase for the deferred term, you must pay the
difference. No refund will be given if fees decrease. A processing
fee may be charged.

(5 Important: Once an enrollment is deferred, the tuition
becomes non-refundable. You cannot request a refund for a
deferred enrollment, even if you are unable to attend the later term.

Tuy chon giir hoc phi sang ky tiép theo:

(1) Trwéc khi khoa hec bat diu (Trudéc khi khai giang): Néu vily
do ca nhan khong thé tiép tuc hoc, sinh vién c6 thé xin hodn hoc
mot ky duy nhat. 100% hoc phi da dong s& duoc chuyén sang khoa
hoc ké tiép.

(2) Sau khi khoa hge da bit dau nhung chua vwgt qua 1/3 tong
thoi gian hoc: N&u sinh vién xin hoén hoc trong giai doan nay, 2/3
So hoc phi da dong s€ dugc chuyén sang ky tiép theo. Sinh vién
can dong du phan hoc phicon lai trugc khi khda hoc hodn bat dau.

(3) Sau khi khéa hoc da vwet qué 1/3 thoi lwgng: Khong dugc phép
hoadn hoc. Hoc phisé khong duoc bao luu.

(4) Sinh vién phai bu phan chénh léch néu hoc phi tang. Nguoc lai,
neu hoc phigiam sé¢ khong dugc hoan tra phan giam. Trung tam co
thé thu thém maot phixi 1y tuong dwong mirc phi dang ky (s6 tién
s€ tuy thudc hoc phi dang ky hién hanh).

(5) Luuy quan trong: Mot khi da chap nhan hoén hoc, sinh vién
khong thé yéu cau hoan hoc phlnua ké ca trong trudng hop khdng
thé tham du khéa hodn sau nay.
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Health Insurance Information

Théng tin vé Bao hiémy té
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Mandatory Enrollment: Foreign nationals who hold an Alien
Resident Certificate (ARC) and have resided in Taiwan for six
consecutive months are legally required to enroll in the National
Health Insurance (NHI) program.

 Residency Requirement Clarification: During this 6-month period,
you may leave Taiwan only once for a period not exceeding 30
days. The residency clock will pause while you are abroad and
resume upon your return. You must accumulate a full six months
of physical presence in Taiwan.

Bit budc tham gia bao hiém y té: Cong dan nuéc ngoai so hitu Thé
tam tr (ARC) va cu tru lién tuc tai Pai Loan tir 6 thang tré 1én (dugc
phép roi Pai Loan mot lan khong qua 30 ngay, khong lam gian doan
téng thoi gian cu tra), theo luat bat budc phai tham gia chuong trinh
Bao hiém Y té Quédc gia (NHI).

BORMPARARY o B R T EIBO6B Y 1 AR - R B
?%E.J_ A LI S O - ANERFAEOEGAS B EP Y (ra»ﬁ;%%‘
F) T N o = L= BB = LU A S I

How to Enroll: To enroll in the NHI program through the university,
please bring the following documents to the Office of International
Affairs after meeting the residency requirement:

 One 2-inch passport-style photo.

 Your original ARC and a photocopy of the front and back.

« Proof of Continuous Residence for Six Months (obtainable from
the National Immigration Agency).

Cach ding ky: Khi du diéu Kién cu tri 6 thang, sinh vién can mang

theo:

18



M0t anh mau 2-inch theo tiéu chuan ho chiéu.

« Thé ARC (ban gbc va ban sao hai mat).

« Giay chitng nhan di cu tra lién tuc 6 thang tai Pai Loan (co thé
xin tai Co quan Nhap cu).

Dén phong Hop tac Quéc té / Truong Quéc té dé 1am tha tuc tham gia
NHI.

ERpBEEET AT A

f¥ET & 3F
B4 p L 826~
T Am A B 551~

Xl AR T30 e nt
https://www.nhi.gov.tw/ch/cp-3791-61elb-3246-1.html

Monthly Premiums: The monthly NHI premium is as follows:

Category Amount
Student’s Share 826~
Government Subsidy 551~

National Health Insurance website:
https://www.nhi.gov.tw/ch/cp-3791-61el1b-3246-1.html

Phibao hiém hang thang:

Loai So tién
Phan sinh vién dong gop 826 ~
Phan trg cap tir nha nudc 551~

Trang web chinh thic cia Co quan Bao hiém Y té Qudc gia:
https://www.nhi.gov.tw/ch/cp-3791-61elb-3246-1.html
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Visa Information

[ Applying for a Visitor Visa (60/90 Days) using your Letter of Acceptance ]

The 1% Visitor Visa Extension :
1. Apply within 15 days before your

current visa expires.

2. Proof of Enrollment OR Letter of Acceptance (for next term).

3. Official Attendance Record.

The 2st Visitor Visa Extension :
1. Apply within 15 days before your

1%t visitor visa expires.

2. Proof of Enrollment OR Letter of Acceptance (for next term).

3. Official Attendance Record.
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Leaving Taiwan and Re-entering

on a New Visa :

1. A new Letter of Acceptance
from the Center.

2. Your latest Official
Attendance Record.

With 4+ months of study & paid tuition,
apply for a Resident Visa at BOCA (in
final 14 days), then an ARC at NIA.

Required Documents:

1. Completed Visa Application Form.
2. Two (2) 2-inch color passport photos
(taken within the last six months).

For the following items, both original &
photocopy required:

3. Passport (valid 6+ months)

4. Health Check Certificate (within 3
months)

5. Proof of Enrollment

6. Letter of Acceptance

7. Official Attendance Record

8. Official Transcript

9. Study Plan

10.Proof of Financial Support (e.g., bank

statement, within 3 months)

11.0ther requested documents

0.

21




Théng tin vé Thi thuc (Visa)

Nop don xin Visa Du lich (60/90 ngay) bang Thu Nhan hoc.

5

Gia han lan dau Visa du lich:

khoa tiép theo).

1. Nop hd S0 trong Vong 15 ngay trude khi visa hién tai hét han.
2. Cung Cap Gidy x4c nhan dang theo hoc hodc Thu nhan hoc (cho

\3. Nop Ban chihh Toan bo bang diém x&c nhan cham cong/hoc tap. )

5

(Gia han lan thi hai Visa du lich:
1. Nop ho so trong vong 15 ngay truge khi Visa du lich lan dau hét han.
2. Cung cap Giay xac nhan dang theo hoc hoac Thu nhan hoc (cho khoéa tiép

theo).

\_

3. Nop ban chinh Bang diém x&c nhan cham cong/hoc tap.

~
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Roi1 Dai Loan va Nhap canh lai

véi Visa Moi:

1. Mot Thu Nhan hoc (Letter of
Acceptance) mai tir Trung
tam.

2. Ban chinh Bang diém x&c
nhan cham cong/hoc tap méi
nhat.

Sau khi hoc lién tuc tdi thiéu 4 thang va déng hoc

phi day du, ban ¢6 thé nop hé so xin Visa Cu tra

(Resident Visa) tai BOCA trong vong 14 ngay

cudi cing trueée khi Visa Du lich hét han, rdi tién

hanh xin Thé Tam Trd (ARC) tai Co quan Nhap

cu Quéc gia (NIA).

H0 so can chuan bi:

1. Pon xin Visa da dién day da va ky tén.

2. Hai (2) anh mau ¢ ho chiéu 2-inch, chyp trong

vong 6 thang gan nhat.

Yéu cau ban géc va ban sao déi véi cc muc sau:

. Ho chiéu (con hiéu lyc & nhit 6 thang).

. Gidy kham sirc khoe (trong 3 thang).

. Gidy x&c nhan dang theo hoc.

. Thu Nhan hoc.

. Bang diém chinh thic / Gidy xac nhan cham
cong lop.

. Bang diém chih thuc.

. K& hoach hoc tap.

. Ching minh tai chinh (vidu: sao ké ngén

hang trong vong 3 thang)

Céc gidy to khac néu duoc yéu cu thémts

~No o1k~ Ww

O O 0o
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Key Government Offices

National Immigration Agency (NIA) — Hsinchu City Service Center
(For ARC applications and residency matters)

Address: 1F, No. 12, Section 3, Zhonghua Rd., Hsinchu City
Phone: (03) 524-3517

Bureau of Consular Affairs (BOCA) — Taipei Main Office

(For visa conversions and complex visa issues)

Address: 3F-5F, No. 2-2, Section 1, Jinan Rd., Taipei City 100219
Phone: 02-2343-2888 (English service available)

Céc co quan lién quan:

Co quan Nhap cu Quéc gia — Trung tdm Hsinchu:

bia chi: Tang 1, s6 12, phan doan 3, dudong Zhonghua, thanh phd Hsinchu
Pién thoai: (03) 524-3517

Vu Lanh sy — B6 Ngoai giao (BOCA) — Tru s¢ Taipei:

bia chi: Tang 3-5, s6 2-2, phan doan 1, duong Jinan, Taipei, M& 100219
bién thoai: 02-2343-2888 (c6 dich vu tiéng Anh)
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