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Roll Call

*Purpose: Track attendance to support learning outcomes and detect irregularities early.

«System: Download the procedure from the Student Assistance Section website.

*Deadline: Submit within 7 days after the class (including holidays).

*Impact: Absences affect conduct grades.

eIssues: For roll call errors or questions, please contact Ms. Li, Student Assistance Section (ext. 2214).
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Roll Call Issue Handling
*Wrong submission: Contact Ms. Li, Student Assistance Section (ext. 2214).

*Mistaken record: Students may apply online for correction within 14 days; approval required from the
instructor.

«Correction system: Download the procedure from the Student Assistance Section website.
*Excessive absences: Contact the advisor or seek peer support.
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Leave Approval System

*System use: Download the procedure from the Student Assistance Section website.

«Sick leave: No conduct deduction (medical proof required).

*Personal leave: Conduct deduction; focus on counseling while respecting students’ rights.
Official leave (incl. epidemic leave): \erify approval from the supervising unit.

*Menstrual leave: No proof required, limited to one day per month.

*Reminder: Always approve menstrual leave to comply with the Gender Equity Education Act.
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Mobile Phone Rules

1.Years 1-3 (5-Year Program): Keep phones in bags; use only with teacher’s permission.

2.0ther Programs: If disruptive, phones may be kept temporarily and returned after class.
3.Reminder: Teachers cannot confiscate phones; students place them in a designated spot if needed.
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1.Do not publicly humiliate, belittle, or label students in class.
2.In class or course groups, do not remove students without following proper procedures.
Reminder:

*LINE groups should have clear rules and an assigned administrator. In case of disputes, the administrator
may suspend members temporarily and add them back once the situation calms down.

*Avoid using LINE during conflicts or emotional situations to prevent misunderstandings.
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Case 3: Student loses control, attempts self-harm or harms others.
Case 4: Outsider enters class and causes disturbance or violence.
Case 5: Student’s power bank explodes.

Reminder: Call the Campus Security Hotline immediately: 07-3429958
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Advisor Care & Counseling System

Download procedure from the Student Assistance Section website.

Deadline: Log Office Hour by 2026.09.06 (Sun) 23:59.

Target: Students outside advisor’s own class (advisors can also log their own mentees’ records here).

After each meeting, record it online immediately and click “Close Case” once completed.
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Online Student Rewards & Penalties —
Download the procedure from the Student Assistance Section website.

Minor demerits, major merits, and major demerits still require paper approval; all others should be submitted online 4
for review.

Reward principles can be found on the Student Assistance Section website.
Final submission for this semester: December 31, 2026(see the academic calendar).
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If students need to apply for tuition/fee reduction, student loans, financial aid for disadvantaged students, learning
grants under the Higher Education Sprout Project, emergency assistance, book subsidies, or external scholarships, |
please contact the Student Assistance Section in person. -
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Regular Email Check (Campus Information System Login) -
Check your email regularly.
Access the Campus Information System anytime to handle leave requests.

Before class ends, erase the blackboard, remind students to return desks and chairs to their places, and take all 45§
belongings (including trash) with them.
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The school is an open space, so always be mindful of your personal belongings. Lost items can be reported to the
Student Assistance Section.

Respect interpersonal boundaries (both verbal and physical) to protect yourself and others, and to prevent sexual
harassment or discrimination.

Intellectual Property: Use only legitimate textbooks (including second-hand copies) and do not illegally
photocopy books or materials, to avoid infringing copyright.
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Welcome, New Wenzaorians!
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Thank you for listening.




