Appendix 1
上海理工大学国际学生公寓管理规定

USST Administrative Regulation of International Students Apartment (ISA) 
住宿规定
Rules and Regulations
一、留学生住宿由留学生办公室统一安排，凡取得我校留学生学籍者或校际交流与交换生，可按留学生收费标准申请入住国际学生公寓。
    International Students Office (Hereinafter referred to as ISO) is in charge of apartment arrangement. All registered international students of USST, including degree students, exchange students and visiting students (hereafter referred to as students), can apply to live in ISA according to rent rate for international students.

   （1）留学生应自觉遵守各项中国法律、校纪校规和规章制度。
    Students who live in ISA must abide by Chinese laws and all rules and regulations of USST.
（2）国际学生公寓仅限留学生本人居住，主要安排公费留学生住宿和新生留学生1年的住宿，视房源情况接受自费留学生住宿，留学生入住国际学生公寓须提出申请和签订《住宿协议》。
    Only successful applicants themselves will live in ISA. ISA will accommodate full scholarship students and freshmen in their first school year in the first place, and rest of the apartments will be open to applications (Accommodation Application Form should be filled and Accommodation Agreement is to be signed).
（3）卧具、淋浴费、洗衣费、网络使用费由留学生自费购买。
    Bedding, shower fees, laundry fees and internet fees will be paid by the students.
（4）新生入住登记，凭入学通知书和护照办理登记手续。入住登记时，公费留学生须支付租房押金500元（人民币），自费留学生须支付租房押金1000元。
When freshmen check in, please bring your Admission Notice and Passport. 
Full scholarship students should pay rental deposit RMB 500, while commoners should pay rental deposit RMB 1,000.
（5）租房以学期为租赁期，自费留学生入住须按规定足额缴纳住宿费，入住时一次性付清—个学期的房费。逾期不交者，加收违约金（违约金指欠费部分每个日历日加3%的费用），如超过10天，国际学生公寓服务台有权终止服务，并依法追缴欠费和违约金。在学期中途不得退房或换房，在租赁期内如搬离公寓不退房费。校际交流生与交换生可按月支付房费，中途不退房费。
Deposit and rent are prepaid by semester. Penalty will be 3% of arrearage each calendar day if due amount is not paid before entry; and if overdue is not paid within 10 days, ISA has the right to reclaim the apartment and demand payment of arrearage and penalty in accordance with law. No application of apartment change will be accepted in the middle of a semester. Rent prepaid will not be returned if students check out within the lease period. Visiting students and exchange students can pay rent by month, but rent prepaid will not be returned within the lease period.
    
（6）公费预科生、本科生和硕士研究生（包括普通进修生）安排两人合住一间，博士生和高级进修生可选单人间。
All full scholarship pre-students, bachelor candidates, master candidates and visiting students have to share two-bed apartment. Doctoral candidates and advanced visiting students can choose to live in one-bed room.
（7）原则上不受理公费预科生，本科生、硕士研究生和普通进修生单住申请。如有特殊情况，需由本人提出申请，留学生办公室视当时房源情况和其本人具体情况予以酌情处理，但公费学生须支付所产生的房费差价。
Principally no application from full scholarship pre-student, bachelor candidates, master candidates and visiting students to take one-bed room will be accepted. In special cases, application should be submitted by full scholarship student and upon approval from ISO, the student should pay for the difference in rent.
（8）留学生须按指定房间住宿，不得私自调换房间或留宿他人，不得强占房间，不得将房间转租他人，不允许无正式婚姻关系的男女生同住一室。
Students should live in the designated apartment and should not accroach or exchange apartment, or keep outsiders in the apartment during night time. No sublet is allowed; male and female students not in marriage can’t live in the same room.
（9）留学生在住宿期间调换房间，须向留学生办公室递交书面材料申请，留学生办公室将根据具体情况处理。

During rental period, if any student will apply for room change, formal application should be submitted to ISO.
（10）自费留学生继续住宿，学期结束前20天向留学生办公室提交申请，获得同意须预付下一学期住宿费。如学生在规定期限内未提出申请，公寓将视其为退房收回住房。
Please apply for extension of rental period 20 days before the end of the semester, and upon approval from the ISO, students need to prepay rent of the next semester immediately. If students do not submit application timely, the room will be reclaimed at the end of current rent period.
（11）凡修业期满仍需居住者，应与服务台联系。其房费按全价收取。公费学生毕业、结业后未及时离校，应按规定支付房费。国际学生公寓对拒付房费者限期交房。留学生家属来公寓住宿，不享受留学生补贴房价，按全价收取房费。
Students who finish study program in USST but still need to live in the apartment should contact the receptionist, and full rent will be charged. Full scholarship students who live in the apartment after completing study program should pay full rent. The student will be required to checkout if he/she declines to pay the fees. When student family members rent apartment in ISA, they will not enjoy discount and will be charged full rent.

二、若发现房内设施、物品有人为污损或遗失，公寓管理人员有权请其按件赔偿。对故意损坏的，如不能说明造成损坏的直接责任人，则赔偿费由本室人员均摊，情节严重者报留学生办公室处理。宿舍的钥匙和门卡不得随意转借他人，严禁私自换锁、配钥匙或另加门锁。住宿期间请自行保管好房间门卡或钥匙。如果遗失钥匙和门卡，请及时向服务台报告，带有效证件到服务台登记补办，经赔偿费用后给予换锁，发卡。

Facilities, furniture and appliances in ISA should be taken good care of. Furniture and other items in the apartments should not be moved or changed arbitrarily. Nor is addition or alternation of furniture allowed. Any man-made damage and loss has to be refunded. If no one is held directly responsible for any intentional damage, students who share the apartment will go halves for the damage. In serious cases, ISO will be involved in settlement. Key or access card should not be lent to others, and changing lock or bitting of key or installing new lock is strictly forbidden. When the key to apartment or access card gets lost, please report to receptionist, register for lock replacement with valid personal identity certificate, and fund the replacement
三、保持宿舍的清洁与安静。禁止在公寓举行社交聚会、大声喧哗及高音量播放音乐等。不得在室内或楼道内随意打洞或涂划张贴；不得在公寓区内或向窗外乱扔杂物；不得在楼道内堆放私人物品；不得在公寓内饲养宠物。保持宿舍楼层通道的畅通，所有学生物品必须放在宿舍房间内，交通工具等应按指定停车点或车库停放，不得随意停放或带入公寓楼内。
Please keep the room clean and quiet. No scrawling on the wall, personal belongings are not allowed to be placed in the public areas, no littering anywhere, and no pet is allowed to be kept in the apartment. Students' transportation vehicles should be parked at designated place, and should not be brought in the apartment building.
四、公寓房间每周打扫一次，每月末公寓管理员检查各房间的卫生与安全情况。因工作需要（例如，空调、管道、消防设施等的检查和维修）要进入留学生房间，公寓管理人员提前通过张贴通知等方式告知留学生，在通知规定的时间内，不管留学生是否在房间内，公寓管理人员有权进入房间施工或检查。遇到紧急情况（例如，火灾、医疗急救、抢险等），工作人员可在未通知同学的情况进入其房间。每次须有两个以上的工作人员同时进入房间。
The apartment will be cleaned once every week, and the apartment administrator will check the sanity and safety condition at the end of each month. Notice will be given publicly in advance if entry in apartments is a must (such as air-conditioner, pipe, fire distinguisher check, maintenance and repair, etc.). Whether students are in the apartment or not, staffs have the right to enter to do their jobs after notice is given; in emergency (such as fire, EMT, flood and others), entry without notice may happen. However, each time two staffs will enter into the room together.
五、凡毕业、退学、开除学籍等留学生，从相关部门发出离校通知之日起一周内，或在学校通知离校期内须办理退宿手续并离开国际学生公寓。

Students need to check out by the date as noticed by the university, or within one week after they formally graduate, quit school or are dismissed from school.
（1）入住时，留学生签收国际学生公寓物品清单；退宿时，公寓管理员将检查房间，留学生须结清学生宿舍的住宿费、水电费、网络费，对使用不当损坏或丢失设施设备和家具的，须照价赔偿。学生结清费用后方可办理离校手续。
At check in, students will sign to receive the properties in the apartment. When students check out, the apartment administrator will check the room and students will settle all the fees including rent, water, electricity and internet, as well as any damages.
（2）退宿时，请将物品自行清理干净，不得私人物品滞留在宿舍内，否则，将遗留物品将作废弃物品或按无主物品处理。退房时间以还钥匙和门卡为准，到服务台填写“出门证”，并将出门证交给管理人员。
Before checking out, please pack all your belongings, for after checking out, any personal belongings will be disposed of as castoff or items without the Lord. Check-out time is fixed when the key and access card are returned. Please go to receptionist to fill in application form for leaving.

（3）遇到特殊情况不能按时退房者，应及时与服务台联系并办理居住延长手续。到规定的居住截止日期未退房且未与服务台联系者，将为其保留房间1天；1天后仍未退房且未取得联系者，其房内物品将遗留物品将作废弃物品或按无主物品处理。
Any student who needs to stay longer than planned under special circumstances please contact receptionist to extend the rental period. After the rental expires, the apartment will be kept for 1 more day only, in that day students need to contact us immediately, otherwise all the belongings will be disposed of as castoff or items without the Lord.
（4）学期结束留学生退房，须提前2—3天办齐离校手续，不得借故推诿。
When the semester is over, students should go through all the formalities for leaving 2-3 days in advance. Not any excuse is to be accepted.
六、宿舍或公共场所的设施如有损坏，请及时报告管理人员，到服务台登记，以便工人及时修理。
Please contact us when there is any damage of the facilities in public area or in your room so that they can be repaired in time.
七、留学生需住校外，应提出申请，并办妥有关手续。未经批准，擅自住宿校外者，一切后果自负。
Students who need to live outside the campus should fill the application and finish all the procedures. Otherwise all the responsibilities should be taken by the student.
八、如有违反住宿规定者，国际学生公寓有权视情节轻重给予罚款、赔偿等经济处罚及其他处理。严重违规者，将被取消居住资格，所付房费不予退还并报留学生办公室严肃处理。
Those who violate the regulations above will be given a disciplinary warning, be fined, or compensate for the damage, etc.  Serious violation will subject to cancellation of the qualification to live in ISA, the prepaid rent will not be refunded and ISO will deal toughly with it.
安全告知
Safety Notice
1. 严禁把酒精炉、煤油炉、蜡烛、烟花爆竹等易燃易爆品带入国际学生公寓，禁止在公寓内焚烧任何物品，严禁在公寓楼内吸烟。由此造成事故的，须负责赔偿并承担相关法律责任。

Alcohol heaters, kerosene heaters, candles, fireworks and other inflammable and explosive materials are forbidden to bring in the apartment. Open fire and smoking is forbidden in the apartment. Students held responsible for incidences arising from above mentioned misconduct are to bear legal consequences.
2. 自觉遵守学校管理制度，禁止在校内外及宿舍内酗酒、赌博等影响校内及宿舍公共秩序的活动，不得在公共场所内大声喧哗，禁止播放高音量音响等影响他人学习与休息的活动，严禁在宿舍区内经商及推销，违者依法严肃处理。遵守学校作息制度，外出者平时请于23：00点前返回国际学生公寓，23:00以后进出公寓的留学生须在服务台登记姓名和外出原因，不得从一楼窗户进入公寓。对拒绝登记和说明外出原因的留学生，报留学生办公室处理。

Observe school regulations. Too much drink, gambling and other activities affecting public order are strictly forbidden. Please keep the dormitory quiet, do not make noise or play high volume sound that will disturb others. No business transactions or marketing activities are allowed. Please return to ISA before 23:00 p.m.; and after 23:00 p.m., entry and exit should be registered and ample reason should be given. Climbing in through the windows on the first floor is not allowed. Behavior like declining to register or providing justification will be reported to ISO.
3. 注意安全用电，宿舍内严禁私接电线，私移插座，严禁损坏、私自改动供电线路，严禁盗用公用电源，不得私自接装电话。房间内禁止使用电热毯、电炉、电饭煲、电炒锅、取暖器及其他等容易引发火灾的电器设备。因违章购买电器，公寓管理人员予以收缴，如违章使用而发生事故，将追究使用者的法律责任。
Ensure safe electrical operation. Appliances like electric stove, electric blanket, electric oven, rice cooker, electric cooker, heating device, etc., that are easy to cause fire are strictly forbidden to use in apartment. Above mentioned appliances found in apartments will be taken over by ISA administers. The legal liability of any incidence arising from wrong operation of electricity will be pursued.
4. 遵守防火规定，严防火灾。注意防火，不得在房内点蜡烛，严禁使用明火。严禁乱动配电箱和消防器材，室内禁止存放易燃易爆物品，不得在楼内外燃放烟花爆竹等，因个人责任酿成火灾者，须赔偿一切损失，严重者将由司法机关追究刑事责任。公寓内如发生火警、漏电等意外事故，要镇静应对，速向公寓服务台、物业管理办公室报告，做到有序疏散（疏散路线图见门后）。
Please abide by fire proof regulations. Please do not light candles or use open fire. Keep away from electricity distribution box and fire extinguishing appliances. Students should not store any inflammable, explosive，poisonous and dangerous goods in the apartment, and fireworks are also forbidden in and outside the apartment, it is required for students who will bear the legal responsibility for any damage. In case of fire or electricity leak, please keep calm and inform the receptionist and property management office as soon as possible, and evacuate orderly if necessary. (Please find the chart of the evacuation route behind the door.)
5. 妥善保管好个人的现金和贵重物品，注意自身安全。离房前请锁好房门，关闭窗户和所有电源开关，以防发生意外。
Keep your belongings safe, take good care of the cash and valuables. Please close the windows, lock the door and switch off the electricity as you leave the apartment.
6. 留学生在校园内聚会，需事先向留学生办公室提出申请，经批准方可进行。聚会时，不可大声喧哗、不可播放高音量音响，在规定时间内结束，以免影响其他学生的学习和休息。
Students should submit application to ISO before having a party on campus. During the gathering, please do not make noises or play high volume sound, and please end the party in time in order not to disturb others.
7.公寓区域内严禁无牌照摩托车进出及停放，违法者予以没收。车辆必须停放在指定的停车处。
Motorcycles and bicycles are not allowed to enter the ISA. Speed of vehicle should be controlled lower than 5km/hour. Any motorcycle or bicycle without plate will be confiscated. Vehicles must be parked in designated area.

8. 请记住以下常用电话号码： 救护 120  公安 110  火警 119  电话查询 114   
Please keep following emergency phone numbers: 
Ambulance  120
Police      110
Fire alarm   119

Phone Number Enquiry 114
会客须知
Meeting Notice
1. 自觉遵守《访客制度》并主动配合管理人员做好工作。留学生有义务督促来访者进入国际学生公寓时办理会客登记，离开时由被访人签字后交还国际学生公寓服务台注销。
Voluntary compliance with meeting rules and cooperation with administrative staff are required. Guests should register for entry and cancel it with hosts’ signature before leaving.
2. 留学生可在国际学生公寓一楼大厅会见来客，不得擅自将来客带入宿舍房间内。
Students should meet guests in the meeting hall on the first floor of the apartment. Guests are not allowed to enter students’ apartment.
3. 为保障入住留学生的安全，来访者因特殊原因需进入留学生宿舍会客，须出示本人有效身份证件（护照、工作证或身份证等），填写会客单，经公寓管理人员审验，方可进公寓会客。
For safety concern, if guests must meet the students in their room for special reasons, they should present their valid identity documents (passport, work permit or identification card) and fill in the meeting application form. After the documents and application are inspected by the administrative staff, guests are allowed to enter.
4. 留学生和来访客人必须严格遵守会客的时间规定，来访者应在规定会客时间结束前离开公寓。违者谢绝来访。
Students and guests should abide by the rules strictly and guests must leave the apartment within given time. Those who violate the rules will not get the permission to meet students in ISA any more.
5. 来访者不得在国际学生公寓留宿。特殊情况需要留宿者，须经公寓管理人员同意，报留学生办公室备案，须办理临时住宿登记手续，由公寓管理人员另外安排房间留宿，留宿者其房费按全价收取房费准收取。
Guests should not stay overnight in the apartment. If guests have to stay overnight in special cases, a written-form application is required and it will be reported to ISO. After completing application procedure, temporary accommodation registration should be made. Apartment administrator will arrange other rooms for the guests at full price.
6. 会客时间：周一至周五【09:00～22:15】 周六、周日【09:00～22:45】
Meeting hour: 

Monday to Friday:    [9:00-22:15] 

             Saturday and Sunday:  [9:00-22:45]
本制度各项规定的解释权归留学生办公室。
The International Students Office reserves the right of the final interpretation of above rules and regulations.
二零一四年六月九日  发布 
Released in June 9, 2014
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