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I . Work Permit & Residence Permit Application

★ This is very important for new teachers holding a “Z” visa. Please read it thoroughly:

After you get your Z visa and enter mainland China, you must apply for a Work 

Permit and Residence Permit within 30 days of entry to avoid illegal stay and penalty  

（500RMB per day, paid by yourself ). The exact application procedure is as follows:

1. Within 24 hours of entry: Please go to the Foreign Teacher Reception Office of 

Logistics Department of SISU to register with the copies of the ① first page, ② Z 

visa page（for foreign teachers holding valid residence permit, please copy your 

valid residence permit rather than Z visa）and ③ the latest entry stamp page of 

your passport. 

Foreign teachers who live off campus should go to the police station where your 

apartment is under its jurisdiction for residence registration with the above materials 

and your passport.

Foreign Teacher Reception Office’s address: Side Room, Building No.2, Foreign 

Teachers Apartment, East（lower）Campus of SISU（next to Dongyuan Canteen）

Contact: 023-65385375

Notice: You need to apply for residence registration everytime: 

● you enter mainland China from overseas and Hong Kong, Macao and 
Taiwan.

● your passport or residence permit has been renewed.
● your residential address has been changed because of moving, traveling, etc.

2. Go to the photo studio to take identification photos（2 inches, colored photo with 

white background）and get the photos and photo receipt.（In Chinese: 拍摄两寸白

底证件照，领取照片及照片回执）

3.	Within 3 days of entry: Go to the Health Examination Center to do physical 

examination and get the Health Certificate. Accompanying family who are over 18 

years old also need it.
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Office hours: 8:00 - 12:00 Monday to Friday (except statutory holidays)
You need to bring the 
following materials: Passport, 4 identification photos

Fees: Fees of physical examination can be reimburesed with invoice

Address: No.185, Hongshi Rd, Longxi, Yubei District, Chonqing
重庆市渝北区龙溪镇红石路185号

Chinese name of the Center: 重庆国际旅行卫生保健中心

Attention: The physical examination should be taken on an empty stomach, do not eat or 
drink 10 hours beforehand.

Note: Accompanying family shall bear their own expenses, such as the fees 

paid for physical examination, residence permit, air ticket, etc.

A. Application for new permit

1. Please go to the International Office with necessary documents, then the staff of 

International Office will complete the procedures for the application of your work 

permit and residence permit. Documents you should submit are as follows: 

● Passport

● Health Certificate

● 2 identification photos and photo receipt

● Interview form (You can get it from the International Office)

● Authenticated Certificate of Kindred and it’s translation (applies only to 

accompanying family)

You and your accompanying family are required to attend an interview with the 

immigration officer for your residence permit application, which will be arranged by 

the International Office.

2. Once we get your passport back from the Public Security Bureau of Chongqing 

(within about 15 work days after the interview at PSB), we will notify you to 

retrieve it.  

International Office’s Address: A406, Administrative building, West (upper) campus 

of SISU; 

Office hours: 8:00-12:00, 15:00-18:00, Monday to Friday (except statutory holidays)
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Telephone number: 023-65385218/023-65381215

E-mail: faosisu@sisu.edu.cn.

B. Extension

★ The Work Permit and Residence Permit are commonly valid for about one year, 

so you need to extend them every year with the following procedure:

If you renew your contract with SISU or your work permit/residence permit is about 

to expire, you must apply for extension at least 30 days before expiration. If you need 

to leave for vacation or business before extension, you must apply for extension at least 

30 days before you leave. Please bring the documents below to International Office: 

● Passport

● Residence registration

● 2 identification photos and photo receipt

● Authenticated Certificate of Kindred and it’s translation (applies only to 

accompanying family)

International Office will apply for extension of your work permit and residence 

permit after receiving all of your materials.

★ Attention

According to the regulations of the Foreign Expert Bureau and the Public Security 

Bureau, foreigners holding a Z visa can only work for the university/company that 

applies for work permit and residence permit for them, and are not allowed to do part-

time job without the permission of the university or go to study for a degree.

II. Living in SISU

A. Regulation of accommodation

1. Accommodations are provided for foreign teachers only. Transference or sublease of 

the apartment is absolutely prohibited. No other person is allowed to stay overnight 

without permission from the Foreign Teacher Reception Office of Logistics 
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Department of SISU. Visitors should register with valid ID card and visit before 

10:30pm.

2. You’re required to sign a list of inventory and to pay deposit of 500RMB for loss 

after check in. You can get it back on departure if there is nothing lost or damaged 

in your apartment. You are expected to use and maintain the internet access, electric 

appliances and furniture properly. Any loss or damage caused by improper use will  

require compensation. The university has no responsibility for any injury caused by 

misuse.

3. According to the relevant regulations of the Chinese government, VPN is strictly 

prohibited in China. SISU shall not provide you VPN use, if you have trouble with 

internet access, please check whether it is because of VPN. If not, please request repair.

4. No pets are allowed in the apartment.

5. Unauthorized wires are discouraged. Please keep alert to fire. Inflammables and 

explosives are forbidden. Compensation shall be charged upon any loss or damage 

due to your fault.

6. Please keep the apartment and its surroundings quiet, clean and tidy.

B. Notes to accommodation

1.	Room keys: Once you check in, the staff of the Foreign Teacher Reception Office 

will give you all but one of the room keys of your apartment. The Apartment 

Service Office will keep 1 key per apartment for emergency use and will make sure 

that there will be two staff entry your apartment together in your absence in case of 

emergency. When you vacate, please check out at the Foreign Teacher Reception 

Office, return all the keys, and get back your deposit.

2.	Bills for electricity, water, gas, phone and internet : 

Ten tons of water, 200 kilowatt-hour of electricity, and 10 m3 of gas per month 

are free to use. If you use over the quota of electricity, water and gas, you will be 

charged for use above the allowable. The current charge for electricity is 0.54 yuan/

kilowatt-hour; for water is 3.5 yuan/ton; and for gas is1.74 yuan/m3. The price 
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mentioned above is flexible based on the market change.

The use of school internet access is free of charge. Please ask the staff for internet 

account and password when you check-in.

3.	Mailing address: “Your name, International Office, Sichuan International Studies 

University, No.33 Zhuangzhilu Rd, Lieshimu, Shapingba District, Chongqing, P.R.of 

China, 400031”.

4.	Security: Follow the instructions for home appliances; please switch off the power 

during your absence. If the equipment doesn’t work, tell the staff of the Foreign 

Teacher Reception Office. Do not repair it by yourself. Personal belongings (cash 

and documents, in particular) shall be carefully kept against missing and theft, doors 

and windows should be securely locked over night or during absence. Report to the 

staff of the Foreign Teacher Reception Office immediately if your key is lost. 

5.	Useful telephone numbers

Apartment Service Office West campus: 023-65380921; East campus : 023-

65385445;

Foreign Teacher Reception Office: 023-65385375

International Office: 023-65385218

Emergency numbers : 110 for police; 119 for fire; 120 for first-aid. and 023-

65385110 for campus security.

C. Procedures on arrival

1.  Register at the Foreign Teacher Reception Office and the International Office.	

2.	Sign the contract. 

3.	Apply for Work Permit. 

4.	Apply for Residence Permit. 

5.	Apply for Campus Card.

6.	Apply for bank card.

7.	Apply for SIM card.

8.	Apply for Wechat account and add our Wechat group: Foreign Teachers of SISU 

for work, activity, and holiday notice first hand and for getting to know other foreign 

teachers.

    .......
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D. Procedures on departure: 

l.  Please inform the specific time of your departure in advance to the International 

Office, the Foreign Teacher Reception Office and the department you work for. 

2.	Return the borrowed books and materials to the library of the relevant department or 

the university library.

3.	Get your last month salary and air ticket reimbursement. 

4.	Return the borrowed objects, return the keys and get back your deposit. 

    ......

E. Facilities at SISU 

Foreign teachers can enjoy the facilities at SISU such as the library, canteen, etc. 

Most facilities are free, but some charge money, such as the tennis court and shuttle 

between upper and lower campus.

SISU provides free shuttle between the upper and lower campuses for faculty only. 

Here is the current timetable for reference：

Time Boarding Place

7:35 Sun Square

7:45 Sun Square

9:45 Sun Square

9:50 Teaching Building (upper campus)

11:50 Teaching Building (upper campus)

12:10 Sun Square

14:15 Sun Square

14:20 Teaching Building (upper campus)

16:05 Sun Square

16:20 Teaching Building (upper campus)

18:10 Teaching Building (upper campus)

18:40 Sun Square

20:50 Teaching Building (upper campus)

21:45 Teaching Building (upper campus)

22:40 Teaching Building (upper campus)

                 Monday to Friday (except statutory holidays)
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F. Transportation

Transportation is very convenient in Chongqing. Bus, rail transit, taxi, train, ship and 

airplane are all available in this city. 

Here are some major public transport lines around SISU.

Bus No.210:  From SISU to Caiyuanba Railway Station, passing through Lieshimu, 

Shapingba Railway Station(the center of Shapingba District) and Niujiaotuo(to 

Jiefangbei, the CBD of Chongqing).

  ①        ②                        ③                         ④                      ⑤            （Terminal）

SISU→Lieshimu→…Shapingba Railway Station→…Xiaolongkan→……Niujiaotuo→Caiyuanba Railway Station

Bus No.821:  From SISU to the South Square of Chongqingbei Railway Station, 

passing through Lieshimu, Shazhonglu (to the center of Shapingba District) and 

Hongqihegou (to Guanyinqiao, a business center in Jiangbei District) .

  ①        ②                 ③                   ④                           （Terminal）

SISU→Lieshimu→…Shazhonglu→…Hongqihegou→…South Square of Chongqingbei Railway Station

Rail Transit Line 1   From Lieshimu to Xiaoshizi(close to Jiefangbei, the CBD of 

Chongqing), passing through Lieshimu, Shapingba (the center of Shapingba District) 

and Shiyoulu(the business center of Yuzhong District).

    ①                 ②               ③          ④（Terminal）

Lieshimu → …Shapingba → …Shiyoulu → …Xiaoshizi

Taxi:  Taxi is available before the SISU gate.

III.  Salary, Bonus, Extra pay and Tax

A. Monthly Salary	 		

You will get paid through bank card at the end of each month. You may be paid 1 or 

2 days in advance or later around weekends or holidays.

B. Bonus

1. Allownance: You will get 2200 yuan for the fulfilment of one academic year’s 
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contract, and 220 yuan for meal bonus per month.

2. The International Office will reimburse your air tickets with shortest route or 

cheapest price  from / to your home country as stipulated in your employment 

contract. You can get the ticket for arrival refunded at the beginning of the contract , and 

once you have fulfilled your contract for one academic year, you can get the ticket 

for departure refunded. 

The following documents are required for ticket reimbursement：

● E-ticket + air invoice or payment record+ boarding passes for the flights you took; 

OR,

● Original copy of paper ticket + air invoice; OR,

● Original copy of paper ticket + payment record of your credit card + boarding passes 

for the flights you took .

Note: A return e-ticket is preferred since it follows the first way, which is the 

simplest.

3. Medical care and medical reimbursement: The International Office will buy you 

medical insurance every year, and you can obtain reimbursement for expenses 

except for expenses incurred in registration, doctor’s home visits, transportation to 

and from hospital, fitting false teeth, cleaning teeth, undergoing cosmetic surgery, 

massage, buying spectacles, the cost of stays in hospital and non-medical nutritional 

products. During the period of contract, medical expenses in Taiwan, Macao, 

Hong Kong Special Administrative Region, and outside China shall be covered by 

yourselves. The above mentioned medical care shall be limited to a total expenses of 

RMB 1,000 yuan per year. Valid invoices from the Chinese public hospitals should 

be submitted to the International Office when you claim the medical expenses 

refunded.

Attention: According to the regulation of the Financial Department of SISU, you 

can only obtain reimbursement for the invoices of the current year. Please don’t save 

your invoices for the next year. The Financial Department doesn’t open for public 
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reimbursement on Wednesday afternoons, and at the end of each month.

C. Extra pay

If you teach extra classes for your Department, please claim extra pay from your 

Department for the extra teaching.

D. Income Tax

You need to pay tax for all your income each month. According to China’s tax laws, 

below is the current tax ratio for your monthly income:

 (Monthly Income - 5000)  	 tax ratio	  minus

____    <3000                              	 3%                         	        0

3000<___<12000                            	 10%              	     210

12000<___<25000                           	 20%                      	   1410

25000<___<35000                           	 25%                      	   2660

For example, if your monthly salary is: 9000; 

then your tax will be:  9000-5000=4000  →  4000×10%=400   →  400-210= 190

IV.  Teaching Requirements & Management Duties

1.Teachers must carry out their duties according to the schedules arranged by the 

departmental authorities.

Medical Invoice
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2.	Lessons may not be individually or randomly re-arranged or combined; absence or 

early departure from or late arrival in class is not permissible; teaching hours may 

not be reduced without express permission; personal arrangements for substituting 

teachers is not permissible. In the event of any necessary business trip, academic 

visit or conference, approval for the replacement or rearrangement of classes must 

be given by the Dean, with make-up classes scheduled following the teacher’s 

return.

3.	Teachers must check student attendance regularly by means of a roll call or register. 

Students who are absent for 1/3 or more of the classes are not eligible to take 

the final exam. Teachers should reprimand and if necessary report to the relevant 

supervisor students who consistently arrive late for class.

4.	Teachers should make every effort to improve their teaching and carry out proper 

preparation for each class. They should be neatly dressed when in class and be 

polite in their use of language. The use of modern technology such as multi-media 

is strongly encouraged in order to enhance the effectiveness of the class.

5.	During the first week of the semester, the teaching secretary of the Department will 

ensure that teachers are provided with all necessary materials in terms of syllabuses, 

schedules and evaluation sheets. Teachers should observe the schedule and class 

arrangements provided.

6.	One week after the final examination, teachers should hand in to the teaching 

secretary the final scores in both an electronic and a paper version. The latter must 

carry the teacher’s signature and will be subject to scrutiny by the Dean.

7.	Following the final exam, teachers should cooperate with other relevant staff in 

filing the score-sheets and other documents related to the classes they have taught.

8.	A teacher’s employment will be terminated in the event of evidence of 

incompetence in teaching or negligence, or in the event of strong opposition from 

the students.
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V. Religion and Religious Life in China

1.	China is a country with diversified religions, mainly Buddhism, Taoism, Islam, 

Catholicism and Protestantism, as well as the Eastern Orthodox Church and various 

regional beliefs.

2.	The introduction of China’s Reform and Opening-up Policy has been accompanied 

by comprehensive implementation of the policy of freedom of religious belief. In 

1994, the State Council promulgated the provisions on the Administration of the 

Religious Activities of Foreign Teachers of the People’s Republic of China, which 

stipulates, “The People’s Republic of China respects the freedom of religious belief 

of foreign teachers within the territory of China, and protects the rights of foreign 

teachers and Chinese religious circles to maintain friendly contacts and engage in 

cultural and academic exchanges”.

3.	The customs office allows foreign teachers to bring in a certain amount of religious 

material for personal use. Foreign teachers in China are not allowed to use the 

Bible and other religious scriptures as teaching materials for students, but can cite 

some religious background knowledge or stories from the Bible as necessary for 

teaching goals.

4.	Religious services are held in churches in China and foreigners are welcome to 

attend. Chinese churches are independent and not subject to the control of external 

religious organizations. Foreigners in China are not permitted to distribute religious 

books or articles, to proselytize, or to organize underground religious groups.

5.	Hong Kong’s religious affairs are managed by the Hong Kong Special 

Administrative Region government in accordance with the Basic Law free from 

central government intervention. Religious organizations in the HKSAR and other 

parts of China should abide by the principle of “no subordination, no interference, 

and mutual respect” in conducting exchanges with each other

（For other regulations of SISU, please consult your co-teacher directly. Foreign 

teachers should also abide by all regulations of SISU, whether verbal or written.）




























