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Dear foreign teachers & students: 

 

Warmly welcome you to be one of the big family of 

GZCCC. 

For your working/studying and living convenience during 

your stay here, we have prepared this guidebook to provide 

useful information for you. Please read it carefully and all of 

the teachers and administration staff are happy to help you. 

We sincerely wish you a pleasant and successful stay in 

our College!  

 
 
 
            Foreign Affairs Office (International Exchanges Center) 

          Guangzhou City Construction College 

           May, 2019 
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i. Work Visa Application: Before coming to teach in our College 

 If you’re coming from abroad to teach in our college, you should apply for a new Z Visa
（Work Visa）. Below is a list of documents you must email or fax to us at least two 
months before your departure for Guangzhou: 

 
 Personal CV 
 Copy of Passport Photopage (including any accompanying family members) 
 Copy of Degree or Diplomas 
 At least one formal recommendation letter (if you have taught at a Chinese university 

before, a letter from the Foreign Affairs Office is preferred) 
 Copy of signed working contract 
 Health Certificate (if you do not have one, you can arrange to obtain one after you arrive 

in Guangzhou.) 
 A coloured passport photo of yourself (can be scanned if sent by email, including any 

accompanying family members) 
 
Please also tell us at which Chinese Embassy or Consulate you intend to apply for your visa 
and when you plan to arrive in Guangzhou. 
 
We will apply for a NOTIFICATION LETTER OF FOREIGNER’S WORK PERMIT IN THE 
PEOPLE’S REPUBLIC OF CHINA from the government authorities and post it to your home 
address by special messenger service (EMS). Then you can go to the Chinese Embassy or 
Consulate with this document to apply for your Z visa before you come to Guangzhou. If you 
have accompanying family members, they also need to apply for this visa. 
 
 If you move to Guangzhou directly from another university or school in China and your 

current Z Visa, Foreigner’s Work Permit and Residence Permit are still valid for at least 
one month, you can extend them in Guangzhou. We strongly recommend that you 
personally bring the following documents to Guangzhou otherwise you should post 
them to us by EMS at least one month before their expiration date: 

 
 Personal CV 
 Original Passport (which should include your current Z Visa and Residence Permit; 

including any accompanying family members) 
 Foreigner’s Work Permit (if not the Original, at least a copy of all pages) 
 Copy of Degree Diplomas 
 At least one formal recommendation letters (letters from the Foreign Affairs Office of 

any Chinese university or school where you worked are preferred) 
 Signed working contract 
 Valid Health Certificate (which must be issued from Exit & Entry Administration Bureau 

or the Disease Control and Prevention Center identified by the government; including 
any accompanying family members) 

 A letter from the Foreign Affairs Office of your last employer that certifies that your 
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working contract with them has finished successfully. 
 4 coloured passport photos (including any accompanying family members) 
 
We will extend the validity of your documents here in Guangzhou and post them back to 
you by EMS within about one month. If you have accompanying family members, please 
also send us their original passports, valid health certificates and 4 photos each. We 
strongly recommend that you personally bring your documents to us in Guangzhou 
because: 

1) It is a bit dangerous to post your original documents by mail, even by EMS. 
2) Sometimes the government will not allow us to extend your Residence Permit 

unless you are actually in Guangzhou. 
 
The validity of the documents can only be extended for one year at the most, so if you post 
them to us in June, they can only be extended to June of the next year which is commonly 
not long enough for your teaching period and we need to extend them again the next year. 
So if you have planned to go back to your home country during the summer vacation, we 
strongly advise you to apply for a new Z Visa again there.)  
 

ii. Necessary Residential Documents: After arriving in Guangzhou 

1. Health Certificate 

(This includes any accompanying family members and they need to pay to obtain the 
Health Certificate for themselves) 
 
During your first week in Guangzhou, you need to go to Guangdong International Travel 
Health Care Center to have a medical examination. In 2 days, as long as you passed the 
examination, they will issue you a Health Certificate. Our clerk or an assistant student will 
accompany you there. You should go there in the morning without eating breakfast and 
please don’t forget to bring your original passport and 5 photos with you.  
 
If you have accompanying family members, they also need to have the medical examination 
and obtain the Health Certificate. Currently the health exam costs nearly 500RMB yuan for 
each person and you can get your own cost reimbursed in the Foreign Affairs Office by 
presenting the receipt. But your family members need to pay for themselves. 

2. Foreigner’s Work Permit 

(Any accompanying family members do not require this certificate but their names and 
photos will be attached to your certificate, so they also need to submit the necessary 
documents) 
 
Within 15 days of your entry to mainland China, you will need to apply for a Foreigner’s 
Work Permit from the Administration of Foreign Experts Affairs of Guangdong Province. 
This process takes at least 10 days and we will help you to do it, so please give the following 
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documents to the Foreign Affairs Office within the time limit: 
 Original Passport 
 Health Certificate 
 2 colored passport photos  
 Formal Contract (please come to the Foreign Affairs Office to sign it) 

3. Residence Permit for Foreign Teachers 

(This includes any accompanying family members and they need to pay to obtain the 
Health Certificate for themselves) 
 
Within 30 days of your entry to mainland China, you need to apply for a Residence Permit 
to the Guangzhou Municipal Exit & Entry Administration Office, which can take about one 
week. We will help you to do this so please give the following documents to the Foreign 
Affairs Office within the time limit: 
 
 Original Passport 
 Health Certificate 
 2 colored passport photos 
 Foreigner’s Work Permit 
 Temporary Residence Register Form (one form for each person, any family members 

also need to complete it.) 
 
Note：Only the “Z” visa is a Work Visa；The “F” visa is for visiting scholars and the “L” visa 
is for tourists. The Z visa is valid for at most one year, the F visa is valid for at most half a 
year, and the L visa is valid for at most three months. Foreign teachers should hold a Z 
visa in order to work in China. 

iii. Visa & Residence Permit for Foreign Students 
(Instructions of Application for Visa and Residence Permit) 
 
Foreign students who come to study in institutions of higher education in Guangzhou for six 
months or above shall enter China with Visa X, and shall, within 30 days of entry, apply for 
Residence Permits from the Division of Exit and Entry Administration of Guangzhou 
Municipal Public Security Department. 
 
In applying for residence permits, you are obliged to answer relevant inquiries and submit 
the following documents:  

1. The original and photocopy of your valid passport and Chinese visa; 

2. A form of Application for Visa and Residence Permit which you have filled correctly, and 

one of your recent passport-size 2 inch photos (full face without hat); 

3. A Registration Form of Temporary Accommodation for Aliens issued by local street 

police station (excluding those lodging at foreign students’ building on campus, 
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guesthouse or hotel); 

4. The original and photocopy of your Admission Notice and an official letter specifying 

the duration of your study issued by the foreign students office of your university or 

college; 

5. Your Health Certificate issued by Guangdong Exit-Entry Inspection and Quarantine 

Bureau (for applicants aged 18 or above and those who will stay in Guangzhou for one 

year or above); 

6. Students holding Visa L or Visa F and applying for residence permits for educational 

purpose shall, additionally, submit Form JW201 or Form JW202 (Form of Chinese Visa 

Application for Foreign students issued by your university or college); 

7. Students under age 18 shall submit certificates of long-term residence in Guangzhou of 

your foster parents or guardians, and their notarized written guarantee stating their 

willingness to accept your parents’ entrustment, to take the responsibility of fosterers 

and guardians, and to guarantee that you will leave China on schedule, etc. Aliens who 

have obtained residence permits in Guangzhou may be entrusted as foster parents or 

guardians. Students under age 16 shall, additionally, provide photocopies of your birth 

certificates, photocopies of your parents’ passports if they are of foreign nationalities, 

photocopies of the evidence of their permanent residence in a foreign country if one or 

both of your parents is or are Chinese citizen(s). 
 
Note：All the evidence issued by foreign constitutes should be verified by the Chinese 
embassy or consulate in that country. 

iv. Important Events in One School Year 

 Fall Semester (September---January) 

1. The Beginning of Fall Semester (commonly in late August) 
2. Mid-Autumn Festival Holidays (3days including weekend) 
3. National Day Holidays (1 week including Oct. 1st-7th) 
4. Annual School Sports Game (in late November) 
5. Christmas dinner party (in late December ) 
6. New Year Holidays (3days including weekend) 
7. Winter Vacation (commonly from mid January to mid February) 

 Spring Semester (February---July) 

1. The Beginning of Spring Semester (commonly in late February or early March) 
2. Qingming Festival(Tomb-Sweeping Day) Holidays ( April 5) 
3. Application for renewal of Contract (for the next school year, we expect your application 
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in April) 
4. May Day Holidays (a week including May 1-7) 
5. Decision on your new contract (before May 31) 
6. Dragon Boat Festival (the 5th day of the 5th lunar month) 
7. Summer Vacation(commonly from late July to early September) 
 

v. Our Campus 

A Bird's-eye View Map of GZCCC’s Main Campus 

 
 
 

vi. School Bus to and from Downtown Guangzhou 

GZCCC → Downtown Guangzhou 
Day Route Departure & Time Destination 

Wednesday 
GZCCC- Huagong (SCUT) 

(Airport Expressway) 
Main Gate Square 

17:55 
The Memorial Archway 

of SCUT 

Friday 

GZCCC- Garden Hotel 
(Airport Expressway) 

Main Gate Square 
17:15 

Garden Hotel 

GZCCC- Huashi (SCNU) 
(South China Expressway) 

Main Gate Square 
17:15 

Yantang Footbridge 

Sunday 
GZCCC- Tianhe Sports Center 

(Shopping Line) 
Main Gate Square 

Depart: 09:00 
The West Gate of Tianhe 

Sports Center 
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Return: 19:30 

 

Downtown Guangzhou → GZCCC 
Day Route Departure & Time Destination 

Sunday Xiaobei Road - GZCCC 
West Gate No.2 
Yuexiu City Plaza 

20:00 
GZCCC 

Monday 
Xiaobei Road - GZCCC 

West Gate No.2 
Yuexiu City Plaza 

07:00 
GZCCC 

Huashi (SCNU) - GZCCC 
Main Gate of SCNU 

06:50 
GZCCC 

Thursday Huagong (SCUT) - GZCCC 
The Memorial Archway 

of SCUT 06:40 
GZCCC 

 

vii. Class Timetable 

Class Timetable 

Morning Periods Afternoon Periods Evening Periods 

1st: 08:20---09:00 5th: 14:20---15:00 9th: 19:30---20:10 

2nd: 09:10---09:50 6th: 15:10---15:50 10th: 20:20---21:00 

3rd: 10:10---10:50 
7th: 16:10---16:50  3rd: 10:20---11:00 in Teaching Building No.1 

& Teaching Building No.3(Training Center) 
4th: 11:00---11:40 

8th: 17:00---17:40  4th: 11:10---11:50 in Teaching Building No.1 
& Teaching Building No.3(Training Center) 

Note：The 3rd and 4th Periods in the Teaching Building No.1 are 10 minutes later than those 
in other buildings. 

viii. Bus & Subway to Guangzhou 

1. Shuttle Buses 
Every day from 5:30 AM to 8:30 PM, there are a lot of shuttle buses running between 
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Conghua Coach Station and different coach stations in Guangzhou. The departure frequency 
is 10-15 minutes.  
 

Bus Time Table of Conghua Coach Station 

Bus Line Departure Time Destination 
Price/RMB yuan 

(may vary) 
Guang-Cong 1 

Express 
6:00-20:00 Guangzhou Coach Station 30 

Guang-Cong 1 5:30-21:00 Guangzhou Coach Station 26 

Guang-Cong 2 6:00-18:30 Fangcun Coach Station 28 

Guang-Cong 3 7:00 12:00 18:00 Luochongwei Coach Station 24 

Guang-Cong 4 
Slow 

5:35-19:05 Tianhe Coach Station 24 

Guang-Cong 4 
Express 

5:45-20:30 Tianhe Coach Station 25 

Guang-Cong 5 5:30-19:30 
Guangzhou East Railway 

Station 
24 

Guang-Cong 5 
Express 

6:00-19:20 
Guangzhou East Railway 

Station 
26 

Guang-Cong 6 5:30-19:00 Dongpu Coach Station 25 

Guang-Cong 7 5:30 6:15 10:00 13:00 15:00 Huangpu Coach Station 27 

Guang-Cong 8 
Slow 

5:25-20:00（last bus on Friday, 

Saturday, Sunday and holidays: 

20:30） 

Guangyuan Coach Station 22 

Guang-Cong 8 
Express 

6:15-8:00（last bus on Friday, 

Saturday, Sunday and holidays: 

20:30） 

Guangyuan Coach Station 26 

For more information about the Bus Time Table please refer to the website: 
http://www.conghuabus.com/gzbus.asp. 
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2. Guangzhou Metro Line 14 

Main Line: Jiahewanggang – Dongfeng 

Branch Line: Xinhe - Zhenlong (Identification Color: Brown         ) 

 
Covering around 76 kilometers (47 miles), Guangzhou metro line 14 contains the Main 
Line and Branch Line nowadays. The Main Line runs between Jiahewanggang and 
Dongfeng. Jiahewanggang is an important transfer metro station in the city where 
passengers can easily transfer with Line 2 and Line 3, reaching Baiyun International 
Airport, East Railway Station, Guangzhou Railway Station and several landmarks such 
as Canton Tower, Yuexiu Park and Haizhu Plaza. 
 
See metro maps for reference. 
 

 

Line 14 

https://www.travelchinaguide.com/cityguides/guangdong/guangzhou/subway/line2.htm
https://www.travelchinaguide.com/cityguides/guangdong/guangzhou/subway/line3.htm
https://www.travelchinaguide.com/cityguides/guangdong/guangzhou/airport.htm
https://www.travelchinaguide.com/cityguides/guangdong/guangzhou/airport.htm
https://www.travelchinaguide.com/china-trains/guangzhou-east-station.htm
https://www.travelchinaguide.com/china-trains/guangzhou-station.htm
https://www.travelchinaguide.com/attraction/guangdong/guangzhou/canton-tower.htm
https://www.travelchinaguide.com/attraction/guangdong/guangzhou/yuexiu.htm
https://www.travelchinaguide.com/cityguides/guangdong/guangzhou/subway/metro-map.htm
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Timetable 
Main Line 

Station 
First Train Last Train 

To Jiahewanggang To Dongfeng To Jiahewanggang To Dongfeng 

Jiahewanggang -- 06:00 -- 22:50 

Baiyun Dongping 06:16 06:03 23:22 22:54 

Xialiang 06:12 06:07 23:18 22:57 

Taihe 06:10 06:10 23:15 23:01 

Zhuliao 06:13 06:15 23:09 23:06 

Zhongluotan 06:09 06:07 23:05 23:10 

Mali 06:04 06:02 23:00 23:15 

Xinhe 06:02 06:04 22:57 23:18 

Taiping 06:07 06:09 22:52 23:23 

Shengang 06:04 06:13 22:48 23:27 

Chicao 06:07 06:17 22:43 23:32 

Conghua Coach Terminal 06:03 06:22 22:38 23:37 

Dongfeng 06:00 -- 22:35 -- 
 

Transfers 
 Jiahewanggang: Transfer with Line 2 & Line 3 

 
 

ix. Some Regulations for the Teachers of GZCCC 

 Obligations to be met by teachers: 

1. Teachers are required to observe fully Chinese law, regulations and professional code of 
ethics in teaching. 

2. Teachers are required to adhere to Chinese educational guidelines and established 
curricula; they are required to carry out the terms of their teaching contract and 
complete the teaching tasks involved. 

3. Teachers are not permitted to promote any matter contravening Chinese constitution, 
law or foreign policy. 

4. Teachers may not discriminate against any person on grounds of race, color, culture, 
religion, national origin, gender, sexual orientation or disability. 

https://www.travelchinaguide.com/cityguides/guangdong/guangzhou/subway/line2.htm
https://www.travelchinaguide.com/cityguides/guangdong/guangzhou/subway/line3.htm
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5. Teachers must respect the worth, culture and dignity of each and every individual, 
including exercising courtesy and restraint in the event of any conflict, and encourage 
the all-round development of the students. 

6. Teachers are required to make all reasonable efforts to oppose incompetent, illegal or 
unethical behaviors and report any such behaviors to the college. 

7. Teachers are required to observe the policies and regulations of their employer and 
abide by the terms of their contact or agreement, whether verbal or written, unless the 
duties required include behaviors which violates the code of ethics. 

8. Teachers must demonstrate concern for and appreciation of the heritage, values and 
principles of the employing agency. 

9. Foreign teachers are required to go through all the exit procedures when they finish 
their jobs and leave the college. 

 Teaching Requirements & Management 

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

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 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. 

9. If a teacher has something very important to do so that he/she has to change or end 
his/her lessons, he/she must hand in an application to the Dean. 
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10. When asking for sick leave, a teacher must produce a doctor’s certificate and a written 
report to the Dean. 

11. If a teacher asks for leave of absence, he/she is required to present a written report to 
the Dean. Basically, the college shall not agree to a teacher’s absence in the middle of 
teaching, unless he/she has good reasons to ask for leave, such as family accident, 
business trip requested by hosting university or hosting department, etc. If a teacher is 
invited to lecture in other universities in the middle of teaching, he/she should provide 
the official invitation of the inviting university and the Dean will only consider it with 
the permission first granted by his/her hosting department. 

12. With the college’s permission, a deduction in salary shall be made according to the 
number of days the teacher is absent. During one contract period, a teacher shall not 
ask for leave of absence for more than a cumulative total of 10 days and should not ask 
for leave of absence for more than 3 concurrent days (negotiable under specific 
circumstances). If a teacher is absent from his/her post without the college’s consent, a 
deduction of a 3-day salary will be made each day the teacher is absent. 

13. Foreign teachers are evaluated every semester according to their performance in 
classes and extracurricular activities. The college will award teachers who get the 
highest grade the honor of “GZCCC’s Excellent Teacher”.  

 Regulation Concerning Teaching Violations 

The following are recognized as teaching accidents: 
1. Disseminating sayings that go against the national peace and unification of the People's 

Republic of China，such as issues concerning Tibet, Xinjiang or Taiwan, conducting any 
religious activities, or any oral or  physical behaviors that harm students physically 
and/or mentally 

2. Letting others teach the classes that you are supposed to teach without permission of 
the Dean 

3. Suspending classes without submitting an “Application for Class Change” or 
“Application for Leave of Absence”, and without getting approval from the Dean; 
causing teaching disorder by adjusting classes, teaching time or teaching location 
without permission of the Dean. 

4. Causing severe teaching disorder or  physical harm to students or damage to school 
property by leaving classroom in the middle of teaching or misconducting lessons. 

5. Arriving late to classroom or leaving it early without good reason or permission. 
6. Causing teaching disorder by using mobile communication devices during the class. 
7. Encouraging or hinting to students to make trouble or take part in strikes. 
8. Losing exam papers or not finishing exam papers in due time, and affecting the normal 

process of examination. 
9. Making it impossible or difficult to evaluate students' performance by losing students' 

examination paper. 
10. Divulging examination questions before examinations take place 
11. Making students examination marks invalid by making mistakes in developing 

examination questions. 
12. Postponing the examination for more than 10 minutes due to late arrival or 
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disapproved absence. 
13. Ignoring the observed cases of plagiarism and cheating during the examination and 

failure to report these cases. 
14. Not marking the exam paper according to the College marking standard, and by doing 

so, increasing or decreasing the individual students’ grade. 
15. Making a batch of mistakes concerning most of the students' grades and no prompt 

corrections afterwards. 
16. Failure to hand in student's grade reports to the academic office at the appointed time. 
 
GZCCC will not consider employment renewal or extension for those who make teaching 
violations. If the case is serious, the college may consider a contract termination before the 
contract expiration. 

x. 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 policies 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, in 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 state some 
religious background knowledge or stories from The Bible for necessary needs. 

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. 

xi. Facilities at the Main Campus 
Both teachers and students can enjoy the modern facilities at the main campus of GZCCC 
such as the library, stadium, gymnasium, swimming pool, tennis court, etc. Most of them 
are free, but some charge money, such as the swimming pool and badminton field in the 
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gymnasium. 
 

xii. Contact us 
Foreign Affairs Office/International Exchanges Center 

Office: Room 504, Administration Building 

Tel: 86-20-87998802 Fax: 86-20-87985190 

Email: gzccc_intl@outlook.com  
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