Attachment 2

SBC Notice on 2017-2018 Leaving Clearance
(Applicable to Y4 Graduates, Y1 1+3&Y2 2+2/2+1+1 and Y3 3+1 Students)

Students are required to follow the procedures before leaving SBC in 1718 academic year.
Students must first go to Student Management Department (Y1&Y2 Free Entry students and all
Y1-Y4 International students please go to Room S201 in Teaching Building; Y3&Y4 Dual Registered
students & Free Entry students please go to Room S202 in Teaching Building) to obtain the SBC
Clearance Form, and then follow the detailed instructions below. After completing all the
procedures described therein, students must submit the form to the Registry Department (Room
$101, Teaching Building). Detailed leaving school clearance procedures are as follows:

1. Cancellation of Library Account

SBC library, Fuxing Road Campus

All leavers are required to go to the SBC library reception desk during working hours 10:30 to
12:00 and 13:00 to 16:00) to confirm the books unreturned and to settle related fees before June
4™, Students must present the student card and a clearance form to the library receptionist. After
completing this procedure, students can neither borrow any books from library nor use any library
resources.

For SBC library photocopy card refunding, leavers can go to the Lobby in Teaching Building(IT
Department $102) from 10:30 to 12:00 and 13:00 to 16:00 on every Tuesday and Thursday before
June 12",

USST Library, Jungong Road Campus

The USST library applies a centralized cancellation processing system. If students return all
borrowed books and settle all fines before June 15th, the USST library will cancel their library
account automatically. If there still are books unreturned to the library and fines unpaid at this
time, students must go to the USST library lobby on the first floor during working hours
(8:00-16:30) before June 15™ in order to obtain clearance.

2. Financial Settlement

Students who still have unpaid tuitions fee, accommodation fees, textbook fees and other
relevant fees must go to the Finance Department (Room 204, Administration Building) during
working hours (9:30-16:00) to settle payments before April 28"

Free Entry students please go the Finance Department (Room 204, Administration Building) during
9:30 and16:00 to finish the payment.

Dual Registered students who have unpaid tuition fees, accommodation fees, USST textbook fees
and other relevant fees have to deposit enough money into their Agriculture Bank of China bank
account before deadline. The USST Finance Department will deduct the fees afterwards. Students
can check your detailed payment information on the Finance Information Center of the USST
website. Dual Registered students who have unpaid SBC textbook fees have to go to the SBC
Finance Department (Room 204, Administration Building) to settle the payment before May 19"
during working hours (9:30 to 16:00). Dual Registered students will have your textbook fees
refunded directly to the Agricultural Bank of China debit card. Should you have any questions on
the textbooks, please go to Gaoji Bookstore, USST (Room 118 in Third Teaching Building, USST,
Jungong Road Campus).

Smart Card balance refund: leavers can bring your Smart Cards to the Smart Card Center in the
canteen to get the balance refunded during working days (11:00-12:45) before June 15",



Leavers must return the Smart Card or temporary card to SBC; instead, the IT Department will
cancel accounts for all leavers from October. You can go to IT department to apply for the
extension if needed.

3. Dormitory Check-out Procedures

Free Entry students living in the dormitory (including graduates) must start check-out procedures
in 2 working days after the final exam have finished and no later than 12:00 of June 4"; Dual
Registered students must start check-out procedures no later than 16:00 of June 14",

Students must return the keys and air conditioner remote control to their dorm teachers and
obtain a signature on the designated form.

The Facility Department will start to clean up dormitory rooms from the morning of June 5" and
will cut off the electricity and water supply on the day at 9:00.

If Year 4 graduates want to stay in the dormitory till the graduation ceremony, you must submit a
written application to the Accommodation Office during working days 9:30-17:00 (Tel. 64741305)
and before June 1%, late applications will not be granted; after graduation ceremony, graduates
must leave the dorm no later than July 31%. The Accommodation Office will arrange rooms for
applicants and collect all the relevant fees accordingly.

Students who will participate in CET exams, social practice etc. and want to extend staying in dorm
must apply to Accommodation Office personally before the June 5; students who need to take
revision and resit don’t need to apply, College will arrange accommodation.

4. Membership Credentials Transfer (applicable to all Chinese students)

Graduates who are members of the Chinese Communist Party must go to the relevant programme
office for transferal of their membership credentials. Further notices will be announced by
Student Management Department.

5. USST will arrange for Residence Transfer (i.e. Hukou transfer) and the distribution of dispatch
fees for Dual Registered students. Further notices will be announced by Student Management
Department.

6. Dual Registered students should submit relevant final year project materials to registry before
leaving. Checking SBC email box and notice on SBC webpage to follow up blind review, duplicate
checking and excellent dissertation least once at one day is also necessary.

7. SBC Mailbox of graduates and 1+3, 2+2, 3+1 leavers will be terminated at the beginning of
October.

8. Awards Ceremony and Certificates Conferring (applicable to all graduates)
All Graduates who have successfully completed your study and achieved academic requirements
will attend the Awards Ceremonies. Degree Certificates will be conferred in the Ceremonies; all
USST Degree and Graduation Certificates will be also conferred together to the Dual Registered
Graduates in the Ceremonies. If some Dual Registered students hope to take their USST
graduation certificate in advance, please phone 021-64375950 among 19" 24" July during
workdays.
e The Awards Ceremony for Graduates majoring in Electrical and Electronic Engineering
(EEE) and Mechanical Engineering (ME) will be July 25" in SBC Campus;
e The Awards Ceremony for Graduates majoring in Events Management (EVM) will be July
25" in SBC Campus;



e The Awards Ceremony for Graduates majoring in Business Management (Sheffield) will be
July 26™ in SBC Campus.

e The Awards Ceremony for Graduates majoring in Business Management (Sheffield Hallam)
will be July 26" in SBC Campus.

All the arrangements are detailed in the attachments.

If there are any changes regarding the above arrangements, the SBC will inform students through
the official SBC website.

SBC sincerely hopes that all 2017 graduates could successfully complete these graduation
procedures, and wishes you a bright and promising future!

Registry
Sino-British College, USST
May 2017
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