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May 2020

NOTICE OF DISCLAIMER
The policies and procedures contained in this handbook
are for informational purposes only and are subject to
change. Since this handbook is subject to change, it is the
faculty members’ responsibility to refer to the current
version and to be knowledgeable of the revised policies
and procedures. This handbook is a general guide to
Wenzhou-Kean University’s current policies, procedures. It
is for informational purposes only, and is not intended to
be and should not be construed as a contract, or an implied
contract, of employment.
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 EMPLOYMENT INFORMATION
Search Committee
Supervised by the WKU VCAA, Associate Deans at WKU organize recruitment teams
for each college that consist of Search Committee members and support team
members. The support team consists of administrative staff (1-2 persons), with
primary responsibilities for recruitment-related coordination, communication, and
data collection. The Search Committee consists of full-time (tenure track preferred)
faculty representatives and professionals in the same or related academic fields from
WKU and/or KUSA (3-5 persons). The Search Committee is responsible for application
review, interviews and making hiring recommendations. Faculty representatives and
the Chairperson of the Search Committee are appointed by Associate Deans, while
support team members are assigned by the WKU VCAA.

Position Review Process
The position review and approval process will follow the current recruitment
procedure of WKU. Position requests must be submitted by Associate Deans by filling
out Position Authorization Forms (PAF’s) and Job Descriptions (drafted by Search
Committees) (Attachment 1), then collected by WKU HR and approved by WKU VCAA
and Chancellor. Once the position has been approved, the search may begin.

Selection Procedures
Application Review
The Chairperson of the Search Committee in each college will be responsible for
collecting the application materials and presenting them to Search Committee
members for review once applications have been received. The materials shall include:
resume, copy of diploma, letter of interest, teaching statement, research plan (tenure
track only), and contact information of three referrers.
Interview
Search Committees shall schedule a campus or video conference interview after
screening candidates. The interactive interview must include a 50-minute research
seminar (tenure track only) and/or a 30-minute teaching demonstration. The top
ranked candidates shall be recommended to the appropriate Associate Dean.
Associate Dean’s Review
The Associate Dean reviews the qualifications of the candidates who were
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interviewed and makes recommendations to WKU VCAA.
WKU VCAA’s Review
Based upon the recommendations from the Search Committee and Associate Deans,
and the requirements of the position, the WKU VCAA will make decisions on
recommendations and draft Recommendation Letters (Attachment 3). If deemed
necessary, WKU VCAA can invite candidates for a final interview. The
Recommendation Letter should indicate the length and type of appointment, title,
salary, benefits, starting date and job duties and other requirements that must be
fulfilled.
Candidate Communication
WKU HR sends correspondence to the candidates to keep them informed of the
process, which is subject to the recommendation of the President of KUSA and the
final approval of the WKU Chancellor.
KU Recommendation
Once the Recommendation Letter submitted by WKU VCAA is received by the WKU
HR Office, staff will review and submit the complete documents of the recommended
candidate to the President of KUSA for review and recommendation.
WKU Chancellor Approval
WKU Chancellor approves the recommendation.
Application screening and interview invitations have to be completed within four
weeks after the application review starts. The recommendation to WKU VCAA has to
be made within eight weeks after the application review starts. The whole process
shall be supervised by the WKU HR Office and Office of Supervision.

Notification Process
After receiving the approval from the WKU Chancellor, WKU HR Office will notify the
selected candidates in writing. The notification should include, but not be limited to:
the Recommendation Letter, the employment relations with WKU, the performance
evaluation criteria and/or rubrics, and reappointment procedure. Then WKU HR
Office will notify WKU VCAA and the appropriate Associate Dean of the hiring results.

Appointment Letter
After the notification process, the WKU HR Office will send out an official
Appointment Letter. The Appointment Letter must be signed, scanned and sent back
by the new hire to the WKU HR Office to confirm acceptance of the appointment. The
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signed Appointment Letter is governed by Chinese Labor Law as a legal employment
contract, which includes the appointed position, term, obligation, compensation,
benefits, rules and regulations. The employees are advised to read it carefully.

Multi-year Contract
WKU will consider offering a multi-year lecturer contract upon the beginning of an
employee’s 3rd year of employment based on needs and performance evaluations.
The multi-year contracts will state annual service duration and are subject to annual
evaluations.

Tenure Policy
Wenzhou-Kean University also provides tenure-track positions for faculty members
who are qualified. Faculty members at WKU shall be under tenure in their academic
rank, but not in any administrative position, during good behavior, efficiency and
satisfactory professional performance, as evidenced by formal evaluation and
nomination by Kean USA and shall not be dismissed or reduced in compensation
except for inefficiency, unsatisfactory professional performance, incapacity or other
just cause after employment at Wenzhou-Kean University for
1) 6 consecutive calendar years; or
2) 6 consecutive academic years, together with employment at the beginning of the
next academic year; or
3) the equivalent of more than 6 academic years within a period of any 7
consecutive academic years.
Faculty members who have achieved tenure under their employment with Kean
University at Wenzhou-Kean University shall have their tenure transferred to
Wenzhou-Kean University but shall have no rights to tenure at Kean USA.
Consistent with the current practices at Wenzhou-Kean University, good behavior,
efficiency and satisfactory professional performance shall be evaluated by Kean USA
during the nomination process utilizing the existing procedures at Wenzhou-Kean
University. These procedures will continue to embody as core evaluative measures
a faculty member’s mastery of subject matter, effective teaching, scholarship, service
and professional growth and will be evaluated consistent with accepted practices at
Kean USA including but not limited to strict adherence to principles of Academic
Freedom.
The Wenzhou-Kean University Vice-Chancellor for Academic Affairs is responsible for
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assisting the Kean USA Provost in conducting the final evaluations prior to
recommendation to the Kean USA President.
Tenured Wenzhou-Kean faculty must be certified by the Kean USA Provost every two
years or they are not eligible to teach.

Onboarding Preparation
After receiving the signed Appointment Letter, the WKU HR Office will send
onboarding instructions to the new faculty members. The onboarding instructions
will indicate all the paperwork and materials that must be completed in advance and
brought to the workplace, such as the work visa application, certificate documents,
housing application and transportation booking.

Orientation and Work/Residence Permit
When new faculty arrive, New Hire Orientation sessions will be arranged to introduce
all aspects of work and life in this new environment.
Foreign faculty members must apply for the Work Permit and Residence Permit after
arrival with instruction and assistance from the WKU HR Office. The Work Permit
allows foreigners to work legally in China. The Residence Permit is the document
replacing the Working Visa on the passport in order to legally remain in China and
travel abroad without restriction during the employment duration. Hong Kong,
Macau and Taiwanese citizens do not need to apply.

Over Retirement Age
Faculty members are not subject to the mandatory retirement age in China. WKU can
still appoint or reappoint faculty members who are over retirement age.

Resignation and Dismissal
Faculty wishing to resign in good standing must provide written notice to the HR
Office at least one month prior to the effective date of separation. Failure to do so
may result in a resignation not in good standing.
Faculty members are required to comply with Title IX Compliance in appendix as well
as all applicable laws, regulations and treaties during the course of their employment.
Any violation of any applicable law or regulation with regarding to criminal act, Sexual
Assault, Misconduct and Violence will be regarded as materially breaches the
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Employer's rules and regulations, Wenzhou-Kean University may immediately
terminate the employment agreement and cease payment of compensation to the
employee.
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 SALARY AND BENEFITS
Salary Determination
At the initial stage of the search, the Associate Dean sets a salary range for each
position according to the salary chart during the position review process. After
interviews, the Associate Dean consults with the HR Office to recommend the salary
offer within the set range to the VCAA according to the interview results submitted
by the Search Committee. The VCAA will make a decision on salary and include the
salary offer in the Recommendation Letter and submit it to the Chancellor for
approval. Finally, the approved Recommendation Letter will be forwarded to the HR
Office.
The faculty members who are appointed by KUSA before academic year 2019-2020
and re-appointed/renewed by WKU from academic year 2019-2020 will be regarded
as the ‘returning faculty’. The salary for ‘returning faculty’ during the transition year
will remain at least the same with that of KUSA.

Salary Increases
The salary increases depend on faculty evaluation. For example, according to the
evaluation results, faculty may receive a promotion to a higher academic rank that is
qualified for a higher salary scale, or receive a salary raise for persistent excellent
service at the University. The HR Office will consult with the Associate Dean to
propose the Salary Increase Letter to the VCAA and the Chancellor. The approved
increases will be effective from the new academic year.

Benefits
Any unused portion of benefits from one period of employment can NOT be carried
over to the next period. The benefits will be converted to RMB according to the
exchange rate on the start date of the employee contract, and the exchange rate will
be updated annually.
Traveling Home
Wenzhou-Kean University will pay for two (2) round trip airfares per person during the
assignment for faculty, for stints of up to two (2) consecutive long semesters (fall and
spring) and one (1) round trip airfare per person during the assignment for faculty, for
stints of up to one (1) semester. The University will pay for two (2) round trip airfares
per person for every twelve (12) months of employment for full-time staff. Employees
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will be reimbursed a maximum amount of up to $3,000 USD per round trip towards an
economy fare. Reimbursement shall only be made for travel directly from Wenzhou to
one home location and one home location to Wenzhou.
Extra costs incurred for a detour shall be borne by the traveler. Reimbursement will be
made according to the most economical route when the travel entails a connection
flight.
If employees insist on booking flights by themselves, they must fill out Form:
WENZHOU-KEAN UNIVERSITY FLIGHT-BOOKING AUTHORIZATION REQUEST, and it
must be pre-approved by Human Resources Office before booking flights.
Reimbursement for the airfare bought by employees is not permitted without
authorization in advance.
Housing Benefits
Faculty will be reimbursed up to $3,000 USD per person during the assignment, for
stints of up to two (2) consecutive long semesters (fall and spring) and will be
reimbursed up to $1,500 USD per person during the assignment, for stints of up to one
(1) semester (fall or spring). Staff will be reimbursed up to $3,000 USD for every twelve
(12) months of employment.
Relocation
Employees will be reimbursed up to $1,000 USD for relocation expenses. Receipts (or
fapiaos) for all expenditures must be submitted for reimbursement to the Office of
Human Resources. When employees apply for the reimbursement, they must write
down the description on every receipts (or fapiaos) for all expenditures. For example,
the receipts (or fapiaos) for traffic expenses should be marked the destination and the
cause for the expenses.
The relocation benefit is awarded one time only.
Reimbursement requests for relocation expenditures must be submitted within three
(3) months after arrival. Claim beyond that deadline will be denied.
Academic Travel
Academic travel applies to faculty only. For academic travel, faculty members will be
reimbursed up to $2,000 USD per person during the assignment, for stints of up to two
(2) consecutive long semesters (fall and spring); faculty members will be reimbursed
up to $1,000 USD per person during the assignment, for stints of up to one (1)
semester (fall or spring).
For more details, please refer to GUIDELINES ON BENEFITS.
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Retirement Compensation
Faculty members who are currently eligible for retirement benefits with Kean
University in academic year 2018-2019 will receive retirement compensation in an
amount of 8% of base salary starting from academic year 2019-2020.
Faculty members who are not eligible for retirement benefits with Kean University in
academic year 2018-2019 but have completed at least one academic year at
Wenzhou-Kean University will receive retirement compensation in an amount of 4%
of base salary in academic year 2019-2020, and 6% of base salary in academic year
2020-2021 if the employment continues, and 8% of base salary in academic year
2021-2022 if the employment continues. The retirement compensation will be
capped at 8%.
Faculty members who are newly recruited will receive retirement compensation in an
amount of 4% of base salary during the 2nd year of employment, and 6% of base
salary during the 3rd year of employment, and 8% of base salary during the 4th year
of employment. The retirement compensation will be capped at 8%.
The retirement compensation will be evenly distributed in each paycheck.

Health Insurance
The health insurance will be offered at similar levels of former coverage. For details,
please refer to the policy from the insurance provider.
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Medical treatment flow chart on WKU campus

Procedure of Seeing a Doctor in No.1 Hospital

Sick and Vacation Days
A faculty member with a ten-month contract is entitled to one and one-quarter (1.25)
paid sick days per month. These sick days are accumulated within the academic
calendar year.
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A faculty member with a twelve-month contract is entitled to one and one-quarter
(1.25) paid sick days per month which are accumulated within the year. In addition,
an employee is also entitled to fifteen (15) days of annual vacation leave within the
year. Vacation leave can only be used when not assigned any teaching assignment or
as approved by a College Dean/Associate Dean.

Tuition Discount
WKU and WKU Education Development Foundation will offer a dependent/spousal
WKU tuition discount of 40% respectively (80% in total) for qualified family members
of the employees. For further information, please refer to Wenzhou-Kean University
Tuition Fee Discount Policy for Spouses and Dependent Children of Faculty and Staff at
Wenzhou-Kean University and Wenzhou-Kean University Education Development
Foundation Tuition Fee Subsidization Policy.

13

 PAYROLL
Currency and Exchange Rate
Following the State Foreign Exchange Administration Regulations of People’s Republic
of China, an employee’s salary must be paid in RMB (Chinese Yuan).
As the salary is priced in USD, to issue the payroll in RMB, WKU will adopt the officially
published foreign exchange rate (middle rate) by the People's Bank of China of the
date of five business days before the pay date.

Pay Periods and Dates
Faculty will be paid on the 5th day of each month for the previous month. If the 5th
day of that month is a Chinese public holiday/weekend, the salary will be paid on the
preceding business day before such public holiday/weekend. Before the beginning of
each academic year, a detailed pay schedule will be published.
Pay dates and exchange rate dates may change, as they are subject to the University’s
holiday and vacation schedules. When a change occurs, notification will be properly
delivered in advance.
Faculty should note that the first payment occurs in the second month of
employment, so it is strongly suggested that new faculty arrange to have sufficient
finances in reserve for the first month of employment.

Individual Income Tax
Since the salary will be paid by Wenzhou-Kean University directly, faculty should pay
PRC tax in China, which is as same as individual income tax. According to Chinese
Individual Income Tax Law, PRC individual income tax shall be withheld monthly.
However, some faculty may also need to pay foreign income tax in their own country.
In order to avoid double taxation, some countries have tax treaty with China (please
find out whether your country has tax treaty with China on the following website:
http://www.chinatax.gov.cn/2013/n2925/n2955/index.html . The tax treaty must
contains “Teachers and Researchers” clause.) Finance staff may help you apply PRC tax
for exemption from the Chinese Tax Authority.
Documentations required for application:
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1. Tax Residency Certificate from your home country (better applied before you
come to WKU);
2. Appointment letter (contract) issued by Wenzhou-Kean University;
3. A scanning paper of your first page of passport;
4. Non-residency tax claim form (individual information) - From Chinese Tax
Authority;
5. Non-residency tax exemption claim form（Income Tax Form D）- From Chinese Tax
Authority;
6. Work Permit Card.

Direct Deposit
The payment is directly deposited to one bank account of China mainland. WKU will
help faculty to open an account from the cooperative bank for consistent services in
the future. Faculty will be responsible for immediately notifying the Finance Office
regarding any changes of bank information. Each faculty member may only select one
Chinese bank account for direct deposit.

Pay Stub
After the payroll is issued, a pay stub will be delivered properly to faculty. The pay stub
is similar to that in KUSA including the earnings, taxes, deductions and year-to-date
balances.

Conversion and Wire Transfer
To convert RMB income into foreign currency and wire to a foreign bank account, you
will need to bring your passport, tax certificate, and employment contract to the bank
that receives your monthly direct deposit from WKU. WKU will cooperate with the
bank to offer assistance to those who have language barrier at an exclusive service
spot in the bank or to set up a service spot on campus for faculty.
There is no commission fee for converting the currency. However, the commission
charge for each international wiring is 0.1% of the amount, (with the minimum of 50
RMB and maximum of 260 RMB), plus the one-time telegram fee of 150 RMB.
Therefore, subject to current rates, the total service fee for each transaction is
between 200 RMB and 410 RMB.
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 HOUSING
Moving In
Paperwork
Residents are required to sign the Accommodation Agreement and fill out the
Apartment Assets Checklist, and have them delivered to Wenzhou-Kean HR Faculty
Affairs Office within the 1st week after arrival.
Deposit
Faculty are required to pay the deposit to Wenzhou-Kean Finance Office within the 1st
month after arrival.

Management Rules
1. Animals/Pets
Animals and/or pets are prohibited in on-campus apartments. Residents understand
that the prohibition of pets also applies to pets of residents’ guests and visitors.
2. Subletting
Subletting of rental apartments is prohibited and any such assignment, subletting, or
license shall automatically void and terminate the lease agreement.
3. Installing Equipment
Residents are not allowed to install any wall mounts in their apartments.
4. Painting Apartments
Residents are not allowed to paint their rental apartments.
5. Assets replacement/transfer
Residents will not be given an option to replace/transfer the assets in the apartments
6. No Smoking
Smoking is prohibited anywhere in the apartment and in any of the interior common
areas.

Transferring Apartment
Residents will not be given an option to transfer to another rental apartment during
their lease period.
At the end of the accommodation agreement term, residents may apply for transfer
by filling out an application form and will be charged RMB 220 for cleaning service.
Paying bills in a prompt manner will gain you a priority of having the first choice.
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Residents should deliver the new Apartment Assets Checklist and the keys to the
former apartment to Wenzhou-Kean HR Faculty Affairs Office within the 1st week after
the move.

Moving Out
Residents must notify Wenzhou-Kean HR Faculty Affairs Office at least 30 days in
advance of their plan to vacate the rental apartment. An inspection of the apartment
will be conducted before and after the residents vacate the apartment to inspect for
any damages beyond regular wear and tear. When moving out, residents must ensure
that:
1.
2.
3.
4.

The apartment is broom-swept clean;
All items are removed from storage areas and closets;
All personal belongings are removed from the apartment;
Keys including the mailbox key are returned to Wenzhou-Kean HR Faculty Affairs
Office;
5. The apartment is locked upon leaving.
6. Preparing the rental apartment for inspection.
Inspection before vacating
Within ten days before a resident’s leaving, Wenzhou-Kean HR Faculty Affairs Office
will conduct an inspection to assess and plan for maintenance in the rental apartment.
Residents will be contacted prior to this inspection, however, they are not required to
be present for this inspection. When the inspection has been completed, the inspector
will leave an entry notice. If residents require an appointment for this inspection,
please contact Wenzhou-Kean HR Faculty Affairs Office.
Post-vacate Inspection
After residents vacate the apartments, a representative of Wenzhou-Kean University
will inspect the apartment for cleanliness and condition.
Property Condition
The rental apartment should be returned to the condition in which residents found it
at the beginning of the lease. Residents will not be charged for normal wear and tear.
Charges for cleaning and repairs
Residents will be charged if basic cleanliness and condition criteria are not met. Fees
will be deducted from their security deposit. The items most commonly charged for
are:
1. Cleaning dirty ovens and stoves;
2. Removing abandoned items, including items left in storage areas;
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3.
4.
5.
6.

Repairing damages to walls, ceilings and floors;
Reinstalling windows and screens;
Cleaning excessively dirty kitchen, bathrooms, floors and walls;
Lock changes are required when keys are not returned. All keys signed out during
the tenancy must be returned when the resident vacates.

Returning keys
Please return all keys to Wenzhou-Kean HR Faculty Affairs Office on or before the
apartment is vacated. Failure to return all keys signed out during the tenancy will result
in charging the resident for a lock change which will be deducted from their security
deposit. Standard lock changes are mandatory when:
1. A key is lost;
2. A loaner key has not been returned to Wenzhou-Kean HR Faculty Affairs Office;
3. A key is not returned when the resident vacates the apartment;
The fee for lock change will be based on the number of locks the key was used for.
Final Payments and Security Deposit
Residents are responsible for their rent payments along with any other charges.
Residents must ensure that all payments have been settled at the end of their lease
agreement term. If residents are owed a security deposit, a clearance form shall be
completed by residents and submit to Wenzhou-Kean HR Office, and the deposit will
be returned in 10 work days after residents vacating the apartment.

18

 ACADEMIC AFFAIRS

Library
Using the Wenzhou-Kean University Library
Access Wenzhou-Kean University library website (http://www.wku.edu.cn/library) to
find information of all kinds of services provided by Library including library hours,
contacts, instructions, events, etc. The Kean University email account and password
will provide access to Kean University Library’s electronic resources. Wenzhou-Kean
University Library circulation policy for faculty and staff is posted on the library
webpage.
(Please
see
the
Circulation
Tab
of
http://www.wku.edu.cn/library/service/access)
Eligibility: Wenzhou-Kean University full-time faculty, staff, and students.
Identification: A Wenzhou-Kean University ID card is required.
Limits: Up to 10 items can be checked out at any given time during a semester. Faculty
may request to place library’s or personal books on the “Course Reserve” for a
semester. Students may check out Course Reserve materials for up to two hours.
Loan Period: The loan period for general items is normally 28 days. Each checked-out
item may be renewed twice unless it is overdue or someone else requests it. Renewals
can be processed either online using our library catalog: (http://ougan.wku.edu.cn),
or by visiting our Circulation Desk at GEH A301 bringing your WKU ID card. Our library
catalog would send via WKU Email a due date reminder and an overdue notice. Fines
may be applied to overdue materials. Library borrowing privileges will be suspended
when personal overdue fines reach 100 RMB.
Penalty: 1), RMB 1.00 per day for any overdue item from general stacks; 2), RMB 1.00
per hour for any overdue item from course reserve stacks; 3), the maximum amount
for penalty on a patron is RMB 100.00; 4), When reaching RMB 100.00, a patron’s loan
privilege is deprived until the amount is paid.
Damaged or Lost Items: 1), the patron who is responsible for the damaged or lost item
shall pay for the damage or loss; 2), for an item damaged to a degree that it is
unrepairable, charge for a replacement of the item is levied. The same applies to a lost
item; 3), charge for a replacement is what the library paid for the original item, plus a
service charge of RMB 20.00.
Interlibrary Loan (ILL): Faculty, staff, and students can request articles that are not
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available through a Kean or Wenzhou-Kean University Library subscription at no charge.
The
online
request
form
can
be
found
at
http://ku.co1.qualtrics.com/SE/?SID=SV_b9DuT8T4hbY8YNT. There are no ILL services
available for books.
Library Instructions: Information literacy instruction and research lectures in classes
can be arranged with the Library. Library instructional videos are also available on the
Library website.
Textbook Acquisition Service
Wenzhou-Kean University Library acquires textbooks for colleges and students. Please
be aware that the textbooks need to be imported from all over the world.
International shipment to WKU usually takes more than three months for print
textbooks and one month for electronic ones plus time needed for customs clearance.
Therefore, submitting requests with required information by deadline is crucial for
timely arrival.
Students have the right of choice to buy or not to buy textbooks except for their first
semester of freshman year. A warning is always given to all students that having no
textbooks may result in their academic failure.
Semester Textbook Ordering Procedures:
1. Library and Registrar’s Office determine a deadline of all textbook requests to start
proceeding the acquisition. The deadline aims to assure enough time for textbook
international shipment after students’ course registration.
2. Textbook Coordinators of colleges collect and confirm the requests of the textbook
lists and submit request forms with required information to Logistics Department by
deadline.
3. Library Textbook Acquisition Specialists receive the purchase requests assigned by
Logistics Department, merge all requests and send to book vendors for confirming the
information, such as availability, price, stock, estimated arrival date, format (print or
electronic), etc.
4. Library Textbook Acquisition Specialists collect the information from book vendors,
compare the offers from different vendors, select the ones with lower price and
proper services, and resolve issues such as unavailability and late arrival with College
Textbook Coordinators.
5. Library Textbook Acquisition Specialists announce the confirmed textbook
information to students, collect and send their selections to the Finance Office.
8. The Finance Office informs students to make payments for their selection of
textbooks.
9. Library Textbook Acquisition Specialists place orders accordingly.
10. Library Textbook Acquisition Specialists receive and distribute textbooks, and
coordinate the payments with Colleges and the Office of Academic Affairs.
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Research and Sponsored Programs
Wenzhou-Kean University provides a robust program of internal support for research,
scholarship and creative activities to support and enhance student-faculty and
student-staff research. Office of Research and Sponsored Programs administers
several different internal research programs.
There is a wide range of research programs and schemes sponsored by various
national, provincial and municipal funding bodies that are available for WKU faculty
and staff to apply for. ORSP can provide you with tailored advice and guidance about
different types of funding available and can support you to explore what will best suit
your career and research needs.
Student Partnering Faculty (SpF) Research Programs/Student Partnering with Staff
(SpS) Research Programs
SpF/SpS is a competitive program that was developed to support student and
faculty/staff in research. The research project must be supervised by at least a fulltime faculty or staff who serves as the Principal Adviser and is responsible for
managing the project.
Award size: maximum 30,000 Yuan per project
Project duration: one year
Number of students: 2-6 students per project
Student Research Day Program (SRD)
SRD is a platform to present and share students’ research projects and achievements.
On SRD, students will have an exciting program of presentations, poster sessions,
project demonstrations, and creative works exhibitions. It aims to enhance the
academic research atmosphere in the University, and to encourage students to
combine their knowledge with practical application, and to conduct exploration and
research concerning the hot topics related to contemporary China’s scientific,
economic and social development from a very international perspective.
Global Lecture Series Program (GLS)
GLS at WKU brings notable individuals to campus each year, expanding our students’
access to the 21st century newsmakers. Visiting scholars come to WKU to share their
perspectives and academic findings.
Research Collaboration
ORSP engages with local governments and enterprises to bring research collaboration
opportunities and promote the research achievements commercialization. The
emergence of the university-industry cooperation platform has also contributed to the
local economy and social development while improving the influence of WKU.
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Professional Development Days (PDD)
Professional Development Days (PDD) will be arranged twice each year. College Deans
and group leaders for each subjects are invited to conduct vocational trainings. Some
faculty of the University also provide professional trainings based on their subject
features.
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 INFORMATION TECHNOLOGY
Campus Network Connection
1. There are two networks available for faculty: WKU-Faculty and WKU-Staff. WKUFaculty network is a public network that contains VPN connection. WKU-Staff network
is a public network that allows you to visit most websites except those which are
blocked from Mainland China (e.g. Google, Facebook, Twitter, YouTube etc.). You are
recommended to use WKU-Faculty if you need to access Google, Facebook and
YouTube.
Please follow the steps to get network connections.
a. Choose WKU-FACULTY/ WKU-Staff network, and click “Connect”. Type in the
network security key “kean1855”. It is only required in your first time log-in.

b. Please open a browser (preferably Google Chrome). Go to login.wku.edu.cn (or
5.1.1.24), then an Internet Authentication System page will pop up. Please fill in
your Internet username and password, and click “Log in”.
Please visit One-stop Service Center for help if you forget your username or password.

c. You are all set!
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2. Please follow below steps to bind your network account to your other devices.
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Cisco VPN for PC (Windows and MAC)
Cisco VPN can be used when you are off campus. Please follow the steps to set up the
VPN.
1. Please make sure you are connected to WIFI, then open your Internet Explorer and
go to https://anyconnect.wku.edu.cn .
2. When you see the error message, please select “Continue to this website” as it is
shown below.

3. Your GROUP is kean. Type in your username and password.

4. You will see as below. Click Download.
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5. Save or run this file.

6. Install the software as follows.
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7. After installation, please find and open Cisco AnyConnect in your application
menu, check the option and click “Connect Anyway”.

8. Please click the “gear” on the bottom left corner.
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9. Please untick the choices, and exit.

10. Input VPN address: anyconnect.wku.edu.cn. Click “Connect”.

11. Type in your username and password. When it is connected, you can find the
icon in the task bar.
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12. You are all set!
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Application for Academic Equipment
1. Login My WKU at http://www.wku.edu.cn/, choose OFFICE AUTOMATION.
2. Click the first one “Workflow Apply”.
3. Click “Assets”, then choose “Assets Procurement”.

4. Fill out the form as required and submit.
5. The request will be processed by Academic Affairs and Logistics. If approved, the
assets will be purchased within a month.
An asset that is worth more than 1000RMB has to be applied in 1-year advance to
college assistants. Any questions about your procurement, please find your college
assistants. The fund is from your college.
An asset that is worth more than 2000RMB needs to be returned to WKU when
employee is not rehired. If there is any damage or loss, the repair amount shall be paid
by the user.
For more IT assistance, please visit IT web at
https://wku.kf5.com/hc/kb/article/1250655/, or visit One-stop Service Center.
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 ONE-STOP SERVICE CENTER
Wenzhou-Kean One-stop Service Center, which is located on 2nd floor of General
Education Hall (GEH), D Wing, provides daily assistance for faculty and staff. You could
report problems such as IT problems, housing issues, academic affairs via following
ways:
1. Submitting requests through work order request system.
2. Calling one-stop service center at 55870707.
3. Visiting one-stop service center GEH 2ND Floor, D Wing. Work hours: 8:30-20:30 on
work days.
Instructions for Work Order Request System
1. Go to http://www.wku.edu.cn/ , and find my wku.

2. Type in your WKU email and password. (If you forget your email address or password,
please visit One-stop Service Center.
3. Click HELP DESK.

4. Choose language and login with your WKU Email, and the original password is
123456.
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5. Submit a request

6. Click My requests to track the requests.
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 APPENDIX
Title IX Compliance
Here at Kean University, the Title IX coordinator shall oversee the University’s
investigation and response to reports of sexual misconduct.

Sexual Assault, Misconduct and Violence
Members of the Kean University community, guests and visitors have the right to be
free from sexual violence. All members of the campus community are expected to
conduct themselves in a manner that does not infringe upon the rights of others. The
University believes in a zero tolerance policy for gender-based misconduct. This
guide has been developed to educate the community and reaffirm these principles
and to provide recourse for those individuals whose rights have been violated. This
guide is intended to define community expectations and to establish a mechanism
for determining when those expectations have been violated.

Definitions and Examples of Misconduct
Forms of gender-based or sexual misconduct include:
a. Sexual Harassment: Unwelcome, gender-based verbal or physical conduct
that is sufficiently severe, persistent or pervasive that it unreasonably
interferes with, denies or limits someone’s ability to participate in or benefit
from a Kean University educational program or activity.
b. Non-consensual Sexual Contact: Any intentional sexual touching, however
slight and with any object or body part, that is without consent (as defined
below) and/or by force or coercion. This includes intentional contact with
breasts, buttocks, groin, mouth or genitals, as well as any other intentional
bodily contact that occurs in a sexual manner.
c. Non-consensual Sexual Intercourse: Any sexual penetration or copulation,
however slight and with any object or body part that is without consent
and/or by force or coercion. Intercourse includes anal or vaginal penetration
by a penis, object, tongue or finger, and oral copulation (mouth and
genital/anal contact), no matter how slight the penetration or contact.
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d. Sexual Exploitation: Taking non-consensual or abusive sexual advantage of
an individual to benefit anyone other than the person being exploited.
Examples include: invading privacy, video or audio recording of sexual acts
without consent, knowingly transmitting a sexually transmitted infection
(STI), sexually based stalking or bullying, or exposing one’s genitals.
e. Other Gender-based Misconduct: Physical harm, extreme verbal abuse or
other conduct that threatens the health or safety of any person on the basis
of actual, expressed or perceived gender identity, including:
i. Discrimination: actions that deprive others of access, benefits or
opportunities based on irrelevant criteria
ii. Hazing: acts likely to cause physical or psychological harm or social
exclusion or humiliation
iii. Bullying: repeated and/or severe aggressive behavior likely to
intimidate or intentionally hurt, control or degrade another person
physically or mentally
iv. Intimate Relationship Violence: violence between those in a sexual
and/or comparably personal and private relationship
v. Stalking: repetitive and/or menacing pursuit, following, harassment or
other interference irrelevant criteria hurt, control or degrade another
person physically or mentally personal and private relationship with
the peace and/or safety of another person or that of his or her
immediate family members
(This information is adapted from the ATIXA Gender-based and Sexual Misconduct Policy by the
National Center for Higher Education Risk Management (NCHERM) and the Association of Title IX
Administrators (ATIXA), 2011.)

What is Consent?
Consent is defined as permission to act. It may be given by words or actions, so long
as those words or actions create clear, mutually understood permission to engage in
(and the conditions of) sexual activity.

Consent must meet all of the following standards:




Active, not passive. Silence, in and of itself, cannot be interpreted as consent.
There is no requirement that an individual resist a sexual act or advance, but
resistance is a clear demonstration of non-consent
Given freely. A person cannot give consent under force, threats or
unreasonable pressure (coercion). Coercion includes continued pressure after
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an individual has made it clear that he or she does not want to engage in the
behavior
Provided knowingly. Legally valid consent to sexual activity cannot be given
by:
o A person under the legal age to consent. In New Jersey, the age of
consent is 16, but individuals who are at least 13 years of age can
legally engage in sexual activities if the defendant is less than four
years older than the victim, or
o An individual who is known to be (or based on the circumstances
should reasonably be known to be) mentally or physically
incapacitated. An incapacitated individual is someone who cannot
make rational, reasonable decisions because he or she lacks the
capacity to understand the “who, what, when, where, why or how” of
a sexual interaction. This includes a person whose incapacity results
from mental disability, sleep, involuntary physical restraint,
unconsciousness, or use of alcohol or other drugs
o A person under the legal age to consent. In New Jersey, the age of
consent is 16, but individuals who are at least 13 years of age can
legally engage in sexual activities if the defendant is less than four
years older than the victim, or
Specific. Permission to engage in one form of sexual activity does not imply
permission for another activity. In addition, previous relationships or prior
consent do not imply consent to future sexual acts. It is the responsibility of
the initiator of the act to receive permission for the specific act. As a result,
consent may be requested and given several times by multiple parties during
a sexual encounter involving multiple acts

(This information is adapted from the ATIXA gender-based and Sexual Misconduct Policy by the
National Center for Higher Education Risk Management (NCHERM) and the Association of Title IX
Administrators (ATIXA), 2011).
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Residence Permit Q&A
1. What should I do with my current visa after I enter China?
For people who enter China with work visa, you need to transfer the work visa into
residence permit within 30 days, since your work visa (Z visa) is only valid for 30 days.
Your initial visa (work visa) grants you the right to enter China for a specific purpose,
but expires after a month later. If you wish to stay longer in China, you will need to
apply for a residence permit which works like a multiple-entry visa, allowing you to
leave the country and return without an additional visa as long as the permit remains
valid (even if your original visa has expired).
For people who enter China with residence permit, you need to renew it before it is
expired.

(Work Visa)

(Residence Permit)

2. How can I transfer my work visa to residence permit visa? Who should I ask for
help?
WKU Human Resources staff will take care of your visa issues. You need to prepare the
following required materials for application.
1) A hard copy of your passport page, current visa page, and your latest entry stamp.
2) Health Report. You need do the physical exam in local Health center (HR staff will
arrange the physical exam time and send Chinese staff to go with you).
3) A Foreign Expert Certificate (WKU HR will get this for you, and you need to submit
all required original materials to HR office).
4) Go to the Police Station to fill out some forms and hand in your passport (HR staff
will arrange the time and take you to the police station).
3. What about the visa of my family members if they need to stay here with me?
If they just want a short stay (within their current visa valid date), they do not need to
do anything.
If they want a long stay, they need to do above-mentioned steps 1&2&4 as you do. For
children under 18 years old, they can skip the physical exam.
Besides, you need to offer your marriage certificate (for spouse) or birth certification
(for children/for your parents) and its authentication. You need to bring these original
materials to HR ASAP. Because these materials need to be translated into Chinese by
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official translation association and it takes time.
4. How can I renew my residence permit before it expires?
Please be advised that your visa renewal takes at least two weeks, so you need to start
the renewal process with WKU HR office at least 2 weeks prior to your visa expiration
date.
For the returning faculty of the university, you need to redo the step 1 and 2 in Q2
(since the health report is only valid for 6 months). HR staff will help to renew your
Foreign Expert Certificate with your reappointment letter.
For the second year, police station will send staff to the university to help you renew
your residence permit visa, which means you do not need to go to the police station
like the first time. The policeman will stay one or two days in the university, so please
DO renew your visa at that time. If you miss the chance, you’ll have to go to the police
station by yourself.
For people who worked in China before (in other provinces), you need to do the visa
transfer with your current valid residence permit, besides the step 1 and 2, you also
need to prepare a digital photo with a white background, authenticated diploma,
diploma, cancelation letter of your previous Foreign Expert Certificate and the
recommendation/release letter of your previous school.
5. How long does it take to get my passport back after I hand in my passport to the
Police Station? Do I need go back to the Police Station to collect my passport?
Generally, it takes around 5-7 work days. HR staff will collect the passport for you. You
could collect the passport in HR office once you receive an email from HR.
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WKU Health Service Center Office Hours
8:30 AM- 8:30 PM (office open)
8:30 AM- 4:30PM (doctor time)
8:30PM - 8:30AM (Emergency Only)
TEL: 0577-55870120
Location: GEH A109

Hospital Appointment Hotline
1. 114
2. 12580
3. Comprehensive services for foreigners:
Tel: 4008678110,
Time: 08:30am-06:00pm.

Hospital Addresses
温州医科大学附属第一医院新院区：瓯海南白象上蔡村
The first affiliated hospital of Wenzhou Medical University（Nanbaixiang）
温州医科大学附属第一医院老院区：鹿城府学巷 2 号
The first affiliated hospital of Wenzhou Medical University（Fuxue lane)
温州医科大学附属第二医院/附属儿童医院：鹿城学院西路 109 号
The second affiliated hospital of Wenzhou Medical University/affiliated children's
hospital: No.109, Xueyuan Road (West)
温州医科大学附属口腔医院：鹿城学院西路 113 号
Wenzhou Medical University affiliated dental hospital:No.113, Xueyuan Road(West)
温州医科大学附属口腔医院分院：鹿城广场路 183 号
Wenzhou Medical University affiliated dental hospital (branch)：No.183, Guangchang
Road
温州医科大学附属眼视光医院：鹿城学院西路 82 号
Wenzhou Medical University affiliated eye optical hospital: No.82, Xueyuan Road(West)
温州市人民医院(信河院区)：鹿城区五马街道仓后街 57 号（急诊可注射狂犬疫
苗）：
Wenzhou People’s Hospital( Xinhe branch)： No.59, Canghou Street, Wuma Road
（offer vaccinations of rabies at emergency department of this hospital）
温州市人民医院(娄桥院区)：瓯海区古岸路南侧
Wenzhou People’s Hospital (Louqiao branch)： Gu’an Road(South), Ouhai District
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温州市中西医结合医院/温州市儿童医院：鹿城区锦绣路 75 号
Wenzhou hospital of traditional Chinese and western medicine/ Wenzhou children's
hospital: No.75, Jinxiu Road
温州牙科医院：鹿城区府前街 197 号利府大楼 2 楼，府前街公交站旁 / 电话：
88295678
Wenzhou dental hospital: The second floor of Lifu Building,No.197 Fuqian Road, near
bus stop of Fuqian Road / Tel.：88295678

Addresses of Community Health Service Centers:
丽岙街道社区卫生服务中心：五社公交站旁
Liao street community healthcare center: Next to the Wushe bus station
南白象街道社区卫生服务中心：鹅颈头公交站牌旁边（可注射各类疫苗：狂犬、
破伤风、流感等）
Nanbaixiang Street community healthcare center: Next to the Ejintou bus stop (offer
types of vaccinations: rabies, tetanus, flu, etc.).
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