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INTRODUCTION

We affirm the inherent calling of the University as a
catalyst for the development of persons, peoples and
communities. The University stands as the foremost
promoter of knowledge, the keeper of the world’s
living history,and a guarantor of tomorrow’s promised
goodness. We understand that in the pursuit of this
mission the University must demonstrate the highest
standards of excellence in all endeavors.

The UNIVERSITY OF SAINT JOSEPH recognizes
the significance of the legacy of centuries in the
catholic tradition of humanistic education in Macau
and Southeast Asia, it assumes the responsibility of
serving as a dynamic connection between diverse
scientific and cultural traditions, and it commits itself
to this inheritance, seeking the advancement of
science, culture and relations in this part of the world.

The University has strategically elected to be
a university on the cutting edge of ideas and
knowledge, defined by its adherence to humanitarian
and humanistic values and principles, bound to the
development of autonomous and creative thinkers,
pledged to the highest forms of learning, teaching
and research, and committed to the promotion of
life, education and culture.

Bachelor Student Handbook | 3



. Inln

USJ Student Handbook

UNIVERSITY OF SAINT JOSEPH

Estrada Marginal da Ilha Verde, 14-17, Macao, China
Published by the Office of Student and Alumni Affairs
September 2021

The contents of this Handbook are updated from time to
time. An updated version is shared to all students in the
Google Document/Drive under your USJ Email (Google
Apps).
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RECTOR'S MESSAGE

The University of Saint Joseph is an international Catholic
University in and of China. Carrying on the tradition of Catholic
Higher Education in Macao, the University is the descendent
of the Colegio Sdo Paulo (founded 1594) and, since 1996,
under the patronage of the Diocese of Macao and the Catholic
University of Portugal, has been a community of students and
scholars striving for the highest standards in academic life. Our
impetus comes from a profound sense of service - to Macao, to the
Greater Bay Area and China, to East and South-East Asia and to the
community of Portuguese-speaking countries across the globe.

The University is motivated by a desire to produce graduates
who are people of the highest personal integrity capable of
rigorous, creative and critical thinking, who seek mastery of their
chosen subjects, instinctively work collaboratively and value the
other. As a University teaching and learning predominantly in the
English language, we are committed to assisting our students in
acquiring real proficiency in that language. Students also have the
opportunity to learn Chinese (Putonghua) and Portuguese.

USJ understands itself as having the privilege of being a place
where cultures can engage harmoniously with one another in
the unique setting of Macao, a Special Administrative Region of
the People’s Republic of China. Our students and staff are drawn
from over forty countries across the world and we truly prize the
diverse perspectives this brings.

Itis an enormous privilege to lead the University of Saint
Joseph and | extend the warmest of welcomes to you.
We are committed to improving the quality of our academic life in
the light of suggestions from staff, students and society, to better
serve higher education in China and Macau.

Deacon Stephen Morgan
Rector
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1. ORGANOGRAM OF USJ

Faculty of
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TERLE
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| Rector H

Vice-Rectors, Pro-Rectors
and Administrator
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nce

and Environment

English Language
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Domingos Lam Centre
for Research
in Education

Xavier Research Centre
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Macao Observatory
for Social Development

Registrar
Service Units

Academic Affairs
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Administration
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]

inance and Human
Resources Office
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Outreach
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LB

E
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Research Development
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*These structures have not been put in place and will depend on the review of USJ's charter.

Bachelor Student Handbook | 9



Bachelor Student Handbook | 10



2. CAMPUS MAP
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G/F

ACADEMIC BUILDING

Don Bosco Auditorium | Fire Extinguisher

Canteen Lift

Offices Staircase
Facilities and Administrative Office f | Vending Machine
Academic Affairs Office Water Machine
Lifelong Learning Office Washrooms

Finance Office

Tel: +853 8592 5600 | Fax: +853 2872 5517 | Address: Estrada Marginal da Ilha Verde, 14-17
© 2017 US). All Rights Reserved. Updated on 25th February 2019
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T kA
UNIVERSITY gF 1 /F
SAINT JOSEPH ACADEMIC BUILDING

Fatima Ceenary Authirium
Fire Extinguisher

Lift

Staicase

Vending Machine

W ashrooms

Water Machine

Tel: +853 8592 560Fax: +853 2872 5517 reps: @ddda Maginal da Memde, 14-17

© 2019 85J. All Rights Weker Updated on 25Fkbruary 2019
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UNIVERSITY OF 2/F
SAINT JOSEPH ACADEMIC BUILDING

Imormatioffechndogy Offe Fire Extinguisher

L)

USJ Alumnis@ociation Lift

Staicase

N ER

Eric Mo Cemft Galen

School of Bussnand Law Vending Machine

[Em

Water Machine

W ashrooms

=
=

Tel: +853 8592 5f0Fax: +853 2872 5517 refs: &adda Maginal da Memde, 14-17
© 2019 BJ. All Rights \Reker Updated on 25Fhbruary 2019

Bachelor Student Handbook | 14




3/F
ACADEMIC BUILDING

FHM | Faculty of Humanities Fire Extinguisher

USJSA | USJ Students’ Association Lift

Staircase
Vending Machine
Water Machine

Washrooms

Tel: +853 8592 5600 | Fax: +853 2872 5517 | Address: Estrada Marginal da Ilha Verde, 14-17
© 2019 USJ. All Rights Reserved. Updated on 25th February 2019
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Tel: +853 8592 5f0Fax:

EER K
UNIVERSITY OF
SAINT JOSEPH

Human Resouctes Ofde [0)-Xe]

Iformation Stgm CRE
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Adminstrator

Rectors Offe
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© 2019 BJ. All Rights Reker
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BUILDING

Meeting Room
Fire Extinguisher
Lift

Staicase

W ashrooms

Water Machine

+853 2872 5517 Iebs: #ddda Maginal da Memde, 14-17

Updated on 25Fkbruary 2019
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UNIVERSITY gl: 5/F
SAINT JOSEPH ACADEMIC BUILDING

L)

Fire Extinguisher

Lift

N ) ER

Staicase

[

Vending Machine

=
==

W ashrooms

Water Machine

Tel: +853 8592 5f0Fax: +853 2872 5517 refs: &adda Maginal da Memde, 14-17
© 2019 BJ. All Rights \Reker Updated on 25Fhbruary 2019
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T kA
UNIVERSITY gF 6/ F
SAINT JOSEPH ACADEMIC BUILDING

Fab Lab| DigtalFabrd¢ation Lab Fire Extinguisher
Arch S.| Archiectwal Studio Lift
Design S| Design Studio | Staicase
AVPS | Audio VisuabdRction Studio [ Water Machine
AVES | Audio Visual Editing Studio #l# | Washmooms

FCI | Faculty afaivwe Indtries

Tel: +853 8592 560Fax: +853 2872 5517 reps: #ddda Maginal da Nemde, 14-17

© 2019 BJ. All Rights ®Reker Updated on 25Fkbruary 2019
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G/F

RESIDENTIAL HALL

Fire Extingui
Lift

Vending Machine

Tel: +853 8592 5600 | Fax: +B53 287258517 | Address: Estrada Marginal da Ilha Verde, 14-17
© 2019 USJ. All Rights Reserved.

Updated on 8th November 2019
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.ﬁ'*f’ "}' 1 / F

RESIDENTIAL HALL

o |

LIE
Reading Room 1

Library
Library Study

Fire Extinguisher
Lift

Lockers
Washrooms

Water Machine

Tel: +853 8592 5500 | Fax: +853 2872 5517 | Address: Estrada Marginal da Ilha Verde, 14-17
© 2019 USJ. All Rights Reserved.

Updated on 8th Movember 2019
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2/F

RESIDENTIAL HALL

LIB
[under reconstruction]

LIB
Multi-purpose
Room

Counselling Room

Office for Student and Alumni Affairs
Library

Residential Hall Office

Fire Extinguisher
Lift
Washrooms

Water Machine

Tel: +853 8592 5600 | Fax: +853 28725517 | Address: Estrada Marginal da ILha Verde, 14-17
© 2019 USJ. All Rights Reserved.

Updated on 8th November 2019
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ﬁﬁsﬁrﬁ il SEMINARY CAMPUS

SAINT JOSEPH 5 Largo de Sto. Agostinha, 5. Joseph's Seminary, Macau

Offices
Classrooms
Function Rooms

Library

WC

Staircase

1=

Tel: +B53 8592 5600 | Fax: +B53 2B725517 | Address: Estrade Marginel da Ilha Verde, 14-17

© 2017 USL_ All Rights Reserved. Updated on 27 February 2110

WEoEom
TEEAS NAPE 1 CAMPUS
SAINT JOSEPH Rua de Londres, Macau, China

Offices

Classrooms

Laboratories

Speakers” Hall
WC

Handicapped WE

Tel: +853 8592 5600 | Fax: «B53 28725517 | Address: Estrade Marginel da Ilha Verde, 14-17
2017 USL AlL Rights Reserved. Updated on 27 February 2018
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3. LIST OF BACHELOR PROGRAMMES




ASSOCIATE DIPLOMA

Associate Diploma in Media Production
Associate Diploma in Portuguese-Chinese Translation
Associate Diploma in Product Design

BACHELOR

Bachelor Programme
Architectural Studies

Business Administration

Christian Studies

Communication and Media

Design

Digital Cinema

Education

Environmental Science

Fashion Design

Philosophy

Faculty of Religious Studies and Philosophy

Portuguese-Chinese Studies (Language and Culture)
Faculty of Arts and Humanities

Portuguese-Chinese Translation Studies
Faculty of Arts and Humanities

Prison Outreach Programme
Faculty of Social Sciences and Education

Psychology
Faculty of Social Sciences and Education

Social Work
Faculty of Social Sciences and Education
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4. REGULATIONS AND RULES FOR
PROGRAMMES AND STUDY




a.YEAR 1 GUIDE

https://www.usj.edu.mo/en/new-student-guide-2021/

b. ACADEMIC YEAR AND WORKING TIMES

The academic year starts in September each year and ends in August of the following year. The academic year
is divided into three periods. The Fall Semester starts normally in September and the Spring Semester starts
in January or February each year, as announced yearly on the Academic Calendar. A Summer Semester may
be organized in July and August each year, during which examinations, short-courses and other academic
activities may be organized. Academic activities take place normally from Monday to Friday, even though
some programmes may include activities also on Saturdays. No academic activities are scheduled on Sundays
or public holidays.

¢. TEACHING AND LEARNING THE CREDIT SYSTEM AND ITS OPERATIONS

1 unit of credit corresponds approximately to 15 contact hours (some exceptions are made in respect
programmes approved by the DSES prior to the new Higher Education Law.

d. REGISTRATION FOR, AND ENROLMENT INTO MODULES

1. Students are required to register each academic year, within the periods specified yearly by the university,
except in their year of matriculation.

2. Only registered students will be allowed to attend classes, seminars and examinations.

3. Bachelor students who, by the end of each academic year, fail 20% or more, of the accumulated credit-load
of their respective programme and year of studies will be retained in their current year of studies. Students
in this situation will pay as tuition the most beneficial to them of the following two: (i) the normal full year’s
tuition; or (ii) the tuition corresponding to the number of enrolled credits or modules.

4. Bachelor students retained in Year 1 will be given an exemption to what is defined in (3) and be allowed to

progress to Year 2 as long as the proportion of credits failed in Year 1 is below 40% of the total credit-load
scheduled for Year 1.
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5. The university may institute language proficiency requirements for advancing to subsequent years or
phases of specific academic programmes. Failure to comply with those requirements may result in students
being retained in their current year of studies.

6. Late registration is accepted within the supplementary period defined in the university calendar, but will
be subject to a penalty fee.

7. Students in debt to the university may be refused registration unless a payment plan has been approved.

8. Registration is valid for one academic year. Failure to register for the next year within the timeline stated in
the university calendar may result in the student being classified as “Drop-Out”.

e. ADDING, SWAPPING AND DROPPING MODULES

1. Bachelor students may add, swap or drop modules to their schedule.

2. Students may add modules to their schedule during the announced periods each Semester. Requests to
add modules are considered based on the following conditions:
a. Priority is given to students adding previously failed modules;

b. Adding the required module does not create scheduling overlaps;

c. The maximum number of students defined for each module is not exceeded;

d. Added modules belong to the respective student’s study plan and are at the student’s current Year of

Studies, or below;

. Students can only add modules up to three days before the respective module starts;

f. Students cannot enroll in more than 22 credits each Semester. An exception is made for students
retaking previously failed modules, in which cases this limit is raised to 25 credits / Semester.

o

3. Students may swap from one module’s section to another section of the same module during the
announced periods each Semester. Requests to swap modules are considered based on the following
conditions:

The section being swapped has the same name, code and number of credits;

b. Inthe case of language modules, the level of the swapped module is the same as the originally enrolled
module;

The swap does not create a scheduling overlap;

d. The maximum number of students defined for each section is not exceeded;

e. Students can only swap modules up to three days before the respective module starts.

o

n
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4. Students may be authorized to drop modules within the first two weeks of classes. Considering the risk that

5.

6.

dropping modules poses for a student’s timely graduation, drop requests may only be processed after the
respective student is informed and assumes responsibility for the following risks:

a. Delay in graduation;

b. That a specific module may not be offered in the future;

c. The maximum number of students defined for each module is not exceeded;

Adding, swapping or dropping modules may require the payment of a fee, according to the university’s
tuition fee table at the time. Whenever payment is required, students must make the respective payment
before the request is approved.

All add, swap and drop requests are authorized by the Registrar’s Office, in accordance with the guidelines
described in this article. The Registrar, in consultation with the respective Dean, may authorize exceptions
to the listed guidelines.

f. ADD/SWAP MODULES PROCEDURES

Bachelor and Pre-University students at the University of Saint Joseph can add/swap modules to their normal
schedule. The conditions to do so are:

ow

No scheduling conflict with an assigned module;

Each module has a limited number of students. Once that number is reached no more students can be

added with or without permission of the lecturer;

Students can only Add modules of their respective year of studies, or lower (e.g. a Year 3 student is not

allowed to Add modules from Year 4);

Students cannot enroll in more than 22 credits each Semester. Each Semester, the Add/Swap function will
be restricted to students that need to retake failed modules first and only after open to all students.
During that first stage, and in exceptional circumstances, students may be allowed to add slightly more
than 22 credits;

Students can only add modules up to three days before the respective class starts;

All applications must be done through MyUSJ;

Adding or Swapping modules may require the payment of a fee, based on the Tuition & Related Fees at
the time. Whenever payment is required, students must make the respective payment before the request
is approved.

The Drop Module Form (ARO-404) is available in the appendix.
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g. CREDIT TRANSFER, EXEMPTION AND RECOGNITION OF PRIOR LEARNING

Exemption, Substitution and Accreditation Procedures
1. Applicants, except those for the Pre-University programme, may be exempted, accredited or allowed to
substitute certain modules in their chosen programme in the following situations:

a. Whenjustified by an applicant’s proven achievements and competencies in that respective field, according
to criteria established by the Senate;

b. When justified by an applicant’s prior/in-course studies in tertiary institutions, at least at the same level, and
based on a recommendation from the respective Programme/Department Coordinator1 and
the University’s requirements for recognition of prior learning;

¢ Whenjustified by an applicant’s prior/in-course non-certificated learning or experience undertaken outside

formal education or training systems, and based on a recommendation from the respective Coordinator
and the University's requirements for recognition of non-award-bearing experiential learning;

d. When approval is granted by the Registrar and the relevant Scientific Council and Dean or the Dean’s
appointed delegate for the student to complete an equivalent module offered at the University (with at
least the same number of credits);

e.  When an ex-student of the University re-applies to complete a previously unfinished programme or
requests to change his/her student status from Special to Regular. In these situations, the credits are
accredited only
if the student met all the programme’s requirements at the time of his/her original completion of
the module.

2. Exemptions, accreditations and substitutions are acknowledged in a student’s study plan as“CR” instead of
a grade, except for those referred to in (1e).

3. The maximum number of accreditations that may be granted in the situations described in 1b) and 1c)
together is one-third of the total credit load of the respective programme (rounded up to the closest whole
number), of which 1¢) cannot exceed 20% of the credits of the programme.

4. In the situations referred to (5.1e) students must return any awards previously received from the University
for the completion of those modules whose credits will now be recognised in the new study plan.

5. All exemptions and accreditations are authorised and recorded in the respective student’s study plan by

the Academic Affairs Office, in accordance with the procedures described in this article. Exemptions and
accreditations may require the payment of fees, in accordance with the University’s Tuition and Related Fee
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Exemption Application Guideline (for language modules) (ARO-450-1117-02)

Requirements

Students proven to have C1 level or above in English can apply for exemption from taking English classes. The
exemption requirement for Putonghua is C2 for native speakers of Chinese, and A2 for non-native speakers of
Chinese. The exemption requirements for Portuguese is C1 for native speakers of Portuguese and A2 for
non-native speakers.

Direct exemption can be granted upon presentation of external language exam results which prove that
students have the required level for exemption and approval from the respective programme coordinators.
Students can also request an internal exam with the endorsement from a language instructor of the respective
language.

Process for Direct Exemption

1.

Submit the Exemption Application Form and certificate as proof of language level to the Academic Affairs
Office (AAO). [Cambridge = C1, IELTS = 7 or TOEFL = 95 of 120]

AAO verifies the certificate and passes it on to the programme coordinator to sign for approval.
(Coordinators may reject exemption request depending on significance of the language course relative to
the overall programme).

Credits for the exempted modules will be counted but the student will not receive a grade for the
exempted modules.

Process for Internal Exemption Exam Request

1.

Fill in the Exemption Application Form and get endorsement from an instructor of the language the
student is applying for exemption from.

Submit endorsed form to AAO for arrangement of language exam.

AAO contact the respective language coordinator to set up a panel of two examiners, consisting of the
respective language instructors to test the written and/or spoken language ability of the student.

Examiners put in the result of the student’s exam on the Exemption Application Form.
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5. Examiners pass on the form to the student’s programme coordinator.

6. Programme coordinator signs for approval/rejection and returns the form to AAO. (Coordinators may reject
exemption requests depending on significance of the language course relative to the overall programme).

7. Once approved, the respective language modules will be taken off the student’s study plan.

8. Credits for the exempted modules will be counted but the student will not receive a grade for the exempted
modules.

RPL Application Process for former USJ students (AAO-546-1117-02)

The form must be used exclusively by students seeking recognition for credits completed earlier in a
programme offered by USJ at the same level as the programme s/he is applying for.

Application for RPL must be made at the time of application for admission, by submitting the completed
enclosed form to the Academic Affairs Office. The RPL processing fee is waived for students seeking recognition
of credits completed earlier at USJ.

Following the decision on admission, accepted students will also receive confirmation on the results of their

RPL request. Credits granted, if any, are considered when matriculation students in the programme, which may
result in students being automatically matriculated in an advanced Year of Study (e.g. Year 2, 3 or 4).
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h. AUDITING
ECL-523 Policy on Auditing Modules

i. ATTENDANCE AND LEAVE OF ABSENCE

Attendance and active participation in the classroom activities are an important part of the educational
experience offered at USJ. The sharing of ideas and experiences is crucial for effective learning, and scheduled
classes at USJ are designed to invite discussion and cooperative learning. Thus, students at USJ are expected
to attend all classes on time for each scheduled session and to remain actively engaged in the class activities
throughout the whole duration of the session.

Students who fail to attend at least 2/3 of the scheduled sessions of a specific module are not eligible to receive
a passing grade. Should a student have a medical or other justified reason for being absent from a specific
session, s/he should inform the respective Lecturer in advance If that absence exceeds 5 days, students are also
required to submit the supporting documents at the Academic Affairs Office, enclosed to a Special Request
Form. In the case of justified absences, students may be given additional opportunities to compensate for
missed sessions, assignments and/or examinations, based on the consideration of the respective Lecturer.

Lecturers keep attendance records of each session through MyUSJ.

Students who fail to meet the attendance requirements (as stated in the specific course syllabus or, in case of
omission, in the university’s academic regulations) are not eligible to pass the respective module. Even though
specific Modules may require a higher proportion of attendance, at the very minimum students are required
to attend two-thirds of the scheduled sessions in order to be able to receive a passing grade for the respective
Module.

Arriving late and/or leaving early from a class unjustifiably, as well as failure to actively engage in a class, may
provide grounds for the Lecturer to consider a specific student absent from class.

Penalty

Students who fail to meet the attendance requirements of their respective classes automatically fail the
module. The repetition of a module or the participation in an exam is subject to a fee, according to the tuition
fee schedule at the time.

Students with chronic poor attendance may also be called for an interview by the respective Coordinator and/
or by a representative of the Office for Student and Alumni Affairs and, ultimately, may be required to withdraw
from the University, according to the University’s academic regulations.

Planned Absences
There may be cases where a student knows s/he will not be able to attend the required number of classes for a
course. In these cases, the student must discuss the situation with the respective Lecturer before the first class,

to decide whether some alternative arrangement can be made. Supporting evidence showing the serious and
special nature of the situation must be provided in all such cases.
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Absences that Cannot be Planned

There may be cases where a student cannot meet the attendance requirement. As soon as this situation is
known, the student should discuss it with the respective lecturer and explain why s/he cannot meet the
attendance requirements. Supporting evidence showing the serious and special nature of the situation must
be provided in all such cases.

Absences for Medical Reasons
Students wishing to have their absences justified due to medical reasons must do one of the following:

1. If the absence is for less than 5 consecutive days, students should approach the respective lecturer(s)
directly. The respective lecturer(s) can decide whether the student’s absence can be considered justified
and whether any requests to compensate for their absences should be entertained.

2. Iftheabsenceisfor more than 5 consecutive days, students are required to submit the following documents
to the Academic Affairs Office as soon as they are able to return to university.

a. Evidence (e.g original copy of medical certificate)
b. Special Request Form indicating the reason and the period for absence

The documentation will be reviewed and a decision made by the Registrar as to whether the absences can be
considered justified.

Please note that even though failure to attend classes or examinations due to medical reasons may be
considered justified, the university has no obligation to repeat any scheduled class, exam or activity or to
provide additional opportunities for the student to compensate for the missed activities. A reasonable effort

will be made to accommodate these cases whenever possible, but there are no guarantees and it is possible
that students in these situations may fail the respective modules and be required to re-enroll.

Faculty Attendance

Whenever a Lecturer is late for 15 minutes the respective class is automatically dismissed.
A student representative is however required to report the case to the Academic Affairs Office.

Missing Examinations, or not Submitting Coursework on Time
If a student has strong, approved and documented, reasons for missing an examination or not completing the
required coursework on time, he or she may be given an additional opportunity to compensate for the missed

assignment or exam, according to the decision of the respective Lecturer.

Whenever possible, such arrangements should be made prior to the examination.
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The Consequences of Non-Attendance or Non-Submission

Students who do not attend the required assessment automatically fail the module.

Students failing a module for non-attendance or failure to submit assessment must make it up by repeating
the course when it is next run (usually in the following year). Students must pay additional tuition to retake the
course, according to the tuition fee schedule in force.

Special Arrangements

In exceptional circumstances, special arrangements may be made to cover situations where students cannot
attend classes or fail to submit the assessment.

In all cases, these special arrangements must be agreed with the respective Lecturer and formally approved by
the respective Coordinator and/or Dean. Private, unofficial arrangements between students and the respective
Lecturer are not permitted.

Whenever special arrangements are agreed upon, this agreement must be approved before the last class of
the respective module. After the last session, no further requests for special arrangements will be entertained.

j. SUSPENSION OF CLASSES

Please refer to “Inclement weather/Class Cancellations” in the appendix.

k. RETAKES AND RESITS

A fee is charged for the repetition of modules, according to the tuition fee schedule of the academic year in
which the module is retaken.

1. Make-up Exams:
a. Students graded as “Incomplete” may attend a make-up exam to determine their final grade.
b. The make-up exams are set directly by the academic staff in the form of a written exam or assignment.
¢. Make-up exam(s) must be set and graded within one month of posting an“Incomplete” grade.

2. Exams:

a. Exams are authorized by the Dean of the Faculty and can be offered to students who previously failed
the module so long as they have met the minimum attendance requirements..

b. Exams must consist of a piece of work completed and proctored on-campus. Exams in areas that are
more practical in nature may involve also a preparatory component of independent work.

c. Exams may be used to pass a previously failed module or to improve an existing grade

d. Students are authorized to sit exams for improvement of a specific module’s grade once. Whenever
exams are used for the improvement of a grade, the exam must take place within the same academic
year of the student’s enrolment in that specific class and the grade of the exam is only valid if it is higher
than the original grade.

e. Registration for exams is made through the Academic Affairs Office, subject to the fee stated in the
Tuition Fee Tables.
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Admission to Exam Form

1. Requisites: Students who meet the following criteria may request to be admitted
for exam:
a. Registered as“active”in the programme;
b. No outstanding debt to the university;
c. Previously enrolled in the respective module meeting the minimum attendance requirements
(i.e. two-thirds, or more, of the classes).

2. Request:To request to be admitted to an exam, students must submit the respective form (enclosed below)
to the Academic Affairs Office. This request must be made during the months of May or June each year and
exams will take place in July.

Note: Students who receive a grade of “INC”"in a specific module may be requested by their lectures to complete
special assignments or an exam to determine their final grade. These assignments or exams are arrangements
made directly between the respective lecturer and the students and do not have to go through the following
process.

3. Internal Process:
a. Registered as “active”in the programme;
b. No outstanding debt to the university;
c. Previously enrolled in the respective module meeting the minimum attendance requirements
(i.e. two-thirds, or more, of the classes).

4. Additional Information:

a. Exams take place each year during the month of July.
b. Exams are graded on a 0-20 scale.
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5.TEACHING, LEARNING
AND ASSESSMENT




a. TEACHING AND LEARNING

1. Modules are primarily delivered through lectures, organized on a classroom, face-to-face basis.
Distance learning may also be used to complement the learning experience.

2. Modules may be offered primarily through distance learning when so established in the respective
programme design approved by the competent authorities.

3. The university may organize modules in the form of tutorials for a particular student or groups of
students, subject to the approval of the respective Dean. Tutorials generally involve a reduced num
ber of contact hours, compensated by additional requirements for independent work.

b. GRADING SYSTEM AND GPA

1. In principle, grades must be submitted to the students within one month of either the last session of the
module or its exam date, according to the grading scales referred in this article and summarized in Grading
Scale.

2. Generally, grades of modules and Master dissertations must be submitted on a scale of 0 to 20.
Additionally, some modules may be graded on a“Pass”/ “Fail” scale, as determined by the Academic
Council. In exceptional circumstances students may be graded temporarily as“Incomplete”’, when academic
staff requests additional projects or an additional exam from a student, to more accurately determine the
final grade.“Incomplete” grades must be replaced by a final grade within one month of being submitted or
will be automatically converted to a“Fail” by the Academic Affairs Office.

3. Grades from 0 to 9 represent a fail, whereas 10 to 20 represent a pass.

4. Inthe computation of the final grade, a decimal part inferior to 0.5 is ignored and a decimal part equal or
above 0.5 is rounded up to the next integral number.

5. Students that fail to attend at least two-thirds of the scheduled sessions of a specific module are not
eligible to receive a direct passing grade for that module, in accordance with the university’s Charter.
However, whenever considered justified by the respective Lecturer, students may be graded an
“Incomplete” and be requested to complete additional assignments or examinations to compensate for
the missed sessions.

6. All grades are considered permanent after three months of publication and may not be altered.
Within this period, they may be subject to Grade Appeal or correction of clerical errors.
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Grading Scale

Grade Descriptors Graduation with Honours

Grade Qualification Final Grade Corresponding
Honour Level
20
18-20 Summa cum laude
19 Excellent
18 16-17 Magna cum laude
14-15 Feliciter
17 d
16 Very goo 10-13 Sufficient
15
Good

14
13
12

Sufficient
11
10

9 and below Fail

P Pass
F Fail
CR Credited

FINAL GRADE

1. The student’s final grade in the undergraduate programmes is the weighted average of the grades

obtained in the modules and dissertation, if any, according to their respective credit load.

a. Modules graded as Pass/Fail, as well as those marked as “CR" are not included in the computation of the
final grade.

b. In the computation of the final grade, the decimal part inferior to 0.5 is ignored and the decimal part
equal to or above 0.5 is rounded up to the next integral number.

¢. The honour scales accompanying the numerical final grade are as follows:
i.  10to 13 - Sufficient (rite);
ii. 14to15-Good (feliciter)
iii. 16to 17 —Very good (magna cum laude)
iiii. 18to 20 - Excellent (summa cum laude)
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c. ACADEMIC APPEALS

1. Students may appeal a grade to the Registrar through the Academic Affairs Office, subject to the fee in the
Tuition and Related Fees.
Article 19 (Pedagogy and Assessment, clause 5)

2. All grades are considered permanent after three months of publication and may not be altered. Within
this period, they may be subject to Grade Appeal or correction of clerical errors. Article 20 (Time and Scale
for Grading, clause 7)

3. The decision of an examination committee, once published, can be appealed by the student, in accordance
to the Grade Review Appeal Process.
Article 30 (Public Examination, clause 9]

4. The decision of an examination committee, once published, can be appealed by the Doctoral Candidate, in
accordance to the Grade Review Appeal Process.
Article 45 (Jury’s Deliberation, clause 6)

w

. Appeals against the Executive Council’s interpretations are judged by the University’s General Council.
Article 52 (Omissions and Doubits, clause 2)

6. The committee will then do the following:
i. Review the lecturer’s report and interview him/her, if required;
ii. Should at least one member of the committee consider that the allegations warrant a hearing,
the student will be called for one. Otherwise, the student will be informed of the outcome;
iii. The committee must call a hearing, or reply to the appeal, within ten working days of receiving
the report from the lecturer.

7. Should there be a hearing, the committee interviews the student and, after discussion with the lecturer,
proposes an outcome.

8. Should the outcome be positive, the grade will be updated and the student can claim back the fees paid
for the appeal process.

9. The decision reached through this process is final. Students may still request to retake the module,
or the exam, in an effort to improve their grade. The following guidelines will apply:
i. Requests will be approved according to the seat availability (priority will be given to students who have
not yet taken the class);
ii. Normal charges will apply, following the tuition tables at the time;
ii. The final grade in these cases will be set as the highest between the original and the new grade.
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d. ACADEMIC RECORDS AND TRANSCRIPTS

In principle, grades must be submitted to the students within one month of either the last session of the
module or its exam date, according to the grading scales referred in this article and summarized in
Appendix 1.

All grades are considered permanent after three months of publication and may not be altered. Within this
period, they may be subject to Grade Appeal or correction of clerical errors.
(Article 20 Time and Scale for Grading, clause 7)

The decision of the examination committee is final and cannot be appealed.
Article 30 (Public Examination, clause 9

The decision of the examination committee is final and cannot be appealed.
Article 45 (Jury’s Deliberation, clause 6)

The decision of the examination committee is final and cannot be appealed.
Article 52 (Omissions and Doubits, clause 2)

e. ACADEMIC INTEGRITY COMMITTEE REGULATIONS

Please refer to the following link for details
https://drive.google.com/open?id=1g9sLMkZfg17fK1YjgdH4W3dj-SxNfbEr

f. ACADEMIC INTEGRITY COMMITTEE TEAMS OF REFERENCES AND PROCEDURES

Please refer to the following link for details
https://drive.google.com/file/d/10tR1Uz2uuifBA32yiX1HzfXYzI3 1wJINt/view?usp=sharing

g. ASSESSMENTS AND EXAMINATIONS

1.

Faculty members, Coordinators and Deans must take the following into consideration when planning the

academic year:

a. The assessment process must contribute to intensify the learning process and the overall understanding
of the subject matter, it must not hinder this process through the multiplication of required grading
elements within a module, or across the modules of a given semester;

b. The distribution of grading criteria among the different modules must promote the acquisition of
a broad range of skills and competencies.

The programme and assessment method of each module must be made available to all enrolled
students, through the course syllabus, on or before the module’s first session.

Academic staff are responsible for establishing the plan and assessment methods of their respective
modules, taking into consideration the following:

a. The expected outcomes, content and pedagogy of the module;

b. The size of the class;

c. The workload of the students in other modules during the semester;

d. The indications of the respective programme coordinator and faculty Dean.

Feedback on assessment is part of the learning process and requires that students have access to
both the reasons for their grades and how their final grade was computed.

Students may appeal a grade to the Registrar’s Office, subject to the fee in the Tuition Fee Tables.
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General Guidelines

1. Assessment is an integral part of the learning process which aims to promote the assimilation of
content, the acquisition of skills and competencies, and the development of creative and critical

thi

nking.

2. Students have the right to be assessed and graded in each module.

3. Assessment must refer to written and oral assignments that can be evaluated objectively, such as
reading summaries, projects, presentations, quizzes, research reports and exams

4. Grades for a module must be a weighted average of the different assessment components.

5. Ac

ademic staff are responsible for keeping student’s assignments and exams for a minimum period

of three months following the publication of the final grade for the module. Within this period, these
assessment components should be available to the respective student for consultation.

6. Academic staff may be required to submit graded assignments and exams, as well as reports on
the grades, to the university as a result of a Grade Appeal process initiated by one or more students.

Exams

1. Make-up Exams:
a. Students graded as “Incomplete” may attend a make-up exam to determine their final grade.
b. The make-up exams are set directly by the academic staff in the form of a written exam or assignment.
c. Make-up exam(s) must be set and graded within one month of posting an“Incomplete” grade.

2. Exams:

a.

n

Exams are authorized by the Dean of the Faculty and can be offered to students who previously failed
the module so long as they have met the minimum attendance requirements.

. Exams must consist of a piece of work completed and proctored on-campus. Exams in areas that are

more practical in nature may involve also a preparatory component of independent work.

. Exams may be used to pass a previously failed module or to improve an existing grade.
. Students are authorized to sit exams for improvement of a specific module’s grade once. Whenever

exams are used for the improvement of a grade, the exam must take place within the same academic
year of the student’s enrolment in that specific class and the grade of the exam is only valid if it is higher
than the original grade.

. Registration for exams is made through the Academic Affairs Office, subject to the fee stated in the

Tuition Fee Tables.
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6. MANAGEMENT OF STUDENT STATUS

ooooooooooooooooooooooooo



a. REGISTRATION AND MATRICULATION

Registration

1.

Students are required to register each academic year, within the periods specified yearly by the university,
except in their year of matriculation.

Only registered students will be allowed to attend classes, seminars and examinations.

Bachelor students who, by the end of each academic year, fail 20% or more, of the accumulated
credit-load of their respective programme and year of studies will be retained in their current year of
studies. Students in this situation will pay as tuition the most beneficial to them of the following two:
(i) the normal full year’s tuition; or (ii) the tuition corresponding to the number of enrolled credits or
modules.

Bachelor students retained in Year 1 will be given an exemption to what is defined in (3) and be allowed
to progress to Year 2 as long as the proportion of credits failed in Year 1 is below 40% of the total
credit-load scheduled for Year 1.

The university may institute language proficiency requirements for advancing to subsequent years or
phases of specific academic programmes. Failure to comply with these requirements may result in

students being retained in their current year of studies.

Late registration is accepted within the supplementary period defined in the university calendar, but will
be subject to a penalty fee.

Students in debt to the university may be refused registration unless a payment plan has been approved.

Registration is valid for one academic year. Failure to register for the next year within the timeline stated
in the university calendar may result in the student being classified as “Drop-Out”.

Matriculation

Applicants who are offered a place at the university must confirm their acceptance of that place within the
period stated in the acceptance letter, after complying with all the stated requirements.

After completing the requirements mentioned in (1), applicants will be matriculated at the university and
enrolled as students of their respective programme.

The offer of a place is valid for a limited period, as stated in the respective acceptance letter.
Failure to comply with all the stated requirements within that period results in the offer being automatically
revoked.

The university reserves the right not to open an academic programme or a specific programme’s
specializations whenever the number of enrolled students is below the minimum stipulated by the
university. In such cases, all fees paid shall be reimbursed.

b. PERSONAL DATA AMENDMENT

Students are required to provide their most up-to-date information to the university.
Whenever there is a change of address, contact number or any other personal information, a notification
should be sent to the Academic Affairs Office.
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c. TRANSFER OF PROGRAMME

Registered students may request authorization from the Registrar’s Office to transfer to another
programme offered by the university.

Transfer requests will be considered based on several factors, including:

a. Available places in the desired programme;

b. A recommendation from the coordinator of the student’s present programme;
c. An admissions interview for the new programme.

If the request is approved, students will be authorized to transfer to the new programme in the subsequent
Semester, or academic year.

Transferred students may carry-over credits for modules considered equivalent to those in the new
programme, as detailed in article 5.

Transferred students will be withdrawn from their original programme and matriculated as new students
in their chosen programme. Tuition fees will be adjusted in accordance with the updated Tuition Fee
Tables at the time of their new matriculation.

Only one transfer will be authorized in each degree cycle.

Normally, a minimum enrolment of one academic year is required for a transfer to be authorized, except
when a special approval is granted by the Registrar.

Exceptions to the above criteria must be referred to the Executive Council for approval.

d. SUSPENSION AND DEFERRAL

Programme’s Duration

1.

Degree programmes at the university have a standard duration, in accordance with their official study
plan.

The early, or late, completion of any programme of study at the university is subject to approval from the
Registrar’s Office.

Students may be authorized to register consecutively a maximum 150% of their programme’s standard

duration.

a. Where 150% results in a maximum duration that is not a full number of academic years the result is
automatically rounded up one full year;

b. The maximum duration excludes any formally approved suspension period(s);

c. Inthe case of exclusion for exceeding the maximum duration, students may re-apply for the
programme and re-initiate the matriculation process if they are admitted;

d. The registration of Master and Doctorate students for periods beyond their respective programme’s
standard duration requires a recommendation from their supervisor.

Students who fail to graduate within the maximum period for their programme will be automatically
excluded from the university.
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Suspension

1. Students may request authorization from the Registrar’s Office to suspend or withdraw from their studies.
2. Suspensions must be based on relevant medical, professional or personal reasons and can be authorized

for a minimum period of one Semester and a maximum period of two consecutive semesters. Exceptional
suspension requests must be reviewed by the respective Dean and approved by the Rector.

e. REINSTATEMENT OF STUDENT STATUS

Suspended students must inform the Academic Affairs Office of their intention to resume their studies within
two weeks of the completion of their suspension period. Failure to do so may result in being classified as a

“Drop-out”.

f. WITHDRAWAL AND TERMINATION

1. Students may request authorization from the Registrar’s Office to suspend or withdraw from their studies.

2. Students must inform the Registrar’s Office of their intention to withdraw from their studies and terminate
their registration. Failure to do so may result in continued liability for fees and other duties to the

university.

3. Withdrawn students may re-apply to the university, in which cases they will be treated as new applicants.
If admitted, students may request accreditation of prior studies, according to the general guidelines

outlined in article 5.

g. CANCELLATION OF MATRICULATION

1. Student’s matriculation may be canceled if one of the following conditions is met:

a. The student fails to pass the same module three times;

b. The student fails to pass any module during two consecutive Semesters;
¢. The student’s registration period exceeds the maximum authorized duration of the programme, as

established in article 14.3;

d. Adisciplinary process that results in a sanction of exclusion.

2. ltemsa), b) and c) in (1) may be overruled whenever it is determined, after inquiry, that reasonable

justification can be provided.

h. GRADUATION

GRADUATION WITH HONOURS

Honour level 0-20 scales
Summa com laude 18-20
Magna com laude 16-17

Feliciter 14-15
Rite 10-13

REQUIREMENT OF GRADUATION

Degrees are conferred to students in good standing with the university upon successful completion of their

respective programme of studies.
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i. TRANSCRIPTS
Student Status (Article 9, clause 10)

Before updating a student’s status to “Withdrawn’, “Drop-out” or “Graduated” the student is required to
complete a range of check-out procedures, including but not limited to the payment of any outstanding fees
and the return of any books to the library. Failure to comply with these requirements may result in the student
being ineligible to receive official documents from the university, such as transcripts, declarations, certificates
or diplomas.

Copy of Dissertation for Library (Article 32, clause 1)

After successfully completing the public examination, students are required to submit the updated hardcopy
and softcopy versions of the abstract, the thesis and their CV to the university’s library before their Diploma,
Course Completion Declaration and Transcript may be released.

Fees

In exceptional circumstances, special arrangements may be made to cover situations where students cannot
attend classes or fail to submit assessment.

In all cases, these special arrangements must be agreed with the respective Lecturer and formally approved
by the respective Coordinator and/or Dean. Private, unofficial arrangements between students and the
respective Lecturer are not permitted.

Whenever special arrangements are agreed upon, this agreement must be approved before the last class of
the respective module. After the last session, no further requests for special arrangements will be entertained.

Service Standard charge (per Charge for urgent requests Discount for 3 more
unit, MOP) (per unit, MOP) simultaneous request
Academic Transcript 100 200 20%
Standard Declaration 100 200 20%
Customized 250 500 20%
Declaration
English Translatlon of 100 200 20%
Diploma

. All documents will be ready within 10 working days (standard requests) or within 3 working days
(urgent requests).

. A free transcript, course completion declaration, diploma and English translation of diploma are
provided to each student upon graduation.

. Documents will only be delivered to the respective student or graduand. If a third-party is expected to
pick-up the documents s/he must bring an authorisation letter signed by the student stating that s/he
is authorised to receive the documents on her / his behalf. The authorisation letter must clearly state
who the third-party is, including full name and identification number.
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j. COLLECTION OF CERTIFICATES

Within one month of graduation students are given an official course completion declaration and a transcript.
The Diplomas are distributed later, on a date to be announced yearly.

These documents are collected at the University’s Academic Affairs Office.
Please see the details for collection below:

Location for Collection:

Academic Affairs Office

G/F Academic Building

University of Saint Joseph

Estrada Marginal da llha Verde 14-17

Office Hours:
Mondays to Fridays (09:00 - 19:00)

Identification required:
Macau ID card/Passport

Collection Through an Authorised Person

If the graduate cannot come in person to collect these documents, he/she can authorize a third party to collect
them. The authorized person must present:

1. His/her Macau ID card/ Passport;

2. A copy of the graduate’s Macau ID card; and

3. Aletter of authorization (with the graduate’s signature and student number) stating the name and
identification number (Macau ID or Passport) of the person collecting the Diploma. Letters that do not state
the identification details will not be accepted and people other than those stated in the letter will also not
be allowed to collect the Diploma.

Collection Via Mail

Should students be unable to collect these documents in person or through an authorized person, they may
request delivery by post. The documents will be sent by registered mail. The university will not accept any
responsibility for damage or loss of the documents. This request must be made at the Acdemic Affairs Office
(in person or via email) and requires the payment of all related fees.
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7. STUDENTS CONDUCT
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a. STUDENT CONDUCT COMMITTEE REGULATIONS

The Student Conduct Committee Regulations aim to ensure that educational outcomes in respect of raising
high-level standards of moral behavior and student conduct are addressed in the University. These regulations
are approved by the Executive Council; any modifications to these must follow the same procedure. The Student
Conduct committee differs from the Academic Integrity Committee by virtue of its focus on the conduct of
students rather than the academic matters which are the focus of the Academic Integrity Committee.

For more detailed information, please refer to the Student Conduct Regulations available at
https://drive.google.com/file/d/1j11-dXG80135fOkcnixh9rmkAuTh9t-5/view

b. STUDENT CONDUCT COMMITTEE TERMS OF REFERENCES AND PROCEDURES

Appropriate student conduct is essential in all aspects of a university’s work. The Student Conduct Committee
of USJ handles student-related non-academic matters relevant to student conduct. These include, but are not
limited to:

1. Promoting positive student conduct across the University;

2. Taking a proactive role in preventing breaches of student conduct; and

3. Allegations of breaches of appropriate conduct by students.

For more detailed information, please refer to the Student Conduct Committee Terms of reference and
procedures available at
https://drive.google.com/file/d/1eXuKWU5MxoWwPZK105py30eZSSYZ-IKg/view
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8. STUDENT SERVICES AND SUPPORT
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a. ACADEMIC SUPPORT

Every member of the academic staff assists students in being successful in academic life. All faculty members
share in the responsibility of supporting students whenever possible in their studies.

The Coordinator is available to discuss any program-related academic matters, and the Office for Student and
Alumni Affairs also provides support and guidance on life at USJ and on career matters. Individual academic
staff members are also available to give guidance and support on request, and they indicate their availability
in office hours. They can be contacted easily by email.

Office hours To be set up upon request.
b. ADAPTATION SUPPORT
New student orientation and first-year experience

Starting college can cause much anxiety in the heart of a new college student. New student orientation
programs are designed to guide students in:

1. Introducing students to college life;

2. Acclimating students to their new surroundings; and

3. Providing an opportunity for the university to meet the newest members of the community.

Both academics, as well as extracurricular activities, will be presented in the first two weeks that allow students
to become socially integrated and forming the college experience.

Buddy Programme

The purpose of the Buddy programme is to assist new students in need, especially international and incoming
exchange students with integration into the USJ student life. Buddy mentors (students) were recruited on a
volunteer basis.

The buddy on his/her side, get the opportunity to
« Practice a foreign language,

«  Getacquainted with different cultures,

« Getinvolved in the international community.

Buddy mentors will have the opportunity to

- Make a difference in the lives of others.

«  Meet new people and making new friends,
« Gain new skills, knowledge and experience.

Students who are interested to be a buddy mentor or to request a buddy mentor, please contact:
Contact No.: (+853) 85925655
Email: osaa@usj.edu.mo

Location: OSAA, 2/F Residential Building, Ilha Verde Campus
Facebook: USJ Student and Alumni Affairs
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¢. ALUMNI RELATIONS

We inspire the alumni community to maintain a lifelong connection with their alma mater and promote the
social, cultural, communitarian heritage and development of Macau through the services and support to the
Alumni Association (AAUSJ) and individual alumni; meetings are held regularly to plan events, activities and
gatherings in:

1. Communicating strategically with graduates to create and enhance affinity with the campus;

2. Enhancing connections between alumni and students and;

3. Expanding opportunity for alumni involvement.

d. CAREER SERVICES

Career Services would like to welcome you to your one-stop site for the internship, full-time, or part-time work
opportunities. Working with employers and professions from business, government, and non-government
sectors, Career Services is dedicated to providing students with the help and support needed for personal
and career development, as well as improve the return on your investment for the university education. Year-
round, you can expect the following events or programmes for your career readiness and preparing you for
employment after graduation:

. Self-awareness and Career-preparation workshops, seminars, training and projects for developing and
enhancing your employability skills through collaboration with the faculty, organisations, entrepreneurs,
associations as well as industrial professions as an integrated career community.

«  Career Advising for your career planning, set-up the career/life goals and explore your possible career
paths.

«  Job opportunities, Internship placements, and entrepreneurship/innovation/volunteering experimental
learning programmes in Macao and Greater Bay Area.

«  Through joining the mentorship programme, exploring your interests and personalities, developing your
talents and values, broaden your horizons, expanding your networking and gaining insightful experiences/
inspirations through interaction with the alumni or mentors.

«  Career-related resources and information like career guidebook, career assessments and CV/resume/cover
letter writing templates and suggestions. CV/resume building workshop and mock interviewing for the
graduating students preparing and readiness to join the job market.

«  Career Fair for students to explore various career options by networking with local and international
employers.

Employers are always ready and willing to introduce their organisations and industries to you. Do not miss out
on the chance to match your talents, skills, interests, personality, knowledge, and educational background to
your career choice and passion, and become a productive and career-ready citizens.

Contact No.: (+853) 85925699
Email: osaa@usj.edu.mo
Location: OSAA, 2/F Residential Building, Ilha Verde Campus

e. CAMPUS LIFE

Within USJ's community, students will find many ways to get involved and make lifelong friends. We engage to
create a vibrant learning, inclusive and belonging environment that promotes caring for student whole-person
development and qualified professionals where extracurricular activities are organized to complement the
university’s academic curriculum and to augment the student’s educational experience.

We can help organise events and activities for students and USJ staff in order to build closer relationships
between both parties.
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Diversity and Inclusion

In line with our objective to create a community in which students embrace the value of diversity and inclusion,
we organize related activities that promote an inclusive culture on campus, values respectful diversity, and
recognizes that staff and students from different backgrounds and experiences enhance whole-person
education, bring innovative cultural and academic insights to teaching, learning and research.

Leadership and Social Activities

We engage to organize social activities to foster the bonding among the university community as well as to
promote leadership and service.

Student Government and Clubs

We provide assistance to every student government and clubs by providing activity management advising, fund
seeking, venue booking, etc.in order to enrich students’ university life.

Volunteer and Civic Engagement

Volunteer and civic engagement activities are organized for the benefits of the surrounding community, and
most importantly, enable students to critically reflect upon their service experiences.

f. CHAPLAINCY SERVICE

In accord with what Saint John Paul Il wrote in the Apostolic Constitution on Catholic Universities Ex Corde
Ecclesiae (15 August 1990), where he pointed out that “the objective of a Catholic University is to assure in an
institutional manner a Christian presence in the university world confronting the great problems of society and
culture” (no 13), the chaplaincy of the University of Saint Joseph endeavors to provide for the doctrinal, moral
and spiritual needs of the teaching and non-teaching staff and students of the university.

The Chaplaincy is responsible for:

« Making the Sacraments available (Holy Mass and Sacrament of Reconciliation) to Catholics

- Providing personal spiritual guidance upon request

- Organising activities geared to introduce or deepen knowledge of the Catholic faith

«  Supporting the Catholic student society

- Offering a visible presence of the Catholic Church on campus and actively seeking to engage Catholic and
non-Catholic students in dialogue on important questions and issues common to all

Email:

Fr. Daniel Anténio de Carvalho Ribeiro, SCJ (danielcarvalhoscj@gmail.com),
Fr. José Mario O Mandia (jmomandia@gmail.com),

Fr. Rafael Gemelli Vigolo, MCCJ (rvigolo@yahoo.com.br)

Location: Basement, Residential Building, Ilha Verde Campus
Search USJ Chaplaincy: https://www.usj.edu.mo/en/about/chaplaincy/
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g. COUNSELLING SERVICE

The team of counsellors consists of a full-time counsellor Ms. Helen Lao and graduate student interns with
backgrounds in psychology and/or other disciplines that are conducive to their counseling responsibilities.
Counselors'work are supervised by their USJ professors and possibly other seasoned counseling professionals.
Students can discuss their concerns and issues in their native language, our current counseling team members
are fluent in the following languages:

- Cantonese
«  Putonghua
- English

«  Portuguese

Counsellors are strictly abided by the code of professional ethics in order to safeguard the benefit and well-
being of our clients. No record of student using counselling service is marked on a transcript, job placement
file or administrative file. All personal information shared and discussed within sessions will keep confidential
under normal circumstances, except when (1) there is reasonable belief of imminent danger of harm posed to
self and/or others, (2) it is subpoenaed by a court, or disclosure is required or authorised by the law.

Students are encouraged to express any concerns they have about confidentiality or about the counseling
process with their counselor prior to or during the counseling session. For more information and update
activitives related to mental health, please visit : https://www.usj.edu.mo/en/counseling-service/

h. INSURANCE

Personal injury insurance for all students

All students can claim compensation for a personal injury resulting from:
« Accidents during school hours;
« Accidents during direct travel between the home and the place where the school hours are spent.

To report an injury you need to complete a claim form and the claim form must be signed by you. Please note
that students need to report the injury-causing accident and submit the claim form to the Office for Student
and Alumni Affairs. The claim form must be signed by you. The claim form for personal injury can be found.

Download Injury Claim form:
https://drive.google.com/file/d/1ZH5fYQja9r6fhuhR8GtztmkGcehEIncsz/view?usp=sharing

Medical Insurance for international students

To ensure international students have adequate medical support and coverage during their studies at USJ,
starting from the academic year 2017/2018, all new non-local students studying any programmes at USJ are
requested to purchase medical insurance before they begin their studies at USJ, except with special approval
of the university. Insurance plan will cover outpatient treatments, hospitalisation and accidental death in
Macao. The scheme operates on an annual basis and therefore students are requested to renew their medical
plan every year.

If local students shows interest in the insurance plan, they are welcome to purchase the plan individually.

Contact No.: (+853) 85925655

Email: osaa@usj.edu.mo
Location: 2/F, Residential Building, Ilha Verde Campus

Bachelor Student Handbook | 57



i. INTERNATIONAL RELATIONS AND EXCHANGE OPPORTUNITIES

With our students and staff coming from 50 different countries, a multicultural and international experience is
pursued and celebrated at the University of Saint Joseph (USJ)!

Among other areas of work, like brand quality management and managing the content for the institutional
website and social media channels, the Public and International Relations Office (PIRO), with its international
staff, works on developing new forms of an international and regional collaboration with partner universities
and educational institutions. We now have close to 90 partners from all over the world! We are also an active
member of many international organisations, striving to build stronger global connections, and we are the
only Higher Education Institution in Macao with Consultative Observer status granted by the Community of
Portuguese Language Countries (CPLP).

Exchange Opportunities

With the help of our partners, we offer exchange opportunities for all USJ degree programme students.
While complimenting their studies, the exchange and summer programmes PIRO facilitates simultaneously
allow students the opportunity to enhance their academic and language abilities, as well as develop their
confidence, networking and interpersonal skills. Students are able to enjoy different components of academic
life while exploring different destinations, meeting new people and cultures, and facing a different educational
system while broadening horizons in a unique and memorable way!

Outgoing Exchange Programme
https://www.usj.edu.mo/en/international/exchange-opportunities/outgoing-exchange-students/

Overseas Summer Programme (short international experience)
https://www.usj.edu.mo/en/international/overseas-summer-programmes/

Incoming Exchange Student

Every semester, we also receive Incoming Exchange Students from countries like Portugal, Brazil, Indonesia,
and ltaly, so you will also have a chance to learn about different cultures and traditions right here in USJ! We
hold several activities for the exchange students’ smooth integration in USJ and Macao so feel free to join us
whenever you see an event coming up.

USJ International Cultural Fair & Languages Day

Annually, with the support of the Faculty of Humanities and the Macao Foundation, we organise the USJ
International Cultural Fair & Languages Day (ICFLD). Its main objective is the sharing of cultures and learning
about the features that characterise us and make us unique. Typical songs and dances, cultural booths,
traditional snacks and beverages and an International Parade are some of the things you can expect in the
event! To watch the highlights of the USJ ICFLD 2019, visit https://youtu.be/_LTRWFVGIQU. This year’s edition
will be held on April 24th so make sure to save the date!

Contact No.: (+853) 85925643
Email: global@usj.edu.mo
Location: CPRO, 4/F Academic Building, Ilha Verde Campus

Search CPRO
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j. RESIDENCE SERVICE

The University’s Residential Hall (RH), located on the Ilha Verde Campus, provides accommodation for around
170 students and a limited number of staff.

It has the goal of creating a safe, supportive and stimulating residential community that embraces diversity,
participation and learning of professionalism.

All students and staff of the University of Saint Joseph are eligible to apply for on-campus accommodation,
with priority being given to international students and exchange students.

Contact No.: (+853) 85925703

Email: residence@usj.edu.mo

Location: 2/F Residential Hall, [lha Verde Campus
Search USJ Residential Hall
https://www.usj.edu.mo/en/residential-hall/

k. STUDENT WITH SPECIAL NEEDS

The University is committed to compliance with the aims of the CRPD (Convention on the Rights of Persons
with Disabilities). Students with disabilities can expect to be integrated into the normal University environment.
They are encouraged and helped to be responsible for their own learning and so achieve their full academic
potential. To ensure that all individuals should be given equal opportunity to learn, all USJ staff is requested to
give the best academic and personal support possible and to establish a culture of inclusiveness and respect
for the students with any kind of disability.

USJ is committed to enabling our students with special needs to study effectively and to make full use of our
opportunities by improving our facilities and provide special arrangements with our faculty and administrative
staff to cope with their needs.

Contact No.: (+853) 85925655

Email: osaa@usj.edu.mo

Location: 2/F, Residential Building, Ilha Verde Campus
https://www.usj.edu.mo/en/student-with-special-needs/

|. SPORTS AND RECREATION

A well-rounded student requires both mental and physical training to meet the rigorous challenges of tertiary
education and to prepare them for their future careers. Sports are an important and exciting part of student
life at USJ. Students grow as individuals by being part of a team and experiencing appropriate competitive
opportunities. We initiate sports activities in cooperation with students and associations and seek sports
facilities for students and clubs.

Should you be interested in any sports teams or creating a sports club, please contact:

Contact No.: (+853) 85925655

Email: osaa@usj.edu.mo

Location: 2/F, Residential Building, Ilha Verde Campus
https://www.usj.edu.mo/en/sports-and-recreation-2/
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m. STUDENT CARD

At the beginning of their first year of studies, the students will get a student card for their whole programme.
In case you need to make a replacement of Student Card, below please find the fee:

Standard charge | Charge for urgent requests | Discount for 3 more

Service (per unit, MOP) (per unit, MOP) simultaneous request

Replacement of

Student Card 200 - -

Contact No.: (+853) 85925744
Email: acadrecords@usj.edu.mo
Location: AAO, G/F Academic Building, Ilha Verde Campus
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9. CAMPUS FACILITIES AND SUPPORT

ooooooooooooooooooooooooo



a. CANTEEN

The university canteen is located on the ground floor of the Academic Building of the Ilha Verde Campus. It
provides students, staff and lecturers the option of eating healthy and reasonably-priced food on campus.

Opening hours:

Mondays to Fridays (07:30 - 20:30)

Close on Saturdays, Sundays, University and Government Public holidays
Location: Canteen, G/F Academic Building, llha Verde Campus

b. COMPUTING FACILITIES

USJ provides 5 locations with computers accessible to students for studying and perform online activities and
homework.

The following locations contain computers that can be used by students, please note that each location has
their usage hours and may be subject to unavailability in case classes are being taken in those locations.

Room 103 - Language Lab/Computer Lab 1

This room is located in the academic building, the first floor, room 103, there are a total of 20 computers to
be used by students, these computers are available for use during all days with the exception of Sundays, and
during the opening hours of the university.

Please note that if the room is booked for an existing class, during the period of the said class, students won't
be able to use the room.

Platform: Microsoft Windows 10 Operating system

Room 202 - Language Lab/Computer Lab 2

This room is located in the academic building, the first floor, room 202, there are a total of 20 computers to
be used by students, these computers are available for use during all days with the exception of Sundays, and
during the opening hours of the university.

Please note that if the room is booked for an existing class, during the period of the said class, students won't
be able to use the room.

Platform: Microsoft Windows 10 operating system

LIBRARY - Residence Building - First Floor at Ilha Verde Campus

Services: Computing facilities and Printing Services

Library provides students and guests of the University of Saint Joseph, with computers to be used for research,
study and academic homework and providing printing service.

The computing and printing facilities are open during the Library opening hours, and they are used on a
first-come-first-served basis.

Platform: Microsoft Windows 10 operating system and Apple Mac OSX

Room NO4 - Language Lab/Computer Lab 3 - NAPE Building Campus

This room is located in the Nape 1 building, third floor, room N04, there are a total of 20 computers to be used
by students, these computers are available for use during all days with the exception of Sundays, and during
the opening hours of the university.

Please note that if the room is booked for an existing class, during the period of the said class, students won't
be able to use the room.

Platform: Microsoft Windows 10 Operating system
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Library - Seminary Building - First Floor at Seminary Campus
Services: Computing facilities and Printing Services

Library in Seminary Building provides students and guests of the University of Saint Joseph, with computers to
be used for research, study and academic homework and providing printing service.

The computing and printing facilities are open during the Library opening hours, and they are used on a
first-come-first-served basis.

Platform: Apple Mac OSX

Opening hours:

Mondays to Saturdays (09:00 - 22:00)

Close on Sundays, University and Government Public holidays
Contact: (+853) 8592 5777

Email: itsupport@usj.edu.mo

Location: ITO, Room 202, 2/F Academic Building, Ilha Verde Campus

¢. FITNESS ROOM

In order to cultivate a healthy lifestyle to our staff, students, alumni, a state of the art Fitness Room is located on
4/F of the Residential Hall of the USJ Ilha Verde Campus. To safeguard the safety, all users are obliged to follow
the fitness room guidelines and rules when using the facilities.

Maximum Capacity: 20 users (on the first-come-first-served basis)

Opening hours:
Mondays to Saturdays (08:00 - 22:00) and Sundays (10:00 - 20:00)
Close on Government Public holidays

Contact No.: (+853) 8592 5703
Email: residence@usj.edu.mo
Location: 4/F Residential Hall, Ilha Verde Campus

d. LIBRARY

Considering the values, principles and goals of the University our mission as an academic Library is to be
a key element in the professional, social and human development of the community by supporting the
enhancement of their literacy level and information research skills in order to become better informed and
self-reliant professionals as well as more responsible citizens.

A comprehensive, high-quality collection of books, journals, electronic databases and other materials are
freely available for further research and study either on or off-campus. The library also provides a pleasant
environment in which to work with computers and Internet access.

Facilities

Library services are running in two branches, Ilha Verde Campus (Residential Building, 1st and 2nd floor) and
Saint Joseph Seminary, both having a pleasant environment for study, research or just some light reading
between classes. We provide access to computers with Internet access, and the facilities are covered with a
wireless network. The Library has rooms available for individual and group work, you can find more information
in our Library Portal or stop by the main reading room on the first floor.
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Services

Just a small list of the services you can expect to find in your Library: Facilities with excellent conditions for
studying, reading or just to have a break from classes; Reference, Orientation and Loans, to help you find what
you are looking for in our physical collection with around 20,000 volumes or using a state of art electronic
resources collection; Printing and photocopying; Inter-Library Loan system that offer access to all University
Libraries in Macau.

Useful tools

Originality Check — During the process of researching and writing papers for your assignments, it is very
common to copy some sentences without citation. We have a solution called Turnitin that will help you avoid
any kind of plagiarism. Kindly get in touch with the library, we will guide on how to make proper citation and
how to use this tool.

Bibliographic and Research ManagementTools — Starting from day one you should learn how to organise better
all the bibliography you will collect while you are studying for your classes and preparing your assignments.
Come to the library, and we teach you how to use some useful and impressive systems to manage all your
references. These tools, RefWorks or Zotero can be a powerful ally for your research and study.

English Writing Tool - Our students have free premium access to Grammarly, a tool developed to enhance your
English writing skills, reinforce proper revision habits and prevent plagiarism. Contact the Library for more
information on how to access this tool.

Library training sessions
We will provide Library training sessions on a regular basis. Stay tuned on your USJ email box and in your
Library Portal. We also provide individual training sessions, submit your request using this form https://goo.gl/
forms/L4Ms2fxMIsNnfCxe2

Electronic Resources

We have available for our community the most important electronic resources in all fields of study. Being a
USJ student gives you access to these valuable resources subscribed by the University. You can access them
directly on-campus or off-campus using your MyUSJ username and password. Follow this link to USJ Library
Portal. http://libraryportal.usj.edu.mo/

Macau Academic Library Alliance
USJ Library is part of the Macau Academic Library Alliance.
https://library.umac.mo/html/org/mala/index.html

As a USJ student, you are entitled to use the Libraries of all Universities in Macau including borrowing privileges.
Get in touch with us for more information and to request other library’s borrowing cards.

Opening hours

Ilha Verde Campus
Mondays to Fridays (09:00 -21:00) and Saturdays (10:00 - 14:00)

Saint Joseph Seminary
Mondays to Fridays (09:00 - 19:00) and Saturdays (10:00 - 14:00)
Except for July, August, Chinese New Year and Christmas break.

Contact No.: (+853) 8592 5633

Email: library@usj.edu.mo

Location: Library, 2/F Residential Hall, Ilha Verde Campus
Search USJ Library http:/libraryportal.usj.edu.mo
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e. LOCKER RENTAL

ILockers are available by request through the Students’ Association (USJSA). The rental period can be either the
whole academic year or by semester. For more information, please contact:

Email: sa@usj.edu.mo
Location: USJSA, 3/F Academic Building, Ilha Verde Campus

f.STUDIOS

FCl students have access to a wide range of materials and equipment. In addition to the main studio spaces
(e.g. design, architecture, cinema and audio studios), there is a workshop with various tools for building models
and full-scale mockups. New iMac computers are provided in the two computer labs, each of which is installed
with the essential software applications for 2D and 3D design, including Adobe Creative Suite, Fusion 360 (3D
CAD from Autodesk), Rhino and various Open-source software. The fabrication studio contains state-of-the-art
equipment for model making and rapid prototyping, including an Epilog Fusion 32 laser cutter, a Roland GX-24
vinyl cutter, and eight 3D printers (FDM Technologies): 5 Lulzbot, 1 Ultimaker, 2 self-made. And 1 powder-based
from the 3D system. Our full-time teachers are always available to provide tutorials and technical support.
Furthermore, the university library holds a good selection of books related to the three main areas of study in
our Faculty, which are Communication & Media, Design, and Architecture.

Location: 6/F Academic Building, Ilha Verde Campus

g. SMOKING AREA

The smoking area is located on the rooftop of the Academic Building. Users can take the elevator to 6/F and
walk to 7/F (rooftop), they should smoke in the smoking area which is inside the barriers and should place the

cigarette butts in the ashtray. All other areas are prohibited from smoking.

Location: Rooftop 7/F Academic Building, Ilha Verde Campus
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10. STUDENTS"AND ALUMNI ASSOCIATIONS

ooooooooooooooooooooooooo



a. STUDENTS’ ASSOCIATION

The University of Saint Joseph Students’ Association (USJSA) is an independent student body made up of
students that conduct activities and services for the benefit of students first; acting as a bridge between
the students and the administration. It is our wish to help bring about an active and progressive university
experience. Using rational and transparent methods, with a healthy dose of creativity, as we work for the
betterment of USJ student life and the university.

Email: sa@usj.edu.mo

Location: USJSA, 3/F Academic Building, Ilha Verde Campus
Search USJSA https://www.usj.edu.mo/en/usjsa/

Facebook USJSA

b. ALUMNI ASSOCIATION (AAUSJ)

The Alumni Association of University of Saint Joseph (AAUSJ) is a non-profit organisation, managed and led by
students who have graduated, with support from University staff. Our mission is to help promote and maintain
a close relationship between the University and its graduates because we believe our former students are the
University’s most important ambassadors.

Email: aausj@usj.edu.mo

Location: AAUSJ, 2/F Residential Hall, [lha Verde Campus
Search AAUSJ https://www.usj.edu.mo/en/about/alumni/
Facebook USJ Students and Alumni
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11. ADMINISTRATIVE SUPPORT
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a. ACADEMIC AFFAIRS OFFICE

The Academic Affairs Office conducts academic scheduling and is dedicated to the custody and maintenance
of accurate student records with a high degree of integrity and security. It provides timely support to the
academic community and stakeholders, with academic information and support to students and faculty
members. It has responsibilities for circulating and interpreting the university’s academic policies and
procedures, particularly with reference to scheduling, admissions, credit recognition, special scheduling
arrangements and students’ records.

Opening hours:

Mondays to Fridays (09:00 - 19:00)

Close on Saturdays, Sundays, University and Government Public holidays

Contact: Admissions Team (+853) 8592 5678, Academic Records Team: (+853) 8592 5744, Academic Scheduling
and Liaison Team (+853) 8592 5755

Email: admissions@usj.edu.mo / acadrecords@usj.edu.mo / asl@usj.edu.mo

Location: AAO, G/F Academic Building, Ilha Verde Campus

b. FINANCE OFFICE

The Finance Office is under the supervision of the USJ Administrator. The office is responsible for the central
administration, planning and control of the University’s finances and for ensuring compliance with statutory
requirements, accounting concepts and standards as laid down by professional accounting bodies. Also
provide all students the necessary information related to the Tuition Fee Payments, schedule and policy.

Opening hours

Mondays to Fridays (09:00 - 19:00)

Close on Saturdays, Sundays, University and Government Public holidays

Contact: Accounting Team (+853) 8592 5722, Treasury Team — Telephone: (+853) 8592 5733
Email: accounting@usj.edu.mo / treasury@usj.edu.mo

Location: FNO, G/F Academic Building, llha Verde Campus

¢. INFORMATION TECHNOLOGY OFFICE

The University of Saint Joseph Information Technology Office (ITO) mainly is responsible for computer support,
IT infrastructure, System enhancement and maintenance that run through the campus for all USJ personnel,
such as students, professors, staff and guests, etc. The helpdesk support team is one of the teams in the
Information Technology Office that is providing troubleshooting for computers as well as answer and help
with questions regarding all IT related issues in USJ. Such as the use of all USJ online systems, Email, internet
access issues, support for classrooms AV equipment and Computer rooms.

Please note that the support team does not support/troubleshoot personal laptops for students, but students
are welcome to approach our colleagues for advice if needs, as our staff is experienced to recommend possible
solutions for the student to follow.

Opening hours:

Mondays to Saturdays (09:00 - 20:00)

Close on Sundays, University and Government Public holidays
Contact: (+853) 8592 5777

Email: helpdesk@usj.edu.mo / itsupport@usj.edu.mo

Location: ITO, Room 202, 2/F Academic Building, Ilha Verde Campus
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d. LIFELONG LEARNINGOFFICE

The Lifelong Learning office is committed to the provision of short-term programmes for the personal
development of local residents of different ages and professions.

Public Programmes

Generally held in the evenings on weekdays or weekends, the Public Programmes cover disciplines of Religious
Studies; Language Learning and Social Studies; Administration and Management; Psychology and Education;
Creative Industries; Science and Environmental Studies. All Public Programmes are open for application, and
are delivered in a small size class for the sake of better learning experience and quality.

Training Programmes

Designed and provided exclusively for clients from both the publicand private sectors, the Training Programmes
aim at enhancing the employability and competitiveness of the participating staff members of the clients.
Customisation in curricula, schedules, venues and programme duration are possible upon request so as to
meet the actual needs of the clients. Please reach us with the following contacts for details and discussion.

Summer Programmes

Mainly targeting students from local and foreign senior-year high schools or Universities, Programmes of this
category include intensive language courses and Summer Camps usually held in the third quarter of the year.
The latest information regarding individual programme or activity will be announced on this website.

Registration & Enquiries

Opening hours:

Mondays to Fridays (10:00 — 13:30, 14:30 — 19:00)

Close on Saturdays, Sundays, University and Government Public holidays
Contact: (+853) 8592 5688

Email: conted@usj.edu.mo

Location: LLO, G/F, Academic Building, Ilha Verde Campus
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12.SCHOLARSHIPS, FELLOWSHIPS AND
FINANCIAL DIFFICULTIES

ooooooooooooooooooooooooo



a. SCHOLARSHIPS

All USJ Community Scholarships results will be announced through USJ media by the Office for Student and
Alumni Affairs in the first semester. It is not necessary for students to apply for USJ Community scholarships
and the University of Saint Joseph Scholarship and Fellowship Committee selects the recipients according to
the values and purposes defined by the donors with the confirmation of the programme coordinators. Please
refer to the USJCommunity Scholarships List to check the criteria defined by the donors.

b. FELLOWSHIPS

As an encouragement for our current students who have worked hard and encountered financial difficulties.
Students can submit your application to the Office for Student and Alumni Affairs (OSAA) during the application
period.

For more details, please visit our Scholarships and Fellowships page:

(https://www.usj.edu.mo/en/scholarships-and-fellowships/)
Email: fellowship@usj.edu.mo

d. STUDENTS WITH FINANCIAL DIFFICULTIES

Students who cannot afford to pay the tuition by either of the payment options referred to in Section 4 of
this Policy, should start by contacting the Office for Student and Alumni Affairs to inquire about possible
scholarships.

If a scholarship is unavailable, the student can submit a request to the Finance Office — by email to
accounting@usj.edu.mo - asking to be allowed Monthly Payment. If approved, the student will be allowed to
pay monthly for a semester.

Please take note of the following:

a. The request for Monthly Payment should be submitted 2 weeks prior to the payment deadline (late requests
will not prevent the blockage of accounts and other consequences).

b. To apply for Monthly Payment for the Fall Semester, the student must pay the deposit first and submit the
request for the balance of the Fall Semester installment.

c. The Monthly Payment will be processed in 4 installments per semester.

d. For the Fall Semester, installments are in September, October, November and December. For the Spring
Semester, the installments are in February, March, April and May.

e. Payment is made in advance, up to the 8th of each month. f. The monthly payment amounts to the tuition
fee divided equally into four installments, plus a 10% administrative fee.

PLEASE NOTE, it is the student’s responsibility to submit the request well in advance of payment deadlines to
allow the Finance Office ample time to process it.

Enquiries

Contact: (+853) 8796 4421

Email: accounting@usj.edu.mo

Location: Finance Office, G/F Academic Building, Ilha Verde Campus
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13.TUITION FEES AND OTHER CHARGES




a. TUITION PAYMENT POLICY

The Tuition Payment policy provides comprehensive information to students regarding payment of tuition
and associated fees at the University of Saint Joseph. All students are advised to read through this document
carefully and the policy can be found available online (click here)

Enquiries

Contact: (+853) 8796 4421

Email: accounting@usj.edu.mo

Location: Finance Office, G/F Academic Building, Ilha Verde Campus
Fee per each outstanding Module taken;

b. TUITION FEES AND PAYMENTS
Student Responsibilities

All students are responsible for paying tuition and related fees within the time frame specified by University.
Payment is due as stipulated in the University’s Tuition and Related Fees applicable to each students’ intake
year.

Tuition fees must be paid before the semester starts, and related fees must be paid when the service concerned
is requested. Students may consider themselves ‘PAID’ and not at risk of incurring in any penalty if they fulfill
the requirements for the definition of PAID outlined below:

- Payment was made in full, resulting in a zero balance.

- Azero balance was verified at 11.59 pm on the due date.

For cases where matriculation is made after the payment due date, payment is due immediately upon
matriculation.

Failure to attend classes or properly withdraw does not release the students from this financial obligation.

Students of the bachelor/associate degrees and Pre-University who intend to continue the studies in the
University must submit the Mandatory Annual Online Registration and proceed with the Nonrefundable
Deposit payment within the time frame specified by the University. Every year at the beginning of April,
students will receive an official email from Finance Office reminding them of the Mandatory Annual Online
Registration. All the necessary information will be sent to the students in advance by email, and the registration
form will be available on My.USJ.

Students should pro-actively seek information about tuition and/or related fees due to the University.
Information will be made available through different channels (MyUSJ, USJ Website, Campus Information

boards, etc.).

Payment Schedule and Options
In general, all students are provided with two payment options to settle their annual tuition fees:

Option 1 - Payment in one installment, covering the non-refundable deposit and a single yearly installment
(before the academic year starts).

Option 2 - Payment in two installments, covering the non-refundable deposit and an installment for each
semester (installments due before the respective semester starts).

On an annual basis, the Finance Office publishes the payment schedule in advance and the information is
passed to every student via their USJ email. The same information is made available also on My.USJ.
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¢. STUDENTS WITH FEES FOR RETAKES AND RESITS
For Re-Taking Dropped Modules

Students who sign up for previously dropped module(s) at a time beyond the programme standard duration
must pay the module fee(s) as stipulated in the Tuition and Related Fees table for the Academic Year in which
the module(s) is being re-taken.

Students are responsible for re-enrolling in any modules dropped voluntarily during the standard duration of
that the University may not re-offer modules dropped by students, so students are strongly recommended not
to drop modules.

Repeating Modules

Students repeating a module are required to pay the corresponding module fee in accordance with the Tuition
and Related Fees table for the Academic Year in which the module is being re-taken.

d. CONSEQUENCE OF LATE PAYMENT

Students who fail to pay the tuition and related fees on or before the due date will have their access to the
University services blocked. Below are the effects of late payment:

1. HUB and My USJ Accounts will be blocked. YeY

2. Not allowed to attend any class or examination until the situation is cleared.

3. No supervision support will be given to students working on their dissertations.

4. No official documents (e.g. certificates or declarations) will be provided.

5. Will not be included in the list of students sent to DSEJ for scholarship purposes.

6. Students who have been blocked from the system more than twice will no longer be eligible for USJ
Scholarships during their studies at the University.

. A penalty of 5% will be added to the amount due, immediately after the deadline.

8. Hub and MyUSJ accounts will be unblocked within 3 working days of the settlement of the outstanding

balance.

~N

If the situation persists for three months, the student’s status will be updated to “Drop-out” To resume studies,
the student must re-apply for Admission. However, any balance due to the University plus a charge of 5%
interest per year must be paid before re-admission is considered. Once debts have been settled and the request
is authorized, normal payment for Academic Year must be made according to the Schedule and Options in
Section 4 before Admission becomes effective.
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e. RESIDENTIAL HALL FEES

Search Residential Hall Fees
https://www.usj.edu.mo/wp-content/uploads/2017/10/20190604-USJ-Residential-Hall-Fees-V002-1.pdf

Residents are responsible for damages incurred accidentally, carelessly, or maliciously to their room/apartment.
Residents are required to compensate the University for any loss or damage caused to Residential Hall property
asaresult of the deliberate acts or negligence of the residents or their guests (4.11.4 of 20190604-REGULATIONS
AND RULES GOVERNING RESIDENTIAL HALL-V002).
https://www.usj.edu.mo/wp-content/uploads/2017/10/20190604-Regulations- -Rules-Governing-
Residential-Hall-V002.pdf

The fees and charges of the loss and damages are posted on the communication board on every single floor.
They are also subject to ongoing review and amendment as appropriate. Please note that items without a
listed price will be charged according to the supplier’s quotation after site inspection.

Late retrieval of luggage may be charged according to the number of pieces and number of days of delay. The
charges are subject to ongoing review and amendment as appropriate. For the application and other details
about the Luggage Storage Service, please find

https://www.usj.edu.mo/en/residential-hall/

f. MEDICAL INSURANCE FOR INTERNATIONAL STUDENTS (ECL20/2017)

To ensure international students have adequate medical support and coverage during their studies at USJ,
starting from the academic year 2017/2018, all new non-local students studying any programmes at USJ are
requested to purchase medical insurance before they begin their studies at USJ, except with special approval
of the university. The insurance plan will cover outpatient treatments, hospitalization and accidental death in
Macao. The scheme operates on an annual basis and therefore students are requested to renew their medical
plan every year.

The Medical Insurance Company will set up a booth at USJ at the beginning of every academic year. Should you
need to contact the representative of the medical insurance company, please contact:

Contact No.: (+853) 85925655

Email: osaa@usj.edu.mo
Location: 2/F, Residential Building, Ilha Verde Campus

g. OTHER CHARGES

Service Standard Charge (per Charge for Urgent Discount for 3 more
unit, MOP) Requests (per unit, MOP) | Simultaneous Request
Replacement for
Student Card 200 o o
Academic Transcript 100 200 20%
Standard Declaration 100 200 20%
Customized Declaration 250 500 20%
English Translat|on of 100 200 20%
Diploma
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All documents will be ready within 10 working days (standard requests) or within 3 working days
(urgent requests).

A free transcript, course completion declaration, diploma and English translation of diploma are
provided to each student upon graduation.

Documents will only be delivered to the respective student or graduand. If a third-party is expected
to pick-up the documents s/he must bring an authorisation letter signed by the student stating that
s/he is authorised to receive the documents on her / his behalf. The authorisation letter must

clearly state who the third-party is, including the full name and identification number.
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14. ARRANGEMENTS DURING BAD
WEATHER




ARRANGEMENT DURING BAD WEATHER

TROPICAL CYCLONE SIGNAL NO. 8 or above/BLACK RAINSTORM WARNING SIGNAL

82 83 8A 8Y oY 10+

WILNE mmi SE MENW mgisw

1.When tropical cyclone signal no.8 or above/Black Rainstorm Warning Signal is hoisted, the following
arrangements will apply:

For classes and examinations* not yet started:

- Ifitis hoisted or in force AT 6:30AM or being hoisted BETWEEN 6:30AM and 11:30AM, all morning classes
and examinations* commencing BEFORE 12:30pm will be CANCELLED automatically

-+ Ifitis hoisted or in force AT 11:30am or being hoisted BETWEEN 11:30AM and 5:00PM, all afternoon classes
and examinations* commencing at any time FROM 12:30pm AND BEFORE 06:30pm will be CANCELLED
automatically.

. If it is hoisted or in force AT or being hoisted AFTER 5:00 PM, all evening classes and examinations*
commencing from 6:30PM onwards will be CANCELLED automatically.

« All outdoor activities on that day will be cancelled.

For classes and examinations* already started:

« All classes and outdoor activities* will be SUSPENDED immediately

» All examinations* will be continued as scheduled until the end of those examinations* session

2.The Academic Affairs Office will post details of classes and examination* postponement on MyUSJ to inform
the students concerned of the details.

TROPICAL CYCLONE SIGNAL NO.1 or NO. 3/YELLOW OR RED RAINSTORM WARNING SIGNAL

1T3L

When tropical cyclone signal no. 1 or no. 3/yellow or red rainstorm warning signal is in force, all classes/
examinations* will be held as scheduled.

Due to the weather conditions when a yellow or red rainstorm warning signal is in force, delays may occur and
students may be given special consideration by the respective Lecturer when duly justified.

Remarks:
*Classes and Examinations in this document refer only to those organized through the Academic Affairs Office.

Below please also find the disaster prevention tips (F5SEN7) available in both Chinese and English/

Portuguese on the website of the Macao police, please read it carefully.

SN -

http://www.spu.gov.mo/index.php?m=content&c=index&a=show&catid=157&id=8&lang=tw

Disaster Prevention Tips (in Portuguese):
http://www.spu.gov.mo/index.php?m=content&c=index&a=show&catid=157&id=8&lang=po

To follow the latest tropical cyclone information, please visit the website of the Macao Meteorological and
Geophysical Bureau (HERY)IEE F 5 F)

Chinese: https://www.smg.gov.mo/zh

English: https://www.smg.gov.mo/en

Portuguese: https://www.smg.gov.mo/pt

Bachelor Student Handbook | 83



15. POLICIES AND REGULATIONS




a. Academic Regulations

Academic Regulations are a fundamental part of any university’s internal organization. They need to be
consensual and strike a reasoned balance between the living tradition of higher education, the law of the land,
the university’s charter and the rights and responsibilities of staff and students. With time they may change, as
experience tests their limits, but their overriding aim is always to ensure a manageable academic system based
on the principles of equity and accountability.

For more detailed information, please refer to
https://qae.usj.edu.mo/knowledge-base/1-3-1-6-usj-academic-regulations/

b. Teaching, Learning and Assessment Policy

The University of Saint Joseph is committed to promoting and achieving the highest international standards
of excellence in its teaching and assessment,and in promoting students’ learningand enquiry, in serving
the University’s mission and vision. This policy describes the rationale, principles, purposes,practices, roles
and responsibilitiesthat underpin effective learning,teachingand assessmentfor student developmentand
achievement in the University. The University of Saint Joseph is committed to inclusive and equitable teaching,
learning and assessment, meeting needs of diverse students.

For more detailed information, please refer to
https://qae.usj.edu.mo/knowledge-base/1-4-1-1-teaching-learning-and-assessment-policy/

c. Policy and Procedures of Tutorials

Academic Regulations state the following:‘The University may organize modules in the form of tutorials for a
particular student or groups of students, subject to the approval of the respective Dean. Tutorials generally
involve a reduced number of contact hours, compensated by additional requirements for independent
work’ Tutorials have a long, well-established and illustrious historyin university teaching and learning. They
typically require extensive preparation by the teacher and student(s), including, for example, private study,
writing, project work, research, special visits or projects. Tutorial arrangements can be the preferred mode
of teaching and learning, where they are fit for educational purpose. 1.4Apart from a well-tried pedagogical
method, they are also used in the event of special circumstances.

For more detailed information, please refer to
https://qae.usj.edu.mo/knowledge-base/1-4-1-3-policy-and-procedures-of-tutorials/

d. Policy and Procedures on Recognition of Prior Learning

This policyconcernsstudents who wish to havecredits from one module, whether taken in the University of
Saint Joseph (USJ) or outside USJ, or non-certificated learning or experience taken outside formal education,
recognised as part of a USJ programmeor aprogrammein another institution,as agreed with USJ.

For more detailed information, please refer to
https://qae.usj.edu.mo/knowledge-base/1-4-1-4-policy-and-procedures-on-recognition-of-prior-learning/

e. Policy on Auditing Modules

Students audit modules out of interest, self-development, self-enrichment, and to broaden their learning.
For more detailed information, please refer to
https://qae.usj.edu.mo/knowledge-base/1-4-1-5-policy-on-auditing-modules/
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f. Academic Integrity Committee Regulations

The AcademicIntegrity Committee Regulations aim to ensure thatacademicintegrity is maintainedin all aspects
of the academic work ofthe University, by staff and students. The Academic Integrity Committeepromotes
academic integrity across the Universityand all its members, and exists to ensure adherence to academic
integrity, honesty, ethical practices in academic work,and responsibility byall members of the University. It
reviews, hears, considers, adjudicates and reports allegations and issues of breaches of regulations and
integrity in academic matters/academic condu

More information:
https://qae.usj.edu.mo/knowledge-base/1-3-1-2-academic-integrity-committee-requlations/

g. Student Conduct Committee Regulations

The Student Conduct Committee Regulations aim to ensure that educational outcomes in respect of raising
high-level standards of moral behaviour and student conduct are addressed in the University. These regulations
are approved by the Executive Council; any modifications to these must follow the same procedure. The
Student Conduct Committee differs from the Academic Integrity Committee by virtue of its focus on conduct
of students rather than the academic matters which are the focus of the Academic Integrity Committee..
More information:
https://qae.usj.edu.mo/knowledge-base/1-3-1-1-student-conduct-committee-regulations/

h. Appeals Committee Regulations

The Appeals Committee of the University is established to hear appeals from:

(a)students in respect of academic integrity and student conduct; and

(b)from staff members in respect of academic integrity.

The appeals procedure is designed to ensure transparency and fairness. The several stages of an appeal are
designed to ensure that different parties hear an appeal, where necessary

More information:

https://qae.usj.edu.mo/knowledge-base/1-3-1-3-appeals-committee-regulations/

i. Rules on Filing and Settlement of Complaints and Disputes

To safeguard a decent and friendly working environment and promote mutual respect and cooper-ation
among all staff and students, the University of Saint Joseph has introduced the following Rules on Filing and
Settlement of Complaints and Disputes.

More information:
https://qae.usj.edu.mo/knowledge-base/1-3-2-1-rules-on-filing-and-settlement-of-complaints-and-disputes/
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j. Anti-discrimination and Anti-Harassment Policy

To foster an environment of respect for equal rights and human dignity, the University of Saint Joseph has
introduced this Anti-Discrimination and Anti-Harassment Policy after consultation with the Academic Council
and approval by the Executive Council.

More information:
https://gae.usj.edu.mo/knowledge-base/1-4-2-1-anti-discrimination-and-anti-harassment-policy-and-
reporting-form/

k. Equality and Diversity Policy

The University of Saint Joseph is committed toactivelypromotingan inclusive culture on campus,values
respectful diversity,and recognizes thatstaff and students from different backgrounds and experiences
enhance whole person education,and bring innovativecul-tural and academic insights to teaching, learning
and research. This isin linewiththe insti-tutional mission of the University to develop as an international
academy of varied ethnic, social or religious affiliations,welcoming ofthe physically challenged and committed
to fos-tering a caring, ethically, responsible, economically, socially and environmentallysustainable society.
This policy describes the rationale, principles, andpracticesthat promote the fair and re-spectful treatment
ofallmembers of USJ’s community.

More information:

https://qae.usj.edu.mo/knowledge-base/1-4-2-2-equality-and-diversity-policy/

|. STUDENT REPRESENTATION AND INVOLVEMENT

Students’ views are taken very seriously on the courses, and there are formal and informal ways of listening to
and exchanging their views and concerns.

Feedback from students into the course is gained in two ways. Firstly, student evaluations of each module are
routinely undertaken at the end of each module. This is through a link that Students can find on their MyUSJ
Platform where they can send feedback regarding the module and the instructor. Secondly, students are asked
to write course evaluations of the whole program for the purpose of monitoring and improving the programs
that we offer.
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Student Representative for Senate

Two students, chosen annually by USJ's Students Association, are elected to participate in the Senate.

The duties of the Senate are to:

1)

2)

3)
4)
5)
6)

7)

8)
9)

10)
11)

12)

13)
14)

15)
16)

17)
18)

require of the Executive Council a yearly analysis of the strategic objectives of the University, of

the general academic guidelines, and of the implementation of their related action plans;

require of the Executive Council, and of the academic units, including the Library, research centres and
institutes, a strategic plan of academic development, the related action plans, and an annual report on
their implementation;

require periodic reports on other academic and scientific activities of the University, such as research and
publications, lifelong learning, and services provided to the community;

approve and periodically review the University’s Teaching, Learning and Assessment Policy (TLA), the
general academic guidelines and related action plans;

advise on the creation, modification or extinction of academic units, including research centres and
institutes;

express its opinion on whether new degree or diploma-granting programmes are opportune, on the
revision of existing ones, and approve their respective study plans;

recognize degrees obtained in other institutions of higher education and grant equivalence of studies, in
accordance with the applicable legislation in Macao and the opinion of the scientific council of the
competent academic unit;

decide on the conditions of enrolment in the programmes provided by USJ, after consulting the scientific
councils of the competent academic units;

approve how names for jury panels are proposed to the Rector for doctoral exams and for academic
progression;

comment on the plans for and reports on USJ’s activities called for by the General Council;

propose to the General Council the formalities that should be observed in exams, dissertation and thesis
defences, in other academic acts, and in the awarding of degrees and distinctions;

comment on the names to be put forward to the General Council as honorary and invited professors, or
as recipients of honorary degrees and other distinctions;

assess the academic activity of the teaching staff;

comment on proposed academic regulations or their revisions which are to be submitted to the Executive
Council for approval;

comment on the University calendar;

propose to the academic units and relevant offices the development of lifelong learning courses and
other non-degree granting academic formation;

comment on all matters the Rector submits for its consideration;

approve proposed alterations to this Charter, and approve the alterations to its internal rules of the
procedure by a two-thirds majority of its members.

Student Representative for Pedagogical Council Meeting

In academic units that provide teaching, the Pedagogical Council is a forum for academic staff and
students from all programmes to discuss, through their representatives, issues related to the smooth
running of those programmes, the quality of the teaching and the conditions provided for learning and
assessment.

The regulations of an academic unit’s Pedagogical Council are approved by the Executive Council.
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Students’Rights

The following are students’rights in the University, to be exercised in accordance with the relevant regulation:

1)
2)

3)
4)

5)
6)

7)
8)
9)
10)

11)

the rights, freedoms and guarantees provided for in the Basic Law of the Macao Special Administrative
Region, when exercised in an attitude of respect for the identity and mission of the University;

attend classes and take part in seminars, colloquiums, and other educational activities of the academic
units, unless restrictions apply;

receive a high-quality human, academic, scientific and technical formation;

receive from the academic staff quality teaching and a correct assessment of the knowledge, skills and
competencies;

exercise their right of representation under the present Charter;

submit petitions, appeals and complaints to the USJ’s governing and management authorities,

its academic, administrative and support services, and to receive help to do so effectively;

appeal decisions to higher authorities within the hierarchy of the University;

use the University Library and the online resources under its management;

have access to the social benefits granted by legislation, the present Charter and the University’s
regulations;

promote activities related to university life, individually or with others, and through the Students’
Association;

have a lifelong electronic address at the University

Students’ Duties

1)
2)
3)

4)

5)

6)
7)
8)
9)

10)
11)

The duties of the students are to:

respect the guiding principles of the University;

strive to benefit from the teaching provided;

provide feedback as requested for the enhancement of USJ’s provision, whether directly to University’s
governing or managing authorities, or through their student representatives in the pedagogical councils
and the Senate, or by replying to surveys authorised by the Executive Council;

respect the University's requlations regarding the organization of academic activities, especially regarding
presence in class, the timely completion of schoolwork and the payment of tuition and other fees due to
uUsJ;

observe the established disciplinary regime, namely by refraining from acts that may lead to disturbances
of order, to offences to moral customs, and to disrespect for university authorities and personnel, or to
fellow university students;

contribute to the prestige and good name of the University;

participate in the solemn acts of the University;

respect the material assets of the University;

cooperate with the University’s governing and academic authorities, and with the supporting and
administrative services to fulfill USJ’s strategic objectives;

attend the meetings of the collegial bodies of which they are members;

inform the University of their place of residence and fulfill the other obligations arising from the present
Charter and USJ's regulations.

Teaching at USJ is face-to-face except in the cases provided for in Article 37.2.3) and 37.3, in special
regimes established in a programme’s own regulations, and in the cases of tutorials authorized by the
Rector.

Bachelor Student Handbook | 89



m. COMPUTING REGULATION

USJ adopts and requires strict compliance with the following statements.
Compliance with local laws, regulations and policies.

The students of USJ should know that the use of IT resources is subject to the local laws of the Macao Special
Administrative Region.

This is included but not limited to the copyright, intellectual property, breach of confidence, defamation,
privacy, contempt of court, harassment, vilification and anti-discrimination legislation, civil and criminal laws.

Service Termination or Temporary Suspension of Services

The University may block, suspend, or terminate the use of the IT resources at any time for any reason.
Reasons for the University taking such action includes, but is not limited to, the following:
1. Student's/users breaching this agreement; or
2. Student authentication information which cannot be verified or validated;
3. Students actions that the University believes could cause financial loss or legal liability to the
University or other users of the IT service;
4. Use of IT services in a manner that violates the law or the University’s policies;
5. Use of Information systems that poses security threats to other information systems of the
University;
6. Necessary routine preventive/corrective maintenance work

Security, confidentiality and passwords

Student must take care to keep all password which provided by USJ, such as email, and My USJ password, etc.
Student must not transfer or share their passwords, or rights to anyone else.

Student must ensure that portable devices used to access University IT resources are being protected by such
as anti-virus software, or virus free, whether the device is provided by ITO or own.
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n. EMAIL POLICY FOR STUDENTS

The University of Saint Joseph, grants every new student an email address for their academic life. As such, all
students must use this email as purpose of official communication between the University and Student.

This email must be used regularly and if inactive for long periods of time after completion of a degree, the
University of Saint Joseph may at his own discretion suspend/disable the account.

Usage of this email account is strictly prohibited to be used for any illegal purposes, such as gaming and
gambling, solicitation of information, phishing, unauthorised computer activities regarding gaining access to
online systems and computing systems, and/or disseminate false information with intentional purpose.

USJ provides its students with an email address while they are studying at USJ. General rules: A USJ email
account for students is for life provided it is actively accessed (i.e. logged into, either web, pop3, orimap) by the
user on a regular basis. After ceasing to be enrolled as students the email will be [...]

USJ provides its students with an email address while they are studying at USJ.
General rules:

1. A USJ email account for students is for life provided it is actively accessed (i.e. logged into, either web,
pop3, or imap) by the user on a regular basis. After ceasing to be enrolled as students the email will be
updated accordingly.

2. Any USJ email account not accessed on a regular basis (3 months) and belonging to a user no longer
active in USJ (as confirmed by the Academic Affairs Office) will be selected for closure. Standard Account
Closure (inactivity) procedures will apply.

3. USJ can, at its own discretion and at any time, select an account for closure even when it is actively
accessed by the user. Exceptional Account Closure procedures will apply.

I. LIBRARY REGULATIONS (LIB)

Please refer to the Library Regulations. Don't forget the Library belongs to all of us.
https://qae.usj.edu.mo/knowledge-base/1-3-1-8-library-regulations/
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16. DEANS AND COORDINATORS FORTHE
ACADEMICYEAR 2020/2021




Faculty

FRSP

Dean

Email

Prof. Elisa Monteiro

Rochelle Ge

Coordintor for the Master of Education Programme

rochelle.ge@usj.edu.mo

Kiiko lkegami
Head of the School of Education

kiiko.ikegami@usj.edu.mo

Isabel Tchiang

Coordinator for the Postgraduate Diploma in Education

isabel.tchiang@usj.edu.mo

Huey Lei

Coordinator for the Bachelor of Education Programme

lei.huey@usj.edu.mo

Vitor Santos Teixeira
Head of the Department of Psychology
Coordinator for the Master of

Counselling and Psychotherapy Programme

vmteixeira@usj.edu.mo

Angus Kuok
Coordinator for the Master of
Organisational Psychology Programme

Coordinator for the Bachelor of Psychology Programme

angus.kuok@usj.edu.mo

Jacky Ho
Head of the Department of Social Work
Coordinator for the Master of Social Work Programme

Coordinator for the Bachelor of Social Work Programme

jackyh@usj.edu.mo

Prof. Jenny Lao
Phillips

Alexandre Lobo
Head of the Department of Business Administration and

Coordinator for Research

alexandre.lobo@usj.edu.mo

Ansoumane Douty Diakite
Head of the Department of Law and Public Policy

doutyk@usj.edu.mo

Florence Lei
Programme Coordinator for the Master of

Government Studies

florence.lei@usj.edu.mo

Sérgio Gomes
Programme Coordinator for the Bachelor of

Businesss Administration

sergio.gomes@usj.edu.mo

Michael Trimarchi
Programme Coordinator for the Master of

Businesss Administration

michael.trimarchi@usj.edu.mo

Fr. Franz Gassner

Franz Gassner
Head of the Department of Catholic Theology

franz.gassner@usj.edu.mo

Anna Chan

Head of the Department of Chinese Programmes

anna.chan@usj.edu.mo

Edmond Eh
Head of the Department of Philosophy

edmond_eh@usj.edu.mo
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Faculty Dean

Email

Prof. Carlos Caires

Gerald Vincent Estadieu

Head of the Department of Creative Industries

gestadieu@usj.edu.mo

José Simoes
Programme Coordinator for the Master in Communication

& Media and the Bachelor of Communication & Media

jmsimoes@usj.edu.mo

Nuno Soares
Programme Coordinator for the Master in Architecture and

the Bachelor of Architecture Studies

nuno.soares@usj.edu.mo

Filipa Martins
Programme Coordinator for the Master in Fashion Design,
the Master in Design, the Bachelor of Fashion Design and

the Bachelor of Design

filipa.martins@usj.edu.mo

Jodo Brochado
Programme Coordinator for the Master in Filmmaking and

the Bachelor of Digital Cinema

joao.brochado@usj.edu.mo

Mengyuan Zhou
Head of the Department of Languages and Culture
Programme Coordinator for the Bachelor of
Portuguese-Chinese Studies and

the Bachelor of Portuguese-Chinese Translation Studies

lidia.zhou@usj.edu.mo

Wah Kwan Cheng
Head of the Department of History and Heritage
Programme Coordinator for the Master in History and

Heritage

wkcheng@usj.edu.mo

Karen Tagulao

Programme Coordinator for the Bachelor of Environmental

karentagulao@usj.edu.mo

Prof. David Sciences
Gongalves Agata Dias
Programme Coordinator for the Master of agata.dias@usj.edu.mo
Environmental Sciences and Management
CONTACTS AND LINKS

https://drive.google.com/file/d/1AyQvhZoZelhy9q1pkle Qpm7JOibZhXr/view?usp=sharing
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