
 全职外籍教师（特聘教授）引进手续办理流程

	① 本人申请或物色人选


	② 学院初审、组织面试、考核等
	
	1.学科组组织试讲和面试；
2.院学术委员会审议。



	③ 院党政联席会议

研究决定



	④ 学院上报人事处
	 
	1.《南京林业大学特聘教授审批表》或《南京林业大学外籍全职聘用人员考核审批表》原件+电子版（表格人事处网页文件下载区下载）；
2.引进全职外籍教师（特聘教授）的申请报告（原件+电子版），明确引进原因、希望学校提供的待遇、学院对应聘人员提出的具体考核目标（教学、科研、人才培养、学科建设等方面的要求，含发表论文、专利数，主持的项目数、获奖数，主编出版的教材或学术专著等具体量化指标）；
3.《****学院特聘教授（柔性引进）、兼职教授、外籍专任教师情况一览表》电子版（表格人事处网页文件下载区下载）
4.中文版简历。



	⑤ 学校审议通过



	⑥ 学校审核
	
	人事处组织面试、审核，院长（部门负责人）参加人才工作会汇报人才情况，包括引进理由、考核目标、聘期待遇等，校人才工作领导小组审批。



	⑦ 全职外籍教师需准备材料 

	
	第一种：持有外国人来华工作许可证和居留许可证，且在有效期之内，提供材料如下：
（1）护照信息页和有效签证页；
（2）现持有的外国人来华工作证注销证明；
（3）工作推荐信及中文翻译件（上一单位）； 
（4）建设银行银行卡；
（5）最高学位证原件及中文翻译件+中国大使馆认证证明(副教授及以上无需提供认证证明)； 
（6）无犯罪记录证明（所在地开具,）,副教授级及以上可填写无犯罪记录承诺书(可提供模板)； 
（7）简历（除个人自然信息之外，还需有国外家庭住址、国外家庭电话、国外纳税人识别号、宗教信仰、婚姻情况、按年月顺序的教育经历及工作经历、Email）；

（8）体检表（上海、南京均有专为外国人体检的国际卫生保健中心）。

第二种：未在国内就业，无外国人来华工作许可证及居留许可证或已经过期者，提供的材料如下：
（1）护照信息页；

（2）最高学位证原件及中文翻译件+中国大使馆认证证明(副教授及以上无需提供认证证明)； 
（3）无犯罪记录证明（所在地开具,）,副教授级及以上可填写无犯罪记录承诺书(可提供模板)； 
（4）工作推荐信及中文翻译件（上一单位）；

（5）体检表（所在国，按国际合作处要求的体检要求体检）；

（6）简历（同上）。

第三种：特聘教授无需申请外国人来华工作许可证及居留许可证，仅需在入境后通过微信登记，详见《境外人员临时住宿申报流程》。



	⑧ 学院谈话、政审及协议初步拟定
	
	1.学院根据引进特聘教授或外籍全职聘用人员的申请报告内提出的具体考核目标，参照协议模板草拟聘用协议，并征求聘用人员的意见（协议模板人事处网页文件下载区下载）；

2.学院派专人对全职外籍教师进行政审，详情见《调动人员（含外籍）政审流程》。
3.学院领导与工作人员(至少两人）与聘用人员谈话，并填写《南京林业大学外籍教师任职谈话及承诺登记表》上报人事处。



	⑨ 人事处签订聘用协议、发放聘书  
	
	所需材料
1.护照信息页；
2.建行卡复印件，注明开户名；

3.学院填写《南京林业大学外籍全职人员聘任协议》或《南京林业大学特聘教授聘任协议》，明确聘期、年薪及考核任务。



	⑩ 国际合作处办理外国专家工作许可证和居留许可证


联系人及联系方式：

1.人事处：唐老师；Tel：86-25-85427310；Email：tzx@njfu.edu.cn

2.国际合作处：武老师；Tel:86-25-85428091；Email: 896939094@qq.com

Procedures for Foreign Teachers and Distinguished Professors ’ Introduction 
	① Individual application/Candidate selection



	② Preliminary review, interview and  assessment by the college
	
	(1) Trial lecture and interview organized by the discipline group； 

(2) Assessment and review by the Academy Committee of the college .

	③ Consideration and decision by the party-government meeting of the college



	④ Presenting to the Personnel Department of NFU
	 
	Both paper and electronic versions of the “Evaluation and Approval Form for Introducing Foreign Staff of Nanjing Forestry University” or “Evaluation and Approval Form for Introducing Distinguished Professor of Nanjing Forestry University” .（It is available in the file download section of the Department of Personnel’s website）；
Both paper and electronic versions of a report that clarify the reason of introducing the foreign teachers (distinguished professors), terms of employment, specific terms of the achievement which should be acquired during employment period (including the requirements about teaching, researching, personnel training, disciplinary construction and the number of papers, patents, research projects, awards, published academic books or textbooks)；
Both paper and electronic versions of the “List of Foreign Teachers, Distinguished Professor and Part-time Professor of XXX college”（It is available in the file download section of the Department of Personnel’s website）;
Resume.



	⑤ Interview and assessment by NFU
	
	The Personnel Department organizes an interview after assessing. During the interview, the dean of the college reports the information of the foreign teachers (distinguished professors), including the reasons of introducing, terms of employment, the achievement which should be acquired during the employment period. The talents should be examined and approved by the Leading Group for Talent Resources of NFU .

	⑥ Approved by NFU



	⑦ Required materials for foreign teachers


	
	Category I: Holders of Foreigner’s Work Permit and Resident Permit in China (within the validity period) are required to provide the following materials:

Passport (copy of the page with personal information) and residence permit;
2. Certificate of the cancellation of current work permit;
3. Recommendation letter of the former employer and its translated version;

4. Bank card of China Construction Bank;
5. Highest degree certificate (with translated version) and certification of Chinese Embassy Authentication (not applicable to associate professor and above) ;
6. Certificate of No Criminal Conviction (issued by the host place), Associate professor and above could make a Non-Criminal Record Commitment (template available) ;
7. Resumé (In addition to personal information, family address abroad, home telephone number, taxpayer's registration number, religion, marital status, and chronological education background and work experience, as well as Email address of the applicant shall be available);
8. Medical Examination Form (There are international health care centers specially for foreigners in Shanghai and Nanjing).
Category II: Applicants who are unemployed in China without Foreigner’s Work Permit as well as Resident Permit for Foreigner (or have expired) should provide the following materials:

Passport (copy of the page with personal information);
2. Highest degree certificate (with translated version) and certification of Chinese Embassy Authentication (not applicable to associate professor and above); 
3. Certificate of No Criminal Conviction (issued by the host place), Associate professor and above could make a Non-Criminal Record Commitment (template available); 
4. Recommendation letter of the former employer and its translated version;
Medical Examination Form (in the host country, meeting the requirements of the International Cooperation Office);
Resume as above with an addition of visa application embassy or consulate information.
Category III: For distinguished professors, there’s no need to apply for Foreigner’s Work Permit and Resident Permit for Foreigner, but they are required to register their temporary residence in China. See the procedures in “Process of Temporary Residence Registration of Foreigners”.



	⑧ Conversation with the college, Political Review and drafting the employment agreement.
	
	The college communicate with foreign teachers (distinguished professors), and draft the employment agreement according to the template given by the personnel department.（It is available in the file download section of the Department of Personnel’s website）;
The college conduct a political review of foreign teachers. See "Political Review Procedures of Transferred Personnel (including foreigner teachers)" for detail.

The leaders or staff of the college (at least 2 of them) talk to  foreign teachers (distinguished professors), and fill out the “Registration and Commitment Form for Foreign teachers of Nanjing Forestry University”  and  the  “Record Form of the Conversation with New Foreign Staff (Distinguished Professors)”, then submit the forms to the Personnel Department.



	⑨  The  personnel department signs the employment agreement and issues the letter of appointment.
	
	Passport (copy of the page with personal information)

The leaders and staff of the college (at least 2 of them) talk to the foreign teachers (distinguished professors), and fill out the “Registration Form of Conversation and Commitment for New Foreign Teachers and Distinguished Professors in Nanjing Forestry University”, then submit the form to the Personnel Department.



	⑩International Cooperation Department handles the issues of the work permit and residence permit for the foreign experts.


Contact：

1.Personnel Department：Miss Tang；Tel：86-25-85427310；Email：tzx@njfu.edu.cn

2.International Cooperation Department：Miss Wu; Tel:86-25-85428091；Email: 896939094@qq.com

















































































































