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@® Guide on the academic affairs for each semester
(master’s course)

m 1° semester

1. Application for courses
» Each student shall apply for the courses using the academic administration program.
* No dual application for a course is allowed.

« After the application for course, the student shall print out the contents of application (certificate
of application for courses) and check its contents before submitting it to the department

administration office.

* If a student’s master major is different from his/her undergraduate major, he/she shall acquire the
additional required courses(prerequisite subjects)during the normal courses.

(They are not included in the subjects for application. So, the student shall get the separate
classes.)
¥ To get the additional required courses (prerequisite subjects), the student shall get the courses
opened for the undergraduate students.

2. Application for student ID card

* Fill out an application prepared in the graduate school administration office and submit it to the
office to get the ID card.

» If the student ID card is lost, report it to the graduate school administration office before getting
a new ID card.
3. Selection of adviser

» The student in 1°" semester applies for the adviser in the first semester. The adviser for
dissertation is selected at the professor’s meeting and then the decision is approved by the dean of
graduate school.

m 2" semester
1. Application for courses
e The procedure for the application for courses is the same as for lstsemester.
» In application for courses, the student shall submit the application for instruction for dissertation
to the department administration office.
2. Foreign language test (English)
e The graduate student who had one semester or more is eligible to take the test.
* Make payment of the application fee and log in the academic administration program of Gachon
University.
= Graduation control = Apply for foreign language test, save the application form and print it out
= Submit it to the department administration office.
% If a student has a certain score or above in the publicly recognized English test like (TOEFL,
TOEIC, TEPS or IELTS), he/she is recognized to have passed the test above.
3. Application for instruction on dissertation (paper)
* How to apply the instruction for dissertation : Log in the academic administration program of
Gachon University
= Academic administration for graduate student = Graduation control = Apply for the instruction
for dissertation, save the form and print it out. = Get the seal of the adviser on the printout and



submit it to the department administration office.

% The student shall submit the application for instruction for dissertation from 2" semester of the
master’s course. Note that the student is eligible to get the audit of his/her dissertation only when
he/she got three or more instructions for dissertation from 2" semester(or at least one time for every
semester).(So, if a student has the graduate and undergraduate connection cour se or is transferred
from other school, he/she shall apply for the instruction for the dissertation from 1% semester.)

If a student fails to submit the application for instruction for dissertation, he/she is not eligible to get

the audit at the last dissertation semester (4th)for graduation.

m 3 semester

1. Application for courses

e The procedure for the application for courses is the same as before.

» In application for courses, the student shall submit the application for instruction for dissertation
to the department administration office.
2. General test

« The student who gets 24 credits or more is eligible to take the test. (The student who gets 24
credits including the credits in the applied courses is eligible.)

* The student enters the application form using the academic administration program, saves it and
prints it out before submitting it to the graduate school administration office.

» Test is conducted on two subjects which are selected by the department. (The pass is recognized
for each subject.)
3. Submission for preliminary plan for dissertation

¢ The student who passes the foreign language test and general test shall prepare the preliminary
plan for dissertation and get the approval of adviser and head professor before submitting it to the
department office which shall keep it.
4. Application for instruction for dissertation : Same as in 2ndsemester

m 4" semester

1. Application for courses

» The procedure for the application for courses is the same as before.

e In application for courses, the student shall submit the application for instruction for dissertation
to the department administration office.
2. Open presentation of dissertation

e The student who tries to submit the dissertation for master’s degree shall apply for the open
presentation of the dissertation according to the department regulation and present the dissertation at
the selected date and place.
3. Audit of dissertation

* The student shall apply for the audit of the dissertation within the designated date and get the
audit if he/she is eligible to submit the paper.

¢ The student enters the application using the academic administration program, saves it and prints
it out before submitting it to the graduate school administration office.

¢ The following documents shall be submitted.

1) Application for audit of the dissertation for master’s degree (it shall be printed out using the
academic administration program)

2) Research compliance certificate

3) Recommendation for auditing member



4) Test record for language test (It is limited to the international students, TOPIK Grade 4,
TOEFL iBT 71, PBT 530, CBT 197, IELTS 5.5, and TEPS 600)
4. Submission of dissertation

¢ The student who passes the audit for dissertation shall submit the following documents within the
date designated by the graduate school.

1) Report on the result of audit (1standfinal)

2) Permit for printing

3) 5 copies of dissertations completed to the specification and form for the academic dissertation

4) Certificate of online submitting the dissertations and agreement on the use of the dissertation

% Guide on the change in the adviser

» If a student wants to change the adviser due to an unavoidable reason, it shall get the application
form for the change of adviser from the graduate school. As for the cause of the change, the advisers
who are old and new advisers shall fill in. Then, the student shall get the approval of advisers and
submit it to the head professor of the department, who in turn submit it to the graduate school for
the approval of the dean of the graduate school. (See Article 12, Paragraph 3 of Regulation on
Granting Degree.)

» In this case, the student is eligible to submit the dissertation only when he/she gets the
instruction on the dissertation from the new adviser for at least 1 semester.

@® Guide on the academic affairs for each semester
(doctorate course)

m 1° semester
1. Application for courses
e FEach student shall apply for the courses using the academic administration program
¢ The correction in the application for course is possible during the specified period for correction.

e No dual application for a course is allowed.

» After the application for course, the student shall print out the contents of application (certificate
of application for courses) and check its contents before submitting it to the department administration
office.

* If a student’s doctorate major is different from his/her master major(or graduated from special
graduate school), he/she shall acquire the additional required courses(prerequisite subjects) during the

normal courses.

% They are not included in the subjects for application. So, the student shall get the separate
classes.

% To get the additional required courses (prerequisite subjects), the student shall get the courses
opened for the master’s course.
2. Application for student ID card

 Fill out an application prepared in the graduate school administration office and submit it to the
office to get the ID card.

» If the student ID card is lost, report it to the graduate school administration office before getting
new ID card.
3. Selection of adviser



» The student in 1°' semester applies for the adviser in the first semester. The adviser for
dissertation is selected at the professor’s meeting and then the decision is approved by the dean of
graduate school.

m 2" semester
1. Application for courses

¢ The procedure for the application for courses is the same as for lstsemester.

¢ In application for courses, the student shall submit the application for instruction for dissertation
to the department administration office.

2. Foreign language test (English)

* The graduate student who had one semester or more is eligible to take the test.

e Make payment of the application fee and log in the academic administration of Gachon University.
= Graduation control = Apply for foreign language test, save the application form and print it out
= Submit it to the department administration office.

% If a student has a certain score or above in the publicly recognized English test like (TOEFL,

TOEIC, TEPS or IELTS), he/she is recognized to have passed the test above.
3. Application for instruction on dissertation

* How to apply the instruction for dissertation : Log in the academic administration of Gachon

University

= Academic administration for graduate student = Graduation control = Apply for the instruction
for dissertation, save the form and print it out. = Get the seal of the adviser on the printout and
submit it to the department administration office.

% The student shall submit the application for instruction for dissertation from 2™ semester of the
doctorate course. Note that the student in doctorate courses is eligible to get the audit of his/her
dissertation only when he/she got five or more instructions for dissertation from 2™ semester(or at
least one time for every semester). If a student does not apply for the instruction for dissertation, he
may not be eligible for submission of dissertation for degree.

m 3 semester
1. Application for courses
e The procedure for the application for courses is the same as for lstsemester.
» In application for courses, the student shall submit the application for instruction for dissertation
to the department administration office.
2. Application for instruction for dissertation : Same as in 2ndsemester(2ndsemester~5th semester)

m 4" semester
1. Application for courses

¢ The procedure for the application for courses is the same as before.

* In application for courses, the student shall submit the application for instruction for dissertation
to the department administration office.
2. General test

» The student who gets 36 credits or more is eligible to take the test. (The student who gets 36
credits including the credits in the applied courses is eligible.)

* The student enters the application form using the academic administration program, saves it and
prints it out before submitting it to the graduate school administration office.

e Test is conducted on four or more subjects which are selected by the department.
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(The pass is recognized for each subject.)
3. Submission for preliminary plan for dissertation

* The student who passes the foreign language test and general test shall prepare the preliminary
plan for disertation and get the approval of adviser and head professor before submitting it to the
department office.
4. Application for instruction for dissertation : Same as in 2ndsemester(2ndsemester~5thsemester)

m 5" semester
1. Application for courses (within 9 credits)
* The procedure for the application for courses is the same as before.
* In application for courses, the student shall submit the application for instruction for dissertation
to the department administration office
2. Application for instruction for dissertation : Same as in 2ndsemester(2ndsemester~5thsemester)

m 6 semester

1. Application for courses
* In application for courses, the student shall submit the application for instruction for dissertation
to the department administration office.
2. Open presentation of dissertation
» The presentation shall be conducted at the place designated by the department regulation.
* The student who passes the presentation is granted with the credit for instruction for dissertation
from the adviser and submits the result to the graduate school.
» If the student does not submit the dissertation after passing the presentation, the open
presentation is invalidated.
3. Audit of dissertation
* The student shall apply for the audit of the dissertation within the designated date and get the
audit if he/she is eligible to submit the paper.
» The student enters the application using the academic administration program, saves it and prints
it out before submitting it to the graduate school administration office.
* The following documents shall be submitted
1) Application for audit of the dissertation for master’s degree (it shall be printed out using the
academic administration program)
2) Research compliance certificate
3) Recommendation for auditing member
4) Academic journal publication confirmation
5) Test record for language test (It is limited to the foreign students, TOPIK Grade 4, TOEFL
iBT 71, PBT 530, CBT 197, IELTS 5.5, and TEPS 600)
4. Submission of dissertation
* The student who passes the audit for dissertation shall submit the following documents within the
date designated by the graduate school.
1) Report on the open presentation
2) Report on the result of audit (1st,2nd,3rd,4thandfinal)
3) Permit for printing
4) 5 copies of dissertations completed to the specification and form for the academic dissertations
5) Certificate of online submitting the dissertations and agreement on the use of the dissertation



% Guide on the change in the adviser
» If a student wants to change the adviser due to an unavoidable reason, it shall get the application
form for the change of adviser from the graduate school. As for the cause of the change, theadvisers

who are old and new advisers shall fill in. Then, the student shall get the approval of advisers and

submit it the head professor of the department, who in turn submit it to the graduate school for the
approval of the dean of the graduate school. (See Article 12, Paragraph 3 of Regulation on Granting
Degree.)

« In this case, the student is eligible to submit the dissertation only when he/she gets the
instruction on the dissertation from new adviser for at least 1 semester.

@® Appendix

m The documents for isuing the alien registration card

1. Passport, copy of the passport

2. Application form (in immigration office)

3. Color photo (white ground)

4. Certificate of registration form

5. Issuing fee 30,000 won (If you want to order the parcel service, need to pay 3,000 won more)
% A student can issue the certificate of registration from using the certificate issuing machine which
is located near the student service center, vision tower B.

m [ssueing the student ID card

Visit the graduate school administration office (Office #102) with one color photo(or the JPG file of
the color photo) = fill in the appliction form = Submit the application form and color photo to a staff
= issue a student ID card

m Apply for an insurance policy

1. All the international students in Gachon university graduate school have to apply for an international
student isurance policy, if a student doesn’t want to apply for it, he/she cannot get the international
student scholarship from Gachon university graduate school.

2. Gachon university graduate school has made a contract with LIG insurance company, and the
insurance premium costs for about 120,000 won for a year.

m Gachon University Graduate School Consultant (English & Chinese)

% When you get in any kind of trobles (e.g. hospital care, accident, residence, emegency, etc.) in life
of studying in Korea, don’'t be hesitated to contact the consultant in the graduate school administration
office.

Mr. Chris Kim (fluent in English & Chinese) will consult with you about the problems and give help
to you at all times.

% Consultant Contact No. (Mr. Chris Kim)
Tel : 031-750—-5024 // E-—mail : chriskim@gachon.ac.kr // Kakao Talk ID : ksjlpogi



@® Foreign Language Test & General Test Guidline for

International Students

1. Foreign Language Test
a) Qualification for application : A student who completes 1 semester can apply for the foreign
language test.(Master, Ph.D.)
b) Test day : March, Sepember (Application date : Early of March and August)
¢) Test subjects : English (Time : 50 minutes, Pass score : above 60)
#* If a student’s native language is English, he/she may take Korean language test as a
substitution.)
d) Foreign language test exemption score
— TOFEL » PBT 520 (above CBT 190, iBT 68, TOEIC P above 700)
— TEPS P above 600, IELTS P above 5.5, TOPIK P above grade 5(expiration date : 2 years)
e) Foreign language test substitution program (One who completes over 1 semester may apply)
— Main contents of the Program : 45 hous TOEIC classes are open 2 items in a year(summer
& winter) as a foreign language test substitution.
— Pass score : Attendance(above 80%) + Self—TOEIC test + Class quiz = Above average
grade B (score 80)
— Course open criteria : More than 15 applicants
— Class tuition fee : 300,000 won / per person(applicant pays)
— Management Department : International Language Center
f) Method of application : Credit a designate account = Academic administration for graduate
student = Graduate control = Thesis / Test control = Apply for the foreign language test, save and
print it out = Submit the printed document to the graduate school office

2. General Test
a) Test date : April, October (Application date : Early of April and October)
b) Qualifications and subjects

B Master’s course

- One who passes the foreign language test and obtains
more than 24 credits(average credit above 3.0) or one
whose total obtained credits and registered credits are
more than 24 credits

- 2 subjects

- Above score 80(each subject)

B Ph.d. course

- One who passes the foreign language test and obtains
more than 36 credits(average credit above 3.0) or one
whose total obtained credits and registered credits are
more than 36 credits

- 4 subjects

- Above score 80(each subject)
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¢) Method of application
Gachon University Home page = Academic administration = for graduate student => Graduate
control = Apply for the general test = Choose subjects = Save = print it out and get the seal of
the adviser and head professor on the printout and credit and account, then submit it to the graduate
school office.
d) Cancellation
If a student cannot obtain the registered credits in the semester, his/her general test result will

be failed although he/she passes the general test

3% All the scholarship requires above 3.0 average credit per semester.

@® Immigration Information

% Visit http://www.hikorea.go.kr for more information.
1. About Stay

a. General Information on Stay

1) Foreigner Registration
e Foreigners staying over 90 days from the entry date shall have foreigner registration at Korea
Immigration Service in your area or local office.
® Required Documents

— passport, 3x4 size colored photo (1), fee (20,000 Won)
— application form (appendix 34)

¥ In case you have lost the alien card, please apply for re—issuance within 14 days.
— Passport, 3x4 size colored photo (1), loss statement
— Application form (appendix 34)

2) Registration of Change in Residence

e The registered foreigners who moved one’s residence shall register change in residence within
14 days from the date of moving—in at the City Hall/District Office/Gu Office or to Korea Immigration
Service (local office) in the new residence area.

e Required Documents

— passport, alien card, residence proof document
— application form (appendix 34)

3) Alien Card Return
e If one has no plan of re—entering the country within the allowed period, one shall return alien

card to immigration staff at the airport or port.

4) Re—entry approval
Within the allowed period, if one wishes to depart and re—enter the country again, one should
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receive re—entry permit before the departure at local Korea Immigration Service office or Immigration
office at airport or port on the date of departure. One should re—enter the country within the
permitted period.

e Re—entry period is approved within the allowed period stay. For multiple re—entry permit
which allows one to depart and re—enter the country for many times, it can only be processed at
Korea Immigration Service in one’s location.

e Required Documents

— passport, alien card
— application form (appendix 34)

e [f one cannot re—enter the country within the permitted period after departure due to
unavoidable reasons, one can extend the re—entry period up to 60 days at discretion of the head of a
diplomatic mission abroad.

o If missed the re—entry period due to reasons such as one’s negligence, one can only enter the
country by issuing the Visa again.

b. Extension of Stay

Extension of stay can be processed at Korea Immigration Service Seoul Office from 2 months
before the Visa expiration date to the expiration date.
e Required Documents

— passport, alien card, 60,000 Won tax stamp
— application form (appendix 34)

— certificate of attendance, tuition fee payment receipt (or scholarship receipt), transcript
— exemption of financial status proof document

(except students below C score)

— residence proof document

e Restriction on extension of stay

Extension of stay for the following reasons may be restricted;

— Trying to earn stay fee such as school fee from working in Korea.

— Purpose of stay is to find a job rather than studying.

— International students on leave due to lack of attendance or any other personal reasons (parental
leave disapproved) International students who have stopped the school
(ex. due to not enough course credit)

However, exceptional approval for extension of stay is made for those who are considered to
have unavoidable reasons such as disease, accident, etc.

% Students on leave shall apply for the Visa in the same process for the new students.

c. Activity Permit Except Stay Qualification

If one wishes to participate in activities other than permitted by one’s stay qualification, one
shall apply for permit at local Korea Immigration Service in advance.

1) Requirement

Students who have recommendation from supervisor (above full—time lecturer) and completed at least
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one academic semester.
¥ For those who have changed from another stay qualification to overseas study (D—2)
qualification, when they require part—time employment, their language study period before the change

in stay qualification or period stay are considered as regular academic period.

2) Allowance

Allowed Working Hour and Period
— Less than 30 hours every week during the school term
(no limit during official holidays (including Saturday) and vacation)
— Limited to maximum 2 different places for part—time job
— Allowed for 1 year within the permitted stay period
(this can be extended continuously)
% If continuously registers school terms at school

e Allowed Work Field

— Field that is recognized to have a close relationship with the major

— Work that is socially accepted to be done by students in general

— Work other than one is employed for.
(But one should have qualifications defined by the related field regulations)

— Foreign language instructions in educational institution such as private institution, etc (shall
be qualified for speaking lecturer)
3% But personal tutoring is not allowed.

3) Required Documents

— passport, alien registration card, application form (appendix 34)
— part—time work of foreign student confirmation form

— transcript

— business license (one copy)

— standard labor contract (one copy)

e Penalty of international students who violated regulations for part—time job permit
— 1st violation: no permission for working part—time job for 1 year from the date of

notification
— 2nd violation: no permission for working part—time job during the study period from the date

of notification.
— 3rd violation: disqualification from studying from the date of notification.
% If found from working without part—time working permit or employment in full—time

condition, illegal employment regulations are applied.
e Others

In case of moving the location of part—time job by changing the employer during the permit
period, one shall apply for approval of activity permit except stay qualification.
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@® Foreign Student Insurance (Inbound Insurance)

L Foreign student Insurance Web-site Usage Guide

www.foreignerdb.com/gachon

1. After login you can print your insurance certificate at "My Application History"
. Insurance Application

2
3. Insurance Cover & No Coverage Information
4. Information on How to Claim

5

. Insurance claim documents Upload ( Always login to upload billing documents )

=

. Foreign student Insurance Mobile Web-site Usage Guide
m.foreignerdb.com

1. m.foreignerdb.com access from mobile phones

2. Insurance Cards for Mobile ( Available after login)

3. Insurance Cover & No Coverage Information
4. Add KakaoTalk friend to claim ( ID : CLAIMS )

I Using the Web-Site to Claim

1. Login on the Web—site ( Student Id Number or Alien Registration Number )

2. After downloading the insurance claim report and personal data processing agreement, fill these documents

3. Convert scanned documents or a photo to file the claim and upload on "Upload Documents Claims" menu

4. If everything is in order, the insurance will be refunded within 2 to 3 days, if there are additional
documents required, we will contact the number provided on the insurance claim

IV. Claims using mobile Web-Site

1. Connect to m.foreignerdb.com and add us as a friend to claim located at the bottom KakaoTalk ID CLAIMS

2. After downloading the insurance claim report and personal data processing agreement, fill these documents

3. Take accurate and clear photos of the insurance claim documents and send the files as images on Kakao Talk

4. If everything is in order, the insurance will be refunded within 2 to 3 days, if there are additional
documents required, we will contact you on KakaoTalk Messenger

V. Information on Necessary Documents for Claims

Division Documents Issuer

— Claim Report & Personal Data Processing Agreement

Common documents — Copy of alien registration card Personally
— Copy of Bank Book

— Certificate of discharge (Including diagnosis)

Hospltahz'atlon — Receipt of treatment .
(Including Detailed S ; Gioal Care hospital
surgery) etaile tatement of medical expenses

Medical — Confirmation at the time of surgery, including surgery
Cost Outpatient — Medical records or First visit medical records .
: Care hospital
Treatment — Receipt of treatment
Prescribed — Name of disease (codes) listed prescription Care hospital
Treatment — Pharmacy receipt Pharmacy
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@® Foreigner Student Injury and Sickness Insurance Coverage

Accidental death and Disability : 50,000,000 Won (12Month insured) / 30,000,000 Won (06Month
insured)

Accidents caused by sudden and foreign interferences that results in death or disability.

(Death or disability that occur within one year from the date of the accident)

Sickness death : 10,000,000 Won

Accidental or Sickness Medical Reimbursement (Domestic, Inpatient) : 10,000,000 Won

In case of illness or accident, the insured gets hospitalized in a domestic medical institution for
medical treatment, the Company will pay the medical expenses including hospitalization within the
limits of the insured amount as follows:

Hospital room, hospitalization expenses and surgery expenses . an amount equivalent to 80% cover
B Deductible : 20%, Upper hospital room use ward deductible differences

Injury or Sickness Medical Reimbursement (Domestic, Outpatient) : Max 250,000 won

When going to the hospital, the insured undergoes medical treatment as an outpatient in a domestic

medical institution, the Company will pay such medical expensesminus the deductible per each

outpatient’s treatment within the limits of the insured amount (up to 180 times from the date of the

insurance contract a year).

B Deductible : The deductible amount of the 20% for large hospitals grades deductible medical
expenses and compensation destination

B Hospital deductible rating : 10,000won for a clinic, 15,000won for a hospital, 20,000won for a
general specialized hospital

Injury or Sickness Medical Reimbursement (Domestic, Prescription) : Max 50,000 won

When going to the hospital, if the insured gets prescriptions from a domestic medical institution as an
outpatient, the Company will pay such the medical expenses minus the deductible per one prescription
within the limits of the insured amount (up to 180 cases a year).

B Deductible : Basic deductible compensation deduct 20% of the target health care

B Basic Deductible : 8,000won

Liability of Reparation : Max 10,000,000 won

The insured covers within maximum amount insured if one has accidents in daily life (accidents
concerning the management of property other than one's own residential area are not included)
B Deductible : 20,000won

Medical Inpatient Treatments when Abroad : 30,000,000 Won (12Month insured) / 0Won (06Month
insured)

When receiving inpatient treatment when abroad with injury or illness gained from Korea the insured
will be within the limit of the aggregate amount insured.

Evacuation / Repatriation : 30,000,000 Won / 10,000,000Won (06Month insured)

In case of death from 1 year of the accident or disease, disappearance while aboard an aircraft or
ship, disappearance, illness or death. In those cases, the costs of climbing, search and rescue team,
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airfares and injury within 1 year from the date of the accident are as follows: Transportation (2
people), accommodation (2 guests for 14 days), food costs (In case it exceeds the amount for:
Insured transportation and transportation of physicians, nurses) the legal heirs of the insured or the

insured to receive the cost of compensation.

B Except in case the insured underwent a medical examination and treatment due to a past disease
coming under the matters of “Duty of Declaration Before Contract.”
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