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Teacher's Rules

NOTE: All changes from previous version (if applicable) are underlined.

Teachers’ Code of Conduct

1. Maintain the code of conduct and act as a qualified teacher. Follow all school policies
and rules and show respects to the students and their families.

2. Follow the school’s direction after the decisions have been made, create detailed
teaching plans, and prepare for the classes in advance.

3. Distribute the teaching plan to the students in the class on the first week of the
semester, and submit the plan to the Education Director before the fourth week for
filing. The plan shall include: the course summary and goals; the contents, methods,
text books and other auxiliary materials; evaluation method and standards; and
students studying requirements and expectation.

4. Dedicate to the teaching and be responsible. Encourage and elicit students for
questions and provide answers and resolutions in prompt. Communicate with
students’ families for issues and concerns.

5. Be familiar with students’ interests and their levels. Take advantage of both Chinese
and American education styles, based on students’ different ages, and their
psychological behaviors and characteristics especially in the context of this special
American’s culture environment. Motivate the students to learn Chinese.

6. Promptly review students’ assignments and exams. According to the evaluation
method and standard, fairly evaluate study status. At the end of the semester, provide
a report card to every student and submit a class summary report card to the
Education Director for filing.

7. Be responsible for recording student’s attendance accurately. Do not allow students in

the classroom without being officially registered or transferred.

It is obligatory on attending all school activities, including the teachers meeting.

9. Remind the students for school policies and rules before and between classes,
including personal safety, not touching or moving any objects in the classroom
without permission, not eating in the classroom (except in the cafeteria), and not
damaging any public properties. Work with students to restore the classroom, boards,
and other objects after the class. Keep the desks and floor clean. Complete classroom
check and fill the checklist required.

10. During class time, turn off mobile phone. Do not use any electronic device not related
to teaching activity. Do not perform any non-teaching relevant activities, such as any
business, politics and religions activity for any individual or other organizations.
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11. Be responsible for the transportation and arrive the classroom 15 minutes before the
class. Being late or taking off early is not allowed, except in the case of an
emergency, where an advance notice to the school administration is required.

12. Communicate to the school administration at least two weeks before any personal
absence, so that the school will be able to find a substitute teacher for the week.

13. Communicate the school administration at least one month before resigning the job,
so that the school will be able to recruit the replacement and minimize the impact on
the education quality.

14. Notify the school administration as soon as possible in the case of an email or mobile
phone number change; these are the main communication method and the emergency
contact tool.

15. Check emails regularly every week. Sign in to the administration office every time
before the class. Check the class folder for school notices before and after the class if
necessary.

16. Deliver school notices to students and their parents promptly.

17. Encourage and welcome any suggestions and comments on improving education,
management, and the environment.
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