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Huaxia Edison Chinese School Teacher’s Duties

Take full charge of safety, study, discipline, and any other activities of all students in the
classroom. School Administration and Parent Council will fully support a teacher’s work.

Teach with patience and love, and make best efforts to teach and guide students, care
students, and nurture students’ learning interest and love of Chinese culture.

Diligently plan curriculum, prepare classroom teaching materials, grade students’
homework, test students’ achievements, and take responsibility to improve teaching
guality. Organize and help students to participate in various school activities.

Accurately check and verify class rosters of registered students. If any discrepancies
are found, please report to School Administration. Acceptance of transfer students or
unregistered students without School permission is strictly prohibited.

Enter the classroom at least five (5) minutes before class, and be the last to leave the
classroom. Help keep the desks, chairs and other items in the rented classroom tidy
and in good shape and order. If cannot teach class due to special circumstances,
please ask for leave one week in advance in order for the School to arrange a
substitute teacher.

For the semester midterm and final exams, provide the Academic Dean two (2) weeks
in advance with draft exams as well as the contents that students should have grasped,
so that the School will review and approve, as well as uniformly coordinate student
exams.

Discipline rules are a predicate to ensure students’ learning. Teachers are advised to
control the classroom order, foster rigorous learning culture, and prevent the studying
environment from any interferences or disturbances.

Based on actual situations, organize and contact class parent representatives to jointly
maintain classroom discipline and order, organize student activities, create class
contact list, and strengthen communications with parents.

Diligently prepare for parent-teacher conferences, which are held once each semester,
present detailed teaching progress of the class, carefully listen to opinions and
suggestions of parents, and keep good communications with parents.

Before each class, must sign in, review teachers’ folders, and make efforts to complete
every task assigned by the School.

Actively participate in teachers’ meetings and teaching exchange and discussion
activities organized by the School, including the Annual Teachers’ Conference
organized by the Huaxia Chinese School Headquarter, the Semester Teachers’
Conference organized by the Edison branch, as well as open classes, class auditions,
and other activities.



