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Standard of Daily Routine for Teachers

F % # 2 Daily teaching
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When the preparation bell rings, teachers should arrive
in the designated classroom. Teachers are not allowed to
be late or finish class early, and teachers are not
encouraged to go overtime. No food is allowed in the
classroom, but water, tea, or coffee can be brought into

the classroom;

. FREFHITER £ B A T ASATRIR, (E30 AR E AT

Y8 2T 52 ik B W R R AR SO BV

The school encourages teachers to use multimedia tools
to teach, but teachers should complete the preparation
of the equipment and files before the official start of

class;
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Teachers should take the responsibility of managing the
classroom. Therefore, teachers must ensure that students
do not violate classroom rules. When students exhibit
corresponding behaviors, teachers should promptly remind
them. If students still fail to improve after repeated
reminders, they should be appropriately punished. These
behaviors include sleeping, eating and drinking in class
(drinking water, tea, or coffee is allowed), leaving
their seat without permission or sitting in a bad
posture, talking without permission or making noise,
unauthorized use of electronic products, or anything
else that would interrupt the class;
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Teachers should stand while teaching, and the school
encourages teachers to move around the classroom during

teaching. Considering that teachers have hard daily work,



teachers can sit down and rest during non—teaching time;
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In today's society, the use of electronic devices is
unavoidable, but most students are minors and do not
have enough self-control to avoid distractions caused by
electronic devices. Therefore, to ensure classroom
effectiveness, students are allowed to use electronic
products under the supervision of teachers only under
the following circumstances:
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M1-H1 and Gl students are prohibited from wusing
electronic devices except that only electronic
dictionaries can be used under teacher supervision;
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H2-H4 and G2-A2 students can use electronic devices in
class when the school does not provide paper textbooks

and teacher does not provide printed material, so that



they need electronic devices to get access to class
material, and the teacher must inform the AAO at the
beginning of the semester;
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H2-H4 and G2-A2 students can use electronic devices
when the courses include tasks that students must use
electronic devices to complete in class, such as
computer science, digital art, photography, etc. If
there are any of these situations, teachers need to
specify them in the course syllabus and inform the AAO
when submitting the course syllabus;
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A student who applies for the use of electronic
devices and 1is approved by the subject teacher and
homeroom teacher can use the electronic devices under
the supervision of teachers.
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Students may use electronic devices to:
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Complete classroom tasks assigned by the teacher;
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3) #1841 Look up words;
4) LXK EFEILEER Take notes or drafts;
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After the teacher evaluates that the course content
has been fully mastered, students can study other
subjects.
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Behaviors that are not mentioned above, such as using
social software, browsing the web, watching videos, etc.,
are not allowed.
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It is the obligation of all teachers and students to



keep the classrooms clean and tidy for everyone to use.
Therefore, teachers need to ensure that after using the
classroom, they clean the front table and whiteboard
promptly, instruct students to arrange tables and chairs
neatly, take away personal belongings and garbage, and
clean the desks. The teacher needs to restore the
projector so that it can be used by the next teacher. If
there are no classes afterward, teachers should turn off
the projector.
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The AAO will inspect the daily teaching routine and

adopt certain rewards and punishments accordingly. We hope

all teachers will pay attention to strengthening classroom

management.
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Homework management and Schoolpal information
updates
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Assignments must be completed and submitted in



exercise books, workbooks, or printed materials
unless they have to be submitted in the form of
electronic files (papers, PPTs, programs, etc.);
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M1-H1 teachers should assign homework after each class.

After students submit homework, teachers need to grade

them and upload the scores within 1 working day;
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Teachers should give a brief comment after grading
each assignment, such as “Very Good/Need to improve

»

in...” , and record the grading date;
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When correcting homework, teachers need to mark
mistakes made by students, including errors in steps
and language expressions; at the same time, teachers
are encouraged to mark parts of students' homework

that are well done;
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Teachers of H2-H4 and G2-A2 courses, except music,
physical education, and art subjects, must complete
at least one score update per week, including
classroom performance, attendance, and homework
scores. The frequency of updates for music, physical
education, and art subjects should not be less than
once every two weeks.
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Teachers should give students enough exercises to
ensure learning results. Generally speaking, the
amount of homework in Mathematics and English should
not be less than an average of 30 minutes/day, and
the amount of homework in other subjects should not
be less than 20 minutes/day. The school encourages
teachers to assign various forms of homework, but

must ensure that the completion of these homework can

be checked;
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The AAO and departments will check the homework grading

and score uploading every week.



