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Teachers are expected to learn and understand the CCLA’s mission and educational goals, to follow the
curricula and teaching guidelines of the textbooks selected. Teachers should use interesting and
effective teaching techniques to motivate the students.
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Teachers should continually improve the quality and techniques of their teaching, exchange ideas with
fellow teachers, improve their communication with students and their parents to gain the support and
involvement of the families.
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Teachers are to prepare an annual teaching plan in line with the guidelines of their curriculum.
The annual teaching plan should be submitted to the school administration for approval two
weeks prior to the start of the school year. A parent-meeting should be held within one to
two weeks after the school starts where teachers can communicate their teaching plans,
homework expectations, etc. so that parents can help their children.

4. BITACTF 58— Rea A EATHHR “CCSU B AN o FUMA SRR AP 1L 5 s A (i =
WRIECABR, IR, BOUAL, 5. BUTAMEK LA ESE, RFREREG. SR TR,
THEB KB R
Teachers must read and explain the “CCSU Campus Usage Policy” to students on the first day of each
school year. Teachers are to remind or stop parents and students from using the equipment in the
classrooms such as computers or slide projectors. Teachers are to work with the parents and students to
keep the classrooms clean and tidy. The classrooms must be returned to their original condition after
using.
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Teachers are expected to achieve the following: a) Maintain effective communication with the school
and parents; b) Establish a classroom environment conducive to learning; ¢) Be familiar with the
students’ learning abilities; d) Resolve issues on a timely basis
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Teachers should be in their class 15 minutes before class to make preparations.
Classes should not be dismissed ahead of schedule.
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Teachers should keep a student attendance record and should report to the school administration when
a student becomes late or absent for more than three times. The school will communicate with the
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parents to revolve any issues.
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A parent-meeting should be held at the beginning and end of each semester to keep the parents
informed of the progress of the programs and the students’ academic performance.
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In case of an individual student having difficulty following the class, the teacher is expected to report
this to the school administration. The administration will evaluate the student and determine the level
of the class to which the student will be assigned. Teachers are expected to cooperate fully with the
school in student transfers or additions to make sure that students learn at the most appropriate level.
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Teachers are to notify the school administration two weeks in advance for absences and as soon as
possible in case of emergencies, so that a substitute teacher can be arranged. Teachers should not find
his/her own sub-teacher and not inform the school.
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The school provides training to teachers, evaluates and hires qualified teachers on school-year basis.
The school is entitled to terminate the employment should the teacher is deemed unqualified upon the
school’s evaluation.
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Teachers are expected to actively participate in school organized teacher trainings, seminars and
teacher meetings. The cumulative hours for such activities should be no less than 8 hours during any
school year.
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Teachers should submit a written report to the school administration after the final exams of each
semester. The report should include the students’ exam results, days of absent, days of tardy,
homework assessment, classroom participation and other notes and comments. These reports will
serve as the basis for granting students their graduation certificates.
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The school will provide the textbooks to the teachers. Each teacher must sign out the textbook and
other teaching materials at the beginning of the school year and return of the textbooks and other
teaching materials at the end of the school year. In case of lost textbook and teaching material, or
missing parts of the materials, the teacher will bear the full financial responsibility.
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Teachers will be provided with teaching supplies by the school every year. Should special needs occur
teachers should discuss with the school and parent representatives. No extra fees are to be collected
from students.
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The school arranges school-wide activities for certain holidays. Teachers are expected to participate
and make suggestions to make such activities more fun and meaningful.
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Teacher’s wishing to continue teaching in the next school year should notify the school six weeks
before the end of the school year, or as soon as possible if there are unexpected changes to their

situation.
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Teachers engaged in private businesses are not permitted to promote their own business.
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A teacher, in general, is not advised to teach his/her own child(ren) in his/her class. Exceptions can be
made upon approval from the CCLA principal with the following guidelines: (1) The teacher’s child
will be treated equally as other students; (2) The teacher’s child will not have any negative impact on

the teacher’s teaching.
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