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Chang Cheng Chinese School

TEACHER’S RESPONSIBILITIES

e Prepare Teaching Plan for the assigned class

e Prepare Class Schedule per CCCS’s calendar

e Submit Teaching Plan and Class Schedule to Principal and Administration

e Present Teaching Plan and Class Schedule in the first day of the semester

e Teach class in bilingual Mandarin and English

e Be in the classroom at least 5 minutes prior to the start time

e Prepare and assign students’ homework per Text book

e Correct, grade, and record students’ homework

e Grade and record students’ tests (one quiz per lesson) and exams (midterm and final).

e Update and develop class supplemental materials

e Submit students’ records to Principal and Administration

e Send Student Grade Report to students and parents at end the semester

e Conduct parents/teacher conference once a semester

e Send a copy of midterm and final exams to Principal and Administration at the end of
each semester

e Make recommendations to Principal and Administration on Student’s grade advancement
at the end of a school year

e Attend teacher conferences called by Principal and Administration

e Report to Principal and Administration at least one week advance if a substitute teacher is
needed

e Establish class parents email group and Wechat group

e Work with class parents on other School’s activities such as New Year Party, Picnics,
students extracurricular competitions, etc.

e Attend internal and external workshops

e Maintain classroom order and safety

e Immediately report any abnormal classroom incidents to Principal and Administration
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