步步高中文学习中心教师职责

1、 教师应当认真研究教学规律和教材、教法，努力提高教学质量。在教学活动中要充分体现对学生进行中华传统美德和文化的教育。

2、 教师要严格遵守教师职业道德规范，教书育人，为人师表。教师应当 树立良好的师表形象，仪表端正，语言得体。

3、 教师要及时制定教学计划和教学目标，充分准备好各种教学材料和用品，按照教学计划落实好教学的各个环节。随时做好教学档案和学生档案的整理工作，并及时上交规定的材料。

4、 教师要认真备课和组织教学，教学工作要根据学生特点因材施教，方法灵活，形式多样，努力提高学生的学习兴趣。

5、 教师要合理的设计学生的课后作业，认真批改作业，及时反馈学生的作业情况。组织好学生的期中、期末考试。

6、 教师要主动与学生和学生家长联系，全面了解学生的情况，督促家长配合学校教学检查孩子的学习情况和家庭作业的完成情况。教师要尊重学生和学生家长，关心爱护每一个学生，做学生的良师益友。

7、 教师要有扎实的教学基本功，教授知识做到准确、完整，书写、板书规范、正规，拼音正确无误。教学过程中原则上使用中文简体字，根据需要兼顾繁体字。上课期间要关闭手机等通讯工具。

8、 教师应当提前10分钟到达教室，做好课前准备。教师要管理好所在教室的一切物品，并确保没有学生损坏、搞乱别人的物品。下课后要检查教室的各项设施（桌椅，黑板等）保持、整理或恢复原样后，方可离开教室。

9、 教师如因事请假，要提前两周与学校联系，并事先准备好各种材料（班级情况、教学进度、教学计划等）。如果教师要退出教学工作，要求提前两个月通知学校。

步步高中文学习中心负责对以上各条进行解释。

Step by Step Chinese Learning Center Teacher’s Responsibilities 

1. Teachers should carefully study teaching materials, methods, and work hard to improve the quality of teaching. The traditional Chinese virtues and cultures should be embedded in teaching activities. 
2. Teachers should strictly abide by professional ethics of teachers. Teachers should set great examples for the students, use formal and decent language during the classes.

3. Teachers must plan all teaching programs, set teaching goal, and fully prepare all kinds of teaching materials and supplies, implement the programs according to the teaching plan, prepare student progress reports and submit for filing.

4. Teachers should be well prepared for the classes. Teaching methods should consider the student Chinese ability by applying flexible, diversity style, and try to improve the students interested in studying Chinese.

5. Teachers should select and assign reasonable homework, seriously correct mistakes in student’s homework and timely feedback their progress to parents, organize the students’ mid-term and final exam. 

6. Teachers should take the initiative to contact parents, comprehensive understand the situation of students, urge parents to check student's completion of homework and their study progress. Teachers should respect the students and their parents, take good care of every student, and are their friends.
7. Teachers should have a solid educational background. Explanation should be accurate and complete. Writing and spelling must be correct. Principally teaching will use simplified Chinese characters, traditional Chinese characters will be used as well when necessary. No cell phone allowed during the class. 

8. Teachers should arrive ten minutes before the class starts. Teachers should take care of all the materials in the classroom, and ensure that there are no damaged and displaced items. Teachers should check and keep the classroom the same as before they enter.
9. Teachers must inform the school two weeks in advance when take leave, and prepare well in advance for all teaching materials (Class information, teaching progress, plan, etc.).  Teacher should inform the school two months in advance when quits. 
 
Step by Step Chinese Learning Center is responsible to explain of the above roles.

