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Classroom teaching
· No absence or tardiness without legitimate reasons.
Change of class schedule
· Let the coordinator teacher know in advance because he/she needs to inform the Academic Office of the change in time;
· Do not put two classes of students into one class session unless prescheduled through the official channel.

Pedagogical activities/meetings

· Attend the training before the first semester starts;
· Participate in pedagogical meetings when scheduled;

· Submit the course syllabus in the second week from the beginning of the semester;

· Collect students’ feedback on the course through the semester to meet their needs;

· Contact the coordinator teacher on any issues related to teaching whenever necessary.

Final exams

· Make exam papers following the school’s required format and turn them in before the deadline;

· Exam questions should reflect students’ learning achievements with respect to the course objectives;

· Submit grade reports following the school’s requirements and before the deadline.

Course criteria for evaluating students

· Consult the Department Chair, coordinate teacher, or other teachers who have taught the same course about the course criteria.

* This is a draft only. Amendments and changes are inevitable.





