成都市泡桐树小学（天府校区）外教管理制度

   为了维护外教课的正常教学秩序，维护学生正常学习秩序，培养学生积极健康的英语学习态度，同时也秉承互相尊重、互相帮助的原则，规范外教的行为，特制定本外教管理制度。

In the spirit of encouraging efficient classroom teaching and learning, foreign teachers should abide by the rules as below:
尊重助教，有任何问题及时与助教沟通。

Respect Chinese teachers, communicate if encountered any problems.

外教提前到岗，不迟到，不早退。

Arrive early, do not be late or leave early.

每学期初，外教应认真制定本学期教学计划，并与助教沟通教学课程。

Have lesson plans ready before each semester. Communicate with the Chinese teachers about the lesson plans. Communicate with the Chinese teachers if encountered any problems.

每次课前外教应与助教沟通、协调教学相关内容，提前备好每节课教案，并提前和助教确认本节课助教的任务。
Communicate with the Chinese teachers before each class. Prepare lesson plans with the Chinese teachers and discuss teaching contents. Communicate with the Chinese teachers if needed any help.

外教应提前做好上课准备，提前准备好自己所需教学用具，如拷贝自己的课件、打开上课所需网站资源等，如需助教帮忙，请提前与助教沟通.

Prepare the classrooms together before class begins. (Copy the learning materials on to the computer before class begins.)
本着关爱每个孩子的原则，在课堂上不得有过激的言行，不得体罚学生。

Love every student, do not yell or physically touch any students.

外教应积极参与学校和英语组的开展的与英语有关的活动，并给予帮助。

Foreign teachers should help and participate in English-related activities.

如请假，需提前一天告知助教，并与学校沟通上报给教师发展中心。

Notify Teachers’ Development Center and the Chinese teachers in advance when taking leaves. Keep all parties informed.
