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Code of Conduct for Teachers
Amended December 2023

All teachers of Pittsburgh Chinese School (PCS) shall:

1.

2.
3.

2

10.

11.

Maintain high moral standard and good behavior, act as a role model for others, abide by
rules and regulations of PCS, and respect the rights of students and parents.

Follow PCS’s arrangement, formulate a detailed syllabus, and prepare lessons carefully.
For a teacher of a class, send the syllabus to students in the class in the first week of the
semester, and submit it to the provost before the fourth week of the semester for records.
The syllabus should include the following: the course summary and goals; the contents,
methods, textbooks and other auxiliary materials; evaluation method and standards; and
requirements and expectation for students.

Dedicate to teaching and be responsible, encourage and guide students to ask questions,
answer students' questions patiently, and communicate with parents and students in a
timely manner for any issues and concerns.

Understand students’ interests and language skills, fully consider psychological and
learning characteristics of students who grow up in the United States, and integrate the
American education style and the essence of Chinese education according to the
requirements of different ages to motivate students for learning Chinese.

Review students' homework and exam papers promptly, and fairly evaluate the students'
learning status according to established methods and standards; at the end of the semester,
provide each student with an evaluation report and submit a class summary report card to
PCS for records.

For a teacher of a class, be responsible for accurately recording the attendance of students,
and not accept any unregistered or transferred student without PCS’s approval.
Participate and attend all PCS activities including teachers’ meetings.

Before class and during recess, remind students to: abide by PCS rules and regulations,
pay attention to personal safety, not use items in the classroom without approval, not eat
or drink in the classroom (direct students to the cafeteria to eat or drink), and not damage
any property of the rental venue; at the end of the class, clean up the classroom with
students, return items to their original places, and keep blackboards, tabletops and floors
clean; complete classroom inspection according to PCS’s self-inspection and mutual
inspection regulations and fill in relevant forms (e.g., Addendum 1) as required.

During class, turn the cell phone into the silent or vibrate mode, or turn off the cell phone;
not use any electronic device unrelated to teaching activity; not perform any activities
unrelated to teaching, such as any business, political and religious activity for the teacher,
or any other individual or organization.

Be responsible for own transportation and arrive at the classroom 15 minutes before the
class to prepare; must not be late or leave early; for any special circumstance or
emergency, must inform PCS timely so that PCS can take remedial measures in time.
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12. Notify PCS at least two weeks before any personal absence, so that PCS can have
sufficient time to find a substitute teacher.

13. Notify PCS at least one month before resigning from the job, so that PCS can recruit a
replacement in time.

14. Notify PCS timely for change of email or mobile phone number.

15. Check emails regularly every week, read all attachments carefully, and obtain school
information in a timely manner; after arriving at school, before going to class, first sign in
at the school office, check the mailbox folder, and check the relevant notices and
materials of the school; if there is a new notice, must go to the school office again to
check the mailbox folder before leaving school to get the new information in time.

16. Deliver school notices to students and their parents promptly.

17. Actively make suggestions and comments to PCS for improving teaching, management
and class environment.

18. Not disclose any confidential information without written authorization of the Principal,
or intentionally make false or misleading claims about any other teachers, any school
staff, Board members, students, parents or guardians. Confidential information includes
non-public information that is designated as confidential or should reasonably be
understood as confidential.

19. Not derive any improper personal profit or gain, directly or indirectly, by reason of his or
her service as a teacher. Teachers shall disclose, at the earliest opportunity, to the
Principal personal or professional relationships with any company or individual who has
or is seeking a business relationship with the Pittsburgh Chinese School that may result in
a conflict of interest.

20. Show respect and courteous conduct toward other teachers, school staff, Board members,
students, parents or legal guardians of students; not disrespect, provoke, conduct personal
attacks, abuse or insult other teachers, school staff, Board members, students, parents or
legal guardians of students in verbal, written, electronic communication or social media
(including WeChat).

21. Not discriminate or harass based on race, color, religious belief, gender, sexual
orientation, nationality, age or disability.

Disciplinary Actions

If a teacher violates this Code of Conduct, PCS has the right to take the following disciplinary
actions according to the specific circumstances:

» Informal Disciplinary Action:
o Verbal warning
» Formal Disciplinary Action:
o Written warning and request for correction, including but not limited to, request to
stop violating the Code, to take appropriate action to remedy the impact of the
violation, to take appropriate action to remedy loss or harm to others or PCS.
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o Reduction of bonus
o Temporary suspension without pay
o Termination of teacher’s contract.

The Principal or Vice Principal has the discretion to give verbal warnings to teachers who violate
the Code of Conduct. The Principal or Vice Principal may request the Board of Directors to
initiate or the Board of Directors may initiate at its own discretion a formal disciplinary process,
in the event of repeated violations, serious violations, refusal or failure to comply with relevant
requirements of a written warning, or violation of any of Articles 18-21 of this Code of Conduct.

After the formal disciplinary process has been initiated, the Principal or Vice Principal shall
submit a report to the Board of Directors regarding the specific violations of the Code of
Conduct and recommend an appropriate formal disciplinary action. The Board of Directors may,
at its discretion, give the teacher who violate the Code of Conduct an opportunity to respond
within a reasonable time period, and can consider the report of the Principal or Vice Principal
and the teacher's response to determine an appropriate formal disciplinary action. If the teacher
refuses or fails to respond in a timely manner, the Board may determine the appropriate formal
disciplinary action based on the Principal or Vice Principal's report.

This Code supersedes all prior relevant regulations. PCS Board of Directors has the right to make
final interpretation, modify or update this Code.

Revision History

e September 2022: The Board of Directors has passed a resolution to revise the Teachers
Rules into the Interim Code of Conduct for Teachers by mainly adding Articles 18-21
and provisions on disciplinary actions.

e October 2022: The Board of Directors has passed a resolution to formally promulgate the
Interim Code of Conduct for Teachers revised in September as PCS’s Code of Conduct
for Teachers.

e November 2023: The Board of Directors has passed a resolution to add the
Classroom/Class Area Self-inspection and Mutual Inspection Form to the PCS’s Code of
Conduct for Teachers.
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Addendum 1

PCS Classroom/Class Area Self-inspection and Mutual Inspection Form

Teacher Name Classroom Date

Classroom Self-inspection

1. Before class:
1) Take photos of the classroom (classroom number, take photos from all directions or
panoramic photos in the center of the classroom)
2) Set up yellow line isolation areas in classrooms
2. During class: Please do not use any high school equipment (projectors, whiteboards,
blackboards)
3. After class:

Blackboards, whiteboards, projectors, and electronic screens remain their original
conditions

Windows are closed and curtains restored

Desktop is tidy and books and other items are neatly placed

Tables and chairs are restored to their original positions and arranged neatly

Floor is clean

Trash cans are emptied

~N OO WIN |-

Take photos of the classroom after cleaning

e Please upload the photos to: lease@pittsburgh-chinese-school.org
e Teachers must keep the photos for record for at least one week

Classroom Mutual Inspection

Class Mutual Inspection

Blackboards, whiteboards, projectors, and electronic screens

Windows are closed

Desktop is tidy and books and other items are neatly placed

Tables and chairs are arranged neatly

Floor is clean

OO WIN (-

Trash cans are emptied
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