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Guidelines for Teaching ang Learning Activities

at Confucius Institute Star School, the University of Sheffield

1. Through registration, parents have given permission to the Confucius Institute at the University of
Sheffield to use their child's video, audio and personal information necessary for the teaching and learning

activities.

2. The three teaching modes of face-to-face, blended and online teaching will be implemented from
September 2022. All lessons will be delivered using online teaching mode, i.e. using the University's Google
Meet or Zoom for the presentation of teaching resources, online communications via video and audio, and
face-to-face communications within the classroom, carrying out both offline and online interactive activities

simultaneously.

3. All courses are taught in real time. Teacher logs on to the teaching platform using a desktop computer
inside the university seminar room and at the same time, joins as a 'virtual student' (audio is switched off
throughout) using a laptop. The teacher uses an external camera to show all the children in the classroom,

while all the children participating in the online lessons have their webcam and audio turned on throughout.

4. The teacher uses both the desktop and laptop for classroom management and control, allowing for real-
time observations, instant interactions, and prompt feedback, creating an interactive classroom atmosphere

and a united community.

5. Any class is firstly managed by WeChat Group, occasionally by WhatsApp Group. The teacher in charge of
the class is the Group Leader. The teacher's nickname in the group should be: " full name" + teacher. The
group name should be: " class name" + teacher's name. Parents should change the nickname in the group

as: child's full name (Chinese name, English name) + class period time.

6. The school shares an ever-updating Registration File with all the teachers. Teachers are required to
produce their own class attendance sheets based on actual attendance. The attendance sheet also records
information from the Registration File, such as fees paid, F2F/Online when registered, home postcode,
emergency contact number, email, WeChat, special information about the child, etc. The teacher will record

the actual weekly attendance of the children (F2F or Online). The Attendance Sheet is strictly confidential.
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7. All children living in Sheffield should attend face-to-face lessons. The link to the lesson announced by the
teacher should be restricted to students outside the Sheffield area and cannot be forwarded on and shared

with others.

8. Teachers and parents will ensure that lesson’s room is well-lit, tidy and quiet, tables and chairs are
comfortable. Textbooks and stationeries should be laid out and ready to use. Teachers should always dress

formally and smartly, while the children are dressed appropriately, neatly and tidy.

9. Teacher should arrive at least 10 minutes early to ensure the classroom layout. If the tables and chairs are
moved around, they need to be restored to their original state after the lesson. The teacher should log on
to the online classroom at least 5 minutes early, and to allow children attending the online class to enter on
time. Parents/children should copy and paste the class link into Chrome or Safari, or go to Zoom.us, enter

the Meeting ID and Passcode, then wait patiently in Waiting Room for the teacher to admit in.

10. Use the child's real name to enter the online classroom (enter the child’s real name when entering online

lessons).

11. Turn on webcam and microphone. The teacher takes attendance registers and to ensure online safety,

no outsiders, no intruders. Webcam is kept on throughout the whole session.

12. Parents need to actively cooperate with the online class at home. Parents can sit together with their child
but stay quiet, or they can wait outside the room. It is the sole responsibility of the parents to care for and

ensure safety of their children during break time. (All underage children must not be left alone at home.)

13. Only the teacher can record lessons. Recorded files must be deleted after maximum six months. They
are only to be used for the teacher's own reflection about their teaching, and for enquiries by the Confucius
Institute at the University of Sheffield about incidents that have occurred. Under no circumstances the

recorded lessons can be circulated in anyway.



14. No one else is allowed to record part or whole session, to take screenshots, to take photos, or to copy
personal information from the screen. If any of the information were taken, circulated or published, it would
be serious breach of GDPR and Information Security. All the individuals concerned will take full

responsibilities for any damages and consequences caused.

15. It is recommended that teachers in each class use a platform ClassDoJo to manage, submit/collect,
correct/feedback homework. Each week, teachers will give homework, which is initially sent to the
corresponding WeChat Groups, then to ClassDojo. Please parents can help supervise their children to

complete homework on time.

16. The teacher may use other platforms to support the teaching and learning, such as Padlet, Kahoot,
Quizlet. The teacher will inform everyone in advance. Please parents can help their children to prepare a

second device (a mobile phone or iPad/Tablet) and to download the corresponding App.

17. In order to ensure that the teaching is streamlined, coherent and systematic, and to integrate the
collective wisdom of the teachers, the school has divided the teachers into different Teaching Groups. The
teachers within the groups will share their existing teaching resources, subsequently, they will work together
and set strategies and best practices that are discussed and will be used by all teachers within the team. The
teachers will jointly develop a Scheme of Work, including the course syllabus, pace of the teaching,

extracurricular materials and resources. See Teaching Groups for details.

18. All other policies and regulations at the Star School are all applicable to the teaching and learning
activities. The Star School promotes the principles of equality, diversity and inclusion. The Star School follows
fundamental rules of mutual respect, understanding and cooperation, courage and innovation. The Star

School ultimately aim for Global Citizenship Education.



