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Foreign Teachers’ Working Management Regulations of Suzhou
University of Science and Technology
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Foreign teachers in the employment period are members of the
teaching team of each school. They should comply with the rules and
regulations of the School. Each school should designate a person (that is,
liaison of foreign teachers) to take the responsibility of coordination and
communication with foreign teachers. The teaching task of foreign teachers
is arranged and coordinated by the School.

2. BRI HRFESF, NTFHI 0 EWEN M T EZR
ERAFERFAE R, HHAZTITEEF AT, FHEHFEH LT
ERHFERIAT; REFHEZEME, RRAZSTHFHEHNTF
EERX,

After receiving the teaching task, the foreign teachers shall submit the
teaching syllabus with the approval of liaison in two weeks after the start of
the semester. Teaching activities of the semester should be strictly in
accordance with the teaching syllabus; without the approval of the liaison,
teaching content and teaching progress should not be changed.
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The textbooks used by foreign teachers are designated or approved by
the liaison with the advice of the foreign teachers. If necessary, the liaison
will take part in the designation of textbooks.
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The school foreign teacher works in is responsible for calculating the
number of teaching hours and the exceeding work load of foreign teachers.
Foreign teachers should complete the contract of the assigned number of
teaching hours. Apart from that, foreign teachers should take the
responsibility of other teaching arrangements (such as second-classroom
activities, paper work, essay guiding, guiding students with extracurricular
activities, etc.) agreed by both.
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Except the teaching workload, foreign teachers shall provide due
assistance to the student activities and English contests (e.g., participate in
and deliver a speech in ceremonies and evening parties of various kind,
hold the post of judges and honored guests in English contests of various
kind, host English corner and English learning lectures, provide assistance
to students with the intention of studying abroad).
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Foreign teachers should be strict with the students and take the
students’ feedback into account. Meanwhile, foreign teachers should do the
preparation, teaching, homework and something job relevant to the
teaching. More seriously should the foreign teachers deal with the paper
work, including the paper proposition, marking, final grading, assessment
abiding all the rules and regulations of the university.
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Foreign teachers should strictly abide by the University Calendar and
holiday schedule. Before the holiday, the marking/rating and analyzing
work of the relevant course should be completed and confirmed by the
liaison.

If the foreign teachers are unable to go to school for some reason, they
should apply for the day off in advance. Foreign teachers should apply to
the liaison in advance if they ask for one-day off, apply to the dean of
studies in advance if ask for days off within a week; apply to the
International Office after getting special permit from dean of department if
ask for days off over a week. Please make up for the time of your absence
in the period of leave. If you need to ask for another substitute, you must
apply in advance to the foreign teacher liaison.
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Foreign teachers should not spread their political or religious opinions
or carry out any irrelevant activities to the students.
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An annual appraisal will be conducted at the end of each year jointly
by the International Office and the school foreign teacher works in. Failure
in the appraisal will terminate the process of the renewal of contract
between the university and the foreign teacher.
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If anything not mentioned in the regulation happened, please negotiate
with the academic liaison, the School or International Office in person.
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