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English First Shijlazhuang

REZABTAXE

A rapidly growing city offering the real Chinese experience
where you can develop both personally and professionally.
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At EF Shijiazhuang, we are looking for motivated, professional, and open-minded people who want to make a
difference. People who have worked for EF Shijiazhuang have gone on to work at other EF centers around the
world, moved up to management positions in EF Shijiazhuang and all over China, and gone on to work at our
head office in Shanghai. There are definitely career opportunities for ambitious people in our organization.

Our school offers our teachers a complete employment package:

e Flight allowance to and from China

e Provided housing

* Monthly transportation allowance

e Yearly teaching qualifications provided by the University of Cambridge
* 10 days of paid leave + Chinese National Holidays

 Health Insurance

¢ Free weekly Chinese lessons

* Ongoing classroom based professional development

e Induction teacher training program

* Sponsored Z (working] visa
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Our Schools
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School 1/ Chang An School,

Director of Studies: Thomas Plaskitt

Based in the heart of the city the Changan school has over
1000 students and 14 teachers. A bustling school with a
great environment, each class contains an Interactive white
board and teaches all ages from 3 year olds to 50 year olds.
It continues to be a great success story in Shijiazhuang with
a strong name for itself. The school is close to museums,
shopping centres and the best restaurants in the city.

School 2 / West School

Director of Studies: Marco Mizrahi

In November of 2007, EF Shijiazhuang opened the West
School. The School was fully renovated in October 2010 and
it features the latest technology and methodologies devel-
oped by EF for their schools worldwide. With over 800 stu-
dents and 10 teachers the West School has grown at a rapid
rate and is a great addition to EF Shijiazhuang.

School 3 /Y uHua School

Director of Studies: Huw Davies

Due to the enormous success of both the Changan and
West School, EF Shijiazhuang have opened a third school.
Opened in June 2012, the school boasts the most modern
technology of all the schools, Interactive white boards, a
chef station, Life Club zone and many more technological
features. The school itself is housed in a complex built sole-
ly for children.




Our Courses
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3-6 years old
Small Stars follows the life of Roddy (EF’'s mascot) and his four animal friends in their magical world. Stu-
dents sing songs, learn dances and get to watch short videos as well as practicing their oral English.

7-9 years old

High Flyers classes follow Roddy, his friends and his family and their everyday lives, students have chances
to practice their oral English, while also reading, completing listening activities and playing games in these
engaging and fun classes.

10-14 years old
A plot based book, new Trailblazers follows 5 characters fighting an alien rebellion, each class is packed full
of amazing videos, great communicative activities and a stylist textbook for the students to use.
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A newly launched course, Frontrunner is aimed at our teenage students, the course includes BBC videos,
engaging materials and topics while always improving the students 4 skills.
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Have a look around our schools...
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Teacher’s office ™ Classroom




Our Apartments
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Each apartment is shared between two or three teachers and has a shared living room, kitchen, bal-
cony, internet, a TV, phone, water dispenser, heating and showers, some apartments have en-suite
bathrooms although this cannot be guaranteed.

All of the apartments are inside a large apartment complex which have guards on all the entrances
ensuring that each complex is a safe place to live. Restaurants, supermarkets and convenience
stores are all extremely close and are open around around the clock.

Lastly, the school has a dedicated logistics department, if your apartment ever needs anything, they
are just a phone call away and try to solve all problems as fast as they can.
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The city of Shijiazhuang is the provincial capital of Hebei located 170 miles (2 hours by train) southwest of
Beijing with a population of around 10 million people.

Shijiazhuang is a modern and vibrant city offering foreigners the real Chinese experience as the city only has
but a few foreigners. The Metropolitan area is rapidly growing with lots of skyscrapers, parks and malls while
the surrounding area offers mountains, buddhist temples and fabulous scenery.

Shijiazhuang is in the heart of northern China and if you work at English First Shijiazhuang you will be able
to visit Beijing, Xian, Qingdao, the ancient walled city of Pingyao and the sacred Tai mountain all on your days
off, through a short and cheap train journey.

Shijiazhuang also offers an excellent opportunity to learn Mandarin, most people will speak to you in Manda-
rin, so if you want to learn another language or improve your Mandarin Shijiazhuang is the place for you.




Living In Shijiazhuang
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Cost of Living
For the more frugal minded, you will be pleased to know the cost of living in Shijiazhuang is incredibly low
compared to other parts of the country, especially when compared to other cities in China Fresh produce is

cheap to buy from street markets and if you'd rather eat at a restaurant than cook at home, there are restau-
rants all over the city which are very reasonably priced.

Nightlife

There are several bars and pubs in the city and many dance clubs.Shijiazhuang has several 24 hour restau-
rants in the city and one of the best parts of the summer is the street restaurants all over the city. People set
up barbeque pits along the streets and you can sit and eat and drink late into the evening. Shijiazhuang also
has several beer gardens throughout the summer.

Shopping

Recently, several new shopping malls have opened in Shijiazhuang which have excellent supermarkets and
other western stores, such as Wal-Mart, H&M, Starbucks, and several others. If you want a truly unique ex-
perience, there are also several street markets in the city.

Transport

Shijiazhuang is a hub of transportation making it an ideal location for people interested in traveling

around the country. There are two train stations in the city and the tickets are easy to buy, reasonably priced,
and the trains are very comfortable. You can take the fast train for a speedy journey, or you can travel by
sleeper train for a more relaxed trip. And, if you would rather fly to far away destinations, 40 minutes outside

of the city is Zhengding International Airport.




Around Shijlazhuang

I H

Just a few kilometres outside of Shijiazhuang are many beautiful day trips by bus (or by bike if you're
healthy), some of the more famous places for you to look into are...

Mount Cangyan (pictured below - featured in the movie Crouching tiger, hidden dragon)
Zhengding town (with many ancient temples)

Baoduzhai (a small mountain)

Zhaozhougiao (China’s oldest stone bridge)

Shijiazhuang Zoo (see some Tigers and Pandas)

...and many more mountains taking you to small temples and hidden little treasures.




Shijlazhuang’s History
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In 2007, Shijiazhuang began its “3 years of Change” Plan, attracting domestic and foreign investment, the city
has managed in 3 years to give the city a “face-lift” with new parks, new roads, Natural Gas fueled buses,
High-speed bullet trains, less traffic, hundreds of new businesses and tremendous reduction of pollution
while experiencing lots of blue sky-days and a more relaxed and friendly style of life so characteristic of
Shijiazhuang! During the 2000s Shijiazhuang experienced a re-birth becoming one of China’s most modern,
cleaner and greener cities, following the example of Dalian in Liaoliang Province, Northeast China.

During the 1950s, Shijiazhuang was named Capital of Hebei Province (Baoding held this title for centuries, so,
today there is a friendly rivalry between the two cities). During the decades that ensued, Shijiazhuang expe-
rienced tremendous growth with Pharmaceutical and Chemical plants setting up in and around the city, but
this also brought about a great deal of pollution.

During the revolution years and the Japanese invasion, Shijiazhuang was a stronghold for the National Forces
and in 1947 the city was liberated as the Red Army took over the city, it was the second one to be liberated
after Harbin earlier the same year. A few kilometers away from Shijiazhuang, Mao Zedong planned the libera-
tion of Beijing which led to the foundation of the People’s Republic on October 1st. 1949.

Shimen was a small village, a small community of farmers, not much else. In the 1920s, as the railroad infra-
structure boomed in China, Shimen was the first stop on the Beijing-Guangzhou line, connecting two major
cities in the country, business began to bloom and more and more people settled in. The village developed
into a city which was renamed “Shijiazhuang” or “Stone Village”.




Why our schools?
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Our teachers benefit from:

Competitive salaries

Airfare (to and from China)

Shared fully furnished apartments are rent free
Personalized Professional Development plan
Career opportunities, professional growth

A fun and relaxed atmosphere

A great deal of support

State of the art schools, using the latest technology and teaching methods
A safe, clean and modern city to live in

Paid for TKT test

Mandarin lessons every week

A true Chinese experience

To work for one of the best companies in the industry!




Contracts & Policies
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This appendix includes the following documents:

Full Time Teacher Contract

Full Time Teacher Job Description
Accomodation Policy
Confidentiality policy

Code of Conduct

Disciplinary procedure

Flight policy

Termination policy




Teacher Employment Contract 2012

(1)_Shijiazhuang EF Language Teaching Center (herein after referred to as the “Employer")
Authorized Representative:
And

(2) (Name), (hereinafter referred to as the " Employee")
Nationality: .

Permanent contact address:
Permanent contact telephone number:
ID Number:

Date of Birth:

Whereas:

1. The Employer has entered into the franchise agreement with EF Business Consulting (Shanghai) Company
(EF English First) for the establishment of an English language-teaching center under the EF English First
system.

2. The Employer agrees to recruit the Employee subject to the terms and conditions as set out below and
agrees to provide the Employee with proper remuneration according to this Contract.

3. The Employee agrees to be recruited by the Employer and is willing to work diligently and faithfully for the
Employer, with a purpose of enhancing the development and protecting the interests of EF English First and
the Employer. The Employee is confident that he/she can undertake these duties in the best interests of the
Employer without causing harm to EF English First and the Employer and without creating any conflicts with
his/her conditions of employment and financial remuneration.

In accordance with relevant PRC regulations and laws, adhering to the principles of equality, both parties
hereby voluntarily agree as follows after friendly consultation:

Article 1: Term

1.1 The term of this Contract shall be ____months, commencing from_, and expiring on . During
the term of this Contract, the probationary period shall be three months, commencing from and
expiring on .

1.2 This Contract may be renewed for a term of one year if both parties agree.

Article 2: Position
2.1 The Employee shall serve as Teacher.
2.2 The working location is __Shijiazhuang (city).

The parties have read, understood and agree to abide by the Job description, Code of Conduct, Accommodation
Policy, Flight Policy, Disciplinary Policy, Termination Policy, Confidentiality Policy and Insurance terms as
attached. These attachments form part of this Contract.

Article 3: Working Days, Hours and Timetabling

3.1 The Employee will be required to work five days a week from Monday to Sunday during the non-peak season
and to work six days a week from Monday to Sunday during the peak season. June through August and
January through February will be regarded as the peak season.

3.2 The Employee’s working hours may be scheduled between 07:30 to 22:30 from Monday to Sunday.

3.3 The Employee will be required to work up to 40 hours per week “working hours” in both the peak and non-
peak seasons. If the employer requires the employee to work more than 40 real hours in one week
regardless of the monthly average teaching hour, the employer should obtain the agreement from
the employee and pay the employee overtime at the agreed rate (It does not include the
reasonable schedule adjustments due to National Holidays or special center events).

3.4 The employee will require a reasonable amount of time for class preparation and course-related
administrative duties, i.e. 1 ACH preparation for each 3-ACH lesson.

3.5 During the non-peak season, within the working hours, up to 87 hours per month (20 hours per week) shall
be contact teaching hours. Any contact teaching hour above 87 hours per month shall be subject to the
mutual agreement of the Employee and the Employer and subject to overtime compensation as set forth in
Clause 4.2.

3.6 During the peak season, within the working hours, up to 113 hours per month (26 hours per week) shall be
contact teaching hours. Any contact teaching hour beyond 113 hours per month shall be subject to the
mutual agreement of the Employee and the Employer and subject to overtime compensation as set forth in
Clause 4.2.

3.7 Contact teaching hour in this contract refers to classroom teaching and life club as part of Real English™.

3.8 In the remaining working hours, in addition to lesson planning and course-related administrative duties, the
Employee may be required to perform other reasonable duties as instructed by the Employer, including, but
not limited to, interviewing students for placement testing, developing materials and participating in marketing
activities. All these duties shall be planned within the 40 “Working hours” per week

Teacher Employment Contract 2012 1/3



3.9 As part of the contact teaching howrs, the Employee may be required to teach s0me off-siie COWESS OF b0
substitute for unscheduled absences of other teachers.

3.10 The Employer shall inform e Employee of any cancellaion or delay of classes 24 hours before the class 15
scheduied.

3.11For the purpose of this Contract, one hour equals 1o 60 minutes and one ACH equals tp 40 minutes.

article 4: Remunaration

41 Salary will be pald accondng o the Soliowing scale Probation Period [1 —:"mﬂn - Start date Mrough
80th day employment - monthiy salary of 5.000RME (net); Secondary Period (4™ — 12" month) - 915t day to
355" day of employment: Monthly salary of £000RMB(net). In addiion, the Empiloyes may have the right o
0% Increase of salary If hefshe exiends the comtract for 12 months aer e sucoessiul compistion of tis
contract or accomding to the Employers vald bonus scheme, If any.

42 4.2 For each contact teaching hour over 87 (non-peak season) and 113 [peak season) per calendar month,
the Empioyee shall be paid at a negotiated rate of RMB__80  {Gross) per hour as overime compensation In
Ine with the market average. Such payment ks calcuiated per calendar month (from the 1 — fnal day of the
meanth regardiass Of the payment paniod or the payment day). In the case of pubilc holldays or paid vacation
failing In tha monthly pay pesiod, montly contact teaching hours will ke calculated pro rata.

4.3 The Empioyer shall pay the Employee’s salary on e _25th __ day of each month.  Payment of overtime-
contact hows is paid on the __15th day of each Tolowing month. If the date of such payment falls on a
non-business g3y (weekends), It shall be advanced to 3 business day (Friday). If the date of such payment
falls on a national hollday, i shall be advanced to the: |ast working day before the holldays, acconsing to local
gowvamnmment directives.

4.4 On producion of legaly reguired receipts, the Employer shall bear ail authorized expenses Incurmed by the
Empioyes, Including, but not imied to, ravel and accommaodation costs for of-6Re feaching programs.

4.5 Any unauthorzed leave shal be counted as unpald leave deducted from salary and wil be penalzed by
discipiinary measurss.

Arthcls 5. Flights Fiease refer to the Fighis Policy in e EF Engillsh First Company documents.
Article 6. Housing
The Employer offers Me following opbons. Please Indicate the Employess cholce: A Please referto

tha Accommodation policy and guidelines document In the EF English First Company Gocuments.
A: The Employese requests to be proviged with shared accommodation by e Empioyer with conditions a5 set
forih In the atiachment. OR B: The Employes wishes o be responsibie for finding and confracting his/her own
accommotation In the city where the Empioyer ks iocated.

Article 7. iInsurancs:
The Employer will buy Efka Trawel Insurance to cower he Employee for the medcal and accident InsUrance
purpoGes. For detalls refer io the atached EF English First Teachers Insurance Basic [Poilcy Mo.903.200 wws)

Arficle & Holliays
8.1 Public Holldays
The Employae Wil recaive: the following public holidays Should they occur during Me Contract
New Year (1™ January) One (1) day Chinese Lunar New Year {Januany'February) three [3) days
Tomb Sweeping Day (Apel) one (1) a3y Dragon Boat Festival  (June) one (1) day
Labor Day (1% May), one (1) day Mig-Autumn Festival {September’ Oclober) one (1) day

National Hoilday (1* Cetober), tree (3) days
Chaistmas day (25" December), one (1) day
The Empioyee is entitied to 12 days as pubiic holldays In one year.
I the Empiloyee’s scheduled day(s) off Tl on a3 public holiday he Employee wil be enttied to e equivalent
number of days holiday In lleu. These leu days will be subject to approval under the same condions as paild
holiday. The empiloyer may alocale hese days io MMerent days I it will benest the staffand the school.

5.2 Paid holitay
Further to the above, the Empioyee ks enfitied o ten (10) woeking days (2 working weeks) pakd hollday per
fll year contract. In the case that e contract term |s kess han 12 months, the pald holiday will be pro rEta.
Holiday may not be taken during the probation period or in the peak seasons. | January through February or
In the months of June through August).
Three weeks nodice In wiiting shall be given o the Director of Studies stating the Employee’s request to take
leave and shall be subject o the Direcior of Studies’ approval. Teachers whi need 10 take emengency leave,
may not be subject i three weeks prior nolice, but shall obtain prior approval from the Cenber Manager.
It alther party ferminates the contract for any reason, the pald hodday shal be caiculabed pro rata based on
the length of the Confract completed. I Sie number of days pald hollday tEken prior o the termination
exceeds the pro rata number, e Empioyes agress 10 repay the salany for the excess days.

8.3 Any unauthorzed leave shall be counted 3s unpald leave deducted from salary and wil be penalzed by
discipiinary measurss.
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Erticle 5. Slck Leavs
9.1 The Employee shal notfy, and seek approval for, slck leave from the Director of Stumles or hisher deputy
In the event of sickness. All sick leaves mest be supponed oy a docior's ceffificaie uniess prior

approval from the Center Manager Is oblained. The Employer can provide reasonable assistance io oblain
the doctoe's certfieafe upon request. Upon returm to work 3 slck leave form must be compieted and approved
by lpoth the Direcior of Swdes and Center s

9.2 Arry unauthorzed sick leave shall be counted 35 unpaid leave deducted from salary and will be penaized by
glsCipinary Me3sunss,

9.3 For the first 3 days of accumulated sick leave within the confract term, salary will be paid at 1007%.

9.4 For accumulated sick leave over 3 days and up to 30 days within the confract tem, salany will be pald ai 60%.

4.5 In casas of accumulated authonzed skok leave beyond 30 days within the contract temm, e Employer has the
right to terminate the contract, according fo the EF Englsh First Termination Policy. IF the Employer chooses
noit io enninaie the conbract, e salary will be pald at 50%

Arthele 10. Legal documents
The Empioyer shall provide all necessary legal documents incheding, but not Bmited o, working penmit, reskdences

permit and visa provided by e Empioyer on behalf of the Employee during the term of this Contract. The

Empioyes shall retsm all legal documents amanged by the Empioyer to the Employer upon completion or
termination of thés Confract. The Employer may remave and cancel all legal documentstion upon termination or

expiration of this Confract. The cost of a single entry visa o China will b= reimbursed, In local curency, by the
Employer within 2 weeks of the empioyee’s amival at the center, provided the Empioyes produces. legal recelpts |
Invoices for the visa.

Arthcls 11, Diecipinary Proceduras
Please refer in EF Discipiinary Procedure (Academic Staf) in the EF English First Company documents.

Article 12, Expiration and Ternmination

This Conbract shall expire upon the ending date a5 set forth hereto,

This Confract can be ferminaled according fo the EF Temmination Polley and procedure In the EF Compary
documes

Article 13. Force Majsurs

Maither party will be responsbie for delays or fallures In performance from acts beyond Parfies' control [“Force
majeur="). A wiitien statement from the Employee’s embassy atvising i ciizens 1o leave 3 particiuar fown or

region or counsry will count 3as sufliclent reason for the Employee to leave thelr school without breaching fie
confract. In such case, the Employer shall be responsiole for Fanspostation costs o e nearest point of safety
outslde of the fown, region o country stated in the embasey's advice.

Article 14. Confidentiality, non-gollcitation, non-competition, royalty and intelisciual Property
Please refer in EF Conndentiallty Policy (Academic @) in Me EF Company documents.

Artheles 15. Handing over
Upon the femination or expiration of this Confract, The Employes shall hand over, in wiiting, ai Information,

documents and experience relating io the Empioyee's job, including but not imited to clients' names, contacts,
and other Information required by the Employer, to any person designated by the Employer.

Article 16, Dispuies

16.1 Both parties shall resoive thelr labor dsputes through consultation. If no agreement can be reached
consultation, both parties agree i submll the dispates to the Empioyer's local labor arbitration commitiae for
arhiftration.

16.2 If either party does not agree with the arbitration awam In accomtance with Clause 16.1, It may submit the
disputes bo the courts where the Employer s located.

Arthele 17. Gowsming Law
This Contract shall be govemed Dy and Infterpreied In accondance wih PRC Iaws.

Article 18. Miscsllansous

161 This Contract shall become effective upon signing. This may be In the form of fax signing.

18.2 This Confract Is executed in dupicate and each counterpat shall have one, which has equal legal vaildiy.
18.2 This Conbract is Tansiaied Imip Chinese. In casas of dispuie the English version shall prevall.

Jimmiy Liu

{signature) (signaturs)
For and on b2half of
Shiflazhuang EF Language Teaching Center
chments

Afta
1) Job Description 5} Offenses and resulting disciplinary actions
2j Code of Conduct £} Flights policy
3) Inswance Polcy 7} Accommodation policy
&) Confidentiality policy &} Terminaton poilcy
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Description

Full-time Teacher Job

The teackher repors to the Dirsctor of Studies (DS and Cantre Manager (CM)

Working hours and |ocations

The teacher works for 40 hous per week, 10 be arangsd by the DOS andfor the CM, inchuding up to 87 real hours per
calendar month. This regresents an average of 20 real hous per week over 4. 33 weeks, This means that i B possible to
teach more than 30 real Rous some wesks and athers less, averaging out to 30 real hours per wesek.

The teacher will oe requined 1o work § days & wesek inthe non-peak season and up 10 & days per wesk duning the peak

SEE50nS.

During the peak sessons (June — August and January — Felruary ), teaching hours can rise fo upto 113 real classroom
hours per calendar monin

Teachsrs may e asked 10 work monning and evening shifis in the same day. Teachers may have leaching duties in the

centre or off-site.

Main Responsibilities

Canry out the timetaible of classes assigned oy the DOS

Give lessons to the highest standands of English lenguage teaching

Become familiar with the programmes and cowses of study at the cantre

Develop and use sullable supplementary malenials as necessany

Use audio [ video materials in classes

Expose studenis 1o the use of CALL, CD-ROMs, and the Infemsat

Begin and end classes on time

Pregare lesgons and equipment in advance for all classes

Become familiar with and implement the Course Management Procedures

Administer, comect and record the resulls of progress reports, 1ests and assessments for students
Sulbstiule for absent colleagues, perhaps at shoet natice, on or dffsite

Be responsible for siudenis” welfare and progress

Inform students of centre aims and objectives

Cooperate with the CM and DOS in ensunng the constructive communication and afficient operation of
thee GBI

Mesl regularly with the DOS to communicate all relevant information

Agsist the DOS wpon request with the development and marketing of courses and induction of sales
and teaching staff inlo the praclices of the centre

aintain student and class records

Asgsist in the placement testing and inferviewang of new students

Carry out teaching refaled responsiblities including, but not imited to demonstration clasaes,
conversalion chubs, tulonals, seminars and presentations

Attend centre social events

Take on adminisirative work andior projects inchuding, but not imited 1o, cataloguing supplemeantary
matenals, gwing workshoos and onganzing extracurricular events, as directed by the DOS

Hesp the leaches” room, eguipment and rescuwces well-organized and in good condition

Be familiar with the administrative procedures employed by the centre

Professional Developsent

Regulary evaluale own performance and progress

Altend and paricipate in workshops in teacher development offered by ihe centre

Cibaerve and be oosenyed oy the DOE and teaching colleagues

Be pro-acive in improving teaching skills ihrowgh shanng knowledgs wilh coleagues, and using
{eaching resources found in the centre, EF Iniranet, Intemeat and any other available souTes




Code of Conduct (Academic Staff)

An English First teacher always aims for the highest standands of professionalism as a teachsr, colleague and memioer of staff

Attendance and les son prop aration:

Teachars must have a besson glan ready bafore aadh bessan. The course bessan ropart mus { ba com pioled afior aach kesson and fkad with
#ha sHondanca chool.

Toadhors must be presam in $he condno o af companees 80 minuias bofore $ho bosson commences and be in the dassroom bolora fha
lazean iz sohodulad fa starl.

Lossaons should finish an and not bofore §me. Lessons shauld nat finesh maore than 5 minwes |oe unbess spocifically arranged with $ha
shudoms.

Toachors shauld $ale $he afendanco registor af o boginning of cach o ass.

Ml oguipment {videas, I ROME, casseltes, oic) must be preparad and raady for use bodfore tha bassan.

Toachors shauld mako any nocossany phoiooopies wadll in advanco of the kossan.

Teachers are epociod ta give pragress and keedl fos® and tamark such fesis as part of fuor administradan @me. The studems may nat
koop Sosis .

A feacher shauld nower loava tha dassroom for an unnocassanly kang pamiod .

In casa af skolon oss, faachors must indform the oerire as so0on as possible and in no case kader $han 800 a.m. on $ha day of siohon ess.

D redurn from sickness, $he feachar musi §l ot e rdevand fonm and hand ihis %0 e D0E for authonsaion.

Toachors are mpocied 1o bo dean and smard at all Smes {no joans, sandals or shirs).

Toadhors ane axpeciod fo wear approonaio shaes, with sodes where applécabln.

Mon should wear shirl, o and smar frousors. Woman should also dross professionally: frousens or shard {not joans or irformal}, shirt or
blousa.

Mizcel lanoow s:

Mways actin tha best interests of EF English First, remaining pasifve towar ds $ha company, s products and proceduras.
Toadhors must not ramaows baaks, videas , C0 RDME, iopes, aic fram iho confra withou! prior consam fam thae D05 or CM.
Teachars musi doan the wihiteboard afior the besson and retumn aff cassofies and tape players, doonares and aihor aquipm ant fa the siaff
raam. Phaase raspac the foachor wha will bo using the raam afier you.

Disoussions cancami ng raligion and paifcs should bo avaidod unbess specfically rogues fod by studenis,

My $anc hor wishing $a taka a haliday must Sl out tha ral ewamd reques? farm and hand fa the D05 ot least 1 wosks bofare.
Teachors should aciwaly Ty f0 oroato a posifive working aimaosphono.

Nwar usa English First matanids for any athear purpas e than Seaching English First dassas.

Caommunicaie respociiuly and enfhusiasSoally with cofoagues.

Danat band manay o or barmow manoy from a sfudant

[ha not sl matonals dirocly to a studomi.

Danat iakamangy diracly fram a studentin payment for materials or dass as.

Do not it frionds {0 aitond d assos free of charge withowt consulfing fha CM.

Yo sax parinar is dlowed ta siay in the schod's shared apariment

Yo poi is allowed %o siay in $he schodl's sharad apariman

N smaking is alowad in the schodls shared apariment unless i s agreed by $horoommates.

ABDVE ALL ELSE:

Failiure o maintain ihe folfowing standands will be doomed as gross miscon duc i and will nesul inimmediato dsmissal:

Mmorous rolaSanships with anmy of fio sudents are sincly profibitod, as ane rolad ons hips with oo mambors of s 40 that could av orsoly
afiact tha running of tha camira.

Nowor toa, usa or bo undor fhomfuenco of illegal substanoes, drugs or alcohal eihoer duning workaing hours or an EF promisas.
‘Bmaking is na! parmitiad inside any EF contre.

Norwor bring ilhogal s ubstances, drugs or alcohal oo EF promises.

Newar usa foul languaga.

Nowor aciin a way, which may cous e offionoe 90 acdleague, a studond or amy ofheor visitor fa fhe comino.

Yewar actin a mannar, which may cause offonce talocal ousiom and rdligian.

Nerear braok o low

Bao res poctiul of Chinese cusioms and culiural nonms.



Disciplinary Procedure {Acacemc Staff)

The recommended disciplinary procedurs is 25 follows:

1. Verbal waming. Given by the DOE 1o teacher/CH 1o DOS.
2. Written warning.  Given by the DOS and CM to teachen'CM 1o DOS.

3. Dizmissal. At the discretion of the CH.
Naura of (nvanco iUrdar of Lheoplnary
Mcian
1. JAnsenoos; falure 0 nory F of imended absencas and 10 anganeso
soachar oawar. . ‘Vorbal waming
2. Latenoss iodass, mooings and warkshaops. L Wiillon waming
1. Dismiszal
4. Lack afbessan plans; woaokly kassan raporis’ atandanca nat
copammd) and Slad.
4. lssuas porianing iogonora proparadnoss & organisadion.
3. Heogular academio duses unaulSllad, moomploe or of poor quaEy 9.9
tosling, marking lasis, corificaiarapaor! wriding, eic.
6. UnsaSsfaciory roparis, rowioas and foodbads from siudents, params
or oor par g oliams
7. Unoccapiabla & o=z or appoaranca.
4. Unawiharised remaovable of EF praparty fram $he promises.
9. Smakingin non-smaoking designaied aroas.
1. Magaivity iowards tha EF English First Company , producis and
procoaduras fa sfudams and patandal diands.
11. Verbal shusae ta other empl oyoes, diems and ous fom ors
12. Acoossing pamagraphic m alonal an comino aquipman, ar 1. Thesmiss
pass assian o such m aianal whila ot $he canfra.
13, Smaraus roladans hips with siudams; rdaSonships with othor
mambars of staff that could advarsdy afisct ihe unning of the L Dzl
s al
14. Lholiibor oo dam age and dom age resufang om nogegonoa o EF
English Firsi proparly or the property of olhar EF English First
aomplayoas.
15, The® or dishanasty, induding #he Slsficadion of fme records ar
mponses raparis or fumishing @iz e or incompl eta informaSon far
CET P OTy racards.
16. Possession, uso or baing under the miuenoa of dugs unlloss this =
for madicaion and presanibed by alconsod m edical praci Sonor.
1¢. Tho use o or beng undor the sMwenceof doohd dung youwr houns
of duty on or off tha schod promises.
14. #ciz of vidlanca and bodily harm against amy othor am play oo o
parsan in fhe cantra, induding v eatening beahodowr and possession
o afonsrve waopans
14, Fadura 30 maimain the miognty and secuty of propnatany
o adan.




Flight Policy

1.1 If thie employee signs a 12 month contract, the employee shall be entitled to get halif
of his/hier one way flight ticket reimbursed in the first week and the second half of
his/her one way flight ticket reimbursed on successful completion of 8 months., The
flight ticket price is based on the agreed price by the school when the employee buys
the ticket. And the emplovee will get 4500 RMB as flight ticket allewance on
successful completion of the fullkyear, 12 month contract.

1.2 No air ticketflight allowance will be provided for the employee in the case where
hesshie enters a contract period of less than & months. This clause applies to both first
year and subseguent contracts.

1.3 If the employee signs a contract of more than & months but less than 12 months, the
employee shall be entitled to a flight allowance calculated pro-rata provided the
employee successfully completes the contract term.

1.4 If the employee signs a 12 month contract but completes it prematurely and leaves
after & months. Then the employvee shall be entitled to a single air ticket only upon
completion of & months.

1.5 This flight allowance policy applies to all full time foreign academic staff.
1.6 The employee is responsible for purchasing their own ticketflight to school.

1.7 The employee may discuss with the employver for increasing of flight allowance in
case the employee is from a country far away or the city of employment is remote
which directly causes the increase of cost in ticketflight. But the employer has the
final decision and the employee needs to seek a written confirmation from the
employer before purchasing a ticket.



Accommodation Policy & guidelines [Foreign Staff)

Article & Housing

Flease indicale the Employes’s cholce: A

A The Employes requests 1o be provided with single (DOSY shared {Teacher) accommodation by the
Employer with condiions as set forth below. The Employes agress 1o stay in the accommodation
provided for the duration of thes contract  Inthe case of falure 1o completes the Contract term or failure
to pedorm thes stipulation, the Employee agress 1o repay the loss of the deposi of no more than RMB
2000. If the Employes leaves the ousing in the middle of 3 month, the Employee agrees to repay the
portion of the monthly rental fes remaining. In such cases, ha'she undemtands thatl hefshe forfeds any
righits 1o housing allowance benefis paid by the Employer. The Employese may move out of the sharned
accommodation § another teacher agrees 1o 18ke hinner place or with the agreement of the Employer,
The Employes shaill be responsiole for il housing uliity fess such a5 electnicity, gas, waler, telephons,
Intemet and cabde TV, The Employes shall kesp the premises clean and in proper onder. The Employes
shall e responsible for any and all damage 1o the premises or furniture beyond normal wear and tear.
Regardless of fermination conditions, the employer will hold RMB2030 from the employes's final pay
check until the employer B salisfied with the apadment Jefl conditions and no propedy damage Deyond
regular usage & found.

OR B The Employes wishes tobe responaibie for finding and coniracing nis/her own accommeodation in
the city where the Employer & localed. The Employes understands inat hefshe will ioe responaibie for
paying deposits and signing contracls.  The Employes will be paid a cash housing allowancs in ameans
upon production of receipls.  The accommodation must meet the Chinese regulalions regarding forelgn
cilzens residence. The cash sllowance s RMB__ per month (in amrmears ) provided the Employes can
produce an oficial tax ivoice showing that the fandlond has paid tax on the rent. If no official receipd,
only 8 receipt of cash receved, is provided the allowance & BB, ... Such & cash sllowance shall
facilitale an Employes io rent the apariment with ihe same conditions 25 staled in &.1A During the firsi
two weeks the Employes will e provided with temporary shared sccommodation.




. Termination Policy (Academic Staff)

1. The Employer may terminate this Coniract and damiss the Employes without amy prior written notice and the
Employee shall repay the expenses incurrad by the Employer on the Employes’s behalf §any of the following events
OCCUPE.

1} The Employes has matenally violated this Contract (inchuding all attachmenis)

2) The Employes has caused matenal damage o the Employer dus o the Employes’s negligence or
malfpractice for pesonal interests;

3y The Employes has commitied a cnime or illegal activities acconding 1o the law.

4) The Employes has taken thiny days of accumulated sick leave,

2. The Employer may terminate this Contract with 1he standard nolice pencd and the Employes shall repay the
expenses incunred Dy the Employer on the Employes’s behalf, F any of the following evenis ooours;

1) The Employes is proved unable to effectively perform the duties required for this poaition, refer 1o the
disciplinary procedurs,

2} Dwe to the Employest liness of mon-occcupational injury, the Employes is unable 1o 1ake up his [ her
oniginal work after completion of the peniod of his medical ireatiment.

3.  The Employer may terminate this Contract with the standard nolice penicd withoul repaying any expenses and
tve Employes shall recedve a single flight allowance in cash (4500RMB netlin addition if any of ihe following events
OCCUrS:
1} Dwe 1o the Employer's merger, restruciure, changs of business scope or lguidation, as 2 resull, the
Employes's position & redundant or not nesded.
2)  The circumsiances and conditions on which this Contract is based changs, and as & resull, thés Contract
cannad be wholly fulfiled and both pasies cannat reach an agreemant.

4. The Employes may terminate this Contract with the standard nolice perod. The Employes shall repay the
expenges incunrad by the Employer on the Employes’s Denalf

£ The Employes may, undsr any of the following cicumstances, terminate this Contract withoul prior notice. In
these circumslances, the Employer shall pay full remmuneration and benefis in accordance with this Contract, and a
single flight allowance (4500RMB netlin.cash {as below) in addiion:

1) The Employer fails to pay remuneration or benefis as agreed upon in thes Contract;
2} The Employer forces the Employes to work by means of viclence, intimidation or llegal resinction of
pergonal fresdom,

6. This Contracl will be terminated aulomaticaly in the cage whers the Employer has been dosolved and the
Employee shall be entithed to 3 single fiight allowance (4500RMEB net) incash.

7. The Employer shall not terminate tihis Coniract or dismiss ihe Employes in the case whers the Employee B 2
female staff member or worker and is im the period of her pregnancy, lactation, or breasifesding.

For the purpose of thes contract, ihe contract termination nolice peniod during the probation shall be 30 days prior
notice in weiting and the notice pencd afier the probation shall be &80 days prior notice in waiting {Or, F bolh parties
agres, the payment of one-month's salary can be taken a8 a2 substiution of the refevant prior notice).

The expenses incumed oy the Employer on the Employee’s behaf will be deemed as redated visa changes, working
parmit (including nealth check ), residential peomil, housing depost (if any and no mone than RMB2000), and flight
tickets {if anyl

In amy cases, where {he employes s stipulsied to repay the employer for the expenses incumred oy tne Emiployer on
tie Employes’s behalf, the expenses will nesd 1o e repaid in full if the contract & terminated withen probation or o
o= paid pro rala f the contract is terminated after probation.

The proportion of the expenses will be caiculated by dividing the days not worked in the Contract by the numines of
days in the contract ferm {not worked days’ contract term daya)l The Employer shall provide a listl of expenses
imchuding the receipts 1o ihe Employes in the case of the Employes being asked for repayment.
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