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1.Lesson preparation

Check the ISFEEA LESSON TIMETABLES to know who your students are. After that, please
contact your students via WeChat and ask for their basic information (name, grade level, what
they want to learn, how they wish to learn, etc.).
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https://docs.google.com/spreadsheets/d/1oJOCzWG7Uh8LyC7PYr0QbcR9tN6YP07CUtJ-Q_JHXwE/edit#gid=1728833817
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Please then create a folder in the format [students’ names/ your name] . For English tutors,
please create the folder within the English Tutoring Folder, and for maths, the Mathematics
Tutoring Folder. The folder you created would be the place you place the lesson slides and your

notes on student conduct (if any).

Preparing for the first lesson

1.

2.

Study their curriculum and have a taste of their textbooks (provided in the resource
session)

Based on their curriculum, design a ppt that includes critical aspects of their curriculum
(eg. for math tutors do include some geometry)

If you are a math tutor, and if you are a bit unfamiliar with their style of questions, do
practice some on your own or else you will shame yourself in front of the students for not
knowing the correct answers (and techniques to solving the questions) thus you are not
going to gain respect from your students.

If you are an English tutor, please practice on your Chinese skills (both oral and written),
as even though you teach English the students will ask you questions in Chinese at
some point of time. You want to ensure that the communication is as clear as possible.

Introduction

1.

2.

Introduce yourself in a calm voice. Avoid starting with academics, just talk about your
generic personal interests and a little bit about your school/city/cultural background.
Kindly ask them to introduce themselves. Ask about their hobbies, slowly transition into
their study situations when they become more relaxed.

Do not boast about how good you are academically, you don’t want to scare them or
create a too pungent sense of dominance. You want to appear as friendly and
approachable as possible, you show your skills and abilities through teaching, not words.
Ask students what specific knowledge they want to learn more about, and show them the
slides you prepared over the past week. Let them have a taste and ask about their
opinions on it - either of its format, or its content.

Assure students that they are making a good start. Remember to abstain from judging
and punishments, and stick to compliments whenever possible (while not giving them a
false sense of their abilities).

If you are still unconfident, sit in front of your screen 30 minutes prior to the lesson, and practice
to the screen the things you are going to say to your students during the lesson. Get some
water or drinks to calm you down, some classical music might also be helpful to calming down
your nerves.

We strongly advise tutors to prepare their lesson slides prior to their tutor lesson. Use the
resources below to assist your lesson preparation :)


https://drive.google.com/drive/u/1/folders/1CgzoelIAognb6LP3LE8bPVDzdnNOWg7Y
https://drive.google.com/drive/u/1/folders/1FVbeUdyl3dAM9sHVSZsI8P4blDpa0bDw
https://drive.google.com/drive/u/1/folders/1FVbeUdyl3dAM9sHVSZsI8P4blDpa0bDw
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Resources you could utilise:

English Math
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If you are really not sure what to teach, please ask your students prior to obtaining the materials
they are currently using (e.g. their past exam papers) and answer their questions. Please still
make sure to save those materials on your lesson file!!!


http://www.dzkbw.com/books/renai/yingyu/
https://mp.weixin.qq.com/s/LTbmcO8EoX_ltM9LJcZzgw
http://www.dzkbw.com/books/hsd/shuxue/8s/
http://www.dzkbw.com/books/hsd/shuxue/8s/
http://www.dzkbw.com/books/rjb/yingyu/
http://www.dzkbw.com/books/rjb/shuxue/
http://www.zhongkao.com/zyk/zkmnt/yymnt/
https://www.51test.net/zhongkao/st/
https://mp.weixin.qq.com/s/xez6T4_lazVN4z02feCM2Q
http://www.zhongkao.com/zyk/zkmnt/mnt/
https://mp.weixin.qq.com/mp/profile_ext?action=home&__biz=MzAwODUxOTY5MQ==&scene=124#wechat_redirect
https://mp.weixin.qq.com/s/C6fAfKA6AzsHp_mtieMp6w
https://mp.weixin.qq.com/s/-SvGXKXOBXpVSn820Olq9g
https://mp.weixin.qq.com/s/VHDy_9t0jZvdUa5UF9VMuw
https://mp.weixin.qq.com/s/cs75ewpAj64ZoLgECU_w8Q
https://mp.weixin.qq.com/s/fAkupJJn0ZJbTABlWenCGQ
https://mp.weixin.qq.com/s/76s4DRgvUQEC3kRe94zCCw
https://mp.weixin.qq.com/s/57HnrJrGfVZd0fw3SPo1pA
https://mp.weixin.qq.com/s/1JaCpnAo4O39yO-enGtIyA
https://mp.weixin.qq.com/s/CewENHAES-txEfFI-Oa3NA
https://mp.weixin.qq.com/s/YNxyEcTROIYeMrLCW4SJgg
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2. Communication

With students:

Consult with your students what they wish to learn before every lesson.

BE—R AMD—R D)) ZERAR—FENFEE, RETERTERKHMMEX R,
K 417484k ~ ~ Please be patient and treat students as if they are your friends.

Tutors should download WeChat as this would be the only way to conveniently get in
touch directly with students or their parents.

Download the online teaching software (1% iR#t{4) the students prefer to use.

If the students don’t have preference, please use voov (FEfl&1Y).

Utilise the whiteboard in the software. Use a writing pad if necessary.
MEFELFRBIBHRFENG—T, BATELRAEMMELS L HIZHFEF inform
your students if you are unable to deliver a class

—E'E!M 2L RKEERR! | IRELFE—FTEDRE LRE=XAETA LUZEE
—THELELSEMESEE MEFE—EEiLMA1E ! | | ~ Always keep in touch with
your students. Please try your best to assist your students in terms of their homework
and in-school studies upon their request.

Don’t contact Hans regarding affairs in ISFEEA unless necessary.

With us:

If a math tutor will be absent for a lesson, please tell Henrik as soon as possible.

If an English tutor will be absent for a lesson, please tell Alina as soon as possible.
Provide valid reasons to both Alina/Henrik and the students you teach every time when
you need to go absent.

Contact us on Instagram or the WeChat group if you have anything uncertain.
—EERA!

With parents:

Try to be as respectful as possible, even when you are being questioned. It is very
normal behaviour when parents are super aware of the learning progress and attitude of
their children, so please try to be crystal clear with that (don’t pretend things are fine
when it isn't. And don’t ever try appeasing as that will surely backfire you)

Use the pronoun “/&” whenever you are referring to them in chat. Beware of courtesy.
However, when a parent is unreasonably disrespectful, please do not tolerate this, tell
Henrik, and he will inform the Grade Level Leader of the school about that parent’s
inappropriate manners (and as a result, remove that child from your class if necessary)

3. Teaching

Rest every one hour or half an hour :)

You want your students to be in charge of their learning. Encourage them to become
active learners.

Speak Mandarin if your students have difficulties with English

Make sure you teach what your students wish to learn.

Make the lessons interactive.


https://voovmeeting.com/hk/download-center.html?from=1001
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- Keep pace with your students.

- EENBREMNZFELREMELEN, WRED, FRED~~—FZKIEMMAE T #FR
LRZ ~~ Try your best to keep your teaching pace synchronized with the students’
pace of learning.

- BERLTIESHEREHEIL/E S (optional), 371k 4 B ZR AT LIIAE %013 Optionally
you can set your students some light homework for the sake of consolidating their
knowledge, but this shall not become a burden to their already heavy schedule.

- FFLMRFE—R FERBRTREEZZ, BRUEZEMSIE BB DI FE~ Give your
students some extension if you think they are capable enough.

- ElAUABERIE— &, FE R Zdo worksheet (they do so much everyday, think of
something creative A* )

- Examples maybe: F I E £\l (B 2 #l{Ecartoon and write about it), &3 $l
£, FHHIE, BEAxx EERERE ~~M

4. Documentation

CAS requires rigorous documentation - only with enough evidence would your CAS claims be
approved by your supervisor, advisor and the IB. So we are sure that you will be very
hardworking and enthusiastic, but please be sure to document clearly your work and efforts to
make CAS as smooth for you (to get yourself rightly recognized).

Note taking

- BREBEZENWIZERER RRENFEMERROMERLEHT 4, LEMMNBE
£ 3] ~ Constantly check the note-taking of your students.

- Take notes on the lesson file during every lesson.

- Please take a photo of you and your students during every lesson. Insert the photo to
the lesson file after every lesson.

- Math tutors, please create a separate folder (use your students’ name to name it) in this
folder and save your lesson materials in that folder.

- English tutors, please create a separate folder (use your students’ name to name it) in
this folder and save your lesson materials in that folder.

- Naming conventions: name every lesson file as “YY/MM/DD+your student’s name+iR{#4"

- Henrik and Alina will check the documentation in the folders every Monday.

Asking for student feedback
- Ask for student feedback after each lesson, privately through WeChat.
- Save a student feedback file to your folder after every four lessons.

Documentation of conduct

For students of Fg;Z 1%, please record their inappropriate conducts if nessecery, on a separate
document in your designated folder. Please also try talking to your students by heart and, if
there are anything to be made aware of, also put that on the separate document. Henrik will
skim through those per month and, if necessary, send those to the school’'s Grade Level Leader
as to fullfill his request.


https://drive.google.com/drive/folders/1FVbeUdyl3dAM9sHVSZsI8P4blDpa0bDw
https://drive.google.com/drive/folders/1CgzoelIAognb6LP3LE8bPVDzdnNOWg7Y

5. Rules and protocols
Rules

18K, learn together with your students as you teach :)


https://docs.google.com/document/d/1qmZuuluf47Fk2vqRTOIs_uKTVVngE6R3Fk9XHXr-YfM/edit

