TA Regulation Guidelines

* TAs should be responsible for their actions.

* TAs should follow Huaxia Chinese School policies, respect teachers, care for students,
and be a good role model.

* TAs should be punctual when arriving and departing from the school.

+ Ifa TA will be absent, late, or leave earlier, it's the TA’s responsibility to inform the
teacher of the class they are volunteering for( direct teacher) or the Volunteer
Management Team (VMT) .

* IfaTA s absent for more than 50% of scheduled calendar school days, he or she will be
terminated as a volunteer.

» All TAs should report to the VMT10 mins before classes begin to sign in.Signing-in 5
minutes before classes begin or later will result in a tardy.

» Before class starts, TAs should check the classroom and report to the office any
anomalies.

* TAs should follow directions and complete the assignments. Tasks include but are not
limited to: copying study materials, maintaining class order, helping students, correcting
homework, and cleaning the classroom.

» Cleaning the classroom includes wiping the blackboard, and organizing the chairs and
desks.

« TAs are responsible for filling the “TA Report Form” and obtaining the direct teacher’s
signature. In the first week of every month, TA should send the report form back to the
VMT. If the direct teacher is not satisfied with the volunteering work, the teacher has a
right not to sign. If the TA has questions, the TA needs to communicate with the teacher.
If still not worked out, the TA should report to the school dean. The school has the final
decision.

All TAs should follow the above rules. To those who fail in the doing so, the school has a right to
prohibit TAs from continuing their volunteer work and not issue TA Volunteering Certificate.
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