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Employee Handbook
TAEFM

—. General Employment Information &4
1. Workday and workweek defined TAE H PA & TAEE I 5t 5E
Except for the adjustment during stationary holidays, there will be 5 working days in one week.

The Instructors have Saturdays and Sundays off.

BA 5 AT, ERYRA BRI BH7S. HRREH.

2. Policy Against Harassment 3eF-Z5 1RSI

2.1 Guangdong Pei Zheng College endeavors to provide a work environment which is free of
unlawful discrimination and harassment. Harassment in any form, including that of a sexual
nature, is prohibited whether it is exhibited verbally, visually or physically. This policy
applies to all employees

JUARERIE A B R A S O BOTAT IR Bt — AN To B . RIS TAEA S . AR I BRI,
IRV, GRIES b, WS b ER SR ER), #HOZEEIER . BHUE X BT R L
&

2.2 All complaints of sexual harassment will be investigated and will be treated confidentially.
Any employee who feels that he or she has experienced sexual harassment should immediately
report the incident to International Exchange and Cooperation Office (IECO).

FTA % TR SR SRR AL 3 T AL B . ARfTUmn RN B 22 2 1 IREEI,
ity b5 E RS SRR

2.3 Any employee who is found to have violated this policy will be subject to appropriate
disciplinary action up to and including discharge.

S R R HORE 32 BRI BRI AL 31T, 15 5 7™ BB R e

3. Probationary Period {3

For newly hired Instructors, there will be a 60-day probationary period to evaluate professional
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skills and adaptability to the college environment. The college reserves the right to cancel a
new Instructor’s contract during this period if the Instructor is found to either perform his/her
duties improperly or not adhere to college regulations. The salary of the new Instructor during
the probation period will be at his/her regular pay rate.

BNBUR AN 10y 60 Ko RN, K2 5 2 80M K b 45 B8 LUK IE B 2A AL
MRS . RN, WERBIN AR AT AR5 AT ARCH RIE, #
R BB BOMES A 1A o Gl 9T PN 80T 58 5 A 1R T 58 A [+

. Payroll Practices T#%

1. Pay Days &8 H#

Each month’s basic salary will be paid on the last bank working day of each month governed

by this contract.

RS TFRE, B H TR R AT 24 A s — A TAEH .

2. Payroll Deductions T# 19

2.1 The Instructor is responsible for all bills for electricity, water, drinking water, etc. If an
arrangement can be made, those bills may be deducted directly from the Instructor’s monthly
pay.

FOMI B AT AR ARG AR PR AR R BT S . R — R Gy, B IRER KRR, B
YOKBREEATE M . MRTLI2Z)5, P SR ANBONEE H T8+ B3k,

2.2 During the holidays, utility bills (for electricity and water) are still the responsibility of the
occupant. All utility bills will be calculated to the day of the occupant’s departure.
FEEABIYIA], AhHUE & AR CEFRKRZRSE) FRH MR NS KR S 5
EAHMEE AN

=. Benefits #umEH
1. Holiday &3

The Instructor will have statutory holidays as specified by the Chinese government. In the
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event of the statutory holidays, the Instructor may be required to work on Saturday, Sunday, or
at the end of the semester before or after to make up for the extra days off.

AR 0T = 32 v [ ORI E B0V 2 1 T o B B SR 925 19 IR AR ABOT S iR R
POMPRET EAET IR A BT RS A HAMR.

2. Paid Sick Leave 7f&
A total of 5 approved days of sick leave accompanied by a medical certificate will be allowed

during the period covered by the contract without deduction of pay.

SR FIAIE AT 5 R HE BOUIE AR A5 3 e B2 2t L (e R,

3. Health Insurance EJ7 K&

The Instructor should carry his/her own health and other insurance if he/she deems it necessary.
However, The College has a clinic on campus and can supply limited health services. The
College will also provide Chinese medical and accidental insurance for the Instructor,
following the terms of Chinese Insurance Law.

SHETT AT EAT IS A OR S o« 2P AR BE 55 3 9 2 S T R BB B 5% o AR o [ R G2
€, B85 (RIS Dy 52 35 07 T K v [ B2 97 A 50 PR Gy AN 8 03 765 DR o

4. Attendance Bonus €82

The Instructor will be granted RMB600Yuan per year for the first contract year and will be
granted RMB1,200Yuan per year from the second consecutive contract year.
ZHEEH— A G R 600 o/ LRI NG FEFE IS 1200 J6/ 4.

If the Instructor has used paid sick leave, The College will deduct RMB100Yuan per day from
the Attendance Bonus. During the length of the contract, if the Instructor is absent during any
class period without permission, he/she will not be eligible for the Attendance Bonus.
WRSZWETTAE s FomiiR, i 100 Jo/ RN 8%, fEGRBIE, nRAME B
AAEATEREYICS, K TAR IR I )2

The Instructor who gets rehired after leaving for over a year (including one year), the Instructor

will be granted RMB600Yuan for the first contract year after the Instructor has returned to the
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college.
Bk 1R E (R 1) AN HiE Bl R gy, HAE — AN R G R 4 85

4 600 TG

5. College Seniority Pay &E#S MG

College Seniority Pay is calculated from the second consecutive contract period of the
Instructor after the Instructor has continuously served and finished one contract year. It is not
calculated if the Instructor is under a single contract year. If the Instructor has finished one
contract year and both Parties agree on contract renewal, the Instructor will be paid
RMB700Yuan per month as college seniority pay from the beginning of the second contract
period. the Instructor is entitled to three seniority pay raises.

DAFERS T ELE TAE— NS R briE, B 5 A E R THEAR W T8 . R
—AEFEEATERES . T TR —F G, XTHFEESEEEHE, MBI aHIER
TAEH RGN 700 7o/ H R W7 (RS T8%, SZHEJ7A 3 IR 4R LS I ks T8t 3 n

Pz

6. Family Employment Benefits 3&1% & T804

Family Employment Benefits is RMB 4,000Yuan per year from the fifth contract
year after the Instructor has served for five continuous years and has signed a new
contract. This benefit increases to RMB 8,000Yuan from the ninth contract year
after the Instructor has served nine continuous years and has signed a new contract
for the tenth year. The payment is at the beginning of the new contract term.

FEES: ARG 4 4F )5, 5 5 NEFERES G —F# I 135) 4000 JoH 24, EIELET
TR 8 4F )G, 28 9 & FIFEREAESEIE J5 —4EAT AT 155 8000 JTHIALJi . SR1F & TR I 72
NG IR AT

7. Visa/ Foreign Expert Certificate & B 7] fl & KE
The College will arrange and pay for all work-related visas (basic fee only, at rate officially

published by Chinese government) and documents including a multiple entry visa for the
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length of contract. However, the Instructor needs to pay for the visa extension in the event that
it is the Instructor’s personal reason that has made the college fail to apply for the visa that
covers the period of the contract.

FRAG LI ST AP BE TARREAE I 75 B A 9 F CRR A o B BURF AT 56 A% 3% Tl b
#ED DL TS o5 R I 2 IR NBEAIE 9 F o (B A SR PR N UM N R R 3 B T0 1%
FRHCFRTERRAE, SRUER) 3% F B EUTA N SCA

8. Chinese Language Class H3 R
The College will provide up to 3 different levels (based on demand) of scheduled group

Chinese language lessons for the benefit of the Instructor.

PRV R TSI T PRI FRCT SR

PO. Leave of Absence TR
1. Form ##%

Any leaves must be in written form (get the form from the teaching secretary). Any sick leave
must be authorized by a doctor’s certificate and submitted to the IECO by the teaching
secretary.

AT A BHETE R ONECAA A SUDUE B BRI o AR R AL R AR
HERUEY], AR RAE Y B E RS S S EAL

2. Procedures i5BRIEF

The leave duration of 1—3 days must be approved by the Director of the corresponding
teaching Program and the Deputy Dean of the School of Foreign Language and get the
approval from the Director of IECO; a leave duration from 4 days to 7 days must be approved
by the Assistant President who is in charge of IECO; any leave duration of more than 7 days,
must get the approval from the School President, and leave durations of more than 2 weeks
must get the approval from the Board of Directors. For instance, if you need more than 7 days

of leave, you will need approval from all four departments: the Director of the teaching
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program, the Dean/Deputy Dean of the School of Foreign Language, the Director of IECO, and
the Assistant President, and the School President. Failing to acquire proper approval, as stated
above, is sufficient reason for the college to terminate the contract.

R 1-3 R, AARANEEF R TE . EE RGN E PRASR S A F b b it
HR 4-7 K, BRELE N GIlbHESL, e/ E Prag i ab i AW S b iE: 1R 7 RBLE
PIJE LA, R A At e s TR R DAL, e B F R AtaE. Bt Rk
AR 7 RELEM AN, RN IRGAH B2 T8, SNEE 2B 2 BRI B
EprZi S a e bk EFRASR S G 7R EER T ALK . anoRid by

BTN, FRH R .

3. Paid Sick Leave &R

The Instructor has to provide a doctor’s certificate to have paid sick leave. If the Instructor
hasn’t asked for any sick leave in a full school year contract, the College will give The
Instructor the Attendance Bonus at the end of the contract period. If the Instructor has used
paid sick leave, The College will deduct RMB 100Yuan per day from the Attendance Bonus.
During the length of the contract, if the Instructor is absent during any class period without
permission, he/she will not be eligible for the Attendance Bonus.

B T7 WA 25 A vy At L ORIE B 75 RIS P 5 o 3] o S M 7 7 2 [ 30 A R A P e 3
B3, WITRAES RN R 45 T2 8. wiR2 T 1 domf, #4100 7o/
KRANBr4a8h2e. fEAFIE, WRIMELUTAETERENICS, KRR e,

4. Rules for Finding Substitute Instructors &R

4.1 If the classes haven’t been substituted during the approved leave, the Instructor is
encouraged to arrange for the missed classes. However, the maximum number of classes that
can be made up each semester is four periods. The class periods that exceed the first 4 periods
each semester will be accumulated and lead to a deduction from salary.

AR B 18] ik A URIN A G H Al 2 ACER, TNy HOMAE B EUS B AT LA R IR A 2L
FHE T AL 4 TR AR BIE R B PRI, AR s Rk,
SARORE AR L H A0 TR % UM 5



4.2 Only the Program Director can arrange for substitute Instructors. the Instructor cannot
arrange for their own substitute, otherwise it will be regarded as an unapproved absence from
class and will incur penalties as per the Employee Handbook.

A #ee BT VR BT . BONASRERA B ZHACERBUN, 5 WA AL sk, Jf
M TARR” A SRR E BT AL B

5. Reason for Absence &R & A

5.1 Any leave of absence can only be granted for urgent personal reasons. The Instructor is
expected to obtain consent two days in advance of the leave and, if possible, to find a substitute
for his/her classes and get permission from the program director. In other cases, the Instructor
must provide evidence proving that the absence is caused by an emergency and make up
procedure.

FEATIE R 2 R B S NS LA ettt LIS T RE BOF SRS i . ZBUm R AT
REFR BN — M ACTRBUD, FFRANETE By T8 WA B R 2 ORA SAF R,
HO 5 9 5 R A SR AN MR IAAE «

5.2 The Instructor who asks for leave for personal reasons needs to apply to the relevant
department and get approval. Upon approval, the relevant department may arrange substitutes
or ask the Instructor to make up the classes at a later date.

ST A NS RGBT AH S ER T F 5 5 2ttt . 15 203tbiE f5 8 22 HE
AURE I A 54 R

6. Salary deduction TL¥ 0V

6.1 If the Instructor’s sick leave or other kind of leave days exceeds the number of 2 teaching
periods, it is equivalent to half working day.

R 2 MR EAS TR TR .

6.2 If the time the Instructor asks to be away, the Instructor will receive salary deduction based
on the calculation of 44 half working days per month.

Daily Salary = (Pre-tax Basic Salary + College seniority pay)/ 44 half working days
WST7 K 4% 03 ) 44 SR TTAE H ubsdt,  FOBRAH RS B H L85 .



FHTB= (BATEA TR /44 L TAEH

7. Report upon Returning from an Approved Leave #4f&

When returning from an approved leave, the Instructor must report to the teaching office to
verify the completion of the leave. Failing to report will be regarded as absence which will
incur penalties as shown under regulations in the Employee Handbook.

TR FUTE BN S5 A5 D2 20 0T VAR . RSB Rl oy sk g, IR« TR
IR SR E AL BE

H.. Teaching #

1. Teaching Incident {2

1.1 Definition and penalty of A Teaching Incident — 1% 227 S Hoh & f HAb 5

If the Instructor is found to be in any one of the following situations, it will be deemed as a
“teaching incident” and dealt with in the following manner:

A NG %, B — R B A F i

1.1.1 Refusing to accept a classroom observation arranged by The College or
teaching department.

TR R B A T I R

1.1.2 Not recording the attendance of the students according to the requirement of The College.
B R R F AT 5 8

1.1.3 Arranging for and entrusting another Instructor to substitute for a class without proper
permission, or rearranging the class at will.

A T3 B2 R R T R A 2 A PR e A B S RIS ]

1.1.4 Using classroom time and/or class communication tools in a manner that is not related to
teaching.

FEVREE b M 0 WA i 5 2 ook HHE

1.1.5 Using classroom time in a manner that the teaching department deems unrelated to

teaching Oral English.



VRS EMEARR TN S B DB TR I -
1.1.6 Being late for class, administering the exam or dismissing a class five minutes early or
more (five minutes included).

EURIBH], WHEIRF|. FERT IR 5 B AN .

As for above teaching incident, the College will deduct RMB500Yuan for each time. If the
same behavior occurs again during the contract period, the College will deduct RMB 1000
Yuan if the same behavior occurs the third time during the contract period, the cancellation of
the contract.

R A DL EHCE S, SRR K TIRR 500 JT LT WIFES RN KR 2 RIS

FREZNFR 1000 ST T8 WES RN AZE 3 IRIFAIFERE O, HRABURERIL A F .

1.2 Definition and penalty of a Serious Teaching Incident /™ 5 % 2£ F #iiA & S H AL B

If the Instructor is found to be in any one of the following situations, it will be deemed as a
“serious teaching incident” and dealt with in the following manner:

HILLA Iz —%, W™ B

1.2.1 Organizing or engaging in any activities or spreading any rumor, forbidden or unhealthy
subject that might damage the reputation of the College and the unification of faculty and
students.

BUVE S . ARSI A AR, AR5 AR A [ S5 35 50 .
1.2.2 Submitting exam and/or course grades over 3 days (including 3 days) past the deadline.
ARAZHE I (A S H R SRR LS, H5E 3 KL E (&5 3 KD

1.2.3 Refusing to carry out the teaching tasks and work that is assigned by management.

TELE AT B R BB AR T A AR 2 H

1.2.4 Engaging in any other behavior that results in irretrievable damage as determined by The
College.

RAEFLEBIIMT N, BRGNP AR AR

1.2.5 Demonstrating a work ethic that The College determines is adversely affecting teaching

performance.



i S SR R HR M TE B 0 2 AR AN R

1.2.6 Being late for class or for being late administering the exam, leaving during the class or
dismissing a class early for more than 10 minutes (including 10 minutes) and less than 20
minutes.

VR, WEIRF RGBT, BRET TR 10-20 408

1.2.7 Being absent for class over two periods (two periods included).

BRI 2 RN (B 2 PR,

As for above serious teaching incident, The College will issue a Serious Warning Letter to the
Instructor and record the case in his/her file, and The College will deduct RMB1000Yuan If the
same behavior occurs again, The College will deduct RMB 2000Yuan and cancel the contract.

XA BB AN, PR S BT B S E IR AT NIE R R . RN
FH T8 1000 7o WERFUCORAERMEI, AR NETE 1000 TR, “#EA B

HESHA A

1.3 If the Instructor refuses to admit his/her mistake or behaves badly in  admitting fault, The
College will reserve the right to cancel the contract immediately even in the case of only ONE
“serious teaching incident.”

i FUTHE AN AR BOA S A IE, ARA PR, RIE R R R A — ™ &
EG

2. Rules of Rearranging the class JH] &

2.1 The Instructor should fill out the form for the Leave Application and the form for
Rearranging Classes from the teaching secretary. Reasons for changing times and classrooms
need to be specific, detailed and clear.

BUMTHEBUE PR S E B LR IR AR . RIETRIRI B ATk, 5%, A
.

2.2 Rearranging the class without prior approval from the office is forbidden.

The following conditions are acceptable to rearrange the class:
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FRAE AT SR ERFZRTHER . LU O A BOm 2R R

2.2.1 Instructors are unable to attend class due to sickness, personal affairs and other job
requirements that conflict with his/her schedule;

FOMEE < FANJR P B Ho At PR 5 PR 0 R A 22 1

2.2.2 Students are unable to attend class due to exams or other collective activities that conflict
with their schedule.

FARERE WZHE ARIE S5 SRR

2.3 The Instructor who needs to rearrange time is responsible for informing their students of
the rearranged time and place. Any rearranged time needs to be agreed upon by the students.
R URIE TR 525 AR A, ELA 250 B AT 388 %0 7 A TR TR PRI 7] B 3 i

2.4 Instructors who miss classes for no reason, rearrange class time, or ask other Instructors to
sub for them without prior approval from the office will be considered committing a teaching
incident.

PR BAGFRBeA T L E i S S RS T e sy ¥R 18 5 HER, iEHAbE
JIARER I FE R A S AL B

3. Rules for Finding Substitute Instructors AR E

3.1 The Instructor should fill out the form for the Leave Application and the form for
Rearranging Classes.

UM 515 R DL AR TR B LR .

3.2 If a Instructor is going to miss over 10 class periods due to sickness, personal affairs or
conflicting job requirements and is unable to make up the classes, substitute Instructors must
be found. The director of the Instructor is responsible for finding substitute Instructors.
FOME 2 B R FAE I AE 10 BRI LN, A ATCIEARIEANRIESS, hfll ] B8 L IRE
&R

3.3 Instructors who miss classes for no reason and ask other Instructors to sub for them without
the knowledge of the office will be considered committing a teaching incident.

SRR EE B IR, — LB R
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4. Employee Evaluations (to be supplied by teaching divisions) #2144
All observations of any foreign Instructor will be taken into consideration in the
evaluation of the Instructor’s performance that year.

FUATR DA AR A ) AR R IR AT VA

5. Special Content Course Proposal JEFERFEE 5 RFEE

If foreign Instructors would like to teach special courses, they can apply for one by filling out
the form (IECO-wj-17) and submitting it to their Program Director. The Director will submit
the application to the Dean/Deputy Dean of SFL and then to IECO. IECO and the Teaching
Affair Office will discuss the courses with the relevant department. The result will be informed
to the Instructor by the Dean/Deputy Dean of SFL.

HMECRTARYE B O LIRS A% « IR S0 CHERIRFE IS (IECO-wj-17)" 1244
FEE, MEGEEERTEINEE AR EEBRKMEIR K, RS ERAE. HERRAE.
FOTAE GHRIRTINE . e85 2R th AP EIE 272 e 328 e AR e 1< 75 R AL

D

75~ Contract Renewal & Separations #z5. R

1. At will Employment B A

The Instructor must meet the standards set by China’s Foreign Experts regulations to ensure
proper documents or the Instructor’s employment will be deemed invalid. The originals of
health verification and educational qualifications must be provided by the applicant upon
arrival.

FOM 08 o E AMNE L R RE, St Ese. AR R 15 %20 AR B
MEIEAT N AMEEHUNREAE NI SE AL A UE WA 32 30 A FR FE A R A A

2.Voluntary Resignation B /& B R
The Instructor may cancel the contract with 30 days’ notice (including holidays) in advance.

The Instructor must submit a written resignation letter and fill out the form Questionnaire for
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Resignation Foreign Instructor (IECO-wj-20) .
AR A NS 5 AR 1R, 7 PR AT 30 R LB A ) AR i o I H S A0
R AR (IECO-wj-20), 2L 5EAMEHUTE IR (IECO-wj-21).

3.Involuntary Separations £ 5 B & ER

The college may cancel the contract with 30 days written notice Cincluding holidays) for failure
to teach adequately, incapacitating health conditions, or failure to abide by the regulations (all
the items stated in the above paragraphs).

FRATHEAT 30 K CEAEED LA HTE A EEA S . S IR ekt S A R SRk
SRR R ER AT

No matter whether it is in the case of voluntary or involuntary separations, the Instructor
should vacate the apartment within 7 calendar days (holidays included) since the last day of the
contract. If the Instructor needs to stay longer than 7 days, the Instructor will have to get
permission from IECO and pay the rent according to the rate set by the College. In no case will
the Instructor be allowed to stay beyond 14 calendar days after contract.
Tk HEBEPUL A A AT, BIREUISE GFESRH )G 7 RNIHRERE & (B3R
BRI PRURF IR 15 A BB R A KA A Z B N A, R bRt in 5 S AEAL R 4%
PR RAE S 4, (HERIZ I AR & R 450K )5 14 K.

4. Contract Renewal £2§%

4.1 Renewal of the teaching contract is subject to and depends upon the teaching evaluation
results and health condition.

RO EE T BOM 207 RIS ARG 8 R R 20

4.2 The decision of renewal or non-renewal will be informed in writing to the Instructors.
Instructors should fill out the Application form on Extending Contract with GPZC

(IECO-wj-18) after being informed.
KT AT B B P K LA A i e 2B A0, A B SOE A 5 HR A SR H i R

(IECO-Wj-18).
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4.3 Instructors who disagree with the decision may submit an appeal. IECO will notify the
result of the appeal to the Instructor 3 days after the Hiring Committee’s review meeting.

Xof GRS R E AN P T AH SR T TER A R . BRSSP FACRAEIS R A 22 WE =R
PARE AR 9% 2 52 75 R

. Work Rules /&5
1. Dress Code #3hniE
Dress appropriately — Instructors are expected to dress in a clean, neat and gracious manner.
Backless tops, tank tops, shorts, and super short skirts are not permitted in class. Bikinis are
not permitted in the school pool.
PO AT, K7k, BIRINA RV E RS b, 0. k. BRI
FARLWIK A FCVF 5 EE AR JE

2. Outside Employment ZE4MER M
Working part-time without approval from the College is regarded as violating the contract and
may result in the dismissal of the Instructor.

RELRFRTAERSMRIRE , FBPNER G, AR B A

3. Relationship FEIEH X R

3.1 No ‘dating’ Pei Zheng students, either on or off campus.
TWTERENAL, IS 5 IR EZ)2

3.2 No student is allowed to stay in a Instructor’s living quarters

fc NS AT R R TR S E A b e YN (e

4. Standards of Conduct 17 Atr#E
4.1 Must abide by the laws of China concerning residence, work, wages, benefits and travel of
foreigners when entering, staying, leaving and passing through the territory of China.

B N AP B o e R, S A EOGT E VR AT AR DB AR A I A
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4.2 Will participate in faculty/staff events, unless they are designated as ‘optional’.
PRSINFUER TGS, BRARARAIRE I EZS .
4.3 Behave in a respectable manner both in and out of the classroom and not engage in any
activities that might damage the reputation of the College.
ERENINER B H LR ASHUETH 5 AR A E B E] .
4.4 Be well prepared for and attend all classes and activities assigned by The College.
MRS IR, SRR E RITE S .
4.5 Start classes on time and teach for the full prescribed period.
VR SERACAAES, ABR] ARRAT TR,
4.6 Follow the approved curriculum.
iF9NE = ik 2 s N
4.7 Restrict excessive and disturbing noise or activity in your classroom or living quarters
during class times and between the hours of 10:00pm and 8:00am
A AR YR BRI (M | 22:00-F | 8:00) 7E75 45 X 4 KM
4.8 Refrain from inappropriate or obscene language with students, colleagues, staff and
neighbors
FEEEE AL A, B TR SR AN IR BRI S AT
4.9 Is forbidden to keep pets on campus and in the living quarters
BRI EAE SR A BAE < N AR ) o
4.10 Observations arranged by the college and teaching departments are mandatory
SRR T 1K 2T ER B T PR
4.11 Will not carry out any religious activities with the students or Chinese people.

AN SR I A B Al AT SR B E AR B

This Employee Handbook has been updated on July 1, 2024.

This Employee Handbook tries to be consistent with the contract terms,
should there be any disagreement between these two documents, the contract
superseded this document.

i ‘TR A5aRABE—3. IEEASRFESFI UaRNE.
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