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—. General Employment Information E# 4

1. Workday and workweek defined T/ H PA & T/E & K1 52
Except for the adjustment during stationary holidays, there will be 5 working days in one week.

The Instructors have Saturdays and Sundays off.

BAA S ANTAEH, ERWEHFEBRI. 205 HAKREH.

2. Policy Against Harassment % T 28 IEERIRHIHE 2

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
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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).

BT & TSR I B VR ARG Fb 2 Fe R B A0 B8 o AT AT UM An RN B 2 3 1 PEEEE,
iy b5 E B S E R R &

2.3 Any employee who is found to have violated this policy will be subject to appropriate

disciplinary action up to and including discharge.

SR E 1 HBOTRE 52 BUAH LA AL T, 18 59 7™ B R S

3. Probationary Period iXFi#H

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.

NI BOX I 60 T o FEGTIII, Re 2T 25 1% 1% BOM K e Mk E DL BT B 22 AR
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- Payroll Practices T#%
1. Pay Days &5 HE
Each month’s basic salary will be paid on the last bank working day of each month governed

by this contract.

A FRME, 8] TRAB ROVRAT 9 &5 — 4 T1EH.

2. Payroll Deductions TL¥F1I&

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.

FOMARE AT AR AR G BN AR A P o R EE A by, KSR RDRIBKE . H
YOKBREAE M . AHRTEIZ)R, FrA AR NEUTE: H T8 A 3hnkk.

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.
FEEBOYIE], AhBE &P AR (BRKEREE) HHANEAR NS KE PR 5
EV/E s G

=. Benefits #IHERN

1. Holiday A

The Instructor will have statutory holidays as specified by the Chinese government. In the



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.

AP B = 52 v E BURF AL E BV 1B H o an B B SR e 10325 118 H AR SR i ek,
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2. Paid Sick Leave 7
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.

SNECE S R AT 5 R B BOUE AR A G 416 el [ A= H R IE .

3. Health Insurance ZE¥7 {5

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.
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4. Attendance Bonus £ &3¢

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.
WGE A B R 600 Jo/4F . LGNS — A FIETT 4G 1200 J0/4F

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.

IR ZWETTAE R T H AR, KA 100 o/ RANER4 2. 72 R, R oM &80
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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



college.
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5. College Seniority Pay B# £k

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.
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6. Family Employment Benefits 351§ & T4

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.
FEESE T AR 4 )5, 35 DA FEREL R —FA 32 4000 JOHIR e EIELET
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7. Visa/ Foreign Expert Certificate J& & 7 f1E& 54E
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



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.

ERORG LA SIS AP B AR REAE ' 75 OB ] CHR A o [ BURF S A R 3 A 9% ] A
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8. Chinese Language Class H 3
The College will provide up to 3 different levels (based on demand) of scheduled group

Chinese language lessons for the benefit of the Instructor.

FRNINE TR T PRI R SR

PU. Leave of Absence :TFi%{E
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.

FEATEERAAUE BHEIER O AL SRS SRR o AR R TR BB A4
HRMUEY, BRI A E R RS SR .

2. Procedures EREF

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.
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3. Paid Sick Leave H#iR{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.

HE 7 W6 25U A vy B A Y R ROAIE B 75 RIS P 5 0 S0 o S T A (R P R A P e
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4. Rules for Finding Substitute Instructors 5

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.

A0 B0 18] P R BT UR IR An TG He AR 2 AR, T e BOMAE SR AT AR IR & H
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SRR AR FL A TR O T8



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.

HA #e BT U R ET . BOTARERL B ZHACERBOM, &5 WA AL sk e, I
M TARRS Y AR R E AT A B

5. Reason for Absence 58 5 K

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.

FEATF R A R R S NS DA BEftbitE,  HAUR AT PR BT SR AtHE. BUMFRIS AT
REFR B — RLARUREUN, JFRAMETE AR EE R RS R AR SE IR A KOG ),
HUT 5 3 5 S HEAH OCUE B AN I ME B

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.

ZHS TR NIE RS B, b AU AR SSER T I HAE IR Btk e . 19 2UHE 5 281 2k
ARURE I B J5 #h R

6. Salary deduction T % F19%

6.1 Deductions are calculated on the basis of the number of working days of leave taken on the
leave form.

PRI AT R ) AR H RECR T NN T8

6.2 The employer will deduct the daily salary for the corresponding leave of absence based on
the actual number of working days taken.

Daily Salary = (Pre-tax Basic salary + College Seniority Pay)/total working days in the month
BT e SE PR I AR H REONPRE,  FBRAHBLE R H T8



HIL8= (BATSEEA TR+ /2 H & TAFH

7. Report upon Returning from an Approved Leave 5%

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.

VB BOMAE IR 28 R 5 20 m) 230 T B . AREIRE Fi o h), IR4 IR “ TR
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F.. Teaching #*

1. Teaching Incident F{2FZE K

1.1 Definition and penalty of A Teaching Incident — P4 2 2% F M\ 8 e Ak T

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:

ARG &, P — BB

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

TR SR B A R T I R

1.1.2 Not recording the attendance of the students according to the requirement of The College.
B TR E N R AT B )

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

B TR 2% [R) R8BI 22 A UR B R S S R[]

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

FEUREE b M O W i 5 B TR F A

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

teaching Oral English.



FEUR & _EAHCETR T 1N B #EE THE TR 31
1.1.6 Being late for class, administering the exam or dismissing a class five minutes early or

more (five minutes included).

EUREH|. WHFIBR). SEAT 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.

WA VL EBCER, FRR IR ATRR 500 JT LB WIFEA RIH A K AE 2 RIS 3
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1.2 Definition and penalty of a Serious Teaching Incident /™ 5 #{ 24 5 #{i\ & S H AL EE

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:

LA E L —F, MM E i

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.

BT S . AHSS IR AR AR IR, AR5 AR T A B 45 8E 80 .
1.2.2 Submitting exam and/or course grades over 3 days (including 3 days) past the deadline.
ARAZHTE I ) 1A S G R S, 48 3 REAE (& 3 KD,

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

TR AT F o R BRECE B T ) AR 2k

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

RAFEHIMT N, AR P EA TR A R .

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

performance.



3 I A A AP TS ARG I o0 B TARIE AN R R0 .

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.

EUREH|, WHEIBR EIRPIEEIT. SHEET MR 10-20 408

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

Wi R 2 R R 2 ).

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.

T BB E AR, AR R R HUT )™ BB A IR HAT L SRR B . SRR
FTBE 1000 yoe WRFERREFMEG O, ARG TE 1000 JoFE, ARA BURER

HESH &

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 BUMIE L ACGA AR BN S B A 1L, ARABURRR &, BE R R R —Ik™
oAy,

2. Rules of Rearranging the class i HiH] &

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.

FOMBHE LA AL G 3 B DA SO IR B R . A TR BE A AU S, T4 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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FAREE AT SR8 ERFEZE AR UM RO B0 22 HE PR

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

MR AL S5 PR BHC A PR 5 PR A 1 R 1) LA 224k

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

PR FE R BREE 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.
TR TR S, H 20 AT 188 0 2 AL T RS PRI TR) At 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.

FOMF S BA G RN BOA LB R S & EA R R ey iR 18 E R, kb
JIARER I H B e A B

3. Rules for Finding Substitute Instructors iR E

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

UM ZUE S 35 B 5 UL AR L3

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.

FOMBAI L R B S5 RAE 10 BRI LA, S ATGIEAIBAMRAESS, il EEILIRG
&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.

SREREE HIE M ACRIEIT, — L ESALH A
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4. Employee Evaluations (to be supplied by teaching divisions) Z(ZZPFAh
All observations of any foreign Instructor will be taken into consideration in the

evaluation of the Instructor’s performance that year.

SO TR SR S0 LA AT VA

5. Special Content Course Proposal JEZEA¥E 11ERFERE

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.

HNEURTARAE B O TV E S Rk < HEEREIEE MHERIRAE i (IECO-wj-17)” R4 %
» A B ERA G AN E TR B 1 B K /RIBe, HRR HbrAb. T EPRAL .

FOOTAE G MRERT I . ARG IR B AP E T8~ e 8 e A/ B K3 R Ah 2

75+ Contract Renewal & Separations 252, BB
1. At will Employment B[R H
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.
FOMAL Uy o E AMNE B KR RIE, RBLESE. HRAIARL . 15 IO TR
MONEIEAT o ANEE UM 5 A2 N IS S At (A6 U B AN L 52 08 R AR ORI A

2.Voluntary Resignation B J& % ER
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) .
SRR N R B F MR & 7], 7552007 30 R AT 2 252 t i i« JFIRS Ah 0

R R (IECO-wj-20), IZHBFET 58 MAMEBUMESIRE (IECO-wj-21),

3.Involuntary Separations 3k 5 /& B ER

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

FRATRHT 30 R CEAFED A TR R0 HOAA Sekg . SR i e [ & R 568K
SR MR 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.

Tt B EEPIC 2 EE BN, SIREUNSEGRSRHE 7 RAKRERE S (EEH
J1D o B RO A PR R A Dl A B2 RESE KA a2 B N 1R), 75 2 [ PR Ag i S A AR AL ) 0 4%
FRAHRINE AL, H K2 B I () AN Rl & A 45 5 14 Ko

4. Contract Renewal 22

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

SRR FE T B 2 AR A AR L5 B 7R 80

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.
IRT R A BRI B TR 5 K LA B 45 T Qi A 2800, A i o a5 SR A 2RI 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 I U E AN FT T AH GBI TER A R R . BRI S5 SRR A2 WE =R
PRRE AR 9% R 58 15 R

. Work Rules A&
1. Dress Code FHIEHriE
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.
FUTR B8, KOk, IR A R FERT LR WO, JagE. Bk,
FRFIKIA FeVF 5 LR JE

2. Outside Employment 7E#F 5N
Working part-time without approval from the College is regarded as violating the contract and

may result in the dismissal of the Instructor.

REA R TR, PN EREF, ARAPEERE R .

&l

3. Relationship JEIEH R R

3.1 No ‘dating’ Pei Zheng students, either on or off campus.
TR, ARG EEIEEEL R,

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

FEAEAL B A B R SR AN

4. Standards of Conduct 17 N+r#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.

FE N A S Bl v ] o B, R EOGT E E VR AT AR B AR A B VA
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4.2 Will participate in faculty/staff events, unless they are designated as ‘optional’.
BRSINEIR TiEsh, B A fa @i # .
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.
ERENINERE B HIER . ASIUETH IR 24 15 S .
4.4 Be well prepared for and attend all classes and activities assigned by The College.
Bk, SR iz .
4.5 Start classes on time and teach for the full prescribed period.
IR E SRR ACAAESS, BB AR TR,
4.6 Follow the approved curriculum.
Pl AR ) e 2 HE
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 EAE R YR BT (B b 22:00-5. 1 8:00) 775 & X P K7 M
4.8 Refrain from inappropriate or obscene language with students, colleagues, staff and
neighbors
PR A, D TR E A B R R S AT N
4.9 Is forbidden to keep pets on campus and in the living quarters
ZRIEAE AR N BT & N AR ) o
4.10 Observations arranged by the college and teaching departments are mandatory
SRR B TR 2 UM R B i
4.11 Will not carry out any religious activities with the students or Chinese people.

AN SOV [ A 2R B b BN T SR BB AR 30

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.

TR AS5ERAANEFHE—B. I5BHRFEFI UaRNHE.
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