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1. Mission and Aims

The Sino-English Club (SEC) provides an educational and cultural platform that facilitates meaningful
language and cultural exchange between Chinese and English speakers. It fosters a safe, respectful,
and inclusive environment that promotes mutual understanding, learning, and collaboration.

In alignment with the University of Sheffield’s mission and values, the SEC upholds the University’s
commitment to delivering life-enhancing education through excellence, inclusivity, collaboration,
integrity, and respect.

Guided by the University’s Code of Conduct: Living Our Values and the Equality, Diversity and Inclusion

Framework, the SEC is dedicated to building a community where everyone can learn, share, and thrive
together in a supportive and respectful environment.

2. Membership

1) Open to all University of Sheffield students, staff, and community members interested in Sino-
English exchange.

2) Participation is free of charge, and all members must adhere to the University of Sheffield
Code of Conduct and the Confucius Institute (Cl) Code of Conduct.

3) The SEC is a learning and cultural community — not a platform for personal gain, political
advocacy, or religious promotion.

4) Members are expected to uphold the values of respect, openness, and integrity in all
interactions.

5) Members who wish to leave the SEC must inform the CI/SEC team in writing and are expected
to remove themselves from all SEC communication platforms. Members who do not do so will
be removed by the SEC administration team.


https://staff.sheffield.ac.uk/equality/policies

3. Meetings & Activities

1)

2)

3)

4)

Normally, the SEC Regular Meetings follow the University Semester Dates, from Week 1 to
Week 12 and held on Thursday evenings 6:30-8:30 pm.

Special Events: Cultural celebrations (e.g. Spring Festival, Mid-Autumn Festival), “Party in the
Park,” cultural workshops, and collaborations with groups such as CSSA and SEAS.

External Activities: Unless approved in advance by the SEC Committee or Confucius Institute,
any activities held outside official SEC meetings are not recognised or covered by SEC/CI
responsibility.

All meetings must take place in safe, accessible, and approved locations, following University
risk and safeguarding policies.

4. Tandem Language Partner Guidelines (currently the Partner Scheme is on hold)

1)
2)
3)
4)

5)

6)

7)

Participation is voluntary and based on mutual consent.
Duration: Maximum of 5 sessions per cycle.

Meetings should occur in public or university-approved spaces.
Personal contact information may only be shared with consent.

Participants must respect boundaries and follow the same code of conduct as in regular

meetings.

Concerns should be reported to the SEC teachers and coordinators; serious issues to the SEC
Committee, ClI Director, or University Security.

Either partner may end the pairing at any time without the need for explanation.

5. Management, Finance & Administration

5.1 Governance

The SEC Committee operates under the Confucius Institute management team.
All major decisions, spending, and disciplinary actions require Cl Director approval.

Matters not specified here fall under the Committee’s discretion, subject to Cl oversight.

5.2 Finance

All budgets and expenses are processed via the Cl, in compliance with University of Sheffield
financial regulations.


https://sheffield.ac.uk/about/dates/current-and-future-semester

5.3 Events & Risk Management
e All events must undergo Cl approval and University risk assessment procedures.
e Guest speakers, publicity materials, and partnerships require prior Cl consent.
e Venues and participants must adhere to University health, safety, and safeguarding policies.
e In emergencies, contact University Security: 0114 222 4085.
5.4 Record Keeping & Data Protection

e Membership and attendance records are securely stored by Cl staff, in line with GDPR and
University data protection policies.

e Personal data are used only for SEC purposes and deleted after use.
5.5 Discipline & Complaints
e Minor concerns will be handled by the Lead Teacher during meetings.

e Serious or repeated misconduct will be referred to SEC Committee, the Cl Director or the
University of Sheffield under its disciplinary procedures.

e The University’s Code of Conduct and Dignity at Work and Study Policy apply to all participants.

6. SEC Code of Conduct
6.1 Attendance and Participation
e Attendance is voluntary; members are encouraged to participate regularly.

e Members who remain inactive over an extended period should request to have their
membership removed.

¢ Non-active members may be refrained from participating in future SEC activities until re-
registration.

e Participants are expected to arrive on time, within a buffer range of 15 minutes before or after
the scheduled start time.

6.2 Respectful Interaction
To maintain a welcoming and productive atmosphere:
e Speak politely and listen actively.
e Avoid interrupting or dominating discussions.
e Be patient with differing levels of language ability.

e Show appreciation for different cultural viewpoints.



6.3 Sensitive Topics

e Discussions on a wide range of topics are encouraged when presented in an informative,
balanced, and neutral manner.

e Members may share personal experiences respectfully and briefly.
e The following are not permitted:

o Campaigning, promoting, or recruiting for any political party, ideology, or religious
group.

o Debating or arguing about political or religious beliefs.
o Disrespecting others’ identities, backgrounds, or beliefs.

e If sensitive topics arise, the lead teacher or session facilitator should guide the discussion back
to cultural and educational learning.

6.4 Dignity and Inclusion
e Harassment, discrimination, bullying, or intimidation in any form are strictly prohibited.

e Sexual harassment or misconduct will result in immediate referral to the University’s
disciplinary process.

e All members are expected to support an environment where everyone feels safe, valued, and
respected.

6.5. Confidentiality and Privacy

e Personalinformation shared during meetings (such as contact details or personal stories) must
remain confidential.

e Recording, photography, or video capture during meetings is not permitted without prior
consent from all participants.

e Members must always follow University data protection and privacy policies.
6.6. Language Use

e Mistakes are part of the learning process—members should correct others kindly and
constructively.

e The environment should remain supportive, patient, and inclusive of all language proficiency
levels.

7. Review

These Guidelines are reviewed annually by the SEC Committee and the Confucius Institute Director
to ensure alignment with the University of Sheffield’s values, policies and guidelines.
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