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Guidelines for Teaching and Learning Activities

at Confucius Institute Star Mandarin School, the University of Sheffield

September 2025

When the fees are collected, the consents of the students’ images, audio and personal information

have been given by parents/carers for conducting teaching and learning activities at the Star

Mandarin School, Confucius Institute (hereafter refer to the School).

Since September 2022, the school has implemented three modes of teaching: face-to-face, hybrid
and online. Teachers will use their University of Sheffield account and the University’s Google Meet
to present teaching resources. Interactive teaching activities will be conducted both offline and online
through audio and video communication, as well as in-person classroom interactions.

All classes are taught live. Students who miss a class will not receive make-up class, and the school
cannot record classes for students to view.

Children living in Sheffield will, in principle, attend in-person classes. The class link provided in the
teacher's welcome email is only for online students outside the Sheffield area. Parents and students
are prohibited from sharing the link.

The registration information provided by parents/carers will be shared with teachers, including
emergency contact number, email address and any special notes. Teachers will record class
attendance based on actual attendance and communicate with parents and students via email
regarding instruction, homework, and other matters.

Hybrid teaching setup: (1). The teacher login the facilities inside the classroom, using the main
computer to open the teaching platform, facilitated by the big screen and the classroom speakers. An
external video camera with mic is connected to show the students sitting in the classroom. (2). The
teacher uses a laptop to join the online class as a "virtual student", turning off the laptop audio
throughout the class, but using the laptop video to show herself/himself throughout the class. (3). All
students participating in the online class turn on their webcam and audio at home throughout the
class. (4). The teacher uses the host computer, main screen, and laptop to manage the class and
control the teaching, allowing for real-time observation, real-time interaction, and real-time feedback.
Online Classes: Teachers and parents should ensure the classroom is well-lit, clean, quiet, and
comfortable with comfortable desks and chairs. Textbooks and stationery should be readily available.

Teachers should dress appropriately, and children should be neatly dressed.
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Online Classes: Teachers should enter the classroom at least 10 minutes before class time. Students
should enter at least 5 minutes before class time. Parents/children should copy and paste the class
link into Chrome or Safari, or log in to Google Meet, enter the meeting ID, and enter the classroom
using their child's real name, waiting to be admitted by the teacher.

Online Classes: Keep your camera and microphone on at all times and answer the teacher's call. This
is to ensure no outsiders and ensure online safety.

Online Classes: Online classes at home require even greater parental cooperation. Parents can quietly
accompany their children or monitor them from outside the room. During breaks in online classes,
parents are fully responsible for their children's care and safety. In principle, children cannot be left
home alone.

Only teachers may record classes. Recorded files will be stored for a maximum of six months and then
deleted. Files are used solely for teacher reflection and teaching purposes. Under no circumstances
may recorded files be shared externally.

Unless otherwise permitted by the teacher, parents and children are prohibited from videotaping,
recording, screenshotting, photographing, or transcribing personal information. If any information
collected during class is intercepted, leaked, or publicly published, the person who intercepted and
leaked it will be solely responsible for the consequences.

For in-person classes, teachers must arrive at the classroom at least 10 minutes early, log in to the
computer, and prepare class resources. If rearranging tables and chairs is necessary, please ensure
that they are restored to their original positions after class.

Teachers may use other platforms to assist with teaching, such as Padlet, Kahoot, and Quizlet.
Teachers will notify you in advance. Parents are encouraged to help their children prepare, download
apps, etc.

Homework will be assigned every week for each class. Homework will be sent via email. Parents are
encouraged to check and supervise its completion. Some teachers use ClassDolo for homework
management, submission/collection, grading, feedback, and sharing.

To ensure the integrity, coherence, and systematic nature of teaching, and to leverage the collective
wisdom of teachers and fully develop their potential, the school divides teachers into different
teaching groups. Teachers within these groups will coordinate the curriculum, schedule, and
resources.

All other policies and regulations at the Star School remain valid and apply to all teaching activities.
The School promotes the principles of equality, diversity, and inclusion, fostering a spirit of mutual
respect, understanding, cooperation, responsibility, and innovation, and promoting global citizenship

education.



