瑞华中文学校教室值班家长值班表
RCS Guidelines for Parents on Duty
	值班家长职责
1. 提前5分钟到校在前台签到后向老师报到。

2. 上课前检查教室状况，若发现异常及时与值班校委联系。

3. 上课期间应视老师需要帮助维持课堂秩序，帮助老师发作业本等。

4. 课间维持教室里的秩序，阻止学生在教室及走廊乱跑，阻止学生移动教室用具及其他违反学校规定的事件发生, 使老师有时间休息。
5. 阻止学生在学校内吃东西，若发现垃圾桶内有食品或饮料包装应及时清理。
6. 所有课程结束后，若曾移动桌椅，应恢复教室原状，清理地面明显污物。
7. 若因故不能值班，请自行找其他家长替换。

8. 如无法替换，请至少提前三天通知纪检校委，由学校负责安排替换家长。
9. 若未经提前通知校委会，无故缺席值班者，校委会将在其帐户罚款 $30。
10. 对值班未尽职尽责者，学校将会酌情处罚。


	1. Arrive 5 minutes earlier than your duty time, sign in at the front desk and report to the room teacher.
2. Inspect the class room before class starts, contact the school administrator if anything abnormal. 
3. Stay in the class when class in session, help teacher to maintain the classroom order. 
4. Help to maintain the order in the class room during break, prevent the students from abusing or tampering with objects in the classroom, running in the classroom or hallway, or other activities that violate the school regulations. 
5. KJHS does not allow eating in the classrooms. On duty parents shall enforce this school regulation and remove any food wrappers from trash cans.
6. When class is over, restore the classroom to its original state. Keep the classroom clean （pickup obvious piece of paper…） 
7. If you can not be present oh the day of your duty, please find a substitute. 
8. If you can not find a substitute, please inform the school. RCS will arrange a substitute for you and your account will be charged for $25 dollars to credit the substitute parent’s account.
9. If the parent on duty failed to show up for no reason, the account will be fined for $30 dollars.
10.  If the parent on duty did not perform his/her duty as described thereof, RCS will reserve the right of penalty accordingly.


	值班家长姓名
（Parent on Duty）
	教室 
	Classroom number:
	日期 (Date: mm/dd/yyyy) 
	

	
	第一节
	第二节
	第三节
	第四节
	第五节
	第六节
	第七节

	
	10:00-11:00am
	11:00am-12:00pm
	12:00-1:00pm
	1:00-2:00pm
	2:00-3:00pm
	3:00-4:00pm
	4:00-5:00pm

	老师签字
	
	
	
	
	
	
	


请家长将此表签字后交给前台值班校委，谢谢您的大力支持！！

Please return this signed form to the front desk. Thank you for making RCS a better place to learn!

