
【新進美語教師訓練流程表New Teacher Orientation】
新進教師姓名/ New teacher’s name：                            
到職日/On Board Date               
	
	訓練課程
Training sessions
	預計時間/日期
Expected time/ date of completion
	完成日期
Actual time of completion
	主訓者確認
Confirmed by
	所需物件
Relevant Materials

	1. 
	總公司人事報到 / 分校報到
Meet HR Department at Head Office / First day of work
	
	
	
	

	2. 
	主管同事介紹
Staffs introduction
	
	
	
	

	3. 
	教材簡介 + 網校介紹 + 電子白板或互動式投影機運用
Introduction of LiveABC Teaching Material, Web school and the Smart Board  
	2 hours
	
	
	教材簡介ppt


	4. 
	教師工作守則及合約說明及簽約
Introduction and Explanation of English Teachers’ Manual and Teacher’s Contract / Have the Teacher Sign on the Manual & Contract 
	1 hour
	
	
	教師工作守則及合約

	5. 
	取得網際學院帳號
Obtain Account Information of Web school
	
	
	
	

	6. 
	觀摩其他老師上課 (兩個班)

Class Observation (2 different classes)
	4 hours  
	
	
	

	7. 
	每日工作事項討論﹕確定分校物料置放地點
Confirm Teaching Procedures and the Locations of Teaching Supplies
	
	
	
	

	8. 
	授課時間班級確認
Confirm Teaching Schedule
	
	
	
	

	9. 
	堂內觀摩看課（交接當班）與當班老師交接
Class hand / take over
	
	
	
	交接班的班級檔案夾

	10. 
	班級檔案夾管理須知﹕教師聯絡簿、點名表、成績紀錄表、電訪紀錄表等
Introduction of Class Folder
	
	
	
	班級檔案夾

	11. 
	領取新班級教材
Obtain Teaching Materials in order to Better Prepare for Your Classes
	
	
	
	新班級教材

	12. 
	其他
Other
	
	
	
	


教師簽名Teacher’s signature：                           
主訓者簽名Supervisor’s (Trainer’s) signature：                  
分校名稱

