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Live互動美語 標準教學流程 
Live Interactive English Center Standardized Teaching Procedures
	
	步驟Steps
	工作內容Duty specification

	課前備課 Before Class 
	拿班級檔案夾
Take Class File Folder
	確定今日上課進度/課程內容/是否有考試。
Confirmation of course content for the day, to see if there’re any quizzes or tests, etc.

	
	備課
Design Lesson plan
	撰寫教案，查看班級檔案夾是否有co-teacher 或是教務主任留的訊息。
Write up lesson plans and check the class folder to see if there are any comments made by your co-teacher or the supervisor

	
	準備上課器材
Prepare teaching materials
	準備教具、生字卡、學習單等。
Prepare of teaching materials, props, flashcards, etc.

	
	行政溝通事項
Communicate with  administrative counter
	是否有預告事項、通知單。
Check with the counter to see if there are any special announcements to make, any notice letters to be distributed, etc.

	課中 In Class (Please finish these steps within 10 minutes)
	學生抄聯絡簿
Communication Book
	將今日上課進度抄在黑板上。
Copy today’s class outline on the board

	
	點收今日應交作業
Check and collect Homework
	了解未交作業學生名單及詳細情形。
If anyone has failed to hand in their homework, find out why 

	
	點名
Roll call
	將未到名單送到櫃檯，確定學生是否請假。
Notify the administrative counter of all absent students

	
	開始進入今日課程
Start Today’s lesson
	前面三項動作盡量在10分鐘內做完。
It is recommended that the three previous steps are finished within ten minutes

	休息 Break
(10 minutes)
	簽聯絡簿、批改小考
Communication Book and Quiz
	批改小考，並登錄學生情況或預告事項於聯絡簿上。
Sign communication books and correct students’ quizzes  

	
	發回前次作業簿
Return previous homework assignments
	叮囑學生訂正錯誤，輔導錯誤較多學生，補收上次作業。
Remind students to correct any mistakes that they’ve made

	課後管理 After class
	發回聯絡簿或寫作本

Return communication book and writing book
	口頭提醒今日回家作業

Remind students what today’s homework is

	
	總複習今天課程

Wrap up
	檢測今日上課重點

Do a final wrap up 

	
	待處理學生事宜
Arrange make up classes 
	繳交功課未完成、小考需補考或需加強輔導名單。
Hand in the list of students who didn’t finish homework, who failed the quiz, who missed the quiz or who need to make up the class to the supervisor

	
	離開教室前

Before leaving the classroom
	將教室課桌椅還原、清潔、關電燈、冷氣、電腦及投影機。
Put the chairs and the desks back in place, pick up the trash and turn off the PC, Projector, AC and the lights  

	
	離開學校前

Before leaving the classroom
	填寫班級檔案夾，並將所有教具檔案，歸回原位、打卡。
Leave any notes for your co-teacher, return all teaching materials and files, clock out before you leave

	備註 note
	教師需立即回報學生狀況給教務主任 如功課未完成者、小考不及格者、上課不專心吵鬧者。
Teachers should report students’ learning performance to the supervisor,

including those who didn’t finish their homework, those who failed the 

quizzes, or those who misbehaved in class.


課中互動建議流程 Suggested teaching procedures
	First Hour
	Second Hour

	Warm-up & Roll call

點名 / 抄寫聯絡本 / 暖身
	5-10 mins
	Go over quiz / Review Hour 1 teaching content
檢討考卷 / 複習Hour 1內容
	10 mins

	Teaching Procedures
Presentation: T uses the web school to do class presentation (利用網校呈現本課內容)

Practice: T provides some drill practices or activities to Ss (學生練習)
Production: T checks Ss’ production through games and activities (以遊戲或活動檢測孩子成果輸出)

 
	30-35 mins
	Teaching Procedures
Presentation: T uses the web school to do class presentation (利用網校呈現本課內容)

Practice: T provides some drill practices or activities to Ss (學生練習)

Production: T checks Ss’ production through games and activities (以遊戲或活動檢測孩子成果輸出)
	20 mins

	Quiz

小考
	10 mins
	Writing practice

寫作練習
	10 mins

	Break time
批改聯絡本及小考本 / 學生休息
	10 mins
	Wrap-up

總複習/單字背誦
	10 mins
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