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1. Introduction

This ESL Instructor Handbook is presented to the ESL instructors of SaigonTech as a guide to its general educational philosophy and as part of the teaching contract for its policies and procedures that are of interest to the ESL instructors teaching at SaigonTech and must be read carefully.

SaigonTech’s ESL Department is concerned that its instructors have adequate academic backgrounds and utilize student-oriented procedures and methodologies. Whatever educational theoretical tenets the instructors subscribe to is part of academic freedom--within the bounds, of course, of the ESL Department’s regulations.

2. ESL Department’s Mission 
The instructors in the ESL department must begin instructional activities by understanding the department’ s 5 main goals given below.

· Goal 1: To use English to communicate in social settings.
Standard 1: Students will use English to participate in social interactions

Standard 2: Students will interact in, through, and with spoken and written English for personal expression and enjoyment.

Standard 3: Students will use learning strategies to extend their communicative competence.

· Goal 2: To use English to achieve academically in all content areas.

Standard 1: Students will use English to interact in classroom.

Standard 2: Students will use English to obtain, process, construct, and provide subject matter information in spoken and written form.

Standard 3: Students will use appropriate learning strategies to construct and apply academic knowledge.

· Goal 3: To use English in socially and culturally appropriate ways.

Standard 1: Students will use the appropriate language variety, register, and genre according to audience, purpose, and setting.

Standard 2: Students will use nonverbal communication appropriate to audience, purpose, and setting.

Standard 3: Students will use appropriate learning strategies to extend their sociolinguistic and sociocultural competence.

· Goal 4: To pass the TOEFL iBT with a satisfactory score of 79 or above and SAT with a satisfactory score of 550 or above (verbal section).

Standard 1: Students will be able to understand and interpret spoken English.

Standard 2: Students will be able to recognize formal written English and to choose the most economical, mature, and correct ways of stating sentences.

Standard 3: Students will be able to understand, interpret and analyze reading passages on a variety of topics.
· Goal 5: To be familiar with (Business and Computer Science) terminology and to develop all four skills, with special emphasis on vocabulary acquisition and grammatical accuracy.
3. Course Descriptions
Listening 1301

Prerequisite: A satisfactory score on the English placement test (20 – 39 points)

This is a comprehensive course in listening skills in American English. It is intended for students who have studied English previously but need further practice in understanding simple conversational language. A wide variety of stimulating and useful activities are given to graded practice in listening. Throughout the course, students practice listening for a variety of purposes and hear examples of different types of spoken English.

Listening 1302

Prerequisite: Completion of listening 1301, or a satisfactory score on the English placement test (40 - 59 points)

This comprehensive course in listening comprehension is intended for students at the pre-intermediate level. It builds active listening and thinking skills and provides opportunities for students to listen to natural conversations for a variety of purposes and hear different types of spoken English. It reflects current understanding of listening comprehension in second language learning by incorporating the two fundamental processes of listening comprehension: “top-down” and “bottom-up” processing.

Listening 1303

Prerequisite: Completion of listening 1302, or a satisfactory score on the English placement test (60 - 79 points)

This comprehensive course in listening comprehension is intended for students at the intermediate level. It builds active listening and thinking skills and provides opportunities for students to listen to natural conversations for a variety of purposes and hear different types of spoken English. It reflects current understanding of listening comprehension in second language learning by incorporating the two fundamental processes of listening comprehension: “top-down” and “bottom-up” processing.

Listening 2304

Prerequisite: Completion of listening 2303, or a satisfactory score on the English placement test (80-100 points)

An advanced course is designed to help students listen to lectures at colleges or universities. In developing classroom activities to accompany the lectures, the course provides students with fundamental principles of successful learning. 

Speaking 1301

Prerequisite: A satisfactory score on the English placement test (20 – 39 points)

This conversation course provides a wide variety of vocabulary and student-centered learning activities for beginning students. The approach is communicative, involving oral exercises, dialogues, and role playing.

Speaking 1302

Prerequisite: Completion of Speaking 1301, or a satisfactory score on the English placement test (40 - 59 points)

This course is a continuation of the skills acquired in Speaking 1 and uses the same approach.

Speaking 1303

Prerequisite: Completion of Speaking 1302, or a satisfactory score on the English placement test (60 - 79 points)

This course is a continuation of the skills acquired in Speaking 1302 and uses the same approach.

Speaking 2304

Prerequisite: Completion of Speaking 2303, or a satisfactory score on the English placement test (80-100 points)

This course develops the oral communication skills of advanced ESL students in academic and professional settings. The interactive activities in the course involve students in practicing skills that they can apply in real-life situations.

Reading 1301

Prerequisite: A satisfactory score on the English placement test (20 – 39 points)

This beginning reading course prepares students for academic content. It develops reading skills and comprehension of reading selections by providing practice in skills such as identifying main ideas and supporting details, finding details, recognizing topic sentences.

This course gives students a preview of the upcoming material, provides scaffolding to help students understand authentic language, activates prior knowledge of the reading topic, encourages students to expand the topic of the reading by relating it to their own lives, allows students to anticipate unknown vocabulary, prepare students for standardized tests through outlining main idea, supporting details, gives students comprehension and self-assessment tools, connects the classroom to real life through ads, application forms, brochures and the like,  and finally immerse students inauthentic language, complete with scaffolding and reinforce reading skills.

Reading 1302

Prerequisite: Completion of Reading 1301, or a satisfactory score on the English placement test (40 - 59 points)

This course is a continuation of the skills acquired in Reading 1 and uses the same approach.

Reading 1303

Prerequisite: Completion of Reading 1302, or a satisfactory score on the English placement test (60 - 79 points)

This course is a continuation of the skills acquired in Reading 2 and uses the same approach.

Reading 2304

Prerequisite: Completion of Reading 2303, or a satisfactory score on the English placement test ((80-100 points)

This course is a continuation of the skills acquired in Reading 3 and uses the same approach.

Writing 1301

Prerequisite: A satisfactory score on the English placement test (20 – 39 points)

This beginning writing course is designed for students who already have a basic knowledge of English grammar and vocabulary, but who may never have attempted to write anything in English longer than single simple sentences. Based on a grammatical, notional, and rhetorical syllabus, this course is designed with the primary aim of helping students develop as writers by focusing on writing with a communicative goal. 

This course is intended for high-beginning writing students of English as a Second Language. It takes beginning writers from understanding the concept of a paragraph to writing three basic types of paragraphs: chronological process, partial description, and listing. It also shows students how to use examples, how to express and support their opinions. Exercise and writing assignments are conceptualized to make them more engaging to the student and to reinforce the notion of writing as discourse. 

Writing 1302

Prerequisite: Completion of Writing 1301, or a satisfactory score on the English placement test (40 - 59 points)

This course aims at providing students with a wide range of skills, from basic punctuation and capitalization rules to rather advanced clause work, and teaching the writing process using simple, clear language that guide the students through a series of steps to produce well-organized, adequately developed paragraphs and essays.  

Writing 1303

Prerequisite: Completion of Writing 1302, or a satisfactory score on the English placement test (60 - 79 points)

This course aims at helping students develop their basic composition skills or brush up on sentence structure and mechanics. It teaches writing in a straightforward manner, using a process-oriented approach.   

Writing 2304

Prerequisite: Completion of Writing and Grammar 2303, or a satisfactory score on the English placement test (80-100 points)

The course is based on an approach which emphasizes the discoursal and cognitive aspects of writing. It will give the students practice in using many common ways of organizing texts as a whole and of organizing information with texts. Moreover, it will provide the students with plenty of examples of different types of texts which other writers have produced and will help them to see the principles on which the organization of these texts is based. Finally, it will point out some of the most common grammatical difficulties which can prevent the students from producing acceptable texts.

In addition, this course aims at providing students with a variety of language material by taking a fresh look at features of the language that students will be familiar with, while at the same time examining and practising them in greater depth through the medium of unsimplified examples mostly drawn from or based on authentic sources.

Grammar 1301

Prerequisite: A satisfactory score on the English placement test (20 – 39 points)

This course enables students at the basic level to communicate with ease and clarity as they develop a natural sense of how, when, and why English speakers use grammatical structures as they do. The grammar is systematically organized, explained, and practiced in a communicative, learner-centered environment. 

This course focuses on building an elementary understanding of form, meaning, and use as students develop basic oral language skills in short conversations and discussions. It also targets the grammar skills involved in writing short paragraphs, using basic cohesive devices such as conjunctions and pronouns.

Grammar 1302

Prerequisite: Completion of Grammar 1301, or a satisfactory score on the English placement test (40 - 59 points)

This course enables students at the intermediate level to communicate with ease and clarity as they develop a natural sense of how, when, and why English speakers use grammatical structures as they do. The grammar is systematically organized, explained, and practiced in a communicative, learner-centered environment.

This course expands the basic understanding of form, meaning, and use in longer and more varied discourse settings, and with more complex grammatical structures and academic themes. It emphasizes grammar skills beyond the sentence level, as students begin to initiate and sustain conversations and discussions, and progress toward longer types of writing.

Grammar 1303

Prerequisite: Completion of Grammar 1302, or a satisfactory score on the English placement test (60 - 79 points)

This course enables students at the high intermediate to advanced level to communicate with ease and clarity as they develop a natural sense of how, when, and why English speakers use grammatical structures as they do. The grammar is systematically organized, explained, and practiced in a communicative, learner-centered environment.

This course focuses on spoken and written grammar in academic discourse settings, often in contexts that are conceptually more challenging and abstract. It emphasizes consistent and appropriate language use, especially of those aspects of grammar needed in extended conversations and discussions, and in longer academic and personal writing.

TOEIC
Prerequisite: Completion of Listening 2304 and Reading 2304.
Ideal for the TOEIC test preparation, the course gives students the skills, strategies, practice, and confidence they need to increase their scores on the TOEIC test. 
English for Business 
Prerequisite: Completion of Speaking 1303.
With a glossary for record of key business terms and expression, this is a tight-structured comprehensive course for students of business.  It provides students with relevant specialist language and professional communications about students’ business knowledge and presents the language relating to business and theory in lively, interesting, and accessible contexts.
English for IT
Prerequisite: Completion of Speaking 2304.
This course is for students studying computer science. There are a range of authentic texts and listening activities covering everything from the latest applications of computer technology to the underlining computer processes and components.  The course aims to develop all four skills, with special emphasis on vocabulary acquisition and grammatical accuracy. 
TOEFL (iBT) 

Prerequisite: Completion of Listening 2304, Reading 2304, Writing 2304, and Speaking 2304.
This course provides students with all the tools they need to succeed on the new TOEFL integrated-skills test. Giving both a comprehensive language skills course and wealth of practice for all sections of the test, this course, TOEFL iBT, is a supplement to ESL courses.

SAT

Prerequisites: Reading 2304, Writing 2304, and Grammar 1303

This course involves strategies, tips and knowledge for students to increase their chance of success in taking the SAT.  Students will learn SAT vocabulary, essay-writing techniques, grammar and sentence completion strategies as well as other tools to become familiar with the test so that they can increase their chance of achieving high scores to fulfill their college requirements. Students will master key strategies, concepts and vocabulary to do well on the SAT verbal section.
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5. ESL Instructors
Given the ESL department’s goals, the effective instructors will always ensure that their teaching methods are in accord with the goals as delineated above and the objectives of the courses with which they are involved.

In the ESL department, then, the instructors are going to build offerings which shall (1) promote professional standards, (2) endeavor to be consistent in grading and always keep their students alert to the methods and techniques being used in evaluation of the students’ competencies, (3) and keep in mind the lasting effects of one’s teaching.
When bringing new ESL instructors, the ESL department desires that they be FIRSTLY, excellent instructors. In saying this, we are implying several things:

1. We expect our ESL instructors to be people of dedication to their disciplines. This dedication is shown in, but not limited to, the following ways:

a. The instructors must, of course, KNOW their fields.

b. The instructors must be active in their disciplines.

c. The instructors should be members of the professional organizations of their disciplines.

d. The instructors must attend the professional seminars, conferences, conventions, etc. offered by the professional organizations to which they belong to upgrade their professional skills.

2. The instructors are masters of the teaching disciplines. That is, the instructors must:

a. have a deep interest in the intellectual progress of their students;

b. be cognizant of the environment and proper ambiance of the classroom, as far as they are able;

c. have a real understanding and love of the teaching act;

d. understand and put into practice the proper techniques and methodologies necessary to instill in their students the matter of the course;

e. be constantly alert to the need to develop one’s teaching abilities and capabilities in the latest educative techniques and methodologies.


6. Contract

Part time instructors are requested to sign and return a teaching contract to confirm their acceptance of the employment. Once the contract is signed, should the subject be offered, the instructors are obliged to teach the subject as agreed in the interview. The Instructors must teach the specified subject according to the day, time and number of hours as prescribed by the ESL department chair. However, the subject may be canceled if the minimum enrollment for the subject is not reached. Neither the instructors nor the chair is liable to compensate the other party in any form should such circumstances arise. The instructors should return the duly signed contract to the chair within 7 days upon receiving it. In any event, the contract should be signed and returned before the commencement of the semester or course to which it relates. Instructors are highly encouraged to seal the contract when returning it to the chair in person or by post so that it is kept with strict confidentiality. 

7. Eligibility to Work and Administrative Formalities

Instructors need to submit to the chair the following:

VIETNAMESE INSTRUCTORS
1. 01 certified Vietnamese Curriculum Vitae

2. 02 certified copies of degrees

3. 01 certified ID Card

4. Certified documents of the current working places (if applicable)

FOREIGN INSTRUCTORS

1. 
01 Curriculum Vitae

2. 
02 certified copies of degrees / certificates

3. 
01 certified copy of passport
4. 
01 certified copy of valid visa
5. 
Certified documents of the current working places (if applicable)

We will not be responsible for sponsoring the foreign instructors’ stay in Vietnam. They should therefore ensure that their passport and visa are endorsed to the effects that are permitted to teach at SaigonTech during the semester they are employed. We will assist instructors with the application for work permit provided that they can submit all of the documents requested by the Vietnamese Authorities.
8. Duration of Employment

The duration of employment is subject to negotiation between the chair and the instructors. During the duration of the employment, the instructor will be paid by the teaching hour. A new written agreement of a new employment and terms of service is reached for the renewal of employment.

9. Termination of Employment

The employment shall be subject to termination by the instructor or the chair after the semester ends without cause by giving to the other party a week’s notice in writing. 

Immediate termination of employment by the chair shall apply in the following circumstances:

1. If the instructors neglect or willfully refuse to perform their duties as stipulated in the contract or fail to cooperate with the school in the discharge of their duties to adhere to the school’s regulations;

2. If the instructors in any manner misconduct themselves;

3. If the instructors have been absent from class without acceptable reason(s). 

10. Payment of Remuneration / Salary
While full time instructors’ salary is calculated on a monthly basis, part time instructors’ remuneration is calculated on an hourly basis and will be paid on a monthly basis as stated in the contract, unless otherwise specified. 

As for part time instructors, the total remuneration will be ascertained on the last date of a calendar month in which all required teaching duties have been duly performed. The instructors shall not be entitled to receive remuneration should they fail to complete the assigned duties which include, but are not limited to, the following:

1. Preparing lessons well prior to teaching;

2. Conducting English lessons;

3. Assessing students' work;

4. Completing the tasks agreed on schedule until the semester ends and guarantee the quality of work;

5. Following and observing the school's regulations;
6. Grading examination papers;

7. Grading assignments and/or the projects and return them to students in due course;

8. Submitting (1) midterm exam grades and comments on each of their students, (2) final exam grades and comments on each of their students, and (3) project grades to Ms Thuy Tien. Email: tienhkt@saigontech.edu.vn and /or Ms Thuy Lien. Email: lienntt@saigontech.edu.vn.
9. Help the students observe the regulations attached as Appendix M.
The money will be paid into the instructors’ bank account. If you have any questions regarding your remuneration/salary, please contact Mr. Ngo Hong Phi (Email: phinh@saigontech.edu.vn). 

11. Remuneration Review
In determining initial remuneration and increases, the following factors are considered:

1. Formal Education;
2. Prior teaching experience;
3. Contribution to the improvement of the department curriculum, and instructional methods;
4. Professional conduct in all relations with students, faculty, and staff;
5. Teaching related effectiveness;
6. Years of service in the department;
7. Knowledge of the subject matter;
8. Classroom performance;

9. Assumption of faculty responsibility;

10. Attendance and punctuality;

No salary or remuneration increases are guaranteed on an annual basis. 
12. Field Trips and Guest Instructors
Instructors are encouraged to use field trips and guest lecturers to enhance the value of their classes. Guest experts and visits to sites can often greatly enlarge and enrich the classroom experience of the students. Instructors MUST always make the chair aware of such visits. 
Instructors taking their classes on field trips must fill out a FIELD TRIP REQUEST, DOCUMENTATION OF FIELD TRIP, and FIELD TRIP LEASE FORM (this form is for the students) available at the Registrar’s Office (Ms. Lien and Ms. Tien). Failure to do so will automatically cancel the field trip. (See Appendixes B, C, and D)
13. Visitors on Campus

Unless accompanied by a member of the administrative staff, no visitors are allowed in the classrooms. Under no circumstances are instructors and students to bring children, non-students, visitors, or other unauthorized people into the classrooms. 

When bringing in professionals to address classes, instructors should meet the visitor at the lobby and conduct him or her to the classroom. 

14. Relations with Students

It is expected that the instructors conduct themselves with dignity and propriety in their relationships with students to assure that their professional relationship and the reputation of the department are not impaired. Any violation of this policy that, in the judgment of the administration, impairs the operation or reputation of the department will subject the violator, after due process, to dismissal. 

15. Use of Computers

As a service to the instructors, computers are available outside class hours in the teaching staff room. 

16. Protection of Personal Property

The safeguarding of personal effects in the office or while on assignment is the responsibility of the individual. The department carries no insurance on, and can accept no responsibility for, loss of personal effects, including cash.

17. Meetings

Instructors are required to attend meetings under the direction of the chair. Important matters concerning the department, its programs, courses, policies and procedures are discussed at these meetings and each instructor’s input is needed.

18. Instructors’ Textbooks
All textbooks can, but need not, be borrowed from the library at the beginning of the course and must be returned to the library of the main campus (Building 6, Quang Trung Software City, District 12, HCMC) upon completion of the course. Remuneration will be withheld until all materials are returned. The library is open from 7:30 to 12:00 in the morning, and from 1:00 to 5:00 in the afternoon. 

Instructors are responsible for taking care of their books, i.e. not taking notes or marking in the books. In case the books are lost or get dirty, instructors must make another copy for the library. 
19. Student Textbooks

All students are required to purchase all textbooks before or within the first week of class. Students know before they enter SaigonTech or before they register for courses that they are going to need textbooks and should prepare financially for it. Lack of funds to buy textbooks shows a lack of seriousness about one’s studies and is not acceptable.

Instructors may bar students from class after the first week until they possess a textbook or, at the least, refer such students to the chair for counseling.

Textbooks need not be, but can be, borrowed from the library.

20. Supplies and Equipment

Office and classroom supplies and equipment can be requested from the administrators (See Appendix J) on the 3 campuses (Sen on Quang Trung Campus; Minh Huong, Truong Dinh; and Ngoc Huong, Cong Hoa) as follows:

1. Printing and photocopying paper: 100 sheets/ class/ semester. 
2. White board markers: 4 / class/ semester.

3. Ball point pens: 2 / class/ semester.

4. Notebooks, scissors, paper knives, staplers, highlighters, and pencils: 1/ class / semester.
5. Glue and staples: 1 / class / semester. 

Supplies are available to instructors 10 days prior to the beginning of the semester. If there is a change of instructors during the semester, the supply inventory for the class must be transferred to the new instructor.

Instructors must register for subjects constantly in need of the equipment such as LCDs, overhead projectors, cassette and CD players, and TVs with the administrators mentioned above. Supporting officials (Mr.Loi on Quang Trung Campus; Mr. Lap, Truong Dinh; and Mr. Trong, Cong Hoa) are in charge of delivering and collecting all equipment in the classroom according to the timetable.

21. Duplicating Services

Photocopying cards are available to instructors and students on 3 campuses. Instructors and students can buy them from the receptionists (Ms Thanh Thuy on Quang Trung; Ms Thuy, Truong Dinh; and Ms. Loan, Cong Hoa).  For large quantities, both instructors and students are requested to get the copies  one day later.
22. Drugs and Alcohol on Campus

We reserve the right to terminate, suspend and/or put on probation any instructor or student who is under the influence of alcohol or drugs while on the school premises.

23. Evaluations

Each instructor should expect to be evaluated by the chair at least once a semester who (a) observes the classroom learning situation; (b) makes suggestions for improving instruction (c) and ascertains that the curriculum is being followed.

Evaluations are based on eight basic categories: Preparation and planning, knowledge of subject matter, classroom management, assessment techniques, teacher-student relationships, professional responsibility and supportive characteristics. (Online Student evaluation of instruction form is attached as appendix E)
24. Absence of the Instructor

The instructor must communicate the date of anticipated absence to the chair in writing. If an instructor cannot come in on a particular day, the instructor should call the chair and report the absence. A substitute will be provided by the chair if at all possible. All course outlines for the substitute should be left with the chair, when the absence is known in advance.

There should always be plenty of stand-by material ready for the substitute to use in case of an unexpected absence.

If an instructor becomes ill during class, he or she should inform the chair before dismissing the class. The chair will decide whether to continue the class with a substitute or dismiss the class. 

25. Attendance Records

The ESL program demands that attendance and tardiness be carefully monitored. There is a direct relationship between attendance policies and scholastic achievement. Students are expected to attend classes as scheduled. The department must be notified of all intended absences. If a student misses more than 12.5% of total course hours, they will be prohibited from the examinations. All work missed by the student must be made up.

Each instructor receives from the Registrar’s Office (Ms. Nguyen Thuy Lien. Email: lienntt@saigontech.edu.vn and/or Ms. Huynh Kim Thuy Tien. Email: tienhkt@saigontech.edu.vn) at the beginning of each week an Attendance Folder. The Folder is kept up-to-date on a daily basis and must be left with the registrar after each class session. Note that instructors should not make any changes in their previous checking on the Attendance Folder and are responsible for the accuracy of attendance checking. Their changes show a lack of seriousness and are not acceptable. 
26. Grading System

	Grade
	Score

	A
	90-100 %

	B
	80-89 %

	C
	70-79 %

	D
	60-69 %

	F
	0-59 %


To go up to the next level, students have to have the final course grade of 70% or above.

27. Assignments
Work is accepted only on or before the due dates specified by the instructor. For each day an assignment is late, one letter grade will be deducted from the assignment grade. If students are absent from class, they are responsible for making arrangements to have their work handed in on the due date, and for informing themselves of the information covered in class during the period of their absence. If a regularly scheduled examination is missed due to illness (properly and specifically documented in writing from a medical practitioner), an authorized school activity, or other approved reasons, an opportunity will be provided to make up the exam. No other make-up work will be assigned or accepted.

28. Cell Phones, Pagers, Tape Recorders

Instructors and students are requested to turn cell phones and pagers off before entering class.  Tape recorders may be used with instructor’s permission.

29. Scholastic Dishonesty

Scholastic dishonesty includes, but is not limited to, cheating on a test, plagiarism, and collusion.

a. Cheating on a test includes:

· Copying from another student’s test paper and using materials not authorized by the person giving the test.

· Collaborating with another student during a test without authority.

· Knowingly using, buying, selling, stealing, transporting, or soliciting in whole or part the contents of an unadministered test.

· Bribing another person to obtain a test that is to be administered.

b. Plagiarism means the presentation of another’s words or ideas as one’s own new ideas or words and the unacknowledged incorporation without crediting the source of that work in one’s own written work offered for credit.

c. Collusion means the unauthorized collaboration with another person in preparing written work offered for credit. 
Possible punishments for scholastic dishonesty may include a grade of 0 or F for the particular assignment, failure in the course, and/or recommendation for probation or dismissal from SaigonTech. (See Appendix F)
30. Student Grievances

Instructors should be aware that students who wish to complain about any aspect of their education should first speak with their instructor. If the situation remains unresolved, then the student has the right to file a student grievance with the administration. 

31. First Day of Class

On the first day of class, the instructor’s personality, expository skills, sense of purpose, and expertise in the discipline will contribute to the student’s motivation throughout the course.

This is the day to check with the textbooks. Reviewing the table of contents will provide the panorama of the course -  studying the syllabus together; inquiring into the students readiness for the course; establishing a schedule of assignments, major exams, class participation and task group, etc.

Inform the students that textbooks, workbooks, supplies and materials for all courses are available in the library. Library hours are from 7:30a.m to 12:00a.m. and from 1:00p.m. to 5:00p.m. 

32. Bulletin Board

Each campus is equipped with a bulletin board or some. The instructors can request the administrators (Ms Sen on Quang Trung Campus; Ms Huong, Truong Dinh; and Ms Huong, Cong Hoa) to post their messages to their students on the bulletin board and remove them when they are obsolete. The proper use of a bulletin board can enhance and enlarge the courses being taught in the classroom and can add a pleasant and academic atmosphere to the school. Note that the bulletin board must not be used for personal purposes.
33. Classroom Rules

Instructors should be aware that they have no jurisdiction over the classroom rules. When instructors are insistent and demanding in these matters they are simply obeying the rules of the department. Students are expected to cooperate fully with the instructors in these matters.

1. All students must have a copy of the syllabus at all times.

2. Every student should have the textbook for the course.

3. Instructors may institute particular class requirements, which he must consult with the chair.

34. Course Syllabus

Each instructor is required to receive a course syllabus from the chair one week or two before the semester begins. After filling their personal information such as course name, instructor name, semester, time and days, room, etc. in the blanks of the syllabus, the instructor will send the completed syllabus back to the chair and distribute a copy of the completed syllabus to the students at the beginning of the course. Students are required to have this syllabus with them when attending class. 

Instructors have to read the syllabus with the students on the first day of class. Instructors cannot change the syllabus without the chair’s approval.

35. Class Session Length

Each instructor is expected to hold class sessions at the scheduled times. Classes should never begin nor end outside the scheduled times without the knowledge of the chair.

Instructors must always bear in mind that the school demands strict recording of class attendance and strict attention to tardiness.

36. Extracurricular Activities

Any extracurricular activities must be cleared with the chair at least 3 days before the event. Under no circumstances are these activities to take place without prior approval.

37. Student Work

1. Instructors should be aware that students are encouraged to spend a minimum of two hours outside the class in preparation for each hour spent in class. Assignments ought to encourage outside work. The writing of papers and the oral giving of reports is encouraged in all classes. Shoddy work should never be tolerated. If a student is not making satisfactory academic progress, the instructor should report it to the chair (See Appendix A). Neither should cheating or plagiarism be tolerated. The student should learn of the importance of intellectual honesty from the beginning. Any work committing plagiarism will not be accepted for completion of class requirements. With the complacency of the original author or not, any work produced by copying someone else’s words or ideas (or test answers) will be subject to disciplinary action (See Appendix F).
38. Student and Responsibilities

It is the student’s responsibility to:

1. adopt a professional manner in attire, speech, inquiry, research, and personal promotion that will compliment the school's goal of preparing the student for a successful, professional future;
2. study, learn, and fulfill on time the requirements of the courses of study;
3. keep updated records of his grades, course completions and grade point averages with an eye toward fulfillment of graduation requirements. (See Appendix M)
39. Cancellation of Classes and Make-up Classes
The cancellation of classes, either by the instructor or by SaigonTech,  should be avoided. If, however, circumstances are such that classes simply cannot be held, the following procedures should be followed:

1. Notify the chair in advance of class cancellation for the engagement of a substitute. Each instructor should arrange for his or her own substitute, if possible. However, the chair must approve that substitute beforehand. If a substitute is not available, please inform your students as early as possible and schedule a make-up session or arrange an out-of-class assignment that has a product you can evaluate.

2. In case of emergency or force majeure, call the registrars to cancel the class before the class time and notify the chair one day later by email.
3. To make up class, the instructor needs to get an agreement of all of the students in his or her class to the make-up date(s) and send the signed and dated make-up form to the registrars at least one day in advance. (See Appendix L)
40. Examination Instructions

The midterm and final examinations will be administered under the following instructions.

Instructors

1. Sign and date to get the test papers from Huong on Truong Dinh Campus; Huong, Cong Hoa; and Lien, Quang Trung on the test dates (from date to date).

2. Do not allow student s who are prohibited from the exam to sit in the test room. There is no exception!
3. Just open the test package in the test room 5 or 10 minutes before the test time.

4. Ask the students to turn off their cell phones.

5. Provide the students with the answer sheets and ask them to fill in the requested personal information before providing them with the test papers.

6. Write the time to start the test and the time to finish it on the board.

7. As for listening tests, check the quality of the CDs with the students and just begin the test until the students are satisfied with the quality of the CDs. During the test, if there are any problems that may affect the results, cancel the test and report to the chair. Make-up tests will be given.
8. Collect ALL the papers (test papers, answer sheets, etc.) when the time is up. Don’t allow the students to take any papers out of the test room.

9. Keep the answer sheets for grading and give the test papers back to the staff right after the test. Note that you have to check the number of test papers with the staff and seal and sign the package, and then sign and date the delivery form as well.

10. Sign and date to get the answer key from the staff on (date).

11. Submit  the staff - Huong on Truong Dinh Campus; Huong, Cong Hoa; and Tien, Quang Trung –  the following on or before (date).
Midterm Exam: (1) the graded answer sheets, (2) the answer key, (3) the completed grade sheets, and (4) the comments on each student .
Final Exam:  (1) the graded answer sheets, (2) the answer key, (3) the completed grade sheets, (4) the comments on each student, and (5) the project grade.  
Note that the comments should be sent by email.

Students
1. Don’t use papers of your own, materials, dictionaries, or any electronic devices that can help to answer the questions. Bring ONLY a pen to the test room.

2. Don’t talk during the test.

3. Turn off cell phones during the test.

4. Don’t write or make any marks on the test papers.

5. Write the answers on the answer sheets. 

6. Submit ALL the papers (test papers, completed answer sheets, etc.) to the instructors when the test time is up.

Staff
1. Give the test papers and the answer sheets to the instructors on the test dates, from (date) to (date).

2. Ask the instructors to sign and date the delivery form right after you have given them the test papers and the answer sheets.

3. Request the test papers back from the instructors right after the test. Remember to check the number of test papers with the instructors and ask them to seal and sign the package, and sign and date the delivery form as well.

4. Give the answer key to the instructors on (date). Remember to ask them to sign and date the delivery form after you have given it to them.

5. Receive the graded answer sheets, the answer key, the completed grade sheets, the comments (and the project grade if it is the final exam) from the instructors on or before (date). 

(See Appendix I)
Appendix A

UNSATISFACTORY PROGRESS

Date: ________________ Course: _____________________

Student: _______________________________

Instructor: _____________________________ Session: ________ Day ________

As of today, this student is not making satisfactory academic progress. The factors below may indicate areas in need of improvement:

Attendance ______________________________________________________________

Punctuality ______________________________________________________________

Attitude in class __________________________________________________________

Background for this subject _________________________________________________

Motivation and effort_____________________________________________________ _

In order to improve achievement in this course, the student should:

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Appendix B

FIELD TRIP REQUEST FORM

Fill in this request form and turn in to the chair for approval at least ONE week before the trip is to take place.

Instructor’s Name: _________________________________________________________

Group(s) Attending Field Trip: ________________________________________________

Date of Field Trip: _________________________________________________________

Place(s) be Visited: ________________________________________________________

Address: _________________________________________________________________

Telephone Number: ________________________________________________________

Contact Person: ___________________________________________________________

Educational Purpose of Trip:

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

_________________________________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________

Instructor’s Signature  ________________________Date___________________________

[__] Approved [__] Not Approved 

Chair’s Signature __________________________________________________________

Appendix C

DOCUMENTATION OF FIELD TRIP

Date: _____________________

Place isited:_______________________________________________________________

Address: __________________________________________

Phone: _______________________________________________________________

After the field trip, please fill out the following questionnaire:

What techniques were used to prepare the class for this trip?

________________________________________________________________________

________________________________________________________________________

How would the field trip be evaluated once the class meets again in the classroom?

________________________________________________________________________________________________________________________________________________

Was a thank you letter written to the person or business visited?

_________________________________________________________________________Did the field trip prove to be a profitable experience within the guidelines of the Course being studied?

____________________________________________________________________________________________________________________________________________________________

Instructor’s Signature  _______________________Date _____________________

Appendix D
FIELD TRIP RELEASE FORM

Destination: ____________________ Group: __________________

Date of Field Trip: _______________ Time: ___________________

Instructor in Charge: ____________________________

The students whose signatures appear below are declaring agreement with the following statement: 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
I, the undersigned, assume full and complete responsibility for any injury or accident that may occur to me during the field trip described above. I hereby release and waive all claims that may result against SaigonTech, its Board of Management, employees, agents and representatives as the result of any event taking place during the field trip. This release and waiver shall be binding on my heirs, legatees, administrators and assigns.

Appendix E
Student Evaluation of Instruction

SEMESTER: …………CLASS:.......................INSTRUCTOR’S NAME: …………..

This questionnaire is designed to identify strengths and weaknesses of your instructor and your perceptions of the effectiveness of the class instruction. Please circle the appropriate number for each statement, depending on how positive or negative each statement is.
	1. 
	The instructor never speaks Vietnamese.
	10   9    8    7   6   5   4   3   2   1   0
	The instructor always speaks Vietnamese.

	2. 
	Syllabus is clearly introduced to students. 
	10   9    8    7   6   5   4   3   2   1   0
	Syllabus is not or unclearly introduced to students.

	3. 
	Activities display originality, imaginativeness and resourcefulness.
	10   9    8    7   6   5   4   3   2   1   0
	Activities are dull and unimaginative. 

	4. 
	Teaching techniques are appropriate to the learning tasks.
	10   9    8    7   6   5   4   3   2   1   0
	Suitable interaction strategies are not introduced or else are used inappropriately.

	5. 
	The instructor maintains suitable class control.
	10   9    8    7   6   5   4   3   2   1   0
	The instructor either loses class control or assumes an authoritarian role.

	6. 
	The instructor adopts a positive attitude to what is being taught.
	10   9    8    7   6   5   4   3   2   1   0
	The instructor either appears uninterested in what is being taught or feigns an over-lively, insincere enthusiasm.

	7. 
	The instructor has a friendly and encouraging manner towards all of his/her students.
	10   9    8    7   6   5   4   3   2   1   0
	The instructor displays either a discouraging or an over-effusive attitude to some or all of his/her students.

	8. 
	The instructor is always punctual.
	10   9    8    7   6   5   4   3   2   1   0
	The instructor is always late.

	9. 
	The instructor asks questions that deal with material that is covered in the course.
	10   9    8    7   6   5   4   3   2   1   0
	The instructor asks questions that do not deal with material that is covered in the course.

	10. 
	The instructor communicates clearly.
	10   9    8    7   6   5   4   3   2   1   0
	The instructor does not communicate clearly.

	11. 
	The assignments are relevant to the course.
	10   9    8    7   6   5   4   3   2   1   0
	The assignments are not relevant to the course.

	12. 
	Your grades are an indication of your learning.
	10   9    8    7   6   5   4   3   2   1   0
	Your grades are not an indication of your learning.

	13. 
	The instructor treats students with respect.
	10   9    8    7   6   5   4   3   2   1   0
	The instructor does not treat students with respect.

	14. 
	The instructor grades impartially.
	10   9    8    7   6   5   4   3   2   1   0
	The instructor does not grade impartially.

	15. 
	The instructor gives you timely feedback on graded work.
	10   9    8    7   6   5   4   3   2   1   0
	The instructor does not give you timely feedback on graded work.


OTHER COMMENTS

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..

……………………………………………………………………………………………………………………………………………………………………………………………………………………

THANK YOU!

Appendix F
ACADEMIC DISHONEST POLICY

I/ ACADEMIC DISHONESTY

Students are expected to maintain complete honesty and integrity in the academic experiences both in and out of the classroom. Any student found in violation of scholastic dishonesty, including, but not limited to the following, will be subject to disciplinary action. 

d. Cheating on a test or a preparation of academic work
 includes:

1. copying from another student's assignment, test paper, laboratory report, other report, or computer files, data, listings, and/or programs;

2. using, during a test, materials, or electronic devices not authorized by the person giving the test;

3. collaborating with another student during a test or in preparing for academic work without authorization;

4. reusing work or handing in the same work to more than one class without the instructor’s agreement;

5. knowingly using, buying, selling, stealing, transporting, or soliciting in whole or part the contents of an unadministered test;

6. substituting for another student, or permitting another student to substitute for oneself in taking an examination or preparing academic work;

7. bribing another person to obtain a test that is to be administered;

8. attempting to bribe any faculty/staff or student to alter a grade.

e. Plagiarism means the presentation of another’s words or ideas as one’s own new ideas or words and the unacknowledged incorporation without crediting the source of that work in one’s own written work offered for credit.

For example, “quotation marks should be used to indicate the exact words of another”, sources should be cited when paraphrasing or summarizing.

Examples of plagiarism include, but not limited to, the following:

1. turning in someone else's work as your own;

2. copying words or ideas from someone else without giving credit;

3. failing to put a quotation in quotation marks;

4. giving incorrect information about the source of a quotation;

5. changing words but copying the sentence structure of a source without giving credit;

6. copying so many words or ideas from a source that it makes up the majority of your work, whether you give credit or not;

7. either borrowing words or phrases from the original without a quotation marks or changing them only superficially.

Materials NOT requiring acknowledgement:

· Common Knowledge 

· Facts available in a wide variety of sources

· Your own findings from experiments or field research

· Your own experiences, insights, thoughts, reactions, or conclusions about a subject

Materials requiring acknowledgement:

· Direct quotation

· Facts that are not widely known or assertions that are arguable

· Judgments, claims, or opinions of others

· Statistics, charts, tables, and graphs from any source

· Images, diagrams, photographs, illustrations, pictograms, or other material that you reprint from any source

f. Unauthorized access. Attempts by unauthorized individuals or organizations to access student records without the expressed written consent of the student. 

Examples of violations include, but are not limited to, the following:

1. illegally accessing information from student or faculty files (electronic or paper);

2. misrepresenting oneself to obtain another student's transcript, semester grades or class registration;

3. using a student's ID number without his/her expressed written permission to gain access to other school services.

g. Falsification. Any forgery, alteration, or misuse of academic documents, forms or records, in hard copy or electronic format.

h. Bribery. Offering money or any item or service to a faculty member or any other person to gain academic advantage for yourself or another.

II/ SUGGESTIONS FOR LIMITING ACADEMIC DISHONESTY

a. Both students and faculty should initiate discussions that emphasize ethical and principled intellectual pursuit, consistent with the core values of the school, and denounce dishonest academic pursuits.

b. Each faculty member is encouraged to include in the introduction of a course:

· a statement of the application of the Academic Honesty Policy within the particular course provided that it is consistent with this policy;

· a statement that every instance of dishonesty will be punished according to the disciplines;

· a definition of plagiarism and proper citation consistent with the accepted.

c. Faculty members should exemplify the highest levels of academic honesty at all times.

d. Students should try to prevent others from cheating and report to the course instructor in a timely manner any known incidents of cheating.

III/ DISCIPLINES

1. Case (a): Cheating

· For form (1), a zero test/paper grade. 

· For form (2), exclusion from the test/exam and a zero test/paper grade.

· For form (3), warning for the first offense, and a zero test/paper grade for repeated offenses.

· For form (4), a zero test/paper grade in those classes.

· For form (5), (6), (7) and (8), failure of the course and academic suspension for one semester.

2. Case (b): Plagiarism

For different offenses, the following penalties shall be imposed by the instructor:

· For form (1), failure of the course.

· For form (2), (3), (4), (5) and (6) resubmission of the work, grade of the resubmitted work is not higher than 70% for the first offense. A zero test/paper grade for repeated offenses.

3. Case (c)

The following penalties shall be imposed by the Office of Registration and Records:

· A warning by writing and a record of academic dishonesty offense will be maintained in the student’s file.

· A notice on SaigonTech notice board about the offense and the disciplines imposed.

· A report to the student’s parents about his/her offense and the discipline imposed.

And

· For forms (1) and (2), academic suspension from all campuses for one semester.

· For form (3), deprivation of accession to school’s facilities such as: laboratory, library, internet, dormitory, etc.

4. Case (d)

The following penalties shall be imposed by the Office of Registration and Records:

· A warning by writing and a record of academic dishonesty offense will be maintained in the student’s file.

· A notice on SaigonTech notice board about the offense and the disciplines imposed.

· A report to the student’s parents about his/her offense and the discipline imposed.

· Academic suspension from all campuses for one semester.

5. Case (e)

· For first offense, academic suspension from all campuses for one semester.

· For second offense, academic suspension from all campuses for a period of time not to exceed one academic year (to include summer semester).

· For third offense, dismissal from the school.

IV/ CONDUCT

Instructors hold the responsibility to handle offense in case I (a)Cheating and I/(b)Plagiarism. Office of Registration & Records and the Chancellor (if necessary) hold the responsibility to handle offense in case I/(c), I/(d) and I/(e)Bribery.

1. If an instructor believes that a student has behaved dishonestly as in case (a) cheating, or case (b) plagiarism, these steps are to be followed:

· The instructor collects evidence of the offense (e.g.: Academic Dishonesty Report
, sources or work for evidence of plagiarism, etc.).

· The instructor imposes penalty/penalties according to part (1) and (2) of section III/ Disciplines.

· The instructor gives one copy of the “Academic Dishonesty Report” to the program director and one to the Office of Registration and Records. The instructor informs the student of the penalty/penalties imposed.

· If the student denies guilt or disagrees with the sanction imposed, the instructor should confront the student with the charge and discuss the charge with the student. 

· If no agreement is made, the student needs to make an appeal in writing to the Office of Registration and Records. The Office of Registration and Records shall arrange a meeting including: the student, the instructor, a registrar, and the program director to discuss the charge. The decision of the Program Director is the ultimate decision.

2. Everyone who knows about an offense as in case (c), (d) or (e) has the responsibility to report to the Office of Registration and Records in a timely manner. 

Depending on the severity of the offense as well as on the student’s past conduct record, the Office of Registration and Records shall report to the Chancellor and impose penalties according to the disciplines.

In case there is complaint about the penalties imposed by the Office of Registration and Records, the complaint will be forwarded in writing to the Chancellor. The decision of the Chancellor is the ultimate decision.

Related parties are required to strictly follow this procedure in handling any offense.

V/ RECORDING:

The Office of Registration and Records will maintain a file of academic dishonesty incidents. These will be reported in summary form (no student or faculty names will be included) to the Program Directors at the end of each semester.

Note:

This Academic Dishonesty Policy is compiled based on the following sources:

· SaigonTech’s formal Scholastic Dishonesty Policy which was approved in 2002.

· Other universities’ academic dishonesty policy, especially adapted from the University of Central Oklahoma Academic Dishonesty Policy.

· www.turnitin.com for plagiarism.

Appendix G
No. ……………….

ANNOUNCEMENT

Re: Speaking Vietnamese is prohibited at SaigonTech and its branches.

Effective Date:  12 September 2002
The following are responsible for the accuracy of the information contained in this document.

Responsible officers: Chancellor, Vice Chancellor, AAS Program Director, Chair of English Department, and Administrators.

Responsible officers: English Department, IT Department, and Personnel Office

Policy Statement

Speaking Vietnamese is prohibited at SaigonTech and its branches with the exception of students’ parents and SaigonTech’s clients.
Reasons for Policy
A Target Language Community (TLC) is one where the inhabitants speak the language, which the student is learning; for students of English, an English-speaking country would be a TLC. The students would need to learn English to survive in the community. For this reason, SaigonTech finds it necessary to create a learning environment in which English is the only language used to instruct and communicate, and students’ nonstop improvement on English is a must.
Who should know this policy?
· Chancellor
· Vice Chancellor
· AAS Program Director
· Chair of English Department
· Administrators
· English instructors
· IT instructors
· IT engineers
· All employees 
· All students
Responsibilities
All Members of SaigonTech

They observe this policy and monitor adherence to it at their levels of involvement in SaigonTech. They are responsible for informing Mr. Pham Le Thang, Mr. Pham Le Quang, and Ms. Pham Thi Phuong of any incidents of violation in a timely manner by providing them with all evidence as well as information about the violator.
Chancellor, Vice Chancellor, AAS Program Directors, Chair of English Department, Administrators, Instructors and Supervisors

As leaders and role models, they are expected to influence and guide SaigonTech as it implements this policy. 
Disciplines
Where an act of speaking Vietnamese is determined, the following penalties shall be imposed:
(1) Students
· Each time a student is caught in the act on the campus, 2% will be deducted from the total 100% of each ESL course taken by the student in the semester – e.g. Student A, who takes Reading 1301, Speaking 1302, Listening 1303, and Writing 2304, is caught once, so 2% will be deducted from the total 100% of Reading 1301, Speaking 1302, Listening 1303, and Writing 2304. That is to say, he/she has only 98% left in each course. If this student is caught again, another 2% will be deducted from 98% of each course, and so on.
· In the case that a student has successfully completed the ESL program and is taking AAS courses, the same penalties shall be imposed on AAS courses. That is to say, each time the student is caught in the act, 2% will be deducted from the total 100% of each AAS course taken by the student in the semester. 
(2) Staff, English Instructors and IT Instructors
Each time they are caught in the act, a penalty of 5,000 VND will be imposed.
Note: - All the money will be collected in the Accounting Office for charity.
  - Violation will also affect the violator’s future promotion at SaigonTech.
On behalf of the Board of Directors
Nguyen Thi Anh Thu

Appendix H
ANNOUNCEMENT

POLICY STATEMENT: Inappropriate Grooming and Attire are NOT Accepted at SaigonTech.

Effective Date: 2 May 2006

To make SaigonTech more professional, the Board of Management requires all SaigonTech’s employees to wear proper clothes at work as follows: 

1. Male employees: neat clean trousers/paints, shirts, ties and shoes.

2. Female employees: neat clean dresses, skirts, trousers/paints, blouses, and shoes. 

Inappropriate grooming and attire include, but not limited to, the following:

T-shirts, Jeans, shorts, halter tops, midriff tops, sportswear, miniskirts, see-through clothes, dirty ragged clothes, and sports shoes.

Jeans, T-shirts and sports shoes are acceptable on Saturdays.

When an employee is found to be outside acceptable grooming and attire standards, he or she will be given a reminder and progressive disciplinary action will be taken for further violation.

On behalf of the Board of Directors.
(Signed)

Nguyen Thi Anh Thu

Appendix I

MID-TERM EXAMINATION INSTRUCTIONS

Spring 2006

The ESL midterm examination will be administered under the following instructions.

Instructors

1. Sign and date to get the test papers from Huong on Truong Dinh Campus; Huong, Cong Hoa; and Lien, Quang Trung on the test dates (from 15 to 18 March.)

2. Just open the test package in the test room 5 or 10 minutes before the test time.

3. Provide the students with the answer sheets and ask them to fill in the requested personal information before providing them with the test papers.

4. Write the time to start the test and the time to finish it on the board.

5. Collect ALL the papers (test papers, answer sheets, etc.) when the time is up. Don’t allow the students to take any papers out of the test room.

6. Keep the answer sheets for grading and give the test papers back to the staff right after the test. Note that you have to check the number of test papers with the staff and seal and sign the package, and then sign and date the delivery form as well.

7. Sign and date to get the answer key from the staff on 20 March.

8. Submit the graded answer sheets, the answer key, the completed grade sheets, and the comments on each student to the staff - Huong on Truong Dinh Campus; Huong, Cong Hoa; and Tien, Quang Trung – on or before 25 March. Note that the comments should be sent by email.

Students

1. Don’t use papers of your own, materials, dictionaries, or any electronic devices that can help to answer the questions. Bring ONLY a pen to the test room.

2. Don’t talk during the test.

3. Turn off cell phones during the test.

4. Don’t write on the test papers.

5. Write the answers on the answer sheets. 

6. Submit ALL the papers (test papers, completed answer sheets, etc.) to the instructors when the test time is up.

Staff

1. Give the test papers and the answer sheets to the instructors on the test dates, from 15 to 18 March.

2. Ask the instructors to sign and date the delivery form right after you have given them the test papers and the answer sheets.

3. Request the test papers back from the instructors right after the test. Remember to check the number of test papers with the instructors and ask them to seal and sign the package, and sign and date the delivery form as well.

4. Give the answer key to the instructors on 20 March. Remember to ask them to sign and date the delivery form after you have given it to them.

5. Receive the graded answer sheets, the answer key, the completed grade sheets, and the comments on each student from the instructors on or before 25 March. 

Nguyen Trung Khanh

English Department Chair

Appendix J

FINAL EXAMINATION INSTRUCTIONS

The final examination will be administered under the following instructions.

INSTRUCTORS

1. Sign and date to get the test papers from Huong on Truong Dinh Campus; Huong, Cong Hoa; and Lien, Quang Trung on the test dates (from … to …).

2. Just open the test package in the test room 5 or 10 minutes before the test time.

3. Ask the students to turn off their cell phones.

4. Provide the students with the answer sheets and ask them to fill in the requested personal information before providing them with the test papers.

5. Write the time to start the test and the time to finish it on the board.

6. Collect ALL the papers (test papers, answer sheets, etc.) when the time is up. Don’t allow the students to take any papers out of the test room.

7. Keep the answer sheets for grading and give the test papers back to the staff right after the test. Note that you have to check the number of test papers with the staff and seal and sign the package, and then sign and date the delivery form as well.

8. Sign and date to get the answer key from the staff on (date).

9. Submit (1) the graded answer sheets, (2) the answer key, (3) the completed grade sheets, (4) the comments on each student, and (5) the project grade to  the staff – Minh Huong on Truong Dinh Campus; Ngoc Huong, Cong Hoa; and Tien, Quang Trung – on or before (date). Note that the comments should be sent by email.

STUDENTS

1. Don’t use papers of your own, materials, dictionaries, or any electronic devices that can help to answer the questions. Bring ONLY a pen to the test room.

2. Don’t talk during the test.

3. Turn off cell phones during the test.

4. Don’t write or make any marks on the test papers.

5. Write the answers on the answer sheets. 

6. Submit ALL the papers (test papers, completed answer sheets, etc.) to the instructors when the test time is up.

STAFF

1. Give the test papers and the answer sheets to the instructors on the test dates, from … to … .

2. Ask the instructors to sign and date the delivery form right after you have given them the test papers and the answer sheets.

3. Request the test papers back from the instructors right after the test. Remember to check the number of test papers with the instructors and ask them to seal and sign the package, and sign and date the delivery form as well.

4. Give the answer key to the instructors on (date). Remember to ask them to sign and date the delivery form after you have given it to them.

5. Receive the graded answer sheets, the answer key, the completed grade sheets, and the comments from the instructors on or before (date). 

Nguyen Trung Khanh

English Department Chair

Appendix K

REQUEST FOR FACILITIES AND EQUIPMENT 

Your full name: ……………………………….Class ………………Room ……………

Tel#: …………………………………………  Email address: ………………………….

I request to use the facilities with the following information: 

1. Item(s) (check ✓ to choose): 

⎕ CD Cassette Player       

⎕ Computer set  



⎕ Computer set with internet access
⎕ TV
⎕ LCD projector 


⎕ Other (describe)…………………
2. When: 

Date: from ……………………………… to…………………………………………
Time: from ……………………………… to………………………………………
3. Purpose: ………………………………………………………………………….

Date………………………………..

(Signature)

(Full Name)

Appendix L
MAKE-UP CLASS FORM

This form is to be filled out in ink and must be sent to the registrars.
Class: …………………………………………………………………………………………..….

Original Class Instructor: ………………………………… Signature …………….…………..

Make-up Class Instructor: ………………………………… Signature …………………………

Date and Time of the Cancelled Class: …………………………………………………………
Date and Time of the Make-up Class: ………………………………………………………….
THIS SECTION TO BE COMPLETED BY THE STUDENTS.
We hereby agree and acknowledge that we must attend the make–up class(es).

	No
	Student Name
	Signature 
	Date
	Note

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Appendix M
DISCIPLINARY REGULATIONS FOR SAIGONTECH STUDENTS
1.
All students must practice good morals and ethics to become good citizens.

2.     
All students must be polite, respectful and friendly to all instructors, administrators and staff members of the school. Students are strictly forbidden to display rude behavior, use obscene and offensive language, and hurt the honor and dignity of their schoolmates, instructors, administrators, staff members and visitors of the school and of Quang Trung Software City (QTSC). 

3.
All students must display their Student Card within SaigonTech campus and other areas of QTSC. 

4.
It is forbidden to enter the residential areas, working places or classes of other organizations in QTSC without permission. 

5.
It is forbidden to possess, carry, store, transport or harbor illegal drugs of any kind or entice others to do the same. 

6.
It is forbidden to bring non-members of SaigonTech into the school or QTSC without the permission of the superintendents. 

7.
It is forbidden to play cards or to gamble in any form for money. 

8.
It is forbidden to steal property from any individuals at SaigonTech or at any organizations located in QTSC. It is forbidden to store or trade weapons, explosives, flammable items, or any other illegal or dangerous items within the campus area, in the dormitory, or any other place in QTSC. 
9.
It is forbidden to possess or carry weapons of any kind while on campus or in QTSC. Forbidden weapons include, but are not limited to, guns, bayonets, knives of any kind, and clubs. 

10.
It is forbidden to drink alcoholic beverages, to cause chaos and disorder, to have quarrel or fight, and to disturb the peaceful atmosphere of SaigonTech and QTSC. 

11.
It is forbidden to bring to school or QTSC books, newspapers, magazines, and pictures of academically inappropriate or perverted content. 

12.
Students are expected to maintain the common property that belongs to SaigonTech and QTSC in the classrooms, the computer labs and the library. Do not damage the property. Do not write or make any drawings on the tables and chairs and the walls of the school. Violators must compensate for any damages to the school and/or to QTSC.

13.
Students must abide by all regulations of SaigonTech and QTSC. Violators, even if it is a first-time offense, will face disciplinary punishment from stern warning to dismissal from school, depending on the seriousness of the offense. 

To make SaigonTech a place conducive to learning, academic integrity, personal growth and enrichment, cultural enrichment, a place that is safe and pleasant, that you will look back on with fond memories, the school expects students to carefully study and abide by the above set of regulations. 













August 18th, 2006






 SaigonTech Chancellor





































































































































� Academic work includes, but not limited to the following: assignment, homework, report, quiz, test, exam, listings and programs.


� “Academic Dishonesty Report” can be obtained at the Office of Registration and Records or from SaigonTech website (� HYPERLINK "http://www.saigontech.edu.vn/" �www.saigontech.edu.vn�) 
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