Institutional Procedures:

1. Becoming aware of the groups you are going to teach during the semester:

At the very beginning of the semester, your local coordinator will let you know the groups that have been assigned to you for the period of 6 months. You will then sign a Commitment Statement paper. Once you know the levels you will have, make sure you have the material.

2. Getting Started – the first day of class:

The first impression is likely to be the one that will define how well students will get along with classes. So, make a positive first impression. This is something only you know how to do. 
Arrive in the classroom at least 10 minutes before class starts. Prepare the environment and the equipment you will use. Make sure no desks are missing.

Welcome your students with a smile on your face. Be friendly, and make sure everyone understands you. Remember: this is the first day. 

Since it is the beginning of classes, tell students they have to order their course books until next the following week!
Do not forget to tell them that there is a limit of absences. So when they need to miss a class, ask them to justify it. Also, tell them to avoid being late for class. They have a tolerance of 15 minutes. If you set these class rules and reinforce them every now and then, your classes will flow naturally without trouble.
The first day of class is the moment when you will teach initial words and expressions. Be sure to teach your students greeting, leave-takings, and other expressions that will facilitate their “survival” in the English class. 
Do not forget to take attendance! Make sure ever student is in the list. In case someone’s name is missing, notify the secretary.

3. The RIT:

IEBEU has a very important procedure for taking care of students. It is called RIT (Relatório de Irregularidades de Turmas / Class Irregularity Report). You have to fill it in once a week for every group you have. For Mondays and Wednesdays groups, fill it in on Wednesdays. For Tuesdays and Thursdays groups, fill it in on Thursdays. For Fridays and for Saturdays groups, fill it in every class. After filling the RIT in, deliver it in the Secretary or leave it in the assigned place, if that’s the case. The secretaries/coordinator will make phone calls to check the reason why the Irregularity (frequent absences, lateness, or other) happened and will write it down on the RIT page. You, teacher, have to check it back to be aware of your students’ reasons. Teachers who by any reason ‘forget’ to fill the RIT in will be warned in written form. Three formal warning notes consist on serious fault and might suggest administrative sanctions.
4. The attendance lists:

In the beginning of classes you will receive your attendance lists with the names of every student. Students who enter a group after the beginning of classes can only have their names included in the list by the secretaries or local coordinator. By no means write a student’s name in the list!

Keep you attendance list neat and clean! If there are erasures, the coordinator can and should ask you to rewrite it, which is definitely not something nice to do. So, avoid having problems; use black ink only. Red is used for grades below 6.0. Follow the convention: (.) for present; (X) for absent, and (L) for Late. If the absence is justified, circle the     X 
5. The lesson schedules and the exams:

Lesson schedules were created to help you keep the pace of your lesson and not get late. Make sure you have the ones you need. 

In the lesson schedules you will find the dates of the written and oral exams. Only change it if previously authorized by your coordinator!

One week before the period of examinations, inform your coordinator of the number of exams you will need, so that on the day of the exam no papers are missing.

You have to deliver the score boards properly filled in 48 hours after the exam. Make sure not to forget it. 

6. Grades and Make up exams:

After the score boards have been filled in and handed in to your coordinator, do not forget to tell you students to get their grades in the secretary. Teacher, do not reveal the grades to your students! They have to go to the secretary to get them.
Students who have not achieved 6.0 in the written exam have the right to take another exam called ‘remedial exam’. That is done on the week following the week of exams. 

If the student gets, say 8.0, in this make up exam, the grade that if logged into the score board is always 6.0!

7. Reinforcement classes;
Students who have not managed to recover the bad grade have to be sent to reinforcement classes. The teacher checks the days when the reinforcement classes are offered and arranges with the student. 
Remember, teacher: If it is your student, do not simply send him/her to the reinforcement classes; check the student’s progress!

