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Thanks , Successes, Celebration 

English Language



Reflection from Lock Down & Fire Drill

Next：
• Unannouanced Session
• Prepare students – communicate，explanation

Sweepers Role Walkie Talkie Cafeteria – window
need to cover



Learning Conference
CP- 2 Nov， RP-3 Nov

•PARENTS+TEACHER 
•Tidy up space 
•Student work visible 
•ManageBac up to date 
•10-15 minute slots 
•Translation support 
•Keeping a timer is recommended... to stay on 
schedule
•Book Fair – English & Chinese books, 10% off

•Student performance to date
• Tips to make further progress
• Plan for the year

• Concerns (let YLL/SS know, add as 
comment on MB) 

• If you’re new... See YL or Coordinator for
more info! 



Learning Conference
CP- 2 Nov， RP-3 Nov

Parent Communication

•Discuss with your co-teacher – understanding at the same page

•Start with sharing positive

•Talk about current development, as well as plans to support in the future

•Prepare some evidence to support your points

•Aware parent reaction – make adjustment

•Ensure parents home-school partnership

•Any common or individual concerns – email to notify the leaders



Leave Procedures

• For any leave other than Sick Leave, please ensure that a school principal is informed.

• Personal leave should only be requested when there are urgent matters

• For RP, staff card to sign in and out via QR code. For CP campus, please use the facial 
recognition sentinels located at each gate

• All leave types need to be accounted for and submitted through P+ system, If you are 

experiencing any technical issues, please contact Jordan Xu in HRD: Jordan.xu@ycis.com

• Arrive on campus no later than 7:30am and depart no earlier than 4:00pm during a 
regular Mon-Fri school week. 

mailto:Jordan.xu@ycis.com


Procedure Reminders

Purchase Requests

• All should go through ePS. 
• Supporting Division will follow up the purchase requests by 

providing vendors and quotations. 
• Highly suggest to communicate with Supporting Division in 

advance if there are specific requirements and to have 
clarifications of purchase procedure from Supporting.



Procedure Reminders

School Paid Training

• Fill in “Business Trip and Training Application Form”
• This needs to be signed by Co-Ps first before any 

registration or payment.
• Then signed form needs to be attached with Payment 

Requisition Form or Expense Claim Form
• Send to HR/Accounts for booking and payment purpose.



Health & Safety

• Wear Vest
• Vest will be placed in each room
• Put back in the same place after the duty
• Yellow – Duty teacher，Orange – Marshall

Primary Duty



Health & Safety

Safety on School Bus

•Teachers are fully aware of student behavior on the bus
•If teachers receive any notifications from bus ayi, please follow up with 
leaders at RP & CP
•Please remind students to keep seatbelts on at all times and to not get up 
from their seat until the bus stops moving
•For students at RP, teachers to ensure that bus students are all seated at the 
bus table while waiting in the cafeteria.



Class Telephone
• Every class has one
• Internal phone call

Emergency call：

Nurse room：3120，3200
School office：

• Karen - 3101
• Viki – 3102
• Elena – 3206
• Elain - 3505



Student Photo Day

RP – Nov 8-10, CP – Nov 23-24

•Dress code
•Timetable



Reminders
•Art Competition – Submission end of Nov

•Shanghai Treasure Hunt - Saturday 4 November 

12:15pm

•November Nurture

•Principal for a day – Nov 14 – CP

•ECE CCAs/Short Term Programme start – Nov 7



Happy 
November

HR-Family 
Day

11 Nov



Everyday Hero




