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WELCOME!! 

Welcome to Ecuador! Welcome to the Dirección de Lingüística e Intercambios Culturales (DLIC), 
Centro de Educación Continua (CEC), de la Escuela Politécnica Nacional (EPN) (DLIC-CEC-
EPN).  We are happy to have you as part of our team and hope you find your time in Ecuador 
satisfying and enjoyable. We‟ve tried very hard to make this manual as self-explanatory and 
comprehensive as possible, but please remember that new guidelines and rules are added 
frequently, so please don‟t hesitate to ask Henry Guy Gooch, Andrés Paredes Becerra, Ernesto 
Santos, or teachers who‟ve been around awhile if you have any questions, concerns, or suggestions.  
 
The Centro de Educación Continua (CEC) is an extension of the Escuela Politécnica Nacional 
(EPN). CEC-EPN offers training courses, consultation services, continuing education classes 
(English, French, Mandarin and Spanish), computer courses, new project development, as well as 
quality and productivity consultation services, both in Quito (the capital of Ecuador) and throughout 
the country. 
 

One of CEC-EPN‟s foremost continuing education and training divisions is its Dirección de 
Lingüística e Intercambios Culturales (DLIC in English is the Linguistics and Cultural Exchange 
Department). DLIC offers language courses (English, French, Mandarin and Spanish), translation 
services (English-Spanish and Spanish-English), has produced its own textbooks (English for 
Beginners, and “The Academic Books” 1, 2, 3 and 4). We are an ETS Authorized TOEFL® iBT 
Center in Ecuador. 
 

DLIC-CEC‟s goal is to continue to develop the highest quality language courses available in 
Ecuador. We maintain outstanding academic standards, work hard, use a variety of materials, and 
do not pass every student. Our long-term goals include solidifying international agreements and 
implementing more cultural exchange programs such as the “TEFL/TESL/CCA Certificate Program” 
which started in 2003 in coordination with Juniata College, Oller Center for Peace & International 
Programs (Huntingdon, Pennsylvania, USA. www.juniata.edu/international). This teacher training 
course provides the most up-to-date, proven modern teaching methodologies. The certificate 
granted upon passing the course is accepted worldwide.  
 

DLIC-CEC student enrollment figures have increased dramatically, from 140 students per cycle in 
1999, to 1,800 students per cycle in 2001, to 5,200 per cycle in 2009. Currently, over 150 teachers 
work at CEC. Our teachers hail from various countries including Canada, the U.S., Ecuador, 
Germany, Latvia, the Philippines, Scotland, Hong Kong, Russia, Singapore, Australia, Nigeria, 
England, Poland, Czech Republic, the Netherlands, Taiwan, and India. 

 
CONTACT INFORMATION 

CEC-EPN‟s telephone numbers are:  
Araucaria - 255-3605 / 250-0068 ext. 201 and 202 to contact any of the secretaries 
(Henry‟s secretary Gladys ext. 203) 
Medios Externos - 254-1011 / 222-9161 ext. 105 and 118 
Ladrón de Guevara - 222-8585 / 290-6790 

Management / Administration Staff 

Name / Title / Phone Responsibilities 

Henry Guy Gooch 
 

Director of DLIC-CEC-EPN 
 
Araucaria: 250-0068, 
ext.206 

 General Management 

 New Ventures Director (nationally and internationally)  

 Negotiates Teachers Contracts 

 Publicity and Public Relations 

 Instructor Recruitment and Human Resources 

http://www.juniata.edu/international
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Andrés Paredes Becerra 
 

General Academic Coordinator 

 
Araucaria: 250-0068, ext.205 
 

 Directs coordinators, teachers, and day-to-day 
academic affairs (including student mentoring) 

 Coordinates and ensures open line of communication 
between instructors, coordinators, and staff 

 Interviews and evaluates prospective teachers 

 Creates support networks of teachers teaching the 
same level  

 Approves scheduling (in general, as well as changes) 

 Works with the Director and Academic Coordinator to 
make sure CEC‟s high academic standards are met 

Ernesto Santos 
 

Academic Coordinator 
and Coordinator of 
Operations for Extensions 

 
EPN: 222-9163, ext.118 

 Works with the Director and coordinators to make 
sure DLIC process is being applied 

 Along with the General Coordinator directs 
coordinators and teachers, and supervises day-to-
day academic affairs 

 Along with the Academic and General Academic 
Coordinator continuously updates and improves 
CEC‟s academic standards 

 Administers matriculation process and placement 
tests  

 Makes video and exam schedules, project/ and 
presentations schedules 

DLIC Administration Staff 

Name / Title Responsibilities 
Juan Pablo Posligua 
Elizabeth Bartlett 
Grace Allely 
Herb Terry 
Andrew Gadaire  
 

Assistant/Volunteer Academic 
Coordinators DLIC 
 
Araucaria: 250-0068, ext.204, 213 
Medios Externos: 222-9161 254-
1011, ext.118, 141, 105 
Ladrón de Guevara: 290-6790 

 Assist in visa/Empadronamiento applications and 
renewals 

 Administer placement exams to new students 

 Make room changes at the beginning of each cycle 

 Write up the student probation lists 

 Create the video schedules  
 In charge of the emergency plan committee 

Gladys Aldaz 
 

Administrative Coordinator 
Araucaria: 250-0068, ext.203 

 
Gabriela Troya 
 

Assistant Administrative 
Coordinator 
Araucaria: 2500-068, ext.211 
 
 
 
 
 
 

 

 Is the Director‟s Executive Assistant  

 Directs overall administrative and secretarial activities 
related to students, instructors, and coordinators  

 Distributes room keys 

 Gives new teachers any forms they may need 
(insurance forms, Banco Guayaquil bank account 
application form, etc.) 

 Registers and monitors students 
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Nury Recalde 
 

General Secretary  
Araucaria: 250-0068, ext.201 

 

 

 Administration and coordination 

 Secretarial duties  

DLIC Administrative 
Assistants: 
 

 
Edificio Araucaria: 

 
Diego Cadena 
Gary Mendoza 
Guadalupe Corella 
Narcisa Guamán 
 

Medios Externos: 
 

Janeth Cisneros 
David Alarcón 
Karina Gahona 
Nancy Fierro 
 

Ladron de Guevara: 
 

Neferty Cortés 
Raquel Valladares 
 

 

 Clerical work and administrative support 

 Register new and continuing students each cycle  

 Administration of teacher-requested materials 
(copies)  

 Organize and distribute tests 

 Make student certificates  

  Librarian 

Judith Jaramillo  
Miriam Cañizares 
Veronica Herrera 

 Treasurers 

   Emerson Puma 
   Christian Gordón 

 Systems Engineers 

   Patricia Ushiña 
   Carlos Correa 

 Caretakers 

Carlos Suárez 
   Oscar Maldonado 

Various other guards at night 

 

 Security Guards 
 

Wilmer Aimacaña 
 

 Messengers (Araucaria) 
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TEACHER  INFORMATION 
 

General 
DLIC-CEC students come from a wide range of backgrounds. Our students include university (both 
from EPN and other universities in Quito) and high school students, doctors, engineers, lawyers, 
economists, secretaries, company directors, factory workers, teachers, musicians, housewives, and 
many more. CEC students are highly motivated and want to learn English. Most teachers feel that 
their students are friendly and fun to teach. We recommend that you be strict during the first few 
days of the cycle so that students know what their responsibilities are and get serious about learning. 
You can let up after a while. Should you be too easy and too lax the first week or so of class, it will 
be almost impossible to then become stricter and to guide the students along the path you wish them 
to take. 
 
English is the most common language CEC offers; however, we also offer French, Mandarin, and 
Spanish classes.  (Spanish classes are free for CEC teachers.  Contact any CEC Coordinator if you 
are interested in studying Spanish.) 

 Levels 

Level 1: Beginner 

 DLIC-CEC-Produced Book 
 
Level 2: Basic 1 
 “Interchange 1, 4th edition” by Jack C Richards (Cambridge University Press)   

Units 1-8 (plus corresponding workbook) 
 
Level 3: Basic 2 
 “Interchange 1, 4th edition” by Jack C Richards (Cambridge University Press)   

Units 9-16 (plus corresponding workbook) 
 
Level 4: Intermediate 1 
 “Interchange 2, 4th edition” by Jack C Richards (Cambridge University Press)   

Units 1-8 (plus corresponding workbook) 
 
Level 5: Intermediate 2 
 “Interchange 2, 4th edition” by Jack C Richards (Cambridge University Press)   

Units 9-16 (plus corresponding workbook) 
 

Level 6: Advanced 1 
 “Interchange 3, 4th edition” by Jack C Richards (Cambridge University Press)   

Units 1-8 (plus corresponding workbook) 
 

Level 7: Advanced 2 
 “Interchange 3, 4th edition” by Jack C Richards (Cambridge University Press)   

Units 9-16 (plus corresponding workbook) 
 

Level 8: Academic 1 
 DLIC-CEC-Produced Books 
 
Level 9: Academic 2 
 DLIC-CEC-Produced Books 
 
Level 10: Academic 3 
 DLIC-CEC-Produced Books 
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Level 11: Academic 4 
 DLIC-CEC-Produced Books 
 
Superior Levels (Superior Speaking, Superior Writing, Intercultural Communication) 
 Teacher-generated material 
 
Conversation Club 
 Currently, no text is used. Material consists of mainly topical articles provided by the  

teachers/games/conversation topics/field trips, etc.  
 
Classes 

   
Teachers need to make sure they cover a unit EVERY FOUR DAYS or they will fall behind. Basic 1 
through Advanced 2 use both student books and workbooks. Teachers are strongly encouraged to 
use the student book AND workbook so that students don‟t feel they have bought the books for 
nothing. 
 
The Beginner levels and all Academic levels use student books as their primary reference material. 
Teachers prepare material based on the grammar points and vocabulary to be covered during a 
specific class period and may use other materials (videos, games, puzzles, readings, etc.) to 
reinforce learning. Teachers are encouraged to review material in the Teacher‟s Room, to ask 
colleagues or coordinators for additional information or resources, and to use level-appropriate 
material organized by CEC teachers and placed on our wiki.  You can access the wiki at 
www.dlicteachers.pbwiki.com.  If you would like to add information to this web site, request access 
with the Coordinator.  
 
Students are required to have purchased ORIGINAL books by the THIRD day of class and are to be 
marked absent if the come to class without their textbook and workbook. Students are NOT allowed 
to photocopy another student‟s book or to use another student‟s book under any circumstances. It 
doesn‟t matter whether the book belonged to a friend, their brother or sister, or a former classmate!  
All students must buy a new and original copy of the book. 
 
Instructors may feel free to review material covered in previous cycles during the first and second 
day of class. They may play games, do board-work, icebreakers, or anything else they believe may 
make their students feel more comfortable and part of a group. Teachers are also to clearly and 
precisely explain their assessment procedures, as well as any general policies the students need to 
know. 
 
Spanish MUST NOT be spoken in class, not even in the Beginner and Basic levels. Students 
are at CEC in order to learn English CORRECTLY. They may use context clues, pantomimes, 
signals, or whatever else may be needed in order to clearly understand the teacher. We are English 
teachers, not translators. Students can be encouraged to bring a good dictionary to class (Simon & 
Shuster, Webster, The University of Chicago, etc.) and to look up any word or phrase they don‟t 
understand. They may also use hand-held translators in class. But remember that students are not 
permitted to use dictionaries, hand-held translators, or any other device or aid on tests!  

 

 

 

 

http://www.dlicteachers.pbwiki.com/
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Classroom Locations 

 
Escuela Politécnica 
Located in the Medios Externos Building on the EPN campus. 
Office Coordinator-Ernesto Santos 
 
Rooms 

 201, 203, 204, 205, 206, 207, 208, (Audiovisual Room 202) 

 301, 303, 304, 305, 306, 307, 308, 309, 310, 311, 312, 313, 314 (Audiovisual Room 302) 
 
Ladrón de Guevara 
Located across the street from the Civil Engineering Building on the street Ladrón de Guevara.  
Office Coordinator-Ernesto Santos 
 
Rooms 

 A101, A201, A202, A203, A204, B101, B102, B103, B201, B202, B203 

 Audiovisual Room 
 
ESFOT 
Located on the north-eastern part of the EPN campus. 
Office Coordinator-Ernesto Santos 
 
Rooms (May vary from cycle to cycle) 

 13, 16, 17, 18, 19, 21, 22, 30, 32, 33, 34 
 
Araucaria 
This building contains our main office and is located at Baquedano 222 and Reina Victoria. 
Academic and Superior levels are taught principally at Araucaria. 
Office Coordinators- Henry Guy and Andrés Paredes 
 
Rooms 

 Ground floor (Secretarial Area and video rooms) 

 Mezzanine floor (Coordination offices and teacher‟s lounge) 

 A101-A102 

 A201-A209 

 A301-A307  

 A501, A502, A504, A505  

 A801-A807 

 Audiovisual Rooms 1, 2, 3 

Cycles 
Each cycle is approximately 8 weeks long. Since we are legally obligated to give students 80 hours 
of class per level, holidays, strikes, natural disasters, or other non-planned events may make the 
cycle longer.  
 
CEC has no 2-3 month long “summer vacation,” which you might be accustomed to. Instead, CEC 
teachers have about 7-10 days of vacation between each 2-month cycle. The only exception to this 
is in December; following cycle 5 CEC teachers have 3-4 weeks off, unless otherwise noted.  
 

NOTE: It‟s always a good idea for both students and teachers to NOT plan anything for a few days 

after the final class date published. Remember that in Ecuador you HAVE to be flexible, since so 
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many things are out of our hands.  Should unforeseen conditions arise, you might have to work 
during a time you thought you would be on vacation.  

Schedules 
CEC offers weekly classes (2 hrs per day, Monday through Friday), as well as Saturday classes (5 
hrs. on Saturdays). The support payment varies according to the number of hours you commit to 
teach.  Obviously, the more English classes you give, the more money you receive. 
Classes are offered during the following times: 

 
 

Monday to Friday: 

7-9 AM 9–11 AM 12 PM – 2 PM 2-4 PM 4 – 6 PM 6 – 8 PM 

**Classes are also offered from 11AM-1PM, 1-3PM at the EPN sites.** 
 

Saturdays: 

8 AM – 1 PM, with a 20-minute break. 

**ONLY Beginner through Advanced levels are offered on Saturdays** 
 
Students receive a 10-minute break per class.  The class can either have the break in the middle of 
class or be let out 10 minutes early. This is at the teacher‟s discretion and is based on class needs. 
Teachers are NOT allowed to both give a break and let their class out early! 

Staff/Teacher Meetings 
Before the start of each cycle, there is an obligatory Teachers‟ Meeting at which you receive your 
teaching schedule, level(s) you are to teach, a folder with all the accompanying paperwork, and 
during which new policies are reviewed. You will also be able to ask any questions you may have. 
At the end of each cycle, you will be given a reminder memo stating the date, time, and location of 
the next cycle‟s Teacher‟s meeting. Further meetings will be organized throughout the cycle, as 
needed. If for some reason a volunteer cannot attend a teachers‟ meeting they will need to pay a 
$30 fine.  

Support Payment 
As a volunteer, you receive a stipend or a “support payment” each month. Although there are 9 to 10 
weeks of vacation each year, your support payments will be spread out so that you receive support 
payments every month. The amount of the support payment varies according to how many hours per 
day you teach, what level you teach, and how long you have been volunteering at CEC. Speak with 
Henry Guy if you need more specific information. 
 
By the first of each month, volunteers receive their support payment in the form of a transfer into 
their Banco de Guayaquil virtual bank account. You will be paid in arrears, i.e., you will receive 
money for the previous month. You can withdraw your money via any Banco de Guayaquil ATMs, at 
$300 maximum per day. Only Produbanco and Banco de Pichincha ATMs allow you to take out up to 
$400 a day. Please be sure to review the rules of your specific bank account.   
 
Payments could be delayed if your Empadronamiento is expired and/or if we don´t have a current 
copy of your Empadronamiento on file.  

When You’re Sick or Absent 
If you are absent during the cycle, you must pay for your substitute.  CEC has on-call substitutes for 
every schedule.  If you unexpectedly cannot come to work, you must inform Andrés Paredes or 
Ernesto Santos as soon as possible and CEC will use these substitutes to fill in your class.  The rate 
of reimbursement is $10.00 per hour for Monday through Friday classes and $15.00 per hour for 
Saturday class. You must give this reimbursement to Gladys OUT OF YOUR OWN MONEY as soon 
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as possible.  Be responsible and give the coordination whatever lesson plans, information, or 
material they may need to adequately cover for you. If you feel so sick that you can´t leave your 
house, you MUST email your lesson plan to dlic.cec.epn@gmail.com.  
 
If you know in advance that you will be absent, you must fill out an absence request form stating the 
date(s), time(s), and purpose of your absence(s).  This form must be filled out and brought to a 
coordinator for approval IN ADVANCE of your absence.  In this case it is strongly recommended that 
you find your own personal substitute with whom you can personally work out a form (and amount) 
of payment instead of using CEC‟s on-call substitutes (pay $10/hr during the week, $15/hr on 
Saturday).  
Try to keep absences to a minimum, since every teacher has his/her own style, and students learn 
better with their own teacher rather than with a substitute. 

―Resolución Administrativa‖ 
Each teacher will receive a copy of the internal regulations at the New Teachers‟ Meeting, and the 
secretaries can provide additional copies.  Every new, registering student will be given a copy of the 
Resolución as well.  ALL students should be aware of the Policies and Regulations. Please make 
yourself familiar with this information so that you are able to answer any questions your students 
may have relating to Assessment and General Policies. Check with administrative personnel or 
teachers who have been around awhile if you‟re unsure about something. It is advisable to go 
through the important information of this document with the students in order to ensure that students 
are aware of CEC Policies and Regulations.  

Class Size 
General policy says there is a limit of 22 students per class; however, the average class size is 16.  
Regardless of the number of students you have in any given class, YOU MAY NOT CHANGE 
ROOMS WITHOUT AUTHORIZATION FROM A COORDINATOR. We are aware that some classes 
are larger than others and that classroom changes may have to be made during the first week of 
class. Please be patient and wait for Ernesto or Andrés to assign you a new classroom.  Assure 
your students that the situation will be remedied as soon as possible. 
 
The size of your class may change drastically within the first and second weeks of classes as 
students are registering late, changing schedules, etc.  It is very important that you do not allow 
any student to enter your class unless he/she is on your attendance list or has a slip of paper 
from the secretaries with a stamp and correct date authorizing them to join your class. If a 
student appears highlighted gray on your attendance sheet, he/she is not allowed in your 
class. Send him/her down to the secretaries to figure out what the problem is (they may have 
a pending balance), and don´t allow them back in your class until they bring you written 
permission from either the treasury or Henry.  

General Class Behavior 

 Friends of classroom students who ARE NOT students in the class ARE NOT 
permitted to interrupt the class. 

 Please be respectful of other classes, keep the classroom noise at a reasonable level, 
don‟t let your students interrupt other classes, etc.  

 Cheating is taken very seriously at CEC-EPN. Teachers may choose to give the 
student a “0” if they are caught cheating during a test. Get a witness, if at all possible, 
since students will, of course, deny that they have been or are cheating in your class. 

 There is to be no drinking or smoking in class. 

 Each teacher should establish class behavior rules that they feel are appropriate. 

Classroom Changes/Field Trips 
During the cycle, it may be necessary to change class location (for videos, project presentations, 
etc.) for a day. After obtaining authorization from a coordinator, you must post a sign on the board or 
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door of your normal classroom indicating the date, your name, the level, schedule and the new class 
location. Each class is permitted to have 1 field trip per cycle.  If you would like to take a class trip, 
you must fill out a permission form (from the secretaries) ahead of time, write out a clearly defined 
lesson plan with detailed objectives and have it approved by Andrés Paredes or Ernesto Santos.  
The day of the field trip, you must have your students sign this form and leave it with the secretaries 
in case there is an emergency and you need to be contacted while you are outside of CEC property. 

Dress Code 
You are a professional at one of the most prestigious Ecuadorian universities. Therefore, you 
should, as a rule, dress professionally. Remember that dress is very important here; the way you 
dress signals to your students how seriously you take your job and role as a teacher.  
 

In compliance with ISO standards, a business casual dress code has been established to ensure 
that all CEC instructors are projecting a professional image for our students, potential future 
employees, and the community at large. Because all casual clothing is not suitable for the 
workplace, the guidelines below will help you determine appropriate workplace attire.   
 

MEN Suggested Attire Unacceptable Attire 

Hats  Hats are generally unacceptable work attire. 

Shirts, Tops & Jackets 
Collared shirts, polos, sweaters, 

suit jackets & sport jackets 

Anything torn or frayed; shirts with potentially 

offensive words, pictures, cartoons or slogans; 

tank tops or muscle shirts 

Slacks 
Dress pants, Dockers, khakis, 

jeans (in good condition) 

Shorts, sweatpants or other athletic attire, 

anything torn or frayed, anything that reveals 

underwear 

Footwear 
Loafers, dress shoes, boots, 

conservative athletic or walking 

shoes 

Flip-flops or other open-toed shoes 

Hair 
Hair should be clean-cut and 

carefully styled. If facial hair is 

worn, it should be groomed often. 

No mohawks, dreadlocks, messy hairdos or 

days-old facial growth 

Piercings and tattoos  

Body tattoos should be covered; body 

piercings and tongue piercings should be 

removed. 
 

WOMEN Suggested Attire Unacceptable Attire 

Hats  Hats are generally unacceptable work attire 

Shirts, Tops & Jackets 
Fashion tops, dress shirts, polos, 

sweaters, suit jackets, sport jackets 

Anything torn or frayed; spaghetti strap tanks, 

tube tops, halter tops, anything that reveals 

your midriff, back, underwear or excessive 

cleavage; shirts with potentially offensive 

words, pictures, cartoons or slogans 

Slacks 
Dress pants, Dockers, khakis, 

jeans (in good condition) 

Shorts, sweatpants or other athletic attire, 

anything torn or frayed 

Skirts & Dresses Knee-length or longer 
Mini-skirts, beach dresses and spaghetti-strap 

dresses 

Footwear 

Flats, heels, loafers, dress shoes, 

boots, conservative athletic or 

walking shoes, professional 

sandals 

Flip-flops 

Hair 
Hair should be clean-cut and 

carefully styled 
No mohawks, dreadlocks, or messy hairdos 

Piercings and tattoos  

Body tattoos should be covered; body 

piercings and tongue piercings should be 

removed. 
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Grading Procedures 

For students to pass each level, they must have at least 80% attendance (equivalent to 8 or fewer 
absences), AND receive at least a 73% final grade. 
 
In the case that a student has lower than 80% attendance (more than 8 absences), they must 
complete a justification form (explained in more detail in the „Attendance‟ section) and pass the 
level with at least a 83% final grade. 
 
*If given prior written approval by the Coordination, students may pass to the next level ON 
PROBATION IF AND ONLY IF they receive 68-72.9%. Probation means that they must pass 
the next level with a 73% + (points they lacked in the previous level).  

 
Exams 
Each teacher must give 4 exams per cycle. The exams are prepared by the academic coordinator 
and are given to you by the secretaries in your building on exam day. If you would like, you can ask 
a coordinator to look at the exams a few days prior to exam day. You must use CEC-produced 
exams; however, you can make your own review exams or quizzes to help students better prepare 
for the CEC-prepared exams. Please do not use the listening or reading section of the 
Interchange Quizzes in your reviews, as these are very similar to the listening and reading 
sections on the administered exams. 
 
Walk around the room periodically during the test to continuously monitor students. Reading a book 
or just sitting passively in your chair means your students may be more likely to cheat. Answer 
students‟ questions without specifically telling them the answer and stress the importance of 
READING AND FOLLOWING TEST DIRECTIONS AT ALL TIMES. 

IMPORTANT: Students may not take test papers home or copy them. They may not use 

dictionaries or translation devices or any other type of help on the test. Tests are to be filled out in 
pencil or pen. Students may not cheat in class and are to leave the room when they finish the test. 
Students have only the assigned amount of time written on the test. 

 

Assessment Units Components Percentage of Final 
Grade 

Exam 1 1-2   /or/  9-10 Written and Oral 10% 

Exam 2 1-4   /or/  9-12 Written 15% 

Exam 3 1-6   /or/  9-14 Written and Oral 25% 

Exam 4 1-8   /or/  9-16 Written 30% 

Final Oral Exam All Units Oral 10% 

Teachers Evaluation   10% 

*The Oral Components of Exam 1 and Exam 3 are each worth 20points of the total 100 on the exam. 
* Teacher‟s Evaluation:  Teachers have the discretion to decide how and in what areas they wish to 
evaluate 10% of their students‟ grades. There should be 5 evaluations in this section (each worth 2 
points). Some suggestions include:  

 

 Class participation 

 Motivation 

 Only speaking English in class (No Spanish) 

 Enthusiasm / Effort demonstrated 

 Punctuality 

 General class behavior 

 Homework/class work 

 Attendance 
 
Following every exam, teachers are given three work days to grade the exams, enter them 
into SYSNOTE, and hand exams in to the secretaries. Let your students know that after an exam 
day, the student only has three days to see their exams. If for some reason they were absent for the 



  CENTRO DE EDUCACIÓN CONTINUA 
ESCUELA POLITÉCNICA NACIONAL 

  

Dirección de Lingüística e Intercambios Culturales 

 

12 

 

 

three days following the exam, they lose their option of reviewing it; only the score. Please do not 
send students to the secretaries to see their exams. 
 
Exams are administered every 10 working days.  Most teachers use the class before the exam as a 
review day.  This leaves approximately 4 days to cover every unit and should be taken into account 
when planning your lessons.   

Listening Section of the Exam 
For Interchange levels, the listening section of the exams can be found in your supplemental CDs.  
Beginner and Academic levels must ask the secretaries for exam CDs and return them 
IMMEDIATELY following the exam (because of limited supplies), even if you have a class later that 
day. Do the Listening Section of the exam about 15-30 minutes into the exam to allow for late 
students and also to give your students a chance to read the questions. You are not to play the 
listening comprehension section of the test MORE THAN TWICE. 

Oral Exams 
The oral component of exams 1 and 3 is to be conducted by the teacher.  It is mostly up to the 
teacher‟s discretion when and how to evaluate his/her students.  The oral exam should be given 
within a few days before or after the written exam, and should evaluate the students on the following 
components:  Accuracy, Intelligibility, Fluency, Comprehension, and Complexity (this rubric is written 
on the exams).  Some suggestions for oral exams are: interviews, group conversations, 
presentation, speeches, etc. either prepared or improvised. (If given as an interview/conversation, 
the oral exam should take 3 -5 minutes per student.)  
 
Students receive a grade somewhere between “0” and “4” in each category. Zero signifies their 
comprehension and production is extremely low, and four means that they speak very well in 
accordance to their level. Remember that you should have various scores and scores should 
represent a bell-shaped curve. Every student in the class SHOULD NOT receive the same score. 
Those students who speak better should receive a visibly-higher grade that those who do not. 
 
All final oral exams are given on the same day, the day following Exam 4.  Teachers switch 
classrooms for final oral exams.  You will receive and use an oral exam questions sheet you‟re given 
with your exams on the final exam day. On the final oral exam day, each teacher must fill out an 
evaluation sheet for each class (included in your Teacher Folder).  This sheet is signed and given to 
the teacher who will evaluate your class.  You in return will receive an evaluation sheet for the class 
you are giving the final oral exam to.  This sheet must be signed and returned to the original teacher 
right after the oral exam. 

Final Exam of the Cycle and Registration for the Next Cycle 
Exam results will be posted during the week following the last day of the cycle. Because of an early 
registration discount, some students may be anxious to know whether they have passed the level so 
they can decide whether or not to register early. Teachers can help students out by letting them 
know whether or not you think they will pass. Nevertheless, students decide when and if they wish to 
register for the next class.  
 
Once the cycle is over and the new cycle has begun, try to go back and check your students 
who failed the previous cycle, to make sure they didn’t go on to the next level. Let 
coordinators or the new teacher know of any student(s) who may have inappropriately gone 
on to the next level, despite having failed your class. 
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Correcting Exams 
Each test includes a grading guide. Nevertheless, many tests have a lot of “free writing” material, 
which is graded at the teacher‟s discretion. It‟s best to write the score the student received next to 
each item or at the beginning/end of each section. Try to add the totals up twice, so that you can 
catch any mistake you may have made.  
 
Exams should be reviewed with students in class within three days of test day. Teachers are to 
review students‟ mistakes and answer their questions. Students may take notes of the mistakes they 
made, but are not permitted to take their tests home. Teachers then record the test grades into 
SYSNOTE and give the graded tests (in bundles, according to class) to the secretaries. Any student 
ABSENT the day the test was reviewed must provide a written permission from a coordinator to a 
secretary in order to be able to review their test. They must also review the test within three working 
days, or they forfeit their right to do so, and will only be advised of the grade they received.  Please 
do not allow students who have not yet taken the exam sit in on your class when you review the 
exams.  Students who take late exams will be given a different version of the exam, but some 
sections may be very similar to the original version.  Please send these students out of the room if 
you are going to review an exam that they have not yet taken. 
 

IMPORTANT:  Remember Exams 1-3 must be graded and turned in within THREE WORKING 

DAYS. The Final Exam must be graded within TWO working days. 

Late Exams 
If a student cannot take the exam on the designated day, they must have a written excuse to request 
a late exam with a coordinator. A $7 late fee and 10-20% grade reduction is applied to every late 
exam.  Once a student‟s late exam request is approved, they must bring the documentation to their 
teacher.  This documentation should include: a late exam form indicating the grade deduction 
percentage and deadline by which the exam must be taken, a late fee invoice, and a photocopy of 
the student‟s ID. The teacher must then take these documents to the secretaries in order to get a 
copy of the late exam.  The student should take the exam in another classroom of a different level 
and is not permitted to complete the listening section. 
 
Note: Late exams are a different version of the exam. Teachers cannot administer a late exam using 
an extra exam that they may have.  
 
On the late exam form, you will find a specified grade reduction, generally 20%.  No student taking a 
late exam is allowed to do the listening portion of the exam. By not doing the listening, the student 
loses 10%. If the specified grade reduction is 20%, you are then to subtract an additional 10% from 
the student‟s final grade on the written portion of the exam. Remember to take this 10% off of the 
student‟s grade over 90, not subtract 10 points from the student‟s score.  
 
For example:    Grade reduction--20% 
                         Student grade----80 (over 90, without the listening) 
                         Subtract 10%------8  
                         Final Grade------- 72 

Note:  It is an unfortunate reality that many teachers here at CEC-EPN are forced to deal with 
instances of plagiarism. We at CEC refer to plagiarism as ―the wrongful appropriation, close 
imitation, or purloining and publication, of another’s language, thoughts, ideas, or 
expressions, and the representation of them as one’s own original work‖ (quote taken from 
Wikipedia article on plagiarism). Academic misconduct of any sort will not be tolerated, 
including cheating on exams. Teachers should express this sentiment to their students along 
with any other rules of class conduct and also warn students that if caught plagiarizing, 
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cheating, or engaging in any other academic misconduct, they may receive a zero for that 
particular assignment. 

Attendance 
You must take attendance every day. Attendance sheets can be picked up in the teacher‟s lounge at 
the beginning of every week. Attendance sheets are collected by the secretaries at the end of every 
week.  Teachers can either request copies or they can keep a record of attendance using the 
attendance form in the Teacher Folder.  Regardless of how you keep track, you must enter 
attendance into SYSNOTE at least every two weeks. 
 
Students must SIGN the attendance sheet or at least write their initials. Write “L” in the box under the 
day a student was late and “A” in the box if a student who was absent, (you can also put an “X” 
through the entire space or blot it out with a marker). That way, students will not be able to sign their 
name the next day and pretend they were in class. 
 
According to CEC rules, students should be marked LATE if they miss 10 minutes of class and 
ABSENT if they miss 20 minutes of class (by arriving late or leaving early).  Teachers should be 
strict about marking students ABSENT, but can be slightly more lenient in marking students LATE.  If 
a student has a legitimate problem that continually prevents them from attending the full class, they 
should talk with the coordination and can receive written permission to miss a certain amount of 
class time. 
 
Remember that you, as the teacher, are to start your class ON the hour, even if you only have one 
student in class. Teachers are NOT to wait for their students to show up! Begin your class on time 
from the first day and you will train your students to arrive on time. Teachers may also lock the 
classroom door when they begin classes, if they wish, so that students soon learn that, at CEC, we 
are punctual.  It is up to the teacher‟s discretion to decide if they want to let students sit in on the 
class if they arrive more than 20 minutes late. 
 
Students must pass with a minimum of 80% attendance. In the event that a student has below 80% 
attendance (more than 8 absences, with three late marks equivalent to one absence), he/she must 
do two things to pass: 1) earn a minimum final grade of 83% and 2) fill in a justification form with the 
secretaries.  This form does NOT erase the students‟ absences. It is simply a formal apology that 
allows CEC to permit students with low attendance to pass the course.  It is each student‟s 
responsibility to keep track of their absences, fill in a justification form if necessary, and turn it in to 
his/her teacher at the end of the cycle.  This form should be included in your teacher‟s folder at the 
end of the cycle. If a student has more than 8 absences (three for Saturday classes), then it is 
mandatory for him/her to justify, no matter what his/her grade. Once the student has filled out the 
justification form and gotten it signed and approved by a coordinator, he/she must then present it to 
his/her teacher. It is your responsibility then to enter these justified days into Sysnote under the 
“Observations” section, where it asks for “Days Justified.” 

 

Combination Schedules 
Some students are unable to attend the same schedule every day.  They can request to attend a 
combination of classes.  For example: Mon, Weds, Friday, Sandra comes to your class from 9-11am.  
But on Tuesday and Thursday she has to work early, so she attends another class from 7-9am.  It is 
Sandra‟s responsibility to bring her combination sheet (which she gets from the secretaries) to her 
other teacher and have him/her sign EVERY Tuesday and Thursday that she attends that class.  
Sandra must also sign the attendance sheet of the class she is combining into under the correct day.  
This way we have a record of the teacher‟s signature as well as hers proving that she was in class. 
Sandra should show this sheet to you at the beginning or end of EVERY week so that you can mark 
her as present in SYSNOTE. Remember that even if your student has a combination schedule, they 
always have the right to come to your class (their principle class). 
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When a combination student comes into your class, make sure to check their combination schedule 
form and only allow them to enter your class on the day specified on the form. And again, to ensure 
that there is a record of the student attending your class, have every combination student add their 
name to your attendance list and sign for the day they were in your class. 
 
It is also possible for a student to combine schedules for only one or a few days.  If this is the case, 
they must request a combination schedule form at least 48hrs in advance.  
 
Teachers cannot allow their students to combine into their other schedules without first getting 
permission from the secretaries or coordinator. 

Schedule Changes 
If a student wants to change his/her class schedule for the remainder of a cycle, the 
student must complete a “Schedule Change” form (available from the secretaries). This 
form must be signed by the former teacher AND by a coordinator. Students pay $5 at the 
treasury. The outgoing teacher must also write down the specific dates and times the 
student was late/absent, any grades he/she may have received (if applicable) and any 
other information which the new teacher should know. 

Class Level Change 
Students who feel they have been placed in an inappropriate level (one that is either too 
low or too high) must speak with their teacher DURING THE FIRST WEEK of class. If the 
teacher agrees with the student, he/she can recommend that the student be placed in a 
more appropriate level, with the Director‟s approval. No class changes will be made after 
the first week of class unless specifically approved by the director since said changes 
interrupt class flow and student learning. 

Video Days 
Depending on the building in which you work, each class is given access to a video room 1-2 times a 
cycle.  These days are assigned; however, you can request to use video rooms on days they are 
not booked to other teachers.  Video room assignments are posted between the second and third 
week of classes.  Please check your schedule as soon as possible as video days will affect your 
class planning. Students expect to have video days; however, they are essentially optional. You 
MUST consult Andrés or Ernesto if you wish to change your schedule, and the change made must 
be CLEARLY NOTED on the schedule form. You cannot just arbitrarily change the date of the 
movie, since other teachers will be inconvenienced and the schedule is made far in advance. 
 
On movie day you can either use one of our movies and activities (which can be found in the 
coordination office of your respective building) or you can provide your own movie and activity, but it 
must be preapproved by a coordinator. Movies/Video material must be shown in English (with 
English subtitles if necessary).  Please show movies that are appropriate to your class‟ maturity 
level. Classes are permitted to bring/order food for video days, as long as everything is cleaned 
afterwards. There is no food allowed in the classroom, offices, or teacher‟s lounge of the Medios 
Externos building; students and instructors may eat only in the cafeteria.  If your students decide to 
order food, be sensitive to individual financial limits. 
 
Keys for the audiovisual rooms in Araucaria are available at the secretaries‟ counter.  For other 
buildings, lock up the room and/or cart and return the video to the secretaries. 
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Presentations 
The cycle presentation is usually considered some sort of project that students present in front of an 
audience (possibly another class).  Examples include speeches, role plays, group poster 
presentations, or poster exhibitions.  Presentations are optional; it is up to the teacher how frequently 
(if at all) classes will have presentations and how they will be evaluated.  

End of cycle paperwork 
Teacher‟s textbooks, CDs, locker keys and any other material you have borrowed must be returned 
on the last day of each cycle. You must also turn in the teacher‟s folder that was handed out at the 
teacher‟s meeting.  It must include: 

 

 

Compliance Form 

This form can be picked up from the secretaries at the end of the cycle.  It ensures that you have 

turned in all of your materials (exams, books, CDs, substitution payments, etc.).  Once you have this 

form completed by the secretaries you can take it and your teacher’s folder to a coordinator to 

complete everything. 

 

Class Register 

Every teacher must turn in a class register listing the activities completed in each class.  You must 

complete a class register for EVERY class you have (even if they are the same level) and sign your 

name next to each day.  The administration can provide you with an electronic copy of the class 

register. 

 

Grade Sheet Summary 

This is a summary of each student’s grades indicating if they passed or failed the level.  It can be 

printed off of the SYSNOTE website.  If a student who should have filled in a justification did not, 

you can make a note on this sheet after it is printed out. 

 

Final Oral Exam Sheet 

 

Justifications 

 

Combination Schedule Forms 

 

Schedule Change  Forms 

 

Teacher Resources 

General 

See the General Academic Coordinator, Andrés Paredes, if you have a specific problem or concern.  
If you notice mistakes on the test, please write them down and give them to the Academic 
Coordinator, or e-mail him at aparedes@cec-epn.edu.ec. 
 

School Supplies 
Each teacher is provided with a teacher‟s book, supplemental CDs, 2-4 markers, and an eraser.  
You can also request a workbook (an Interchange supplemental book with practice exercises that 
every student must have).  It is a good idea to take the time to look through your teacher‟s book 
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because there is a lot of useful supplement material. You are also given access to the teacher‟s 
lounge which includes a microwave, tables, computers with Microsoft Office and Internet, and a 
printer.  Any additional supplies must be provided by the teacher.  

CD Players 

You must sign these out every time you take one, noting your name, the date, the CD player 
number, the time you took the CD player, and your signature.  Please make a point of returning the 
CD players IMMEDIATELY following your classes and do not keep them if you have a break 
between classes.  Keep it close to you at all times and don‟t travel outside of the building with it. If 
you lose it, or it‟s stolen, you will be asked to replace it. In addition, because CEC is a public entity, 
a court case could be initiated against you. 

 

 
Copies 
CEC provides free copying services for teachers, maximum 40 copies per student per cycle.  In 
order to get these free copies, you must fill out a small form (at the secretaries counter) stating your 
full name, level, time, number of copies, and any specific requests (back-to-back, stapled, etc.) at 
LEAST 48 hrs in advance. Plan long-term. You might want to make copies only once or twice a 
cycle, so that you always have plenty of material on hand which you can use in class. 
 
If you need copies sooner than 48hrs or more than 40 copies per student per cycle, you must pay 
for your own.  There are copy places close to CEC, some suggestions include: 

 corner of Veintimilla and 6 de diciembre; open from 8AM-7PM; $0.02/copy 

 cybercafé two shops down from the Araucaria building on Reina Victoria; closes at 9PM;  
$0.05/copy 

 cybercafé on the corner of Wilson and Juan Leon Mera; $0.05/copy 

Library 

CEC has a library that is available to the teachers.  It is located on the first floor of the Araucaria 
building.  This library is open to both teachers and students.  It includes novels, magazines, 
dictionaries, Interchange reading supplements, and teaching activities/ideas. There is also a 
teacher‟s resource cabinet located in the Araucaria and Medios Externos teacher‟s lounge and 
primarily contains English grammar books (you must talk to a coordinator if you‟d like a book from 
here).   

Teachers’ Bulletin Board 

Important teacher-related information and notices will be posted in the Teacher‟s Room. It is each 
teacher‟s responsibility to check the notices regularly and take any action necessary to comply with 
them. Teachers are also free to put up their own notices, ideas, newspaper or magazine articles, or 
anything they feel may help their fellow teachers, within reason. 
 

Binders 
The Araucaria teacher‟s lounge has a collection of teaching activity binders.  Most are arranged by 
level and include copies or ideas that are helpful for the classroom if you need fresh ideas or are 
substituting.   

 
Teacher-Donated Resources 
Teachers are welcome to donate any material they feel other teachers can use. Teachers may also 
purchase teaching material should they wish to do so. However, be aware that you do so on your 
own, will not be reimbursed by CEC, and are not to use CEC‟s name. You buy the books for 
yourself and use them in your classes. 
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Teacher’s Wiki 
CEC has a Wiki website that is designed for and managed by teachers.  It is very similar to the 
binders in that it includes helpful activities and ideas for each level.  If you need ideas or even better 
if you‟d like to contribute some, the website is: http://dlicteachers.pbwiki.com. 
 
 

Other Useful Teacher Resource Web Sites 
www.cec-epn.edu.ec/idiomas/linguistica/ 
www.dlicteachers.pbwiki.com 
http://english-at-cec.blogspot.com/ 
www.tesol.org 
www.iteslj.org 
http://bogglesworldesl.com/ 

 
People 
The great thing about working at CEC is that there are plenty of people around to help you out. You 
should get to know everyone and treat them very well because they are great people AND can make 
your job at CEC much more pleasant. 
 

Requesting Locker//Teacher’s Lounge Key 
Some of the teacher‟s lounges have locks that are activated by key cards.  Every teacher who has 
classes in the Araucaria or ME building must have a key card. In order to obtain one, you must give 
a $5 deposit ($10 in ME) to a coordinator and they can give you a key card. If you lose it, you must 
pay to replace it.  Many of the teacher‟s lounges have lockers to store teaching supplies.  There are 
often not as many lockers as teachers so please ask Gladys Aldaz if any are available. Return your 
keys later if you no longer want a locker or when you leave CEC. We have a copy of each key, but 
making your own copy is also a good idea. Remember that your locker is being loaned to you, so 
treat it kindly. Don‟t put water bottles in your locker, for example, since they might leak and soak 
your and/or others‟ papers. 

  

Health Insurance for Volunteer Instructors 
CEC offers LIMITED health insurance coverage from Rocafuerte. The insurance only applies to 
specific clinic locations and emergency rooms. You can get this information from Gladys. Volunteer 
teachers must fill out the enrollment form. Additionally, they must sign the form above where it says 
“firma del afiliado” (signature of the person enrolled in the health insurance plan), and submit a copy 
of their passport to Gladys. 
 
Procedures for Using Rocafuerte Health Insurance: 

a. Use your list of approved doctors to find the phone numbers of those closest to you 
and make an appointment. Before your appointment, go to Medios Externos and obtain a 
“Formulario de Reclamo.”  
b.  You will have to pay in full at the time of your appointment. Make sure you remember 
your “Formulario de Reclamo” form so the doctor can fill out their portion of the form.  
c. After the appointment, you will need to take the “Formulario de Reclamo” back to ME 
in order to be reimbursed. Remember you will only be reimbursed for a portion of the 
payment depending on which doctor or hospital you went to.   
 

Also, remember that PREVENTATIVE things ARE NOT covered. Vitamin pills, prenatal vitamin pills, 
birth control pills, vaccinations, condoms, etc. are not covered by your insurance policy. This is 
standard operating procedure in Ecuador. Take good care of yourself, take vitamins, get any shots 
you may need, use condoms when having sex, don‟t eat street food if you have a delicate stomach, 
etc. Be very careful and don‟t take unnecessary chances. 

http://dlicteachers.pbwiki.com/
http://www.cec-epn.edu.ec/idiomas/linguistica/
http://www.dlicteachers.pbwiki.com/
http://english-at-cec.blogspot.com/
http://www.tesol.org/
http://www.iteslj.org/
http://bogglesworldesl.com/
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Spanish Classes for Teachers 
CEC offers its English teachers free Spanish classes. The Spanish teachers are good and the 
classes are a lot of fun. Classes are offered by two CEC teachers, usually in small groups (3-5 
students) five hours a week, 11-12PM, Monday to Friday. Since Ecuador is a Spanish-speaking 
country, we recommend that everyone become fluent in Spanish. Your students will respect you 
more if they realize that you‟re bilingual or are trying hard to learn Spanish. In addition, it will help 
you to understand some of the problems, difficulties and frustrations faced by your students. 
 
CEC teachers can also enroll in other CEC classes (French, Mandarin) for free.  

Social Events 

Various social events may be arranged throughout the year for staff and teachers, or both. Teachers 
are not obligated to attend. Also, teachers may put up a sign with the permission of a coordinator in 
the Teacher‟s Lounge to organize social events on their own.  

Classroom Observations – by Academic Coordinators 
Each cycle, the Academic Coordinators will conduct random classroom observations to evaluate the 
quality of teaching and will provide teachers with feedback within a few working days. Classroom 
observations are done to improve teaching, to nip potential problems in the bud, and to address any 
questions or problems either teachers or students may have. Evaluations are meant to be positive, 
helpful and supportive and are given in a non-threatening manner. We‟re human and all need to 
improve in certain areas. Being open to suggestions or ideas given by more-experienced teachers 
and professionals helps both students and teachers to be the best they can be. 

Teacher’s Evaluations – by Students 
Students evaluate their teachers anonymously during each cycle. These evaluations are conducted 
online and the coordination office will provide information to the students as to how to login and 
when it must be completed. Online evaluations are mandatory and students will not be able to see 
their third test grade if they do not complete them. Teachers may review their evaluations at the end 
of the cycle, so that grades are in no way based on what any student may have written or not written 
in his/her evaluation. Teachers are expected to review their evaluations and take whatever steps 
may be needed to improve their teaching performance and classroom style. If a teacher receives 
an overall evaluation below 80% for two cycles in a row, they will be asked to leave.  
 

Student Complaints 
Relatively few CEC students complain about their teachers. However, on occasion you may have to 
deal with less-than-happy students. Try to deal with student complaints as soon and as thoroughly 
as possible. Try to be understanding and let them see “the other side of things”, if applicable. 
Remind students that they are free to speak to Henry, Ernesto, or Andrés or the sub-coordinators at 
any time. Students may also choose to go into another teacher‟s class, should there be a 
personality or teacher-style conflict. Should the student not want to work, for example, and be in a 
strict teacher‟s class, then it would probably be better for everyone if the student changed classes. 
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SYSNOTE 
Grades, attendance, and other assessment input will be entered online through our database system 
called SYSNOTE.  During the second week of class you will be contacted by a sub-coordinator for a 
SYSNOTE training session where you will receive your user name and password. You will also be 
shown the URL.  Please keep this information handy but manage it confidentially, you will not be 
able to change your password so it is very important that you do not lose this information.  
 
The websites are the following: 

 Internal Site (CEC computers): http://192.168.57.56/sysnote/ 

 External Link (non-CEC computers):  https://208.9.56.214/sysnote/ 
 
 

LOGIN PAGE 

 
 

1. Enter your user name.  

2. Enter your password. 

3. Choose the year and cycle. 

4. Click ENTER. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://208.9.56.214/sysnote/
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MAIN MENU 

 

 
 

 

1. Select an option from the MAIN MENU. 

2. Be sure to choose the class schedule you are going to enter information into. 

 

 

 

 

ENTERING GRADES FOR WRITTEN EXAMS 
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1. The list of students who are registered in the class will appear on this page. 

2. If you need to enter grades, click on the MODIFY button of the assessment you want to 

submit information to. 

3. Enter grades over 100%.  Do not calculate over 10, 15, 25 or 30%.  

4. Click the SAVE button. 

5. Click the REFRESH button in order to verify that your entries are correct. 

6. Choose from an option on the side bar menu. 

 

 

OBSERVATIONS SECTION- REVIEWING A STUDENT´S HISTORY 

 

 

It is possible to review your students’ academic history in the “Observations” section of 

Sysnote. Open the “Observations” page for a given class and you’ll find an icon resembling a 

tiny green man after the student’s name. Clicking on the tiny green man will allow you to view 

any student’s past classes with the grades and attendance they received, as well as any notes 

that previous teachers may have left.  

 

To do so, follow these steps:  

1) Log into Sysnote using your new password. 

2) Click on Observations in the main menu. A list of your students´ names will appear.    

3) Click on the icon beside the name of the student in question (indicated by an arrow in the example 

below). This will take you to a list of the grades he/she has attained in all levels previously studied at 

CEC along with any observations past teachers have made about the student.  

Teachers’ Observations  

 

 

   

# Last Names, First Names                     Observations                            Just. Days 

1 
ALAJO MOROCHO EDWIN 

ROBERTO   

2 ALDAS PINZON JESSICA RUBI   

3 
ALMACHI MONTAHUANO 

EDISON ALEJANDRO   

      

    Modify
 

   Save
 

 

This is also the section where you put in the number of days that a student has justified. Once a 

student shows you a “Justified Absences” form, check that it has been approved by a coordinator and 

enter the number of days justified in the corresponding section. 

 

 

 

 

http://192.168.57.56/sysnote/instructor/record.php?idp=19916&&cod=13094
http://192.168.57.56/sysnote/instructor/record.php?idp=34740&&cod=13094
http://192.168.57.56/sysnote/instructor/record.php?idp=34078&&cod=13094
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ENTERING THE INSTRUCTOR’S EVALUATION 

 
 

1. When logging in for the first time, you will need to enter the information/item that was evaluated 

in each category for the parameters of the instructor’s evaluation. 

2. Click the MODIFY button and enter a grade of “0” to “2”.  If entering fractions, please use the 

PERIOD symbol (.) as the symbol to mark decimals.  DO NOT use commas! 

3. Click the SAVE button and then the REFRESH button to verify that your information was 

entered correctly. 

4. Remember that students are awarded 10 POINTS TOTAL for the instructor’s evaluation. 

5. Please make sure that you specify the item that was evaluated and the date.  For example: Student 

participation, Oct. 14-31. 

 

GRADE SUMMARY PAGE 

 

 

Final Register 
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1. From the side bar menu choose the GRADE SHEET SUMMARY link to see all the entries 

made in the class. 

2. At the end of the cycle, choose the option PRINT from the FILE menu and click PRINT.  

3. When everything has been entered and you have printed the GRADE SHEET SUMMARY, you 

may go talk to someone in the coordination office and when they give you the OK you may 

click on the FINAL REGISTER button near the bottom right corner in order to freeze the 

information. Clicking on this button means that you will no longer have access to that 

particular class, so make sure you don’t click on it before you are completely done! 

 

ATTENDANCE SHEET 

 
 

1. Choose the date in which you need to submit information from the pop-up menu. 

2. Mark the student present, or absent, or late from the pop-up menu next to each student’s 

name. 

3. Click the SAVE button. 

4. Click the REFRESH button to verify that the information you submitted was correct. 

5. To modify a date that has already been submitted, go to the side bar menu and choose 

MODIFY ATTENDANCE. 

6. To check for dates that students have been absent, go to the Main Menu and choose 

ATTENDANCE QUERY. 
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Ecuadorian Law and Migratory Information 
All foreign CEC-EPN instructors must comply with Ecuadorian law while in Ecuador. Remember that 
Ecuadorian laws may be VERY DIFFERENT from many laws in your home country. We are a guest 
in Ecuador and are permitted to teach at CEC. Therefore, we have to be respectful and remember 
that “ignorance of the law is no excuse.”  
 
EPN has its own full-time lawyer. If in doubt about any situation, consult with EPN‟s lawyer. DO NOT 
SIGN ANYTHING UNLESS YOU KNOW THE CONSEQUENCES. STAY AWAY FROM STRIKES 
AND CIVIL DEMONSTRATIONS. AS CEC FOREIGN TEACHERS, WE ARE FORBIDDEN FROM 
ACTIVELY PARTICIPATING IN ANY STRIKE OR CIVIL DEMONSTRATION AND MAY BE 
DEPORTED IF WE DO SO. ALWAYS BE RESPECTFUL OF AUTHORITY FIGURES, 
ESPECIALLY POLICE AND THE MILITARY. CARRY A COPY OF YOUR PASSPORT AND YOUR 
CENSO WITH YOU AT ALL TIMES. Do not associate with any person(s) involved in any type of 
illegal activity, especially drugs.  
 

DOCUMENT DETAILS AND LEGAL REQUIREMENTS 
Foreign instructors will be held responsible for submitting the legal documents listed to the DLIC 
Director within the stated time limits.  Each teacher‟s documents are kept in individual files which are 
always up-to-date. It is YOUR responsibility to make sure CEC has all information needed at any 
given time.  Make sure you give Gladys any new phone number, address, or change of status, etc. 
 
Within two (2) days after your arrival in Ecuador, bring the following documents to the DLIC Director, 
Henry Guy, in the Aracauria Building (corner of Reina Victoria and Baquedano): 
 
• Your passport 
• 2 color copies of your passport picture page 
• 2 color copies of your visa 
• 2 color copies of your entry stamp 
• 2 copies of your university degree(s) 
• 2 copies of your resumé (in English and in Spanish) 
• 2 copies of any TEFL/TESL/CELTA/DELTA or other teaching certificates 
• Emergency contact information (name/relationship/address/phone/email) 
• Originals of all the documents that were sent to you from CEC-EPN, attached to those that were 
provided to you by the Ecuadorian Consulate in your country of origin. 
 
Within fourteen (14) days after your arrival, submit four (2) carnet-sized photos with a white 
background, taken in Ecuador, to the DLIC director. 
 
Within fourteen (14) days after your arrival in Ecuador, and each time you change your place of 
residence, provide the DLIC Director with two (2) copies of your rent contract or letter of agreement 
with your landlord/host family, and two (2) copies of both sides of your landlord‟s /host person‟s 
CÉDULA. 
 

Obtaining your Visa Registration and Certificado de Empadronamiento  
As soon as you arrive in Ecuador, please see Juan Pablo Posligua in the coordination office in the 
Araucaria Building.  He will help you register your visa (which needs to be done within 30 days of 
your arrival) and certificado de empadronamiento.  In addition to your passport, you will need to 
have one color copy each of the passport picture page, the visa page, and the page with the stamp 
showing your entry date into Ecuador. 
 
Juan Pablo will go with you to the Ministerio de Relaciones Exteriores on 6 de Diciembre and La 
Niña to have your photo taken and present the documents.  You will need to have $4.00 (exact 
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change only) for the application fee. You will be given a date (usually a few days) to return to pick up 
your stamped passport.   Please make a copy of the stamp (visa registration) and the 
empadronamiento page given to you and bring the copies to Lucy or Liz (Araucaria) for your file.    
 
You must obtain the empadronamiento within thirty (30) days after your arrival in Ecuador.  Please 
note that your first stipend cannot be processed until you have obtained your empadronamiento.  
The above requirements are subject to change without prior notice.  Juan Pablo will advise you of 
any changes when you check in with him upon your arrival at CEC.    
 
CEC-EPN must have two (2) clear copies of your visa registration stamp and empadronamiento 
page. YOU WILL NOT RECEIVE YOUR FIRST SUPPORT CHECK UNTIL WE HAVE RECEIVED 
COPIES OF YOUR EMPADRONAMIENTO STAMP AND HAVE VERIFIED THAT YOU ARE IN 
ECUADOR LEGALLY.  Getting an empadronamiento is easy and quick and no big deal. 
 
Whenever a new seal, stamp, or entry of any kind is added to your passport, please submit two (2) 
copies of the new information to the DLIC Director within thirty (30) days.   Also, if you move to a 
different address or get a new phone number, you need to advise someone in coordination as soon 
as possible, and provide us with copies of any new or updated documents. 
 
You must have your passport with a valid visa when departing Ecuador, or you will not be able to 
leave the country.  
 
Before your final departure from Ecuador, please provide a copy of your paid airline ticket 
demonstrating that you are leaving for another country.  If you plan to return to Ecuador within one 
year, you need to contact the Director in advance of your arrival to make sure that you will be able to 
re-enter the country as a tourist.  
 
 

OPENING A BANK ACCOUNT  
You salary or stipend will be directly deposited into a bank account since no public institution in 
Ecuador is allowed to issue checks as part of payment.   
 
These are the steps in order to obtain your bank account: 
 

1. Fill out the bank forms, which can be picked up from Gladys Aldaz in Araucaria.  (If you 
already have a bank account in Ecuador, go to step 6).  

2. Attach requested documents: for residents or citizens a copy of your cédula, (for foreign 
teachers, passport and empadronamiento). 

3. Submit forms and documents to Gladys Aldaz. 
4. Once forms and documents are turned in and processed by the bank (about 3 weeks), you 

can get the account number and ATM card from Gladys or Gaby Troya.  
5. Volunteers will have their stipends deposited directly into their virtual bank accounts at 

Banco de Guayaquil. On pay day, contracted teachers should go to the Accounting 
Department to pick up their stub or retención de impuestos. If there is a discrepancy or 
question about the amount deposited, please see Henry Guy. 

6. For those who already have a bank account, you must go to your bank and ask for a 
Certificado Bancario.  This document needs to be given to Gladys Aldaz, processed by the 
finance department, and then CEC-EPN can get you paid through your own bank. 

 

GROUNDS FOR BEING FIRED (in random order. Other items will be added, as needed): 

 
1. Dating a student. 
2. Unprofessional-like conduct or dress. 
3. Insubordination (to authority figures). 
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4. Willingly and continually breaking CEC rules. 
5. Drinking/having sex/using drugs, etc. on CEC property. 
6. Encouraging other teachers or students to drink/have sex/use drugs on CEC property. 
7. Participating in or observing strikes or civil manifestations close-up (foreign teachers only). 
8. Not providing the Director with the needed paperwork on time (related to your folder and 
SYSNOTE, as well as copies of your passport and college degree, etc.). 
9. Incompetence, inability to teach, refusing to plan lessons, etc. 
10. Taking students off CEC property without having received written permission from the Director 
or Coordinators. 
11. Lying about your teaching qualifications, degrees received, experience, abilities, etc. 
12. Not citing sources used in preparing classroom materials or books. 
13. Using the computer in the teacher‟s lounge inappropriately. 
14. Speaking Spanish in class. 
15. Not minimally socializing with your fellow teachers or having a poor attitude. 
 
Please read the Living in Ecuador guide for more information; it was prepared by CEC volunteers, 
instructors and coordinators who have lived in Ecuador a long time, know the procedures to follow, 
know what is expected and know what works and what doesn‟t in Ecuador. It‟s meant to be used as 
a guideline and to help new foreign teachers understand the culture.  
 
Various instructors, volunteers, coordinators and administrative personnel prepared The 
Teacher’s Manual. The Teacher’s Manual is meant to be used as a guide. 
 
It is not a definitive booklet, nor does it represent all official CEC policy. It is correct as of 
January 2013. Nevertheless, it is subject to change.  
 
Protect yourself and be responsible—always verify information beforehand and always ask if 
you have a question. CEC personnel are more than happy to answer whatever questions you 
may have. 
 
Official policies and legal regulations, in Spanish, are on file in CEC-EPN’s legal office. 
Remember that it is each teacher’s personal responsibility to be aware of the official laws 
governing CEC, not all of which are included in this booklet. 
 
Speak with Mr. Henry Guy Gooch, Director de Lingüística e Intercambios Culturales, CEC-
EPN, or Ing. Adrian Zambrano, Director Ejecutivo de CEC-EPN, should you require additional 
information regarding a specific legal matter. 

 

 


