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Introduction 
 

 

 
Welcome to the Loxdale English Centre! 

 
Loxdale English Centre started in 1968 and moved to its current site in 
1979.  It is an educational charity aimed at providing adult education.  
Initially, the centre hosted only students from Scandinavia but is now 
international.  We offer courses year round for adults aged 16 years +. 
 

During the summer some students come as individuals and some come as 
groups with Group Leaders of various nationalities.  Many of the Group 
Leaders are very experienced of taking a group of students abroad. 
 
This handbook is intended to help both new and experienced Group 
Leaders to make their visit to Loxdale an interesting and rewarding one. 

 
 
School life is always busy and it useful for Group Leaders to know about 
the various routines used in the school and, to assure themselves that 
everything possible will be done to make their students’ stay successful 

and interesting.  We realise that your students often expect you to be an 

expert on a school even if it is also your first time there.  With this in 
mind, we are sending you this handbook so that you can prepare for your 
stay in advance.  Please feel free to e-mail or phone me with queries before 
your course starts (e-mail:  annathatcher@loxdale.com). 
 
At Loxdale English Centre our staff are always available to assist you with 

any difficulties you may have while you are at Loxdale and to give advice. 
 
There are many new laws regarding teaching and looking after Young 

Learners in the UK and we will make sure you are kept up-to-date with 
these developments. 
 
The routines and methods described in the following pages have evolved 

through years of close and happy working relationships with Group 
Leaders.  With good will on both sides, we have always managed to turn a 
problem into a solution and often into an opportunity for improvement.  If 
you have any queries, ideas or comments to make after reading this 
handbook, I would be very pleased to hear from you.  I do hope your stay 
in Portslade, Brighton is a successful, safe and happy one. 

 

With best wishes 
 

Anna 
Anna Thatcher 
Principal 

 



STAFF 
 

Anna Thatcher and Karen Lilley are the school Safeguarding and Prevent Liaison 
Officers.  Please talk to them if you have any concerns about the welfare of any of 
the students. 

 
 

 
annathatcher@loxdale.com 

 

Anna Thatcher started as Principal in March 2006.  

Previously she was Operations Manager and 
Residential Course Director with The Salisbury School 

of English, now Kaplan, Salisbury.   
 

At Loxdale Anna is responsible for the whole 
organisation in Portslade including pre-course 

planning.  She also has overall responsibility for the 
welfare of students studying at Loxdale.   

       Her office is on the ground floor of the Main Building.   

 
 

  

 

Her assistant, on the marketing side, is Lianna Lee 
 

(marketing@loxdale.com).  

 
 
 

                     
 

info@loxdale.com 

For matters relating to homestay accommodation and welfare issues, Group Leaders 
contact Karen Lilley or Jodie Morden, our Accommodation and Welfare Officers.   
 

Whilst students are at the school they are also in charge of student services and 

front of house duties and is based at the Reception Office in the Main Building.   
 

Karen Lilley is also our Accounts Officer.  She deals with all payments and invoicing 
so please do contact her if you have any queries.   
 

Her office is on the first floor and her direct e-mail address is accounts@loxdale.com 
 

 

   

Jack Ratuszynski is the Social Manager out of the 
summers.  Year round, he is looks after our 

transport requirements and deals with front of 
house duties with student services.    

 
admin@loxdale.com 
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STAFF 
 

 

 

 

 
James de Malplaquet is the year round Director 

of Studies and has responsibility for the academic 
management of the school.   
 

Once you are here, you can normally find him in 

his office on the ground floor. 
 

dos@loxdale.com    

 

 
 
We have a group of extremely good teaching team who have a range of different 

experiences and specialities.   These include Beverley Sims, Chris Kelly, Daniel 
Levy, Harry Key, Oscar de Malplaquet, Stuart Spencer and Victoria Arce 

Mejias. 
 
Most of these teachers teach at Loxdale throughout the year so they know how we 

work and what are expectations are of them. 
 

 
 

 
 
James Chiesa is 

our Summer Social 
Manager.   

 

He organises and supervises most of your social activities 
whilst you are here.  James is helped by a team of 

enthusiastic social organisers. 
 

Once you are here, if you would like further information 

about any of your visits or, if you would like to organise 
any more trips or activities and want some suggestions, 
please do discuss it with him.   

 
To book more activities or trips before you arrive or to alter 

any you already have booked, please e-mail Anna. 

 
 
 

 

Alison Arnone is our Kitchen Manager and chef.   
 

If there are any special diets or allergies she would 
appreciate knowing this in advance.   
 

You can contact her using Jodie’s e-mail address. 
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TRAVEL & TRANSPORT 
 

 
Arrival Transfer 
 

We realise that one of the most worrying times for you is actually getting the 
students from their home towns safely to Loxdale.  We will help you as much as 

possible by providing as much back-up as we can. 
 
We always encourage Group Leaders to use Gatwick or Heathrow airports as their 

entry point to the UK.  Gatwick is especially close to Portslade, Brighton and takes 
only 40 minutes.  The transfer from Heathrow to Portslade takes about 1 hour 30 

minutes.  It does vary a bit according to the time of day.  We do realise that getting 
flights is not always easy and sometimes groups will use other airports such as 
Stansted.  The transfer from Stansted to Portslade takes approximately 3 hours. 

 
Group Leaders should make sure that each student travels with only one 

reasonably sized suitcase.  Transfer coach or minibus sizes assume that 
passengers do not have overweight baggage and have only one suitcase per 
passenger.   

 
All group leaders will have the telephone number of the person on duty to meet 

them.  This is normally Anna, the Principal or Karen, the Accommodation & Welfare 
Officer. 
 

Most groups new to the school will be met at the airport by a school courier.  He or 
she will stand at the arrivals (after customs) with a sign which says ‘Loxdale English 

Centre’.  If there is a problem – for example, if a courier is delayed or if there is a 
change of airports because of fog, please contact the Information Desk at the airport 

on arrival.  You should also telephone the School or after office hours the emergency 
telephone number (+44 -0) 7557 – 12 33 84, to find out what arrangements have 
been made.  In practice, there are seldom any problems of this sort. 

 
If your flight is delayed, please telephone the school from the airport of departure.  If 

we are informed early enough, we can delay the departure of the coach and courier 
from Portslade.  No matter how late the flight may be, our courier and coach will 
always wait at the airport. 

 
Please ask students to go to the toilet facilities whilst waiting for their luggage so 

that we can get straight to the coach when you come through customs. 
 
If a member of your group has lost their luggage please send the rest of the group 

out whilst you get a form for the person to fill in.  Use the address of the school 
(Loxdale Centre, Locks Hill, Portslade, Brighton, BN41 2LA) for the form.  Then 

please come out as quickly as possible so we can get the students on the coach and 
on to Portslade.  Any lost luggage should then be delivered to the school the 
following day. 

 
When the courier has met you and the students, he or she will lead them to the 

coach or minibus.  It is important that the group stays together.  Please do not allow 
students to go to the shops or banks once they have come out through customs.   
 

The coach or minibus will then drive directly to Portslade without stopping. 
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TRAVEL & TRANSPORT 
 

Arrival Transfer continued 
 

During the journey (or otherwise on arrival) our courier or driver will distribute maps 

of Portslade showing the location of the school and welcome packs.  You will already 
have been given a list of your students showing whom they are sharing with and 

their homestay details.  You will have had opportunities to change this in your home 
country so no more changes are possible at this stage. 

 
 
Arrival at Loxdale Centre 

If you are collected by minibus, the minibus will normally drop you and your students 
off at their homestay direct from the airport. 
 

If you are travelling by coach, it will stop at Loxdale Centre.  Your homestay families 

will collect the students from the school.  Once you arrive your students stay seated 
until Anna or Karen gets on the coach.  Then, as homestay families arrive, they will 

call out the students concerned and introduce them to each other. 
 

If there are any homestay families who cannot collect their students (e.g. lack of car 
or childminder) then we will organise for the students to travel to their homestay by 

taxi or our minibus. 
 

If you also have some residential students, the coach will continue to the centre with 
them once the homestay students have been collected. 

 
 

End of Course Arrangements 
At the end of the course all students are awarded an End of Course Certificate, 
unless they have been consistently late or have missed a lot of lessons for no good 

reason.  Students will be given these on their last day in class unless you prefer for 
them to be given to you. 

 
Remember to collect any money, passports or tickets that you have left in 
the safe at the School. 

 
On the day of departure the minibus will normally collect the students from their host 

family.  If travelling by coach, they will collect the group from outside Loxdale.  
Group Leaders will be informed of the precise time of departure on their last 
Thursday.   
 

Naturally it is essential that students are ready on time for their departure.  
Homestay families will deliver the students and their luggage to the school or, if they 
can’t, the school will organise for a minibus to bring them on time. 

 
Please explain to students that there is a weight limit on baggage.  Also that they can 

only have one piece of hand luggage and it cannot contain any liquids.  Also 
any laptops, phones or tablets have to have battery life if carried in hand luggage.  
Airport security may ask them to prove that they work or they can be confiscated.  

Airport security in the UK is very tight and there are no exceptions to these rules.  
Due to the tight airport security on departure from the UK, we do allow plenty of 

time for check-in and going through passport control.   
 
There is no courier on the return journey to the airports.  The coach will drop you 

and your students outside your terminal so that it is easy for you to get to your 
check-in zone. 
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ACCOMMODATION & WELFARE 
 

Behaviour, discipline & the law 
We accept that students are on holiday and want to have fun.  However, they must 
recognise the need to behave appropriately, particularly when in public areas.  This 

includes having regard for other people on pavements or in shops.  People live all 
around Loxdale and we ask that students respect their need for quiet on site after 

2130 and before 0815. 
 
This is, of course, also important within the homestay situation as well.  British 

people do go to bed earlier than most on the continent so we ask that students are 
quiet and respectful when coming in late or, if on their phones in the evenings. 

 
Teachers are responsible for discipline within the classroom.  If you feel that any 
discipline has been unfair, you should discuss this with the Director of Studies.  He 

will decide on the best course of action.  Please do not approach the teacher directly. 
 

If we feel that one of your students is disrupting the class excessively or is behaving 

in an inappropriate way in public, we may ask you to discipline him/her or the 
Principal may request to see them.  If this behaviour continues, punishment may 
include not being allowed to join in with an activity but having to stay in the 

Principal’s Office for an afternoon/evening or with you, their Group Leader. 
 

It is illegal to smoke in all public buildings including at Loxdale. 
  

There are some behaviours that mean that students would be asked to leave school 

immediately with no refund of the course or accommodation fees, even if the police 
choose not to press charges.  These include: 
 

 Recreational drugs are illegal.  No student can have possession of drugs or 

found to have taken them. 
 

 Stealing, shoplifting or burglary is illegal.  No student is allowed to do this. 
 

 As will be described in the section on ‘Prevent’, all our students are expected 
to conform with British values.  If there is extreme violation of these, they 
may be asked to leave the school immediately. 

 

These cases are incredibly rare with the vast majority of our students being friendly 
and considerate.  We obviously hope that there will never be any need to reprimand 

any of our students and we want them to enjoy their stay at the school.  However, 
we do like to warn them of the consequences of their potential action and hope that 
you support us with this. 
 
 
 
 

Brighton & Portslade 

Portslade:   Portslade is a small, mostly residential suburb, west of Brighton & 
Hove.  It takes approximately 20 to 30 minutes to travel to the centre of Brighton by 
bus or 10 minutes by train. 
 

The school is near Portslade Old Village.  There is a post office, small shop and take-
away.  Most the bigger shops are based in Boundary Road to the south east of the 

village.  It takes about 15 minutes to walk to that part of Portslade. 
Some may want a bus pass if they want to get the bus from the homestay to school 
each day.  If this is the case, it is probably worth doing.  These cost approx. £22 per 

person and can be bought at school. 
 

No. 1 & 1A buses go direct to the centre of Brighton from right outside the school 
and go every 7 minutes during the day.    
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ACCOMMODATION & WELFARE 
 

 
 
Brighton: Brighton is a large city.  It has a bustling city centre with three distinct 

shopping areas.  The main indoor shopping area is Churchill Square.  Then there are 
the older areas of town with the special Lanes.  These have lots of individual 

interesting shops in lovely old buildings.  The final area is in Western Road with lots 
of high street style shops. 
 

The theatre is near the Pavilion and there are several cinemas in the centre.   
 

There are lots of good restaurants to try.  For recommendations, just ask the staff.  
If you are hoping to take out your group we would advise booking in advance. 
 

Do take a walk out onto Brighton Pier, it has lovely – if sometimes cold! – views of 

the city. 
 

There is bowling and some shops at the Marina.  It is a lovely bus journey just to the 

east of Brighton along the coast.  It can be a fun afternoon or evening activity in a 
safe environment. 
 

If you would like us to book anything please just ask Jack or James C.. 

 
Do have a look at the Brighton website:  www.visitbrighton.com 

 
 
 

Emergencies, student cards and student safety 
 

If there is an actual emergency, parents can contact Anna Thatcher, the Principal at 
school on (0) 1273 – 414973.  Her mobile number (for real emergency use only) 
is (0) 7775 – 928 235.  The 24 emergency telephone number for students is 07557 – 

12 33 84.  Please tell parents that these numbers are private and they will not be 
able to talk to their children at these numbers.   
 

Students are all issued with student cards.  These have three 24 hour emergency 
telephone numbers and school details on them.  If they have an emergency situation 

they should call this number to talk to either Anna or Karen or James. 
 

Portslade and Brighton are relatively safe places for students.  However, as in all 
other towns, one has to be careful.  Apart from when students are accompanied by 

our staff or you, they should not walk around in large groups as this draws attention 
to them and in some very exceptional cases can cause some aggression.  In general, 

foreign students are welcomed and accepted warmly by the people of Portslade and 
Brighton. 
 

Please make sure that your students know that they are not allowed to be at the 

beach unless with you or Loxdale staff. 
 

As with any city in all countries around the world, people can be more vulnerable at 
night.  Please ask your students to only walk down roads that have good lighting and 

that they do not take short cuts at night. 
 

Also please remind them to look both ways when crossing roads. 
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ACCOMMODATION & WELFARE 
 

Homesickness, illness & welfare 
 

Any student, both boys and girls of all ages, can become a bit homesick.  If you 
know of any students particularly affected please let Jodie or Karen know so that 

they can make sure the homestay families are especially considerate to them.   
 

If a student is ill, they should phone the school to let us know, otherwise we will 
worry!  (0) 1273 – 414973.  If a student is unwell and you feel that they should have 

medical attention, please talk to Jodie and she will try to arrange a doctor’s 
appointment.  Medical care is free to all residents of the EU although in reality many 

doctors do charge between £25 and £35 per visit.  Students should collect the 
receipts, including prescriptions, so that they can claim on their insurance when they 
return home.   
 

Emergency hospital treatment is free for EU members.  It sometimes charged for 
those from outside the European Union but Group Leaders should check this in 

advance as some countries have reciprocal agreements with Britain.  We strongly 
advise taking out medical insurance.  Even with medical insurance most students 
have to pay the first £40. 
 

We do sell insurance that covers medical issues and travel.  This is approximately 
£5.79 per week per student.   Do ask if you are interested and we can let you know 

have the details. 
 

Many of our staff are qualified in First Aid, including Anna, Karen, Jack, James dM, 
and James C..  
 

We are aware that your students come to England with many different attitudes. 
Please rest assured that our staff will do the best we can to make sure that the 

students learn some English, improve their self-confidence, have fun and want to 
come back!                  
 

 
Homestay Accommodation 
 

Most of our homestay families have been hosting Loxdale students for many years 

and some are inevitably new to us.  They have been specially selected by Karen and 
Jodie, Accommodation & Welfare Officers, for the quality of their accommodation and 

the care they take of the students.   
 

All our students evaluate their homestay families at the end of their stay and, those 
families that students have been happy with, are used again for other students.  In 

this way you can be reassured that your host family has not only been assessed by 
the school but also by other students. 

 
Living with the homestay family is not the same as living in a hotel, they do want 

students to become part of the family.  They do also worry about their students, 
even when they are adults.  Please ask your students to let their hosts know when 
they will be home each afternoon and evening.  If the time changes they must phone 

their families to keep them informed.  We recommend that students swap mobile 
phone number with their hosts on the first day. 

 
All students must be at home with their hosts by 1800 Mondays to Fridays.  The 
hosts know that the students must have dinner before their evening activity starts 

(normally at 1900) so most students need to eat at around this time. 
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Homestay Accommodation continued 
 

The key to being happy with your homestay is communication.  Please ask students 
to tell them if they do not like a certain food or if they will not be home for dinner.  

We always recommend that students sit down on the first day with their host families 
to talk about issues such as laundry, what are the best times to shower, food they 
like, if it is alright to have phone calls etc. 

 
Students should always ask their hosts before using the landline telephone.  

Students are normally welcome to receive phone calls at their homestay but hosts 
will not expect them to speak for more than 20 minutes at a time.  Students can ask 
to make reverse charge calls (or collect calls).  In this way the person you are 

phoning pays for the call.  Students dial 155 for the International Operator and ask 
to be put through the number they want. 

 
We also have sim cards at school for the students to buy to put in their mobiles.  
These cost £15 including £10 credit.  With this particular card, the calls they make to 

each other on the same system are free. 
 

Hosts will do one laundry load per week for students.   
 
If any student is worried about how to ask for something they should see Karen and 

she can explain how they do it.  All the hosts want our students to have a happy stay 
in England. 

 
 

Residential Accommodation 
 
Our small residential centre, Truleigh Hill is in the South Downs National Park. It is 

just inland from coastal towns of Shoreham and Brighton & Hove.  The hostel 
provides modern accommodation with a pleasant open garden well away from busy 

roads.  We normally have around 25 to 30 students and three of staff living in to 
supervise and look after the students.  Our staff are there to support and help the 
children to settle into the British way of life.  Communication is the key.  They will let 

your students know the house rules and what their daily timetable is.   
 

There are between 1 and 6 students in a room.   If it is possible, we try to mix up 
nationalities so that the students have to speak English with the other students 

there.  All the rooms have sinks.  The showers and toilets are in the corridors.  There 
will be a towel for use in the residence but if your students want to go swimming or 

to the beach please ask them to bring an extra towel with them for this.   
 

Your sheets will be changed once a week.   Laundry is done once a week, please 

make sure you ask your students to label all their clothes with their name. 
  

There is a common room and garden also with some games for students to play. 
 

Breakfast is served at the centre between 0715 and 0805.  Breakfast during the 
week will be cereals, toast with jam/nutella/cheese/ham, yoghurt/fruit salad.  At the 

weekends there may be a cooked breakfast or boiled eggs and pain au choklad.   
 

After breakfast students get their school things together and anything else they 
might want for the day e.g. money, sun cream, waterproofs.  Then they meet you 

and the staff in the common room for the register.  Once everyone is there the 
coach/minibus collects all the staff and students at 0815 and take them to school. 



ACCOMMODATION & WELFARE 
 

 
 
Residential Accommodation continued. 

 
 

Everybody will have a cooked or packed lunch (depending on what you have booked) 

at school at 1200.  At weekends you will have a packed lunch. 
 

After activities/lessons students are expected to do their homework.  After that they 
can either stay on site at Loxdale and use the common room, computer room, sports 

hall or gardens or, if they have permission from their parents, go into town. 
 

Dinner is served at 1815, sometimes at school and sometimes at the centre, 

depending on the evening activity.   
 

It is important to know that your students cannot leave the residence without a 

member of staff or you.  They should also never be left unattended in the residence.  
If one of your residential students is ill, then you should stay there with him/her. 
 

Bed time at the residential centre is 2130 for the pre-teens and 2230 for the 
teens.   

 
 
 

Hotel Accommodation 
 

Some Group Leaders prefer hotel accommodation instead of in a homestay.  We can 

arrange this.  We have special arrangements with two hotels with bus stops at the 
top of the road.  Buses from these stops are direct and stop right outside the school. 
 

 
 

Identity Cards & passports 
 

We encourage Group Leaders to collect identity cards and passports from the 
students on the coach from the airport, especially if your students are under 18 

years.  We can then keep them in the safe at school or you can keep them in your 
homestay.   

 
As part of our UK Borders duties, Loxdale has to take a photocopy of every student’s 
passport for our records in case we are inspected. 
 

If a student loses their ID or passport whilst in the UK, the Group Leader and student 
has to travel to their Embassy in London to try to obtain a new one.  It is normally 

expensive and time consuming.   
 

There is no legal need to carry ID cards or passports in the UK.  The students should 
just have the student card that we give them. 
 

 
Meals  

All students have breakfast in their homestay or at Truleigh Hill.  We normally eat 
toast and cereal in England.  It is unusual to have a cooked breakfast. 
 

If you or your students have any special diet e.g. vegetarian, lactose intolerant, 

gluten free etc. you should already have let us know.  If not, please do so now. 
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Meals continued 
 

Your students will already have chosen whether they are going to have a packed 
lunch or a cooked lunch at the school.  We have our own kitchens and dining room at 

school and can cater for any diet.  A varied and healthy meal is served each day.  
The dining room also sells snacks and drinks for break times. 
 

Packed lunches are served in a different area and so the student goes there and has 
their name ticked off. 

 
 

The homestay students have dinner with their hosts.  As mentioned earlier, please to 
ask your students to talk to their hosts about any foods that they are not keen on as 

early as possible and make sure that they are home at 1800. 
 

Residential students have dinner at school or at the residence at 1815. 
 
Families provide full board at weekends.  If you have weekend trips included in your 

programme your hosts will provide the packed lunches on these days.   
 

The nearest supermarkets to the school are Tesco in Boundary Road (15 minute 
walk),Sainsbury’s is just off Old Shoreham Road (8 minute walk) and the Coop, 
Shelldale Road (7 minutes).   
 
 
 

Summer Minibuses & curfews 
For the safety and welfare of our students, we have a policy that all students aged 

under 18 must be at home with their homestay by 2200 or as soon as the evening 
activity has finished. 
 

After the evening activity the minibuses will take home our students to different 
areas of Portslade.  Students will receive a colour wrist band which they wear during 
their stay here.  The colour relates to the area which they live in.  So when we call 

yellow minibus, all the students with yellow bands come out of the activity and 
straight onto the minibus.  When their minibus is called they must go to it directly 

and it will take them to their door and see that they go in. 
 

If a student lives a 10 minute (or less) walk from the school, they will walk home.   
 

If a student doesn’t come when the minibus is called and misses their minibus, 

they may be charged for a taxi to take them home.  This is because each minibus 
does different areas.  To take one person from a different area will considerably slow 

down the process and we want the students to get home quickly and smoothly after 
the evening activities. 
 

If you wish to take your students off the school activity one evening and 
arrange your own activity please inform the school in good time.  The students will 
not be allowed out by their host families unless they have received written 

confirmation from Loxdale.  The letter will show who is taking them off activities/out, 
their mobile number and the time that the students will be returning home.  You 

must make sure you have all the homestay family’s phone numbers with you and call 
them if your students are delayed.    
 

All students must be home by 10pm, even if they are with you. 
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Minibuses & curfews continued 

When the students are not on a school activity, you are responsible for their 
wellbeing.  We only provide minibuses for organised school events. 
 

If you are taking your students out, we would recommend that for their security, you 
take them to the centre of Brighton in an open and lit area.  If you allow them to go 

anywhere without you, please advise them NOT to go out as one large group but 
to go in groups of maximum 4 or 5 people.  British people do see groups as 
threatening. 

 
Please make sure they understand how important it is to be polite and make way for 

others on the pavements and in busy areas.  People can tell if they are being sworn 
at, even if it is in a different language. 
 

 
Mobile telephones 

Most students  bring their own mobile phones with them.  As courtesy, please ask 
students to switch these off at night and to keep their voices down if speaking when 

the family have gone to bed.   
 

We expect students to turn their phones off during lessons and will take them away if 
the phone is stopping the students from concentrating on their lessons.   

 
Students can buy UK Sim cards for £5 from the Loxdale office and add credit.   

 
 
Money 

Your students can leave their money at school in our ‘bank’ if you or their parent’s 
would like this.  Students deposit their money and can collect it on Mondays and 

Thursdays at break times and between 1500 and 1600.  Every time they deposit or 
take money they must sign their sheet so there is an accurate record of each 
transaction. 

 
 

Prevent 
Prevent is now a legal requirement in the UK.  It is the first part in a larger 
government initiative to try to stop extremism and terrorism and tries to identify 

people who might be starting to have a form of extremism so they can be educated 
as to why this is not in keeping with British values.   

 
Extremism is defined as:   
“Vocal or active opposition to fundamental British values ….. And calls for the death 

of members of our armed forces whether in this country or overseas.” 
 

 
Prevent is not: 

• Spying on students and staff 

• Trying to change someone’s culture 
• Stopping people from having opinions 

• Stopping students from having discussions 
• About criminalising people 
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Prevent continued 
 

 
 
To fulfil our legal requirements we have to make sure that our students, staff, host 

families, suppliers and group leaders exemplify British values.  These include: 
 

British Values: 
• Democracy 
• Rule of law 

• Individual liberty 
• Mutual respect and tolerance for those with different faiths and beliefs. 

 
Many of these duties are already something that Loxdale deals with through our 
Safeguarding rules and policies such as having lessons on British culture and school 

issues such as bullying. 
 

The main thing that we need you to support us with, is to remind your students  
about British law.  We talk to them about these in the first day Information Session 
and they are in our Information Sheets, especially that there can be no 

discrimination of anybody.   
 

In UK law we protect a number of minority groups so they can not be discriminated 
against because of their sex, race, gender, sexual orientation, age, disability, 
culture/nationality. 

 
 

 
Pubs 

 
It is illegal for people aged 17 and under to buy alcohol.  Students aged under 18 can 
only go into a pub if accompanied by a responsible adult ie. group leader.  However, 

pubs can make up their own entry requirements, many in Brighton & Hove specify 
that they will only accept people aged 21 + 
 

Please be aware that very few pubs will accept groups of students even if they are 

with an adult.   
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Risk assessments 
Our prime concern is for the safety of our students.  Whatever lessons, activities or 

trips that we offer our students are carefully considered so that we minimise any 
risks. 

 
We have a range of risk assessments that cover: 
 

 Fire 
 General on activities and procedures 

 Group leaders 
 On site activities 

 Off site activities and trips 
 Prevent 

 

Our staff all receive risk assessment training so that they can be aware of potential 
harm that could occur and make the situation safe. 
 

In the same way that we train our staff, we also go through the risk assessments 
with you whilst you are here looking after your group.   
 

The one for group leaders is particularly important.  Sometimes you may wish to 
take your students off site for a closed group activity.  On these occasions, Loxdale 
English Centre has a responsibility to go through the potential risks of this activity.   
 

We recognise that you may well be a very experienced group leader but Loxdale 
English Centre has important local information relating to Portslade, Brighton & Hove 

and what our procedures are in certain events.  We have a legal responsibility to 
ensure that we share this information with you. 

 
 

 
Rules for students 
 

We only have a few rules which we feel make your students’ stay a more positive 
and happy one: 

 
 English must be spoken in the classrooms and dining room and on activities. 

 

 Have respect for each other and British culture 
 

 Be nice and kind to each other. 
 

 Students must be in class on time. 
 

 Mobile phones must be switched off during lessons. 
 

 If anything is damaged or broken please let us know. 
 

 No smoking inside any buildings. 
 

 Everyone must be home by 6pm for dinner. 
 

 Students must return home straight after the evening activities. 
 

 Nobody is allowed out apart from to school activities in the evenings. 
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School Services 
 

The School is open Mondays to Fridays from 0830 to 1630. 
 
Families or friends can send letters or packages to the school for you or your 

students.  The address is Loxdale Centre, Locks Hill, Portslade, Brighton, BN41 2LA. 
 

There is wireless throughout the buildings on site.  The password is alibaba007 
 
If students have postcards or letters which already have a stamp on it, they can give 

them to Jodie or Jack for them to post. 
 

They can buy drinks and snacks from the dining room during the day. 
 
Students can also buy SIM cards for their mobiles from the school.  These are £5.   

 
They can also buy bus cards from the office too.   These are approximately £22 per 

week. 
 
Students can use the student common room during the day after activities.  If they 

would like to borrow a DVD or video, they just need to ask. 
 

 
 

Smoking 
 
It is illegal for people to smoke in any public buildings.  There is no smoking in any of 

the School buildings.  Students and Group Leaders may smoke outside but please put 
the butts in the wall containers provided. 
 

 

 

 
Theft & vandalism 
 

On the occasional instances when we have had students deface any object or area on 
the School site or in other areas of the town we have adopted a very strict line.  This 

is a criminal offence and students can be prosecuted. 
 
The students will certainly be asked to pay for repair of any damage and they may 

be sent home at their own expense with no course or accommodation refunds. 
 

Any student found to have stolen anything will be asked to leave the school 
immediately with no refund of course fees even if the police choose not to press 
charges. 

 
At the residential centre we do ask for a £30 deposit to cover any damage.  We 

return this when they leave their bedrooms on the last day. 
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Violence & bullying 

 
Violence or bullying of any kind is unacceptable and should be reported to the 

Principal or Welfare Officers.  Bullying and harassment are two forms of abuse.  They 
are intended to intimidate or exploit others, and would be seen, by a reasonable 
person, as unacceptable behaviour.  They can be caused by either individuals or 

groups, and can be mental, physical or verbal actions.  The list below contains some 
examples of harassment or bullying. 

 
Examples: 
 

 Use or threatened use of physical action/violence 
 

 Use of social exclusion e.g. isolating individuals, ‘sending to Coventry’ 
 

 Use of unpleasant names, phrases or language which could be considered 
offensive towards target individuals, including ‘name calling’ 

 

 Persistent and deliberately wounding or hurtful remarks or making fun of 
someone especially where they refer to target individuals’ origins or physical 
appearance or attributes 

 

 Repetitive actions or sounds which are intended to provoke target individuals in 

an action of anger and for the harasser/s to gain benefit/enjoyment from that 
reaction 

 

 Actively spreading malicious gossip or hurtful remarks about target individuals 
 

 Fostering an atmosphere of distrust and actively fomenting such an atmosphere 

so as to cause hurt and disruption to the target individual in the pursuance of 
their everyday activities. 

 

 Any form or mental abuse 
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Can I observe my students? 
 

It is only natural that you may wish to sit in on classes – to see what your students 
are doing, to observe teaching methods and so on.  You are more than welcome to 

do so.  We would, however, ask you to consider these points: 
 

 All teachers expect to be ‘sat in on’ occasionally.  However, some can be 
unnerved by the unexpected entry of a Group Leader. 

 The presence of a Group Leader can affect the atmosphere of the class, and thus 
the students’ behaviour.   

 
Please help us to help our teachers and students by: 
 

 Asking James, DoS, on which day you would like to attend and seeing which is the 

most convenient time, at least one day before you would like to. 
 Sitting quietly at the back of the classroom and not joining class activities unless 

invited to do so by the teacher. 

 
We are grateful for your co-operation in this matter. 

 
Classes 
The classes are organised so that, although the focus is on speaking, listening and 

pronunciation skills, written and reading work is also done.  All the course materials 
will be provided by the school.  In young learner classes, there are no more than 16 

students in a class. 
 
Whilst we will obviously be teaching English, one of our main aims is also to increase 

the self-confidence of the learners.  Depending on the levels of the students, we also 
do a lot of work with realia and teaching students also about different aspects of 

Britain today.  It is our policy to capitalise on the experience your students have in 
England and to offer your students classes that deal with those areas which are less 
accessible to them in their home country.   
 

Students will receive at least 30 minutes homework each day.  They also have a 
revision test every two weeks. 
 

 

 

Classes for young learners normally take place in the newer buildings at Loxdale, the 
business centre and Loxhall.  The main building has adult classes only. 
 

We have a split lessons timetable to ensure internationality.  So if there are two 
Spanish/Russian etc. groups, one of these will have lessons in the mornings one 

week and then in the afternoon the following week.  The second group will have 
lessons in the afternoons the first week and in the mornings the second week. 
 
 

Lesson times are as follows:   

 
0845 - 1015      OR 1300 to 1430 

1030 - 1200   1500 to 1630      
 
 

Students aged 8 to 12 will normally be in the pre-teen classes and students aged 13 
to 17 years will be in the teenager classes. 
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Classes continued 
 
 
 

In the past we have found that the placement test is a good indicator of the students’ 

ability.  However, no test is infallible and our teachers are briefed to keep an eye on 
the students in their classes so that we spot anybody who maybe does need to move 
up a level.  There are normally two teachers sharing the teaching of each class. 
 
 

In the first part of the lessons the students are learning new material whether it be 
grammar, vocabulary or structures.  After the break they do more practical 

lessons/project work but reinforcing the material they have just learnt.           
 

 
Sometimes a student feels that he/she is in the wrong class and approaches their 

Group Leader.  If you think that any student should be moved up or down please do 
discuss this with James.   
 

If a student wishes to move up a class it is important that he/she has proved his/her 

ability.  He/she must participate fully (verbally and with written work) in class to do 
this.  The decision to move a student from one class to another is taken solely with 

reference to his/her ability, based on the judgement of the Director of Studies for 
Young Learners and the students’ teachers.  Sometimes students wish to move to be 
with their friends or because they are in a lower class than people with whom they 

study in their own country.  Although these motives are understandable, they are not 
sufficient reasons for moving a student. 
 
 
 

Teachers at the school are happy to talk about the general progress of your students 
and we will be happy to arrange meetings between them and you. 
 
 

All our teachers are trained in teaching English as a Foreign Language and most have 
a lot of experience.  The senior educational staff of the school have many years’ 
experience.  We choose our teachers on proven ability and on adaptability to the 

various courses that we run. 
 
 

Students must be on time for their class.  If they are consistently late or absent they 

will not be issued with their certificate.  This is a safeguarding issue that we take 
very seriously. 
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First Day – what happens? 
 

In general, the testing of pre-teens and teenagers will follow the routine described 

below.  However, occasionally they may already have been tested and put into 
classes before they arrive in Portslade.  In such cases, students go straight into class 

after a briefing.   
 

 

1. Students meet at Loxdale at 0845. 
 

2.  The students are then given a briefing by the Social Manager or Principal.  We  

 like the group leaders to sit in on this briefing so that you hear what we tell  
 your students.   

The basis for this briefing is the Welcome Leaflet at the back of this handbook.   
This briefing will last until around 0945.  Then the students are split into  
groups and shown around the school.  Then at 1015 they have a break.   

 

3.    At 1030 the students sit a test in the sports hall.  It will last approximately  
 an hour.  Once the students have finished their test they have a short break  

 and then have a little session about British culture or team building activities. 
 

  
 

 

Whilst the test is taking place Anna will sit down with Group Leaders to go through 
some of the information in this handbook and to look at the programme to make 

sure you feel happy and reassured. 
  

At that point Anna will also go through some Group Leader training relating to 
safeguarding, prevent and risk assessments. 
 

Some smaller groups may start lessons on the first Monday but others will start their 

real lessons on the Tuesday morning. 
 

On Monday afternoon at about 1630, James will be available to talk to group leaders 
about the class levels and how the students were split into their groups. 
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Course Programme Planning 
Group leaders receive a copy of the course programme for their group before they 
arrive.  The contents are agreed with them at the time of booking and the activities 

shown are included in the quote unless agreed otherwise. 
 

Almost all the bookings of facilities, staffing, trips and activities are made well in 
advance to the course starting.  However, we can sometimes be flexible and should 
you wish to add any trips or activities to your programme, at extra cost, please do let 

Anna know as soon as possible.  It is generally easier to accommodate your requests 
if we have advance notice of them. 

 
Unless stated otherwise, the activities and trips are supervised by our social 
organiser or staff.   

 
 

Students with morning activities meet at the Registration Point at 0845/0900 
Students with afternoon activities meet at the Registration Point at 1300. 
 

A great deal of planning occurs before a group arrives at Loxdale English Centre and 
we want your students to have the very best in terms of service and attention.  We 

believe in careful and detailed planning before the course starts. 
 
 

If there are social activities included in your programme the students are expected to 
attend them.  We appreciate you supporting us with this.  The students can go to 

town (if they have parental permission) after 1500. 
 

On site we have a small sports hall, table tennis table, large garden for outside 
games and activities, a piano and student common rooms with TV and DVDs. 
 

Outside of lessons and activities students are welcome to stay in the school buildings 
and grounds, whether in the garden, common rooms or classrooms, until we close 

the buildings at 1630.   
 
 

Summer Excursions   
You have had the opportunity to choose from timetabled excursions.  Please ask for 

this summer’s Excursion Timetable.  Groups make their decisions before arrival so 
that we can make sure bookings are made well in and advance. 
  

 
Transport 

Coaches and minibuses leave from and return to Loxdale.  On occasion students may 
also travel by train.  In this case, students meet at Loxdale to walk to the train 
station. 
 
 

 

We ask students to observe two rules when on coaches or minibuses: 
 

 Seat belts are fitted to all and all passengers must use them.  They are not 

permitted by law to stand or walk around the coach whilst it is moving. 
 Put rubbish in the black bin liners that staff have and not on the floor or down the 

sides of the seats. 
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 Excursions continued  
 

Please make sure your students are on time for departures.  The exact departure 

time is shown on their course programme.  It is unfair to the other students (some 
might be from other groups or independents) to have to wait for one or two late-
comers before departing.  Generally the coach will wait for 10 minutes and then have 

to leave without the late-comers.  The Group Leader may be asked to stay behind in 
Portslade to supervise any late students for the rest of the day. 

 
A member of school staff will accompany most excursions.  This courier provides 

support to the Group Leader.  They will normally accompany your group for the day.  
However, if, at any time, you feel that you no longer require the courier please do let 
them know so that they can help the independent students on that trip. 

 
It should be stressed that the staff member is not an expert on the destinations to be 

visited.  They will, however, have been briefed about your programme, and have 
some information to tell your students about it.  They will assist you in every way 
they can.  If you decide to split your group they can look after one part of it for you.  

Our courier will also liaise between you and the coach driver, should there be any 
problems.  They are also there to assist in case of emergency or illness. 

 
Students will receive map for each town they visit. 
 

 
 

What if a student gets lost? 
 

Sometimes students return late to the coach or may even get lost.  If this happens, 
the coach driver will wait for a maximum of 20 minutes (15 minutes in London).  If 

the student has not been found by this time, one of the Group Leaders will stay 
behind to wait for the student and return to Portslade by train at the student’s 

expense. 
 
If the coach waits longer the other students are inconvenienced and host families will 

be kept waiting for the evening meal.  In some cases, especially in London, it is often 
impossible for a coach to wait any length of time without being moved on by police. 
 

If you are unfortunate enough to be left behind to wait for a late student, please 
keep us informed of the situation by phoning Anna on 07775 – 928235.  The member 

of staff on the coach will look after the rest of your students. 
 
 

The students should carry their school student card at all times.  This card has the 24 
hour emergency telephone number and the students must ring as soon as they 

realise they may be lost or late for the coach.  Often they also have the courier’s 
mobile number as well.  The best thing to do if a student realises they are late for 
the coach is to immediately get a taxi to the meeting point. 
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Notes on excursions  

 
Arundel 
 

 
 
http://www.arundel.org.uk/ 
 

On this relaxed day trip, the students visit the 
famous Arundel Castle and then have some free 

time to enjoy the town or maybe go rowing down 
the river.  
  

There are nearly 1,000 years of history at this 
great castle, situated in magnificent grounds 

overlooking the River Arun in West Sussex and built 
at the end of the 11th century by Roger de 
Montgomery, Earl of Arundel. 

 

Bath 

 

This is the longest trip we take the students on.   
 

Bath is a beautiful town and we take the students on  
a walking tour with our staff and into the Roman 
Baths. 

  http://visitbath.co.uk/ 

 
Beachy Head & Eastbourne 
 

 

 
The students will go for a walk along the famous 

coastline known as Beachy Head before spending the 
afternoon exploring the seaside town of Eastbourne.
 http://www.visiteastbourne.com/tourism/

 http://www.beachyhead.org/ 

 

 
Bodiam Castle                                   

 
http://www.nationaltrust.org.uk/
bodiam-castle/ 

 

 

One of the most famous and evocative castles in 

Britain, Bodiam was built in 1385, as both a defence 
and a comfortable home.   The exterior is virtually 

complete and the ramparts rise dramatically above 
the moat. Enough of the interior survives to give an 
impression of castle life. There are spiral staircases 

and battlements to explore, and wonderful views of 
the Rother Valley from the top of the towers. 
 

It’s a nice, relaxing day trip.

Bognor Regis                                                 

 
 

 

 
This is a fun filled day when we travel to Bognor Regis 

Fun Park (entrance included).  A great day out for 
children in a safe and secure environment.  Students can 
enjoy the Splash Waterworld and the rides of the 

traditional funfair.  
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Bournemouth & Beaulieu 
 

 
 

We go to the beautiful Beaulieu (Stately Home, large 
grounds and National Motor Museum) in the morning 

and then enjoy an afternoon on the beach or 
shopping in Bournemouth.     

http://bournemouth.co.uk/ 
http://www.beaulieu.co.uk/ 

 

Bournemouth & Splashdown 
 

 
 

We go to a fun swimming pool called Splashdown in the morning and then enjoy an 

afternoon on the beach or shopping in Bournemouth.     
http://bournemouth.co.uk/ 

http://www.splashdownwaterparks.co.uk/poole/ 

 

Cambridge                                           

    
 

 
 

In the morning our staff take the students on a walking 

tour of this beautiful city and give them some of the 
fascinating history about the different colleges.  We go 
into either one of the colleges, normally Corpus Christi or 

Cambridge & County Folk Museum. 
  

In the afternoon the students have some free time to 
explore the quaint passages set around the historic 
market place and colleges, where there are plenty of 

shops.  They can also have fun trying punting which costs 
around £8 pp. 

 

Chichester & West Wittering beach    

                    

 

In the morning our students go to West Wittering beach.  
 

In the afternoon we visit Chichester.  Compact and 

intimate, Chichester is made for exploring. There’s history 
on every corner, from the Tudor Market Cross to the 
dominant Norman cathedral. 

 

In the heart of the city, this magnificent Cathedral has been 
a centre of community life for more than 900 years and is 

the site of the Shrine of St Richard of Chichester.  
 
Its treasures range from medieval stone carvings to world 

famous 20th Century works of art.  If students wish to visit 
the Cathedral, entrance is free but we recommend a 

contribution of 50p per person. 
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Horsham 

  
 

A relaxing day where the students go swimming at K2, a  
large leisure complex and then go on to the market town 

of Horsham for some free time and shopping. 
https://www.visithorsham.co.uk/ 

 

www.freedom-leisure.co.uk/centres.asp?section=233 

Hastings                                           

 

 

Best known for its historical importance in the Battle of 
1066 between the Normans and the Saxons, Hastings 
draws the tourist trade on three fronts. Visitors are 

attracted by its historical importance, to relax in a seaside 
resort or to bathe in its maritime past and present. 

 
1066 is a symbolic date marking the subjection of England by William the Conqueror 

and his barons.  It is also the last time a foreign invader would gain ultimate reign 
over Britain.  The historic Battle of Hastings was fought at Battle, just a few miles 
away.  Shortly after victory, William, 7th Duke of Normandy  built Hastings Castle.  

Just the ruins remain today.    
 

Students will discover the history of Hastings and its smuggling past with a visit to 
Smugglers Adventure. They will learn how the illicit and deadly industry flourished 
over two hundred years ago.  They take a tour round the labyrinth of tunnels 

previously used by the villains, there is a surprise round every corner.  
 

Visitors with a maritime interest will also be delighted with the Shipwreck Museum 
which houses actual wrecks and recovered artefacts.   If students wish to visit the 

Shipwreck Museum it is approximately £1 per person. 
 

Along the seafront  students will find unsophisticated carousels which offer fun if not 

thrilling rides.  
http://www.visit1066country.com/ 

 

 
 

Leeds Castle:  

 
 

 
Visitors never forget their first breathtaking vision of  
Leeds Castle in Kent, it is a stunning castle.  The  

students spend the day at the castle and on its 
grounds. 

http://www.leeds-castle.com/home 
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Littlehampton                                     

 
 

This is a relaxed trip where the students get some time to 

play on the beach as well as visiting the small, beautiful 
town of Littlehampton. 
 

In the morning, they visit the Look & Sea Heritage 
Centre.  The centre focuses on the history of the river, 

harbour and seaside of Littlehampton and has a viewing 
tower to enjoy the spectacular 360° view across the 

harbour and beyond. 
 
In the afternoon the students have a chance to either visit the town and do some 

shopping, visit Harbour Park (with fun rides and slides) or play on the sandy beach. 
 

Littlehampton has a beautiful natural harbour at the mouth of the River Arun and has 
stunning beaches patrolled by lifeguards throughout the summer.   
     

 
 

 

 
London                         

 

All groups want to see different things in London so we 
discuss with each group leader what they would like to 

see or do on their trip and plan the day accordingly.  No 
entrances are included on this trip. 
 

If you need suggestions we are happy to help. 

 

If most of your students have never been to London, we recommend that they go on 

our First Day Tour of London.  They have a guided walk with our staff and are shown 
Houses of Parliament, Big Ben, Westminster Abbey, St. James’ Park, Buckingham 

Palace.  Then they will walk through Green Park to Piccadilly Circus on the way to 
Covent Garden.  Here they will have some free time to shop either in the markets or 
shops in this area.  At Covent Garden they also get to enjoy lots of different street 

performers and restaurants.  Students then walk to Trafalgar Square and down 
Whitehall back to the coach. 

 
The Second Day London option would include visiting either the Science Museum or 
Natural History Museum in the morning and then into the centre to explore Piccadilly 

Circus and visit Hamley’s Toy Store (largest in the UK) or ‘Ripley’s Believe it or not’ 
which is a really interesting for students and costs around £24.   

 
Alternatively if students are happy to spend a little money, they could take the boat 
tour (approx.  £7 return) to Greenwich to see the Maritime Museum or Royal 

Observatory or just to explore beautiful Greenwich.     You could also visit Camden 
Market, Madame Tussaud’s, London Eye, Museum  of London and London Aquarium 

amongst other things.  We also highly recommend taking a Big Bus Tour of London.  
This is approximately and extra £18.   
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Michelham Priory & Tunbridge Wells:    

                                
We visit the historic Michelham Priory in the morning and then travel to the 
charming, historic town of Tunbridge Wells in the afternoon.  The discovery of this 

Spring in 1606 was the reason that Tunbridge Wells became famous.  It was believed 
that the water from here could cure almost everything!  

Explore Michelham’s fascinating 800 year history, from its foundation by Augustinian 
canons, through the destruction caused by the dissolution of the monasteries in 
Tudor times and into its later life as a country house.  

Highlights include seven acres of grounds with kitchen garden and medieval herb 
garden, working watermill, working forge, interactive medieval gallery in the 14th 

century gatehouse, replica Bronze Age roundhouse, trails, dressing up and hands-on 
activities throughout the house.  

http://www.visittunbridgewells.com/ 

https://sussexpast.co.uk/properties-to-discover/michelham-priory 

 

Oxford                             

 

Oxford will surprise and enchant you with its magnificent 

architecture, impressive yet intimate colleges, romantic rivers, 
and hidden nooks and crannies. 
 

Students have a walking tour with one of our staff and then 
visit Oxford Museum.   It is the only museum dedicated to 

the history of the city.  There is a collection of social history 
displayed over two floors.   The story of Oxford is brought to 
life through artefacts, room settings and film presentation. 

 
After this they have free time to enjoy the shops and sights of Oxford. 
 

If students wish they can visit to Christchurch College.    Famed for its connections 
with 'Harry Potter' & 'Alice', Christ Church is one of Oxford's 'must see's'.  It is the 

only college whose chapel is also a Cathedral. 
 

Entrance to Christchurch College is approximately £8 per person. 
 

 
Portsmouth                                                         

 

 

Portsmouth is an historic naval port.  Students will visit 
either HMS Victory or HMS Warrior or the Spinaker Tower.  

(Entrance included). 
 

They can also enjoy visiting Gunwharf Quay, a discount 
shopping centre or Southsea with its beach and funfair. 
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Salisbury & the New Forest   

                
Superbly situated in southern England's rural heartland, few destinations can match the 

amazing diversity of Salisbury.  Salisbury is a lovely Medieval English city. 
 

On arrival, the students will have a guided walk around Salisbury before being given 
some free time to explore the city. 

Salisbury is famous for its beautiful Cathedral which was built between 1220 and 1258.  
It is the third tallest in the world and houses one of the only 5 remaining Magna Cartas 
and the world’s oldest clock.  Salisbury’s award winning Museum has lots of wonderful 

displays including a good section on Stonehenge. 

In the afternoon, we visit the New Forest National Park and go for a walk.   
http://www.thenewforest.co.uk/#   

 http://www.visitwiltshire.co.uk/salisbury 
 

 
Thorpe Park This is an optional extra (£23 per person) to a fun park with lots of fun and scary 

rides!   https://www.thorpepark.com/ 
 

Winchester                                           

Winchester, England, is a unique heritage city with a magnificent Cathedral part of 
which was built around 645. 

Whereas Salisbury has the tallest Cathedral, Winchester has the longest medieval 
Cathedral.  You can see the beautiful illuminated Winchester Bible, 12th-century wall 
paintings, medieval carvings and contemporary art in this magnificent building.  The 

entrance is included. 

The students do a children’s trail and this introduces them to some of the characters 
associated with its colourful past and present.  

Winchester is most famous for it’s connection to the legend of King Arthur and 
hosting one of the two possible ‘Round Tables’.   

We also take the students to Winchester City Museum where it tells the story of 
Winchester from its origins as a prehistoric trading centre and Roman regional 
capital, pre-eminence as a principal city in the Anglo- Norman kingdom, development 

and decline in the Middle Ages, through to modern times. 

In the afternoon students have the option of either going to Avebury or to Marwell 
Zoo.  The extra cost of going to Marwell Wildlife Park is £8 per person.  The 140 acre 
park is home to lots of animals in beautiful, landscaped surroundings.  

http://www.thenewforest.co.uk/
http://www.visitwiltshire.co.uk/salisbury
https://www.thorpepark.com/
http://www.visitwinchester.co.uk/site/things-to-do/history-and-heritage
http://www.visitwinchester.co.uk/site/things-to-do/winchester-cathedral-p44611


GROUP LEADERS 
 

 
What is expected of Group Leaders? 
 

Once you arrive at Portslade you have the full support of the school to help you.  
Naturally you will want to know about students’ progress, both in class and socially. 

However, we hope that you will have a chance to relax and enjoy the area. 
 

 

Since your students will be in school and are normally occupied most days, you can 
generally expect to have quite a lot of free time.  Apart from the first couple of days 

when your students are settling in, we are quite happy if you wish to go off on half or 
full day trips to explore the surrounding towns and places of interest, Mondays to 

Fridays.  Students will be supervised by our staff whenever they are on an activity or 
in class.  Please do talk to us if you would like ideas of places to see and visit whilst 
your students are in lessons. 

 
As far as the school is concerned, the things we ask you to do are as follows: 

 
a) To be at school first thing each morning to meet your students and be available to 

them in case they need you. 

b) To keep the school informed of any issues concerning any of your students e.g. 
any classroom or welfare issues, somebody is particularly homesick, has any 

behavioural issues etc. 
c) To ensure that your students sit down and wear their seatbelts on any trips. 
d) To support the Social Organiser in encouraging your students to sign up for 

competitions or activities. 
e) To meet with Anna, Principal twice a week (at a mutually convenient time) just to 

make sure that the programme is progressing as you had hoped and that 
everybody is happy. 

f) To ensure that your students behave appropriately. 

g) To ensure that your students get on the appropriate minibus at the right time. 
h) To attend the meeting with Anna on your first Monday when she will go through 

your programme and train you regarding Prevent, Risk Assessments and 
Safeguarding relating to British laws and British Council regulations. 

i) Be contactable at all times. 

 
 

Group Leaders on excursions: 
The busiest times for Group Leaders is at weekends or on trips.  Whilst a member of 
our staff will accompany your group on the trips, the Group Leader has overall 

responsibility for the group at all times on the trip.    
 

There are four things that Group Leaders are expected to do: 
 

1. Make sure that all your students are on site and ready 10 minutes before the trip 

is due to leave.  Telephone any that are missing to find out how far away they are 
and to make sure they are not late.  The courier will let you know when to get the 
group on the coach. 
 

2. Once on the coach, please make sure that your students are wearing their seat 

belts. 
 

3. Please make sure that your students behave properly, do not distract the driver 
and do not inconvenience other group members or individuals also on the trip. 

 

 



GROUP LEADERS 
 

Group Leaders on excursions continued: 
 
 

4. While walking around the destination the Social Organiser will be leading your 
group.  Please ensure that at one Group Leader is at the back to make sure that 

no students get left behind. 
 
 

If there is more than one Group Leader or if the Group Leader wishes to split 
the group, it is good practice for the Group Leader to: 

 
 Allocate named students to each Group Leader or Social Organiser. 
 Make sure that each adult knows which students they are responsible for. 

 Make sure that each student knows which adult is responsible for them. 
 Make sure that all the adults and students are aware of the expected standards of 

behaviour. 
 
In general it is good practice for each supervisor to: 

 
 Have a reasonable prior knowledge of the students including any medical needs or 

behavioural issues. 
 Carry a list of all the group members. 
 Directly supervise the students. 

 Regularly check that all the group is present and know what to do if someone is 
missing. 

 Have a clear plan of the activity. 
 Have the Group Leader or staff member’s mobile number. 

 Anticipate any potential risk and the suitability of the activity depending on the 
conditions. 

 

Each student should: 
 

 Know who their supervisor is and how to contact him/her. 
 Have clear, understandable and appropriate instructions. 
 Tell their supervisor if anybody is missing or in difficulties. 

 Have a meeting place to return to, if separated. 
 

 
Before the trip, it is good practice for Group Leaders to: 
 

 Check the local weather forecast and make suggestions of appropriate clothing to 
their students.  E.g.  raincoats, swimming things, good walking shoes etc. 

 Have thought of/asked staff for suggestions of and discussed with the courier, a 
’Plan B’ in case the itinerary needs to be changed or there are unexpected 
circumstances (e.g. in case of rain, excessive traffic, demonstrations etc.) 

 Make sure that the students have their student cards and your phone number in 
case of emergency. 

 Make sure that you swap phone numbers with the courier in case of emergency. 
 Make sure that you and your students know the times and places of pick ups or 

meeting points throughout the day. 

 Make sure that your students know what to do if they get separated from the 
group. 

 



 
 

 
 
 
 



 



  

 

 
 

 



 

 

 
 



 

 


