Manor Courses EFL 6 Week DUTY ROTA 2010

Arrivals - Teachers help students aet off coaches and welcome them. then later asisist t

hem aueue up and check-in at the office. then finallv brina them to their respective houses with their baas

i _
m ( Y 24 English Language (EFL) Teachers + Junior Teachers Tuesday 6th July v y 7th July Thursday 8th July
= 4 colour coded teams. identified for shifts I I . 9.00-1.00 [induction | [Inguction ]
E ngllsh 6 Teachers per team (contracts = 4 x 6wk, 2 x 4wk) 2.00-6.00] Team Building ] [induction ] [Induction ]
1 Admin / ELT hours (all staff do these hours) | ] 8.00-9.00]Introductions | Ja&As | Linformal Se<sion |
week 1 riday 9th July aturda ul unday ul onday uly Tum July m July Tm July
7.45-8.00 [ivake-up 7.45-8:00 ] [ivake-up 7.45-8:00 | [ivake-up 7.45-8:00 ] [iake-up 6.45-7.00 | [ivake-up 7.45-8:00 |
9.15-10.45 Oral Placement Test JLesson 1 9.15-10.45 | JLesson 1 9.15-10.45 | JLesson 1 9.15-10.45 | JLesson 1 9.15-10.45 |
Arrivals Paper Test Marking official observations official observations
11.16-12.45) 9.16-12.45 9.15-12.45 JLesson 2 11.15-12.45 Lesson 2 11.15-12.45 |Lesson 2 11.15-12.45
12.45-1.45 Meeting 1.45-2 Meeting 1.45-2
2.00-3.45 Arrivals Weekly 2.00- Quad 2-2.15
12.45-4.15 Lesson Plan -3.15 House Duty 2.15-4.15 LONDON - full day
3.45-4.15] |House Duﬁ 3.45-4.15 ] House Duty 3.45-4.15 | BRIGHTON - half day
4.15-6.00) Arrivals Break/Quad 3.45-4.30
4.15-7.45 House Duty 4.30-6.00
6.00-7.00 |Crientation 6-6.45 | |Project 6-7.00 | Project 6-7.00
Arrivals
8.00-10.00 7.45-11.15 Activity Hou: 1 Teachers'
House Duty 8-10pm House Duty 8-10pm 810 r‘i\ 810, s’: House Duty 8-10pm é House Duty 8-10pm Seminar House Duty 8-10pm
10.00-6am F{egister 10pm-6am Register 10pm-6am Register 10pm-6am i Register 10pm-6am 2| [Register 10pm-6am|Brighton ~ |Register: 10pm-6am
Liahts out Liahts out Liahts out Liahts out Liahts out Liahts out
week 2 JrmT— Salurday 17 July Sonday O oAy Oy Tuesday 20y Wednesday 21sLu ThursOay Zona oy |
7.45-8,00 | Wake-Up 7:46-8.00 | wake-up 7.45-8.00 [wake-up 6.457.00 | [ivake-up 7:45-6.00 |
9.15-10.45 jouse Duty 9. X |Lesson 1 9.15-10.45 | |Lesson 1 9.15-10.45 | |Lesson 1 9.15-10.45 | % |Lesson 1 9.15-10.45 1
10.45-11.15 official observations official observations official observations official observations =2
11.15-12.45|Lesson 2 11.15-12.45 Lesson 2 11.15-12.45 Lesson 2 11.15-12.45 Lesson 2 11.15-12.45 b |Lesson 2 11.15-12.45
12.45-1.45 i Meeting 1.45-2 3 Meeting 1.45-2 |
2.00-3.45 8 [Report 2.00-
b CHICHESTER:-half day Canterbury-full day K Writing -3.15]
3454.15 ARUNDEL-half day & [House Duy 345475 |
4.15-6.00 Teachers' Seminar (option) %
6.00-7.00|Project 6-7.00 [Orientation 6-6.45 | |Project 6-7.00 | Project 6-7.00 2 teachers off 1P ion 6-6.45
Meeting 7.45-8
8.00-10.00 House Duty 8-10pm 2 House Duty 8-10pm House Duty 8-10pm Q?glz SF!I%usr: House Duty 8-10pm 2 2 House Duty 8-10pm ;anc‘z? House Duty 8-10pm
10.00-6am |Register 10pm-6am| 1 Register 10pm-6am Register 10pm-6am i Register 10pm-6am § Register 10pm-6am|Brighton  |Register 10pm-6am| 2
Liahts out Liahts out Liahts out Liahts out Liahts out (ootion)  JLiahts out
week 3 e Salurday 24 July TGy Oy oy Iy Tuesdey 27y TWednesday 280 ! Thursday 20 !
T M ) a,
9.16-10.45]Lesson 1 9.15-10.45 | Oral Placement Test " [Cessoniot5iods ] |Lesson 1 9.15-10.45 | [Lesson 1 9.15-10.45 | [Eesson T 9.15-10.45 ]
10.45-11.15 Paper Test Marking buzz observations buzz observations buzz observations
" 15-12_45|Less0n2 11.15-12.45 ] 9.15-12.4J [Lesson 2 11.15-12.45 Lesson 2 11.15-12.45 Lesson 2 11.15-12.45
12.45-1.45 Meeting 1.45-2 Meeting 1.45-2
2.00-3.45Arrivals 2.00-4.15 Weekly 2.00- Quad 2-2.15
Lesson Plan -3.15) Tunbridge-half day House Duty 2.15-4.15 Portsmouth - full day
345415 ]| House Duty 3452 House Duty 345415 | Hastings-half day
4.15-6.00|Break/Quad 3.45-4.15 o Teachers' Seminar (option)
Arrivals 4.15-6.00 f
6.00-7.00|Project 6-7.00 = [Orientation 6-6.45 | |Project 6-7.00 | Project 6-7.00 1P ion 6-6.45
g . buzz observations buzz observations
8001000556 Duty 8-10pm §, . |House Duty 8-10pm House Duty 8-10pm House Duty 8-10pm g 2| |House Duty 8-10pm ge;nc‘zzzs House Duty 8-10pm
10.00-6am |Register 10pm-6am| 4 2 §. . [Register 10pm-6am| Register 10pm-6am Register 10pm-6am Register 10pm-6am| H Register 10pm-6am|Brighton ~ |Register 10pm-6am| 5
Liahts out . Liahts out Liahts out Liahts out Liahts out Liahts out (ontion) Liahts out
week 4 niday uly aturday 31sty Ju Sunday TSLAU onday 2nd Aug uesday 3rd Aug ednesday 4th Aug Thursday 5th Aug
T8 00 uake 745800 ] ‘
9.15-10.45]Lesson 1 9.15-10.45 | Oral Placement Test 8 JLesson 1 9.15-1045 | JLesson 1 9.15-10.45 | JLesson 1 9.15-10.45 | |Lesson 1 9.15-10.45 1
10.45-11.15 Paper Test Marking S+ buzz observations buzz observations buzz observations
11 15-12_45|Lesson2 11.15-12.45 | 9.15-12.45 %‘ Lesson 2 11.15-12.45 Lesson 2 11.15-12.45 Lesson 2 11.15-12.45 Lesson 2 11.15-12.45
12.45-1.45 S i Meeting 1.45-2
2.00-3.45 [Arrivals 2.00-4.15 o Canterbury - full day
. London - full day
3454.15 ‘ BRIGHTON - half day
4.15-6.00]Break/Quad 3.45-4.15 .
Arrivals 4.15-6.00 M'
6.00-7.00|Project 6-7.00 =+ |Orientation 6-6.45 | |Project 6-7.00 | Project 6-7.00 IP: ion 6-6.45
4 § . buzz observations buzz observations
8001000556 Duty 8-10pm Z» House Duty 8-10pm House Duty 8-10pm Si%“s’: House Duty 8-10pm @ 2| [House Duty 8-10pm ;Z?ﬂc‘::s House Duty 8-10pm
= =
10.00-6am |Register 10pm-6am}'3: = |Register 10pm-6am Register 10pm-6am 10pm-6am Register 10pm-6am § Reqister 10pm-6am|Brighton |Register: 10pm-6am| 5
Liahts out . ILiahts out Liahts out Liahts out Liahts out (ootion)  JLiahts out
week 5 e g Salurday 7 Aug TUnday A Moy O ALY Tuesday 0N Aug Wednesday 11 Aug Thursday T2 Aug
7.45-8.00 |wake-up 7.45-8.00 1 |wake-up 7.45-8.00 | Jwake-up 7.45-8.00 | |wake-up 7.45-8.00 | |wake-up 7.45-8.00 | |wake-up 6.45-7.00 | |wake-up 7.45-8.00 |
9.15-10.45]Lesson 1 9.15-10.45 1 Oral Placement Test JLesson 1 9.15-1045 | [Lesson 1 9.15-10.45 | [Lesson 1 9.15-10.45 JADOSs |Lesson 1 9.15-10.45 1
10.45-11.15 Paper Test Marking peer observations peer observations cover x 4 peer observations
1 15-12_45|Lesson2 11.15-12.45 | 9.15-12.45| JLesson 2 11.15-12.45 Lesson 2 11.15-12.45 JLesson 2 11.15-12.45
12.45-1.45 Meeting 1.45-2 Meeting 1.45-2
2.00-3.45]Arrivals 2.00-4.15
CAMBRIDGE-full day
3454.15 CHICHESTER-half day ‘
4.15-6.00]Break/Quad 3.45-4.15 ARUNDEL-half day
Arrivals 4.15-6.00
6.00-7.00 | Project 6-7.00 [Crientation 6-6.45 | |Project 6-7.00 | Project 6-7.00 [Project 6-7.00 ]
5 5 peer observations peer observations peer observations
8.00-10.00] House| 6
ouse Duty 8-10pm House Duty 8-10pm House Duty 8-10pm 8-100m House Duty 8-10pm 2 House Duty 8-10pm House Duty 8-10pm
10.00-6am [Register T0pm-6am Register 10pm-6am Register 10pm-6am C 10pm-6am Register 10pm-6am 8| [Register 10pm-6am Register 10pm-6am
Liahts out Liahts out Liahts out Liahts out Liahts out Liahts out Liahts out
week 6 Salurday 14 Aug unday 1om Aug Monday TOMAWG . Tuestay 170 Aug Wednesday 1o Aug Thurdsday TOMAG |
7.45-6.00 | Weke-Up 7.45-8.00 | [ivake-up 745800 | [ivakeup 745:8:00 ] [iveke-up 745800 ] [iveke-up 745-8:00 ] [iwake-up 6.45-7.00 |
9.15-10.45|Lesson 1 9.15-10.45 | JLesson 1 9.15-10.45 JADOSs |Lesson 1 9.15-10.45 JADOSs  |Lesson 1 9.15-10.45 JADOSs  |Lesson 1 9.15-10.45 | |Lesson 1 9.15-10.45 l
10.45-11.15_peer observations cover x 4 cover x 4 cover x 4 peer observations
1 15712_45Hm| [Cesson2 1195-1245__] [Cesson 2 11151245 Tesson 2_11.15-12.45 W Tesson 2 11.15-12.45
12.45-1.45 | Meeting 1.45-2 | ing 1.
Lesson Plan -3.15| Tunbridge-half day LONDON - full day
3.45-4.15) jouse Duty 3.45-4.15 [Fouse Duy 3.454.15__] Hastings-half day
4.15-6.00
6.00-7.00 | Project 6-7.00 | [Orientation 6-6.45 | |Project 6-7.00 |
peer observations peer observations peer observations
8.00-10.00) 50 e Duty 8-10) House Duty 8- y House| y 7 y
pm ouse Duty 8-10pm House Duty 8-10pm 8-100m House Duty 8-10pm 2| |House Duty 8-10pm
10.00-6am |Register 10pm-6am| 6 Register 10pm-6am Reqister 10pm-6am |7 C 10pm-6am Register 10pm-6am § Register 10pm-6am| Register 10pm-6am|
Liahts out Liahts out Liahts out Liahts out Liahts out Liahts out Liahts out
EFL Lessons - the alternatina schedule of Communication Skills & Lanauaae Awareness lessons and teachina partners will be proivided at the start of the contract / induction course
Triday 20Mm AU Proiect - the theme of each proiect can be found on the published 6 week proaramme. as determined bv the upcomina excursion destination
7.30-] wake-up 7.30- Plannina - there are weeklv sessions to plan the week ahead after meetina vour new class each week. Trv to assess a needs analvsis for the class in lesson 1. Further plannina for each individual lesson (& observations) is done in vour House Dutv shifts
Admin - there are forms for weeklv plans to ao on the classroom wall. and files to fill-in after each lesson. A detailed lesson plan form is reauired for the official observations
departures Reports / Presentations - these are written with vour teachina partner and handed back to the A/DOS to check. then aiven out to departina students that evenina
~10.30am i Meetinas - these are about uncomina excursions. level chanaes for students. the uncomina tests. scheduled observations. client feedback and other ELT issues
Residential House Dutv - the houses are alwavs under supervision (except lesson times) bv House Manaaers. When House Manaaers are fulfillina other duties. or on a dav-off. Teachers fill this role and complete the checklists
House taff Name Reaistration (niaht) - there is 1 Teacher in each house on everv evenina. You are assisted bv 1 Activities Leader and 1 House Manaaer. You will stav in the house throuahout the niaht. Carrv out a meetina with messaaes from the office
Red X Quad - in the afternoons all students meet here and are reaistered before thev choose the session's activitv that thev want to ioin. Normallv House Manaaers do this dutv. excent on their dav off. Tuesdavs. It doesn't happen on arrivals/departure davs
Eadle Break - at 3.15 there is 30min in the Quad or Dinina Room for biscuits and iuice. then the students meet at 4.15
Star Orientation - the students livina in vour house must be shown fire exits and procedures. and fill-in auestionnaires
Martlet Davs off - indicated bv colour team. shown verticallv. numbered 1-7 (vour 1st to 7th dav of). Each Teacher has 7 davs off in a 6wk contract. For the 4wk contracts. the 5th dav off is shown with coloured dots
|__Shield Staff social events - are on Tuesdav eveninas. However. there are strict reaulations about closina times and locations
St John Excursions - some are split and therefore aoina to 2 loactions. which one vou will ioin TBC



