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Manor Courses  -  THE COMPANY, THE COLLEGE & THE JOB  

 
 

1  

  Manor Courses  Mission Statement  

 
At Manor Courses residential summer school, we aim to be recognised as an unrivalled provider of a first rate 

English education experience in the UK. 
 

We strongly believe in the delivery of superior education and a premiere activity & social programme combined 
with highly personal pastoral care for our students and staff alike. 

 
Our óopen doorô ethos ensures that everyone feels part of our large, caring and fun-loving family. 

 

2  
An Introduction and Welcome  

 
Welcome to Manor Courses (MC), we are pleased that you have chosen to work with us and look forward to 

sharing a successful and fun summer with you! 
 

We have been running residential summer schools for young foreign students since 1970, and our success and 

reputation continues to grow. As a valued member of Manor Courses, staff performance and conduct are of the 

utmost importance. This handbook is designed to act as a guideline and assist you in your decision/preparation 
to become a successful Residential Summer School employee. The handbook will provide you with an insight 

into the structure of the course, the daily routine, and detail what is expected of you at each stage. 
 

Please note that all points detailed in this handbook are to be taken seriously, as part of our dedication to 
providing high quality tuition and excellent supervision in a health and safety-conscious environment. We hope 

your decision to join us will provide both an enjoyable and rewarding experience. 
Please read the following carefully ï it is for all members of staff. 

 

  3  

Campus Facilities & Accommodation  

 
Manor Courses is a residential summer school meaning that all our staff and students, including the Directors, 

live and work at Hurst College for the duration of the course.  All facilities belong to Hurst College and should be 

respected and kept in an acceptable manner at all times.  During the summer Manor Courses has access to most 

of the college facilities. These are organised and operate as detailed below: 
 

¶ There are 7 Houses - 3 male, 3 female & 1 for Junior Students. Some smaller additional houses may be 
used temporarily. The houses are all within 3 minutes walk of each other and main facilities.  

¶ Students are accommodated in dorms, twin or single rooms. 

¶ Staff will be accommodated in single rooms, preferably in houses where they have been allocated their 
residential supervision duties. Designated toilets & bathrooms can be reserved for óStaff Onlyô use.  

¶ Not all Junior Staff can be accommodated in Junior House. 

¶ Staff can do their own laundry using available facilities. 

¶ Directors can always be found in the office, and their residence is attached to this. The First Aid Point 
and shop are also located in the office. 

¶ The college map identifies all facilities within Manor Courses jurisdiction. We have access to most 

recreation and educational facilities most days, but not all day every day. Hurst College Staff may lock 
up parts of the college, and we must respect their systems and property. 

¶ The Main Building houses the 3 boarding houses, office, dining room, staff room, and a chapel with the 
inner quad located in the centre and a car park at the front of the building. This quad is the meeting point 
for students before activities and excursions.  

¶ Car and motorbike parking spaces are available to staff; however, at certain times we may ask you to 
move your vehicle to make way for buses or college transport. 
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4  

Organisation al Structure  

 

At Manor Courses we have 3 key óstaffô departments and managers in each department that make the summer 

school a success, these are: 
 

¶ English = EFL teachers + Jr EFL teachers 

¶ Activities = Sports, Art, Performing Arts Leaders + Jr Activities Leaders 

¶ Houses = House Managers + Junior House Leaders 
 
These departments are in direct contact with the students and are the ones that have the most impact on the 

studentsô stay at Manor Courses.  Each department is supported by Line Managers (either DOS, Activity Manager 

or Managing Director, and further still by Assistant DOSs or Head Activity Leaders).  The directors have been 

running Manor Courses for 40 years now and the senior managers are usually returning employees who are well-

versed in the schoolôs operations.  They are all here to provide back-up, advice and support to help the school 
run smoothly and to ensure that staff needs are met.  The management team can always be found on-site when 
needed. 
 
Our Staff Organisational Chart (at end of back) shows how the company is structured, who reports to who, and 
what elements of the course each department is responsible for. This handbook will explain in more detail how 
different departments operate and how they should work together to make the summer school a success. 
 
To operate effectively the company has been split into a number of departments, each with its own key roles and 
areas of responsibility. Some of these roles will be carried out in coordination with another department, or 
assisted by them, meaning that staff not only get to share in a variety of activities and experiences, but also get 
to know each other well.   
 
Within each department, staff are placed into smaller colour-coded teams, each team with a óheadô who is there 
to provide the professional back-up and support required.  These teams are essential to ensure that all duties 
are covered during the day and that everyone gets an adequate amount of rest time each day too. The colours 
therefore refer to days-off and duty shifts staff are expected to work. 
 
Most members of staff will find that their job description puts their duties within at least 2 of these departments.  
The handbook is separated by department and will show all the responsibilities of that department, including 
details of how they are supported by other departments.  The Induction Course will help clarify and explain 
everyoneôs role in a more realistic context, and will also provide opportunity for any questions or concerns about 
roles and responsibilities to be answered. 
 

In addition to Manor Courses staff, we also have a number of external people who assist with the running of the 

school, including: 

¶ Our private Security Guard. 

¶ Group Leaders (G/Ls), who work for our agents abroad and accompany students to Manor Courses. 
¶ Non-residential staff may come in for some activities: eg. Dance/Theatre/Disco/Drums/Martial Arts.  

¶ We have a night-time security guard. 

¶ During the Induction, a few trainers/presenters will run our Health & Safety; Teaching Young Learners & 
Sports Development Seminars.  

¶ Hurst College Staff (Domestic / Maintenance / Catering) do not work directly for Manor Courses, but do 

assist with the smooth running of our operation.  
 

5  

Course Structure  

 
Manor Courses provides international students, from beginner to advanced English communicative/grammar 

level, the opportunity to learn and improve their English at our residential summer school.  In addition to 
providing 18 hours per week of classroom based study, students have the opportunity to take part in our 
afternoon and evening activity programme where they will not only make new friends and participate in activities 
they enjoy, but can use this time to practise their English.  
 
The course runs for a total of 6 weeks each summer, from early July to mid-August, and our staff are employed 
to fit the needs of the course, some staff may stay for 4 weeks, others 6.  During the course, students arrive and 
depart on a rolling basis (as shown in the diagram below), and can stay for 2, 3, 4 or 6 weeks.  Our aim is to 

help all our students improve their English while they are with Manor Courses, not only through classroom 

lessons but through activity sessions and social events as well.  Excursions provide students with the 
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opportunity to explore parts of England, while the residential element gives students an insight into life away 
from home and UK cuisine. 
 
On a typical day students eat breakfast, then attend 3 hours of English classes with the EFL teachers.  Here 
they will receive interactive tuition that focuses on helping improve both their language awareness and 
communication skills.  After lunch, students then have the opportunity to choose from a number of afternoon 
activities run by the Sports, Arts and Performing Arts leaders including; football, tennis, swimming, rock-climbing, 
jewellery making to name but a few!  After dinner, evening activities commence and often include additional 
options such as a movie, disco or talent show.   
 
Excursions run twice weekly; half days (Brighton, Chichester, Hastings, Arundel & Tunbridge Wells) and full 
days (London, Portsmouth & Canterbury).  Staff accompany students on these excursions and will get an 
opportunity to do some shopping or sight-seeing of their own during the day. 
 
An example of the 6 week programme can be found enclosed (or at the back of this handbook).  This shows 
how the days and weeks are organised for students, and when cross referenced with each departmentôs rotas, 
will help staff work out how they fit into the overall running of the course. 
Each element of the course will be primarily run by a specific department, sometimes in conjunction with or 
assisted by another department. However, to ensure our students have the best possible experience away from 
home, we must all work together. 

6 
Students 

 
Our students come from all over the world, including countries such as Japan, Italy, France, Monaco, Turkey, 
Spain, Portugal, Russia, Saudi Arabia, Ukraine, Poland and Greece.  We are continually welcoming students 
from new areas and aim to ensure that all students are made to feel a part of our family. 
 
Student ages range from 6-12 on the Junior Course and 12-17 on the Senior Course (placed at the discretion of 
the Directors).  The majority of students arrive in large groups and are enrolled by our agents abroad. Others 

come as direct clients (óPrivatesô or óMC Studentsô) and will have been enrolled directly by their family. The 

agents, parents, students and G/Ls have a wide range of varying priorities and demands ï they each assign 
varying degrees of importance to different components of the summer school. With your help we can meet all of 
these demands and ensure everyone is happy! 

  7  

H ealth, Safety and First Aid  

 
Health & Safety 
We firmly believe that adequate provisions for Health & Safety are essential and we expect all staff to be aware 
of their own and the studentsô personal safety. We ask, as part of our Health & Safety Policy, that staff do not 
take óshort cutsô when safe systems of work have been put in place by management.  A full copy of our policy is 
kept in the office and can be viewed at any time. 
 
Some key points relating to Health & Safety are: 

¶ The Managing Director (Nick Barnard) is the Health & Safety Policy Co-ordinator.  

¶ There is a legal requirement for all companies and their staff to work within the guidelines of the Health 
& Safety Policy ï as a staff member you must be aware of these requirements and carry out duties with 
these policies in consideration.  

¶ A Health & Safety presentation is given during the Induction and key areas of concern highlighted.  All 
staff receive a Health & Safety booklet at this time. 

¶ Staff should report any areas of concern to a director or the office immediately upon noticing them. 

¶ Staff should consider all possible Health & Safety matters before commencing with an activity.   

¶ Staff must get to know all the fire exits, alarm panels and assembly points.  Fire procedures and 
emergency responses will be discussed during the Induction. 

 

                   
    Student enrolment periods 

 
 

 
 

Week 1 2 wk A  
3 wk A 

 
4 wk A 

  
 

6 wk 
Week 2  
Week 3 2 wk B  

4 wk B Week 4  
3 wk B Week 5 2 wk C  

Week 6  

 

 
 

      



MC  Staff Handbook 2010  
 

5 

 

Accidents & Illness 
Accidents, injuries and illnesses do occur from time-to-time and we employ a Nurse to deal with these. We also 
employ a full-time Welfare Manager (Shirley Mawer) who assists with homesick students and other issues that 
may arise.   
 
Some key points relating to accident and illness are: 

¶ Staff should report any accidents involving students, themselves or other staff members as soon as they 
occur. There is a set procedure for this and it will be addressed during the Induction. 

¶ The Nurse is the authorised óFirst Aiderô for all staff, students and G/Ls, and to whom all accidents and 
health problems should be reported. 

¶ Should the Nurse not be available (e.g. day-off) the Welfare Manager will take over these duties. 

¶ During duties, staff may be asked to keep an eye on specific students who are ill; guidelines will be 
given by the Nurse/Welfare Manager where necessary. 

¶ Staff should see the Nurse if they are ill. The company takes a sympathetic view towards genuine ill-
health problems and will provide a supportive approach to staff in such circumstances. 

¶ Any staff member holding a current First Aid certificate can assist in an emergency situation but must 
immediately notify / bring the injured party to the Nurse. 
 
 

8  

Induction Course   

 

This handbook is designed to give all staff an overview of the Company, the course, the different departments 
and their roles within the summer school, as well as legal and regulatory policies and procedures.  It is by no 
means exhaustive, and much of the information will be covered again during the Induction Course. 
 
The Induction is an obligatory 2 ½ day course that runs immediately before summer school starts, and is 
designed to accomplish the following - staff  will: 
  

¶ Be introduced to the Directors, Line Managers and other staff at the start. 

¶ Start team building and bonding. 

¶ Be introduced to some critical safety issues and allow staff to familiarise themselves with the campus layout, 
its facilities, houses and fire exits, alarm panels and assembly points.  

¶ Attend a Health & Safety presentation. 

¶ Be given opportunity to sign a ówaiverô to opt out of the 48 hour working week regulation (see later, 48 Hour 
Working Week Waiver, and Hours of Work). 

¶ Complete any further paperwork relating to their employment, e.g. P46 forms.   

¶ Join professional training and idea-sharing workshops. 

¶ Locate and prepare classrooms/activities areas with information boards and any posters that may be 
beneficial. 

¶ Familiarise oneself with paperwork that will be completed at different stages of the summer course. 

¶ Familiarise oneself with teaching materials/sports & arts equipment that are available and note their 
locations.  

¶ Unpack and check all materials (sports/arts/EFL) and familiarise oneself with locations of these. 

¶ Familiarise oneself with the campus layout, the sport facilities, usage regulations, access procedures etc. 

¶ Research excursions (history, attractions, maps etc. of destinations) via internet and brochures. 

¶ Allocated their residential houses and decorate these prior to students arrival with their house colleagues. 

¶ Liaise with other Activity Leaders regarding facilities and equipment available for Juniors. 

¶ Decorate each house, put up signs and notice boards and prepare room lists.  
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9  

EFL Teachers (Junior & Senior)  -  Job Roles and R esponsibilities  

 

At Manor Courses our EFL teachers all come from different and diverse teaching backgrounds. We welcome both 

highly experienced and newly certified teachers, and pride ourselves on being able to offer support and 
development to all. We have a comprehensive bank of resources, course books, reference materials and past 
lesson plans that teachers can use to help them plan classes, as well as a number of returning teachers who are 
familiar with the operating procedures of the department.  
 
Both Junior EFL Teachers & Senior EFL teachers fulfil similar roles in terms of teaching duties, professional 
development, lesson planning etc. However roles will vary slightly for excursions and activity session duties. The 
roles defined below are for Senior programme teachers, with any differences for Junior EFL Teachers noted 
after. 
 
Roles 
As an EFL teacher you will not only be responsible for delivering English lessons, but will also assist with 
residential supervision duties and leading groups on excursions. In addition to this we hope that all teachers will 
actively contribute to professional development and lesson planning sessions, which are run weekly, to give 
teachers guidance and support for the future. 
 
Working Hours 
All staff are employed to work a 48-hour average week - this varies depending on the rolling rota system we use 

to ensure that staff all receive regular days off as per their contract with Manor Courses. Working weeks that 

exceed 48 hours will be compensated the following week when fewer hours will be worked. In cases where 48 
hours are exceeded this is usually due to teachers being on óovernightô duty, a paid duty but one during which 
they can sleep. 
 
EFL staff organisation 
The EFL department is made up of 4 colour-coded teams of teachers. Each team is made up of 6 EFL teachers 
with varying levels of experience. Each team will normally have at least one returning employee who is well-
versed in the schoolôs operations. We have a Course Director, a Director of Studies (DOS) and 3 Assistant 
Directors of Study (ADOS), all of whom are always on hand to offer support, training, guidance and back-up 
where needed. These staff members work on a rota basis and can usually be found in the Resource Room, Staff 
Room or the Office.  All of them are returning staff, each with their own area of expertise and experience. The 4 
colour-coded teams are shown clearly on the rota to identify duty shifts. 
 
Example weekly rotas 
A copy of an example rota will be sent with/before the contract/handbook. It shows how a typical week might 
look for both an EFL teacher on the Junior Course or the Senior Course.  The coloured blocks denote the times 
that the staff member is óon-dutyô and the roles that they will fulfil are detailed in each block.  
 

10  

   EFL Teacher s  (Junior & Senior)  -  Job Role Definitions and Working Practices  

 
Our EFL teachers perform a variety of duties, as shown on the example rota. These have been divided into 
óTeaching Dutiesô, óExcursionsô and óAdditional Dutiesô in the job role definitions below. 
 

TEACHING DUTIES 
EFL CLASSES 
Teachers take 18 hours of classes per week, 2 x 90min lessons for 5 mornings a week, 
and 1 hour for 3 evenings a week.  Students will receive 1 Language Awareness (LA) & 
1 Communication Skills (CS) class each day; one teacher will deliver the same class 
twice (as the example below shows).  LA classes are accuracy and target language 

practice focused and use set course-books, while the content for CS classes is fluency focused and is of the 
teachersô choice. Obviously all lessons should be composed of a good mix of skills anyway, but we want you to 
pinpoint the aim and objective of each lesson as classified by the above titles.  
 
For Junior classes the focuses can be combined so that students receive both input on grammatical structure 
and fluency improving communication skills in one lesson.  This is due to the attention span of students being 
shorter and the need to follow through projects in a more logical order for younger students. 
 
3 evenings a week students have Project class ï this is a lesson based around up-coming excursions.  The 
focus for this class is on students gaining valuable cultural knowledge about the UK and the places they will be 
visiting.  This class is multi-focused; students can produce something related to the trip (for example a tour 
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brochure, poster or postcard) or practice key skills through activities such as dictation races, map quests and 
plays. 
 
TEACHING PAIRS 
Every teacher works with a óTeaching Partnerô, the idea behind this being that after break teachers swap classes 
and teach the same lesson again to their teaching partnerôs class, saving time and energy on lesson planning.  
We try and ensure that less experienced teachers are paired with a more experienced partner who can offer 
support and knowledge if and when needed. Teaching pairs will be responsible for planning lessons together to 
make sure that students have varied, interesting classes and that topics are not repeated.  Using teaching pairs 
also enables us to introduce students to different teaching methods, as well as unique personality traits and 
regional accents that each teacher has. Although the Directors dictate who the partners are, we may change 
teaching pairs occasionally to give teachers the opportunity to learn from as many other teachers as possible 
and to enable teachers to gain experience teaching at different levels.  
 
TIMETABLE  
In practice, teaching pairs work as in the example below. Each day you alternate the lesson type, LA or CS. 
Therefore you use the book only every other day, but the students use the book once a day, each day delivered 
by alternating teachers. 
Todayéé 
  Class                          Lesson 1             Break              Lesson 2                         Project 
  Elementary A            Jenny (LA)                                   Simon (CS)                      Jenny (London) 
  Elementary B            Simon (CS)                                  Jenny (LA)                       Simon (London) 
  
Tomorrow éé.. 
  Class                          Lesson 1             Break              Lesson 2                         Project 
  Elementary A            Jenny (CS)                                   Simon (LA)                      Jenny (Brighton) 
  Elementary B            Simon (LA)                                  Jenny (CS)                       Simon (Brighton) 
 
COMBINED CLASSES 
Weeks 2, 3, 4 & 6 are departure weeks.  Students who are leaving early for the airport may not attend lessons 
on departure days, meaning class sizes are often dramatically reduced.  Due to this we often give one team of 
teachers a day off on arrivals/departures day, and combine their class with their teaching partnerôs class. This 
means that teachers taking a combined class will teach their students and their teaching partnerôs students for 
both 90 minutes sessions. To follow the ósyllabusô we suggest teaching one lesson based around Language 
Awareness and one around Communication Skills.   
 

ADMINISTRATION 
 
LESSON PLANNING 
We run weekly lesson planning sessions during which teachers will plan the coming weekôs lessons with their 
teaching partner.  This session is also an opportunity for teachers to share lesson ideas with each other.  
Teachers should work together to produce a óWeekly Lesson Planô which will then be displayed on the 
classroom wall, enabling students to see what their study week will include.  An additional teaching record, 
found in the class file, should be completed post-lesson and will detail the actual material covered during each 
lesson. 
 
Our DOS & ADOSs will be available to help with lesson planning & ideas and we also have the following that 
teachers can use: level specific, adaptable lesson plans; numerous additional course-books at each level to 
supplement the main course-book; magazines; newspapers; photocopiable resources; past lesson plans; 
photographs/flashcards and games.  All of these are kept in our EFL Resources Room and can be accessed at 
any time.   
 
Not only do we aim to offer a fully supportive teaching environment for newly qualified teachers, but we want to 
ensure experienced teachers have the opportunity for personal and professional development and enhancement 
of their career prospects by giving them the chance to mentor and guide others. 
 
CERTIFICATES / REPORTS 
These are written up weekly before students leave. The class register will identify which students leave when 
and the DOS will hold a meeting to ensure everyone has the right amount of reports to fill in. there are 
scheduled rota shifts to write these in, allowing teachers to consult their partner on each studentsô progress. 
 
PROGRESS TESTS 
Teachers should find an appropriate review/progress test from the course-book to test regularly the target 
language taught in LA lessons. Teachers can alternatively make a test to cover language they have taught or 
cut and paste parts of the test in the course-book. The scores must be recorded in the register and commented 
on in the reports. 
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PLACEMENT TESTING 
All our new arrivals are given both a multiple choice grammar test and an oral test to determine their level of 
English and help us to place them in an appropriate class.  After the ówelcome assemblyô, teachers will lead 
groups of students to the classroom block where they will then explain to students how to complete the grammar 
test, leaving the students to be invigilated by non-teaching staff.  During the grammar test, students will leave 
the class in small groups to sit a speaking test with the teachers.  This test is based around pre-written questions 
that become progressively more difficult to answer, giving students opportunity to show their English ability level 
through their responses.   
 
Full training is given to all teachers before testing commences to help them grade students as accurately as 
possible. Teachers may conduct the oral tests in pairs, allowing for one teacher to ask the questions and the 
other teacher to grade the responses.  After all students have been tested, teachers will mark the papers and 
give results to the ADOS, who will then organize students into classes. Testing should take no more than 3 
hours and happens on Day 2 in weeks 1, 3, 4 & 5. 
 
Junior students will sit shorter grammar and oral tests to assess their level, this will be done with the Junior 
programme teachers and the results passed to the ADOS in charge of student placement. 
 
REGISTERS / CLASS FILES 
These must be filled in daily as we have systems for dealing with absent/sick/late students. Also, the file must be 
taken into the class with you and towards the end, or after the lesson, the lessons main contents and materials 
must be written in the form. 
 

TEACHER DEVELOPMENT & SUPPORT 
OBSERVATIONS 
The DOS will observe each teacher once during the 6 weeks.  This formal observation lasts 45 minutes and 
afterwards teachers will have the opportunity to attend a feedback session with the DOS to discuss the lesson.  
A written observation feedback will be given to each teacher to keep; these are often useful when applying for 
future jobs. 
 
In addition to the formal observation, the Course Director and ADOSôs will also carry out informal óbuzz 
observationsô. These are short 5-10 minute observations and are designed to give the Directors an overall view 
of what is happening in the classrooms. These observations help us to identify areas that we can focus on in our 
Professional Development sessions and also ensure that we are following our syllabus and delivering the best 
possible learning opportunities to our students. 
 
PEER OBSERVATIONS 
As part of our professional development commitment, we offer all teachers the chance to observe their peers.  
This has proved to be a real hit in previous years and we actively encourage teachers to participate regardless 
of the number of years experience they have. Not only can it help teachers get new ideas for classroom 
activities, but also allows them to see how other teachers deal with areas such as pairing students, keeping 
motivation high and dealing with errors. We understand that not all teachers will feel comfortable with being 
observed, especially those who are less experienced and we will not force teachers to be if they do not want to!   
 
PROFESSIONAL DEVELOPMENT 
All EFL teachers will participate in bi-weekly professional development sessions.  The aim of each session is to 
share current knowledge/teaching ideas with colleagues and to build upon your own current base of awareness 
and experience.  In addition to sessions from outside trainers, the DOS & ADOS will also run sessions based on 
perceived teachersô needs concluded during classroom observations and also areas of general interest to 
teachers. We welcome suggestions for topic areas from teachers too and are also happy for teachers to lead 
sessions if they feel confident in doing so.   
 
STAFF MEETINGS 
Staff meetings will be held on a regular basis with all EFL staff.  This is for management to communicate any 
necessary information to staff as well as answer questions they may have.  Details of individual roles & 
responsibilities during excursions will also be made clear during staff meetings.   
 
APPRAISALS 
We give every member of staff the chance to have an appraisal during weeks 5 & 6.  The appraisal will focus on 
a teacherôs perceived strengths and weaknesses and allow us opportunity to give support and guidance to them 
for the future by drawing upon their contribution to our course. Appraisals are also a great way for us to 
personally give our thanks to staff for their hard work over the summer!  
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EXCURSIONS 
 
We run one half day and one full day excursion each week. During an excursion a 
teacher will be on-duty for half of the duration of the trip, and paid accordingly. On arrival 
at our destination staff are expected to follow the day trip agenda with their group of 
students; this may involve accompanying them to a tourist attraction or on a walking tour, 
but at all times staff must supervise the students with strict vigilance. On most trips 

students are given free time to shop or visit places of interest to them, at which point staff are also given free 
time.   
 
Teachers should arrange a meeting time and place with their group of students before this free time 
commences.  On re-grouping teachers will then accompany students back to the coaches for the return journey 
to the college.  Staff will also be required to supervise students on the coach journeys. 
 
For Junior students, the excursions vary slightly and may include a visit to a local attraction, such as a zoo.  
Junior EFL teachers will remain with the students at all times to ensure that they are safe and do not get lost.  
Junior EFL teachers will also have responsibility for ensuring all students are accounted for on the coach 
journeys and that they behave in an appropriate manner during the trip. 
 
 

ADDITIONAL DUTIES 
 

The additional duty list below may seem exhaustive, and teachers will not carry out these 
duties every day. We list each duty to ensure that all staff have a full and complete 
understanding of tasks that may be assigned to them during the course of the summer 
school. See the Rota for specific days and shifts. 
 

ARRIVALS 
On day 1 during weeks 1, 3, 4 & 5 new students arrive. Students are collected from the airport by our staff and 
brought directly to the college. On arrival they will be met by teachers on duty. Activity Leaders will take them on 
a campus tour. After the tour, teachers will direct them towards the office where they will ócheck-inô and be 
allocated a house and bedroom. Teachers should take this opportunity to introduce themselves, make 
conversation and put students at ease. After ócheck-inô EFL teachers will take groups of students to their house 
where they will be met by the House Manager, and shown their rooms. 
 
Junior EFL teachers will assist with arrivals, as above, but instead of tours they will be entertained in the house 
or handed over to the Jr Activity Leader.  
 
DEPARTURES 
This falls on the same day as Arrivals. Weeks 2, 3, 4 & 6 are departure weeks. On these days class sizes may 
reduce and some teachers will take combined classes (as detailed above). Occasionally we may ask teachers to 
accompany students to the airport and assist them with checking-in ready for their flight home.   
 
WELCOME ASSEMBLY 
All newly arrived students will attend a óWelcome Assemblyô on Day 2, during which they will be introduced to 
the directors and other key staff members and have the summer school rules explained to them. Staff on duty 
may sit among the students to maintain order or be preparing the test facilities. After the welcome assembly 
finishes, teachers will take groups of students to the classroom block where placement testing will commence. 
 
LEAVERSô PRESENTATION  
On day 7 in weeks 2, 3, 4 & 6 we hold a presentation ceremony for all students that are departing the next day.  
During the ceremony leaving students are given certificates of attendance and a classroom report by their 
teachers and may be awarded medals for their achievements in the activity programme by the Activity Leaders.  
If you are on duty for this ceremony, we suggest that they dress-up a little, as many groups like to take photos 
as a reminder of their time at the school! 
 
ORIENTATION 
On day 2 each week students will have an óOrientationô session in their residential house. This is an opportunity 
for us to get feedback from the students in regard to specific parts of our summer school. House Managers will 
co-ordinate this session, assisted by EFL teachers, who will help hand out questionnaires to students and then 
practice a ófire drillô to ensure that residents in each house know what to do in case of an emergency.  Once the 
questionnaires and fire drill are complete, students should remain in the house until dinner time.  EFL teachers 
may be required to entertain the students or supervise students in the house until 7pm because activity sessions 
will not be running at this time, and the dining room does not open until 7pm. 
 
HOUSE DUTY (Breaktime & Evenings) 
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EFL staff will be required to do óHouse Dutyô in their residential house. This involves monitoring and supervising 
students in the house to ensure they are safe and well. This duty takes place during afternoon break and the 
evening activity session and is to cover for the House Managers, who supervise break and assist with evening 
activities. During this duty staff are required to stay in the house and complete a duty checklist to confirm that 
specific duties have been carried out. We encourage staff to make time to chat to students in the house while 
they are on House Duty and may also use this time to lesson plan. 
On Tuesdays House Managers have a day-off, so the entire afternoon shifts are also covered by teachers. This 
also includes supervising the break juice/biscuits queue. On Fridays (arrival days) House Managers are busy 
accommodating new students in houses, so teachers again supervise break queue. 
 
OVERNIGHT DUTY (including Register & House Meeting) 
Once every 4

th
 night/morning an EFL teacher will be on overnight duty in their residential house. This duty starts 

at 10pm when you register all students back into the house after the evening activity session and relays any 
relevant messages from the office. Then students are free to socialise until 10.45pm, at which time they should 
begin to get into bed ready for lights-out at 11pm. The House Manager holds overall responsibility for this shift 
but all staff on duty should work together to complete the night duty checklist to ensure the house is safe & 
secure. An Activity Leader also assists, making a team of 3 staff. 
 
At 11.15pm the sole overnight responsibility for the students will pass to the EFL teacher on duty, who will have 
a house bag containing a torch, first aid kit and a register - this should be kept in their bedroom. Staff on 
overnight duty must not leave the house; instead they should use the house radio or a mobile phone to contact 
the directors in a case of emergency, or ask a colleague to run a personal errand for them. Should an 
emergency occur, such as a fire alarm, the teacher on duty is responsible for initiating the relevant emergency 
procedure and contacting the Directors for support.  
 
At 7.45-8.00am teachers must wake-up students by knocking on all bedroom doors to ensure students are 
awake. This should be repeated until you are sure that all students have left the house for breakfast.   
 
ACTIVITY SESSIONS 
Occasionally, when House Managers are on a day-off, teachers assist Activity Leaders with evening activities. 
The Activity Manager will delegate at 8pm where teachers are needed. If teachers have an activity/skill they 
would like to add to the programme during these sessions, they speak to the Activity Manager. 
 
Junior students have their own independent activity sessions that run during the afternoons & evenings.  Junior 
EFL teachers will assist the Junior Activity Leaders and Junior House Leaders with the evening sessions on a 
rota basis. This may involve games, arts & crafts, sports, talent show preparations and attending the disco. 
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Activ ity L e a d e r s  -  Job Roles and R esponsibilities  

 
At Manor Courses our Sports & Activity leaders come from a wide range of backgrounds but will usually have 

some level of experience in leading activity sessions for under 18ôs. We aim to ensure that everyone who works 
with us has expertise in different areas, not only to provide the maximum possible variety of activities to our 
students, but so that knowledge and ideas can be shared among the team ï meaning that all staff have the 
opportunity to leave with more skills and ideas than they arrived with.   

 
óActivity Staffô is a collective term used for our Sports, Arts and Performing Arts Leaders. Although each 
department plays a quite different role during the afternoon and evening activity sessions, many other duties are 
carried out as part of an overall Activity Staff team. This requires a lot of team work, communication and 
diligence between staff. 
 
Roles 
As an Activity Leader you will not only be responsible for planning, organising and running activity/sports during 
the afternoon and evening sessions; but will also give campus tours when new students arrive; carry out 
residential duties in the house; and lead groups on excursions. In addition to this you we hope that Activity 
Leaders will actively contribute to the entire teamôs professional development. Activity Staff will also carry out 
supervision duties at meal times and during morning break to ensure that EFL teachers get their required 
breaks. 
 
Junior Sports Leaders will not only run activities for junior students during the afternoons and evenings but will 
also accompany students at meal times, lead groups on excursions and take an active role in residential duties 
in the junior house. Junior Sports Leaders will also take part in meetings and training sessions with the senior 
programme Activity Staff. 
 
Working Hours 
All staff are employed to work a 48-hour average week, this may vary slightly each week as we use a rota 
system to ensure that all 6 week contracted staff receive 7 regular days off during the contract.  In cases where 
the number of hours working in a week does 48 the staff member will be compensated for this time during 
following weeks, when fewer hours will be worked.   
 
Activity Staff Organisation 
There are a total of 12 Activity Leaders who are split into 2 colour-coded teams, each with 6 Activity Staff in.  
Each team has 1 Head Sports Leader and 5 Activity Staff who are a mix of Sports, Arts and Performing Arts 
Leaders. The Head Sports Leaders are usually returning employees who are well versed in the schoolôs 
operations and are there to mentor and assist both new and returning staff. Additionally there are 2 or 3 Junior 
Activity (or Sport) Leaders. The 2 colour-coded teams are shown clearly on the rota to identify duty shifts. 
 
The Activity Manager oversees the Activity Staff and is there to ensure that weekly activity plans are completed, 
activity sessions run safely and in accordance with the schedule, professional development takes place 
effectively and all meetings are attended. The Activity Manager is usually a returning member of staff or 
someone with extensive experience in a similar environment and is there to offer support, training, guidance and 
back-up to the Activity Department. The Activity Manager is well-qualified and has a broad area of expertise 
within their field and will bring with them a wealth of knowledge and ideas to share with their department. 
 
We also have 3 Junior Activity (or Sport) Leaders who are responsible for planning & running sports and other 
activities for the junior programme. They report to the Activity Manager, and communicate with Jr EFL teachers 
and Jr House Leaders, who will both help co-ordinate suitable activities for our younger students.   
 
Specialised Sports and Outside Instructors 
During the week a number of outside sports instructors come in to run specialised activities such as; kayaking, 
rock climbing, archery, dance sessions, theatre and a drum circle. These people are professionally trained 
specialists with qualifications/experience in their specific field. They will usually run their sessions with the 
assistance of an Activity Leader who will help monitor, assist and supervise students who are taking part.  These 
sessions will often form part of the main activity programme and count as one of the activity sessions being 
offered at that time. On some mornings (Saturdays) when new students are being tested, and Activity Leaders 
are doing campus tours, these outside instructors will also be brought in. 
 
Example weekly rotas 
A copy of an example rota will be sent with/before the contract/handbook. It shows how a typical week might 
look for both Activities Staff on the Junior Course or the Senior Course. The coloured blocks denote the times 
that the staff member is óon-dutyô and the roles that they will fulfil are detailed in each block.  
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Activity L e a d e r s  ð Job Role Definitions and Working Practices                                               

 
Our Activity Leaders perform a variety of duties as shown on the example rota. These duties have been 
divided into óActivitiesô, óExcursionsô and óAdditional Dutiesô in the job role definitions below. 
 

ACTIVITIES 
ACTIVITY SESSIONS 
There are normally 3 activity sessions per day; 2.00-3.45pm, 4.15-6pm and 8-10pm. Our 
promise to students is that we will run at least 4 different sports in each session, for example 
one activity session may include; basketball, swimming, tennis and cricket.  In addition to 
these 4 sports there will also be a choice of art, drama, music, dance or other activities 
running at the same time, giving students plenty of choice to suit their interests.    
 
Activity Leaders are responsible for planning individual activity session, promoting them 
around the college and running sessions in line with the schedule and Health & Safety 
requirements. During afternoon sessions all Activity Staff will be on duty, unless they are on a 
day-off. For evening activity sessions only one team of Activity Leaders will be on duty and 
they will be assisted by the House Managers who are there to ensure that enough staff are 
on hand to effectively supervise and assist students. 

 
Junior Activity sessions are slightly different in that Junior Sports Leaders will plan an activity for their 
students and run this for the entire group.  This may differ when there are a larger number of junior students 
visiting the swimming pool or art rooms, at this time the students may be split into two groups to make the 
sessions more manageable for the staff on duty.  Junior activities should be appropriate to the ages and 
interests of the students on the course.  
 
Junior Sports Leaders should liaise closely with the Activity Manager to ensure that the facilities, equipment 
and any additional staff needed are free to assist with the sessions at that time, for example a pool lifeguard. 
 
ACTIVITY TYPES 
We have the facilities and equipment to run most sports at Hurst College including; football, tennis, badminton, 
squash, volleyball, uni-hockey, quick cricket, ultimate frisbee, swimming, table tennis, basketball, dodgeball, 
archery, kayaking, rock climbing, handball and softball.   
 
We have an activity centre for students who do not wish to take part in planned sessions on offer; this area is 
a social area for students and can get busy during activity sessions.  We offer a number of supervised games 
and activities in here, such as; Playstation games, karaoke, table tennis, table football, pool, air hockey, jenga, 
chess, connect 4 etc. Evening activity sessions may also include a film, disco or talent show; these are held on 
set evenings according to the social programme timetable. 
 
Performing Arts Leaders will run sessions and workshops that include activities such as dance, drama, 
aerobics and music. These are in addition to the 4 sports that are running.  We hold a talent show every 
fortnight and the organisation, planning and running of this event is the responsibility of the Performance 
Leaders, assisted by other Activity Staff.   
 
Arts & Crafts Leaders will run creative, fun art sessions for students during most of the 3 daily activity 
sessions. These will include activities such as; painting, African art, drawing, portraits, abstract art, collages, 
costume making for the talent show, papier mâche, origami, bracelet/jewellery and paper bead making, dream 
catchers, masks, wire insects, and many more hands-on arts & crafts. We also hope to include photography 
sessions for students who are interested. 
 
We hold a disco twice a week; one at the start of the week to welcome new students and one at the end to say 
goodbye to departing students. On these evenings fewer activities may run as most students will be in the 
disco.  We may ask more staff to be present at the disco, not only to maintain supervision ratios but also to 

socialise with students and make them feel welcome at Manor Courses.   
 
Not all students want to take part in the above activities and for this reason the House Managers are present 
in the houses to supervise any students who wish to remain there in the afternoon. Likewise, EFL Teachers 
are there in the evenings while House Managers assist your activities. 
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ADMINISTRATION 
 
PLANNING AND PROMOTING ACTIVITY SESSIONS 
Many activities will be pre-planned prior to the start of summer school (in the Induction Course); however, 
Activity Staff will meet 3 times a week to confirm the coming weekôs activities and assign staff to each sport or 
activity. This planning session allows leaders to identify their areas of expertise and organise a varied and 
challenging activity programme for students. This programme will consider the promise we make of having a 
minimum of 4 sports running at any one time, and also work to ensure that a wide range of activities catering 
to all tastes are included. The programme will include tournaments that will repeat every fortnight, so all 
students get the opportunity, for example tennis, football or badminton. Any changes to the programme should 
be agreed by the Activity Manager.  
 
Activity Leaders are responsible for promoting sessions to the students. This can be done by displaying the 
weekly activity schedule on the wall in the various activity areas, putting up some of our ready-made posters 
around the college and making use of the meal queue supervision duties to verbally promote activities too. 
 
Junior Activity Leaders may work with Activity Leaders to plan a weekôs sessions for junior students, this will 
help ensure that that facilities and any additional staff needed are free at the required times. Junior Leaders do 
not need to promote activities to junior students as they will usually only have 2 choices. 
 
ACTIVITY SESSION ADMIN/PAPERWORK 
Activity sessions must run in accordance with Health & Safety guidelines.  As back up and to ensure a high 
level of professionalism we ask that ALL Activity Staff complete checklists for each activity session they run.  
This helps us to deal with cases of injury or accident and to accurately report the action taken to resolve the 
matter, if requested. Examples of these forms will be shown to Activity Staff during the Induction and guidance 
will be given on how to complete them.  It is important that staff understand the importance of these checklists 
and ensure that they do not neglect this duty as it is a serious and important record of events. 
 

LEADER SUPPORT & DEVELOPMENT 
 
MEETINGS 
We aim to hold 3 staff meetings a week, with additional meetings where necessary. These meetings are for 
the directors to communicate any necessary information to staff as well as answer questions they may have 
and also provide opportunity for us to advise individual members of staff of their roles on an upcoming 
excursion. 
 
DEVELOPMENT SESSIONS 
Development sessions will run twice and all Activity Leaders will participate in these workshops. The aim of 
the session is to share current knowledge/skills/ideas with colleagues and to build upon your own current base 
of awareness and experience.  A professional trainer will deliver the first session during the Induction, this will 
focus on how to run competitions, combine teams etc. Subsequent session focuses may be decided by the 
Activity Manager or suggested by Activity Leaders according to their own ideas and needs.   
 
APPRAISALS 
We give every member of staff the chance to have an appraisal during weeks 5 & 6.  The appraisal will focus 
on a teacherôs perceived strengths and weaknesses and allow us opportunity to give support and guidance to 
them for the future by drawing upon their contribution to our course. Appraisals are also a great way for us to 
personally give our thanks to staff for their hard work over the summer!  
 

EXCURSIONS 
 
We run one half day and one full day excursion each week.  During an excursion an 
Activity Leader will be on-duty for half the duration of the trip, and paid accordingly.  
This means, for example, that an Activity Leader may be on duty for the outbound 
coach journey and the first half of the time at the destination, or for the second half of 
the time at a destination and the return coach journey.   

 
Staff on duty are responsible for ensuring that students get on the coach safely, checking and recording the 
number of students and staff that are on the coach, making sure that seatbelts are being worn and that 
students behave during the journey. They will also ensure students have destination information which 
includes a map and emergency contact numbers for students to use if they need to. 
 
On arrival at our destination Activity Leaders are expected to follow the day trip agenda with their group of 
students. This may involve accompanying students to a tourist attraction or on a walking tour where they 
should be encouraged to take photos en route. Students must be supervised with the strictest of vigilance at 
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all times.  On most trips students are given free time to shop or visit places of interest to them, at which point 
staff are also free.   
 
Activity Leaders should arrange a meeting time and place with their group of students before this free time 
commences. On re-grouping leaders will then accompany students back to the coaches for the return journey 
to the college. The staff member on duty for the return coach journey will be responsible for ensuring that the 
correct number of students are on the coach before it departs, that seatbelts are being worn and students 
behave accordingly during the journey. 
 
On arrival at the college staff should make sure that the coaches are left in a clean and tidy state, all rubbish 
should be collected in a bag and disposed of at the college, all studentsô belongings should be taken off the 
coach and the coach box then returned to the office. 
 
Junior students will sometimes visit alternative trip destinations that are closer to the school or follow an 
agenda more appealing to younger students to make the excursion more exciting and interesting for them.  
Junior Sports Leaders will be fully briefed before each excursion on the role they will be expected to take 
should any variation to the above will be detailed.  All staff should remain highly vigilant to ensure the safety 
and wellbeing of our younger students while away from the college. 
 

ADDITIONAL DUTIES 
 

The additional duty list below may seem exhaustive, and leaders will not carry out these 
duties every day. We list each duty to ensure that all staff have a full and complete 
understanding of tasks that may be assigned to them during the course of the summer 
school. See the Rota for specific days and shifts. 
 

 
MORNING WAKE-UP DUTY 
Activity Leaders are responsible for wake-up duty every second morning starting at 7.30am. The Leader on 
duty in each residential house should knock on all bedroom doors to ensure students are awake.  Once all 
doors have been knocked the leader should make a second round of the house to ensure students are now up 
and getting ready to leave the house.  At 7.45am the EFL teacher on duty will take over and ensure that all 
students leave the house for breakfast.   
 
Junior Sports Leaders will be on wake-up duty as above, but Junior students may need assistance with getting 
dressed and supervision while they play in the common room until everyone is ready to leave for breakfast.  
The Leaders on duty will accompany all students to the dining hall together, eat breakfast with them and then 
make sure students clear the table after they have finished eating. Jr House Leaders will assist. 
 
EVENING HOUSE DUTY  
Activity sessions finish at 10pm every evening, at which time all students go back to their residential house. 
Activity Leaders must ensure that the areas in which they have been conducting their sessions are tidy and 
that the doors closed when leaving this area, after which they should go straight to their house.   
 
Once in the house the House Manager and EFL Teacher will register all students, read out any messages or 
notes for the following day and then students are free to socialise until 10.45pm, at which time they should 
begin to get into bed ready for lights-out at 11pm. The House Manager has overall responsibility for this shift 
and may delegate duties to other staff, ultimately all staff should work together to check the house is safe and 
secure and any maintenance issues are logged. Once the house is quiet, the Activity Leaders are free to finish 
their evening duty, which officially ends at 11pm.   
 
Junior Sports Leaders will carry out a similar duty, starting at 9.30pm in the junior house after the evening 
activity session for our younger students finishes. Lights-out is between 10-10.30pm (TBC); however Junior 
Sports Leaders will remain on duty until 11pm in order to assist with any problems that may arise.  
 
MEAL QUEUE DUTY 
Breakfast ï there will be 6 Activity Leaders on duty during breakfast.  Each leader is on duty for 1 hour, so it is 
recommended to eat before or after. Some leaders should finish at 9am, but some should start later, at 8.15 
so as to be on duty to ensure the dining room is vacated by 9.15 (when lessons begin) - as delegated by the 
Head Sports Leader on duty.  Staff are there to ensure that students form an orderly queue to the dinner hall, 
as well as to speak with them socially.  Leaders on duty are also responsible for ensuring students clear their 
trays from the tables after they have finished breakfast. On Excursion mornings, breakfast is earlier, at 7-8am. 
 
Lunch ï as lunch is a much busier time there needs to be more structure ï 2 leaders stationed around the 
dining hall and the remaining 4 in stairwell and corridor. Leaders should ensure that students queue in a quiet 
and well-behaved manner and that all tables are cleared after meals have been eaten. 
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Dinner ï this follows the same pattern as the lunch queue except when we are having an outdoor BBQ.  On 
BBQ days students will usually eat outside on the lawns; Activity Leaders should again ensure that students 
queue in a good manner and that students remove their litter from the lawn areas at the end of dinner. After 
Excursions, dinner is later, either 7.30-8.30 or 8-9pm. 
 
Meal queues are an ideal time for Activity Leaders to speak to students to find out what kind of activities they 
would like to do, promote scheduled activities as well as to check students are happy and enjoying 
themselves!   
 
Junior Sports Leaders will not be required to take part in meal queue duty; instead they will accompany the 
junior students from the house or classrooms to meals and remain with them until everyone has finished 
eating, returning them to the house afterwards. 
 
MORNING BREAK DUTY 
Most mornings students will attend English classes with the EFL teachers.  Half way through the morning EFL 
teachers and students will have a break; this break will be supervised by a team of Activity Staff who will be 
responsible for ensuring that students queue in an orderly manner to get refreshments.  Activity Leadersô 
afternoon break will be covered for them by the EFL or House Managers team, therefore it is important that 
everyone who is scheduled to be on duty during a break does this duty; every member of staff works very hard 
and should be able to enjoy their break without having to work through it. 
 
Junior staff follow the above, except they escort them between classrooms and break, and perhaps the house 
too. Students can also play in the garden during this time. Junior students should be encouraged to wash their 
hands and use the bathroom during the break.  
 
LEAVERSô PRESENTATION 
Each week we hold a presentation ceremony during which departing students are awarded certificates of 
attendance and a classroom report by their teachers and given medals for their achievements in the activity 
programme by the Activity Staff.  We have as many staff as possible on duty for this ceremony and we 

suggest that they dress-up a little as many groups like to take photos as a reminder of their time at Manor 
Courses. Activity staff will need to prepare any medals and certificates they wish to award students for 

participation in the Activity Programme, winning tournaments or general acknowledgement of their 

achievements while at Manor Courses. 
 
 
ARRIVALS / CAMPUS TOURS 
On day 1 during weeks 1, 3, 4 & 5 new students arrive. Students are collected from the airport by our staff and 
brought directly to the college. On arrival Activity Leaders will take them on a campus tour, following a set 
route, showing all points of interest and to ensure students will be comfortable and safe on campus (eg. Traffic 
crossings, toilets). After the tour, teachers will direct them towards the office where they will ócheck-inô and be 
allocated a house and bedroom.  
 
Alternatively, some Activity Leaders will be asked to meet students at the airport and accompany them on their 
journey to the college. Staff required to fulfill these duties will be fully briefed beforehand and this duty will 
comprise the 8 average daily working hours. 

 
DEPARTURES 
This falls on the same day as Arrivals. Weeks 2, 3, 4 & 6 are departure weeks. As students leaving late that 
morning may remain on campus, but not go to lessons, they need to be entertained in the Activity Room. This 
will have restricted access but will be manned by a team of leaders. They must be separated from the 
remaining students, who should go to lessons. 
 
Alternatively, some Activity Leaders will be required to accompany students back to the airport for their 
departure flight - assist them with check-in and take them as far as the security gate. Staff required to fulfill 
these duties will be fully briefed beforehand and this duty will comprise the 8 average daily working hours. 
 
Students are met at the office and taken over to Junior House by House Leaders. Junior Sports Leaders 
should continue with the activity programme as normal, and make extra effort to welcome new arrivals who 
come to join them. 

 
WELCOME ASSEMBLY 
All newly arrived students will attend a óWelcome Assemblyô on Day 2, during which they will be introduced to 
the directors and other key staff members and have the summer school rules explained to them. Staff on duty 
may sit among the students to maintain order or be preparing the test facilities. After the welcome assembly 
finishes, teachers will take groups of students to the classroom block where placement testing will commence. 
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House Manager s  -  Job Roles and R esponsibilities                                               

 

At Manor Courses our House Managers come from varied backgrounds and experiences but will usually have 

some experience in working with under 18ôs. We aim to ensure that our House Managers also have a field of 
expertise in an area that is beneficial to the summer school social programme.   
 
Roles 
As a House Managers you will not only be responsible for planning, organising and running in-house activities 
for students, but will also lead groups on excursions and assist our Activity Staff with sessions that form part of 
the evening social programme.  In addition to this we hope that House Managers will actively involve themselves 
in conversations with students to help them practice English. Part of the role will also include identifying student 
welfare needs to the appropriate people and making sure the residential houses are well maintained and kept 
tidy. 
 
Working Hours 
All staff are employed to work a 48-hour average week, to a maximum of 8 hours per day.  All staff receive 7 
regular days off during their contract period and in cases where hours exceed 48 in a week, fewer hours will be 
worked the following week in compensation for this. 
 
 
Residential Staff Organisation 
There are 6 House Managers, one for each Senior studentsô residential house.  House Managers will work 
independently in their own house, but report in to the Managing Director who is the direct line manager for this 
department.  In cases of student welfare or illness the House Managers should report to the Welfare Manager or 
the Nurse accordingly. 
 
An example weekly rota 
A copy of an example rota will be sent with/before the contract/handbook. It shows how a typical week might 
look. The coloured blocks denote the times that the staff member is óon-dutyô and the roles that they will fulfil are 
detailed in each block.  
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House Manager s  -  Job Role Definitions and Working P ractices                                          

 
House Managers perform a variety of duties, as shown on the example rota.  These have been divided into 
óHouse Dutiesô, óExcursionsô and óActivity Sessionsô in the job role definitions below. 
 

HOUSE DUTIES 
 

Supervision 
Students have the option of whether or not they participate in the afternoon and 
evening activity sessions run by the Activity Leaders. Students who do not take part 
may choose to spend their afternoon in the residential houses instead, therefore we 
have House Managers in house to ensure students are looked after and supervised at 
all times.   

 
House Managers will meet at the office at 2pm each day (when on duty) where they can collect any games, 
DVDôs, or materials they need for their afternoon in the house. They will also collect the óHouse Bagô which 
contains a register, duty checklist, a mobile or walkie-talkie, torch and a first aid kit in case of emergency.  The 
óHouse Bagô should be returned to the office at 6pm when the afternoon duty finished, and will be collected again 
at 8pm by the EFL teacher who is on house duty that evening. 
 
The Quad Meeting Point 
Before going to the house, you will meet students in the Quad, where the Activities Leaders present the dayôs 
options. You will be responsible for registered a specific group of students and encouraging them to choose an 
activity. Once they have chosen, you continue to the house to do your duty from 2.15.  
 
At Break, you vacate the house, handing it over to an EFL Teacher. Your supervise the biscuit/juice queue and 
remain in the Quad until 4.15 for the next meeting. Again, students are registered, choose an activity, and then 
you return to the house. 
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The groups/students registered by Managers will be our MC óprivateô or ódirectô clients (those without any rep 
from abroad). Their first point of call for help from an adult will always be the Managers as these are the groups 
Managers accompany on excursions. Managers therefore become their óleadersô or órepsô 
 
In-house Activities 
During the afternoon the House Manager should make the effort to chat to engage students in appropriate 
activities and make conversation to help them practice their English skills in a fun, informal environment. House 
Managers may also run some form of tournament from the house in the afternoon for example; Table Tennis, 
Pool, Treasure Hunts or they may organise sessions such as dance practice, bingo, card games etc.  Afternoon 
and Evening sessions may also be an ideal time to help students with preparations for the talent show or the 
disco. At times there may be no students in the house to supervise and this is a good opportunity for House 
Managers to prepare for evening activity sessions, maintain notice boards in the house, check on any 
maintenance and help with any admin the office needs completing.  Once done, House Managers can then 
enjoy the quiet and read, watch TV etc! 
 
Student Welfare / Safety 
During the afternoon the House Manager should also take time to regularly check the house ensuring students 
are well looked after, not suffering from homesickness and that no student is lonely or not integrating with 
others.  If a House Manager notices this they should try and encourage the student to join activities in the house, 
and actively work to encourage the student to buddy with someone who can help them to integrate.  If this is not 
possible the Welfare Manager should be advised and will deal with any issues from there. 
In the case of fire alarms or other emergencies, Managers must assist students evacuate the building, go to the 
meeting point and call a register, and call the office for help. 
 
Maintenance  
If no students want to join the afternoon activity in-house the House Manager should take the opportunity to 
follow-up any maintenance reports and check the house for any damages/maintenance issues and note these 
on the house checklist for the Office to deal with.  Once the house has been checked the House Manager may 
then do as they wish but should remain in the house, preferably in the common room area or near an entrance, 
at all times during their shift.   
 
Tidiness & Cleanliness 

Manor Courses takes pride in maintaining a good relationship with Hurst College, and part of this is based on the 

way in which we treat the college premises.  House Managers should actively encourage students to keep their 
bedrooms and all the communal areas tidy and free from rubbish.  The college staff will not clean rooms that are 
messy, which is not pleasant for anyone!   
 
Packing before Departures 
All students should be out of their rooms by 8am on their day of departure to ensure that college staff have 
ample time to clean the room and replace the bedding before new students arrive. To ensure that students are 
ready to leave we ask them to pack and bring their cases out into the common room BEFORE they go to the 
disco on a Thursday evening. Residential Supervisors will be responsible for ensuring that all departing students 
have packed and moved their cases and left their rooms in a reasonable state of tidiness. In addition to this, 
each room should be checked for damage and any breakages, repairs or defacing of the room identified to the 
Office immediately in order that we may deal with it before the studentsô departure. 

 
Arrivals 
Arrivals and Departures take place on a Friday in weeks 1, 3, 4, 5 & 6.  When students arrive at the college they 
will be taken on a campus tour (if they do not arrive late) then guided to the office where they will be checked-in 
and allocated a house and room number by the Directors. After this EFL teachers will escort groups of students 
to their residential house where they will be met by the House Managers who will show them to their room and 
then give them a tour of the house pointing out fire exits, showers etc. We want our students to feel at ease 
when they arrive and we hope that the EFL teachers and House Managers  will ensure this happens!  
Encouraging students to integrate and make friends from the start is essential. 
 
Evening Registration 
After evening activities finish at 10pm all students will arrive back at the house and should be registered in to 
ensure we are not missing anyone. House Managers have overall responsibility for this duty but all staff should 
work together to complete the night checklist to make sure the house is secure and students are safe. During 
this time House Managers take a register and give students any relevant information from the office for the next 
day. Once all students are registered they have free time until 10.45pm, at which time they should return to their 
bedroom ready for light-out at 11pm. Once all students are in bed with the lights out and the house is quiet 
(usually 11.15pm), House Managers may finish their duty and the EFL Teacher will continue overnight. 
 
Meetings 
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We will hold regular meetings for House Managers, these should last no more than 15 minutes and are a time 
for the directors to communicate information to staff and answer any questions they may have. The Directors will 
also advise individual members of staff of their roles on an upcoming excursion. 
 

EXCURSIONS 
 

We run one half day and one full day excursion each week.  During an excursion a House 
Managers will be on-duty for half of the duration of the trip, and paid accordingly. This 
means that a House Managers may be on duty for the outbound coach journey and the 
first half of the time at the destination, or for the second half of the time at the destination 
and the return coach journey.   

 
House Managers are responsible for ensuring that students get on the coach safely, checking the number of 
students and staff that are on the coach & recording this on the Excursion Checklist, making sure that seatbelts 
are being worn and that students behave during the journey. House Managers should ensure that students have 
destination information which includes a map and emergency contact numbers for students to use in cases of 
emergency. 
 
On arrival at our destination House Managers are expected to follow the day trip agenda with their group of 
students. This may involve accompanying students to a tourist attraction or on a walking tour, during which 
students should be encouraged to take photos!  The staff member on duty must, at all times, supervise the 
students with strict vigilance. On most trips students are given free time to shop or visit places of interest to 
them, at which point staff are also free but should remain around the area, at a point made known to the 
students, in case they need assistance.     

 
House Managers should arrange a meeting time and place with their group of students before this free time 
commences. On re-grouping they will then accompany students back to the coaches for the return journey to the 
college. Designated duty staff will be responsible for ensuring that the correct number of students are on the 
coach before it departs, that seatbelts are being worn and students behave accordingly during the journey. 
 
The groups/students allocated will be our MC óprivateô or ódirectô clients (those without any rep from abroad). 
Their first point of call for help from an adult will always be the Managers as these are the groups Managers 
register during the Quad meetings. Managers therefore become their óleadersô or órepsô 

 
ACTIVITY SESSIONS 

 
House Managers will assist Activity Leaders in running evening activity sessions on a daily 
basis, when on duty.  Activity Leaders will normally have planned the weekôs activities in 
advance and will try to select House Managers to assist with an activity most suited to them.  
Evening activities can range from football sessions to an evening movie or assisting in the Art 
room.  The main objective for House Managers is to get involved with the session, help Activity 
Leaders to run the activity and supervise the students taking part. Activity Leaders are 
responsible for completing all necessary paperwork for these sessions and giving guidance to 
assisting staff where needed.  
 
If there is an activity session that a House Managers wants to run (for example music, drama & 
dance) and students are interested in participating, we will make every effort to accommodate 
this.  During the Induction we welcome suggestions from all staff and will try to incorporate these 
into the evening activity programme when and where possible.   
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15  

Junior House Leader s  -  Job Roles and R esponsibilities  

 
Manor Courses takes pride in carefully selecting our Junior House Leaders and employing people who we 

consider have character, a sense of compassion and the patience needed to work with our younger students. 
We often employ people with some experience of working with younger age groups in a residential setting or 
who have a field of expertise that will be of all-round benefit to the summer school and our students. 
 
Roles 
As a Junior House Leader you will be responsible for ensuring that our Junior students receive the best care and 

attention possible during their stay at Manor Courses, not only in the residential houses but during excursions 

and activity sessions too. Part of the role will be to identify student welfare needs to the appropriate people and 
make sure the residential house is well maintained and tidy at all times. 
 
Junior House Leaders will work closely with other members of the Junior team to ensure students are well 
supervised and are having fun at all times. Communication between the departments is vital to ensure the 
welfare and enjoyment of the students. 
 
Working Hours 
All staff are employed to work a 48-hour average week, an average of 8 hours per day. All 6 week contracted 
staff receive 7 regular days off during their contract period and in the rare cases where hours exceed 48 hours in 
a week fewer hours will be worked the following week in compensation for this. 
 
Junior Staff Organisation 
The Course Director and Directing Manager have overall responsibility for co-ordinating and running the junior 
team, and every member of Junior staff can report to them. At the start of summer there are 3 Junior House 
Leaders, 2 Activity Leaders and 4 EFL teachers, all of whom work closely together to ensure the programme 
runs successfully. Furthermore, Jr Sports Leaders report to the Activity Manager and EFL Teachers report to the 
DOS and ADOS. In cases of student welfare issues or illness, the Junior House Leader should report to the 
Welfare Manager or Nurse accordingly. 
The House Leaders are further divided into 2 colour-coded teams, to show clearly their duty shifts on the rota. 
 
An example weekly rota 
A copy of an example rota will be sent with/before the contract/handbook. It shows how a typical week might 
look. The coloured blocks denote the times that the staff member is óon-dutyô and the roles that they will fulfil are 
detailed in each block.  

16  

Junior House Leader s  -  Job R ole D efinitions and W orking P ractices  

 
Junior House Leaders perform a variety of duties, as shown on the example rota. These have been divided into 
óResidential Dutiesô, óExcursionsô and óActivity Sessionsô in the job role definitions below. 
 

RESIDENTIAL DUTIES 
Wake-up 
Junior House Leaders start to wake students up at 7.30am; this duty involves knocking 
on all bedroom doors and ensuring students get out of bed.  Some students may be away 
from home for the first time and need help with personal hygiene routines, therefore 
Junior House Leaders may need to ensure students have clean clothes to put on that day 
and that dirty clothes are placed into the laundry bag ready for collection.   

 
Students should also be reminded to wash their hands, brush their teeth and follow other basic hygiene 
procedures before going for breakfast.  If there is time before other students are ready, students could take the 
opportunity to make sure their bedrooms are tidy or play in the common room before they are taken to breakfast. 
 
Meal Times  
Students will always be accompanied by Junior House Leaders and Activity Leaders when they go for meals.  
The leaders on duty should remain in the Junior House until all students are ready and then take them to the 
dining hall (or to the BBQ area) for their meal.  Leaders should help students get their food, ensuring that they 
are aware of the dietary requirements of particular students and that these students follow their stated diets, for 
example vegetarians/Halal.  Once all students have finished eating Leaders should ensure that all trays are 
cleared away and tables are left tidy before escorting students back to the house.   
 
Domestic Duties 
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Manor Courses takes pride in maintaining a good relationship with Hurst College and part of this is based on the 

way we treat the college premises.  While students attend English classes and afternoon activities, the Junior 
House Leaders on duty should take time to look after the Junior House, paying particular attention to sorting out 
laundry, tidying up student common areas, making sure notices/posters are well displayed and kept up to date 
and the house is free from rubbish. Students are responsible for tidying their own bedrooms; however Junior 
House Leaders should check these regularly and identify rooms that need attention. Each morning 1 Leader is 
solely responsible for this for 30min, to ensure the rooms are ócleanableô before Hurst College cleaners come in. 
 
It is important that student records are properly maintained, for example the First Aid book, student medicine 
records and any incident reports. This can be done during domestic duty time. 
 
Activity sessions (see below) 
Junior House Leaders should also liaise with Junior Activity Leaders to plan afternoon activities, ensuring 
everyone knows where they should be and at what time. All materials required for activity session should be 
prepared and made ready to be used in the designated session. 
 
Break Duty 
EFL teachers have a 30 minute break between morning classes. During this time Junior House Leaders are 
responsible for supervising junior students, making sure they all have a drink and biscuits, use the bathroom and 
wash their hands before returning to class.  Break can be taken outdoors (weather permitting) but students 
should be supervised at all times. 
 
Register, put to bed & lights out 
Activity Sessions for juniors finish between 9-9.30pm, with the exception of disco night, which may finish slightly 
later on some occasions. 1 of the House Leaders on the evening duty (8-9.30pm) should collect the house 
register and night notes from the office before 9.30pm then return to the house and register all students, and 
pass on any notes from the office regarding trips, activities etc. Once students are registered they have free time 
until 10pm during which to socialise and get ready for bed. On some evenings the junior students may want to 
watch a DVD to calm them down before bed. 
 
Arrivals 

Our students have the option of staying at Manor Courses for 2, 3, 4 or 6 weeks and over the course of the 

summer those opting for shorter courses will leave and may be replaced by new students. To ensure minimal 
disruption, arrivals take place on a set day in weeks 1, 3, 4 & 5. 3 House Leaders will be on duty on arrival days 
ï at least 1 waiting in the office - as new students will be brought to the office, then taken to the Junior House, 
shown their bedroom and then taken to join in with the afternoon/evening activities. For many students this will 
be their first time away from home and being left alone may be very unsettling for them.  
 
Departures 
This falls on the same day as Arrivals. Weeks 2, 3, 4 & 6 are departure weeks. As students leaving late that 
morning may remain on campus, but not go to lessons, they need to be entertained in the Activity Room. This 
will have restricted access but will be manned by a team of leaders. They must be separated from the remaining 
students, who should go to lessons. 
 
Packing before Departures 
All students must vacate their room by 8am on their departure day to allow Hurst College staff enough time to 
prepare the room for new arrivals. All students should pack and have their belongings ready on the day before 
departure, the Junior House Leader on duty will help leavers to pack and make sure they leave out a clean 
change of clothes for their journey home. Students should also be encouraged to tidy their rooms before they 
leave, then the Junior House Leader should help the students move their luggage to the common room where it 
stays until they depart. 
 
Meetings 
The Managing Director will schedule regular meetings for all junior staff. This is an important time to share 
information on students who may be ill, missing home, misbehaving or be receiving regular medication. These 
meetings will not only ensure that student welfare is put first, but gives the junior house staff a chance to discuss 
activity sessions and communicate any problems, ideas or concerns they have. The time and frequency of these 
meetings will be at the discretion of the Managing Director and for those who cannot attend meeting notes will 
be posted on the Junior House staff notice board. 
 
Student Welfare 
Many of our junior students are away from home for the first time and in a foreign country with language barriers 
that may prevent them voicing their needs. Junior House Leaders should try to identify any students they think 
may be homesick, feeling unwell or are experiencing anxieties about joining in with others and take time to talk 
to/reassure students. With some gentle encouragement students may be put at ease and begin to enjoy 
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themselves more, however if it appears that this is not working the Welfare Manager should be made aware of 
the student and will try and resolve any problems directly with them. 
 

ACTIVITY SESSIONS 
 

 Activity sessions run most afternoons and evenings and can include sports, games, arts & 
crafts, baking, nature walks, music sessions, drama, dance, preparation for the talent show as 
well as in-house activities such as DVDôs, games and stories. Junior students will all take part in 
activity sessions together unless the number of students requires the group to be split, such as 
during swimming or art sessions. Afternoon activities follow the same schedule as the senior 
programme, however evening activities will finish between 9-9.30pm. 
 
Activities will normally be planned, prepared and run by the Junior Activity Leaders with the 

assistance of other Junior Staff. There should be plenty of variety over the week and the 
interests and physical ability of the students should be taken into account when planning the 
sessions.  Junior Activity Leaders will be responsible for completing any paperwork related to 
activity sessions and should record any incidents that occur. Other (senior course) Activity 
Leaders are sometimes available to assist with junior activity sessions and should be 

incorporated into the activity schedule, after consultation with the Activity Manager. 
 
The main role for a Junior House Leader during the activity session is to encourage students to join-in, have fun 
and make new friends; they can do this by joining in themselves and demonstrating how activities and 
friendships work.  Equally important is the strict supervision of our junior students during these sessions to 
ensure their safety and welfare.   
 
During the afternoons there are normally both teams on (3 Leaders) but only 1 team in the evening (1 or 2 
Leaders). 1 or 2 Leaders at any time should remain in the house for comforting students who need to stay 
indoors (eg. they are ill) or to do domestic duties, and to maintain communication point between the Directors in 
the office or other staff, students and G/Ls. 
 

EXCURSIONS 
 

We run one half and one full day excursion each week.  During excursions a Junior House 
Leader will be on-duty for half the duration of the trip, and paid accordingly.  A Leader may 
be on duty for the outbound coach journey and the first half of the time at the destination, 
or for the second half of the time at a destination and the return coach journey.   
 

Junior students always wear Manor Courses T-shirts to make them easily identifiable and 

have badges displaying their name and Manor Courses emergency contact numbers. These should be put on in 

the Junior House before students get on the coach.   
 
Junior House Leaders, in co-ordination with other Junior Staff, are responsible for ensuring that students get on 
the coach safely and that lunches are available for all students. The Leader responsible for the outbound coach 
journey must count all staff and students onto the coach, check the numbers and then record these on the 
Excursion Checklist. The coach will not leave until all staff and students are wearing their seatbelts and key 
safety checks have been made.   

 
On arrival at our destination each leader will collect their group of students and follow the day trip agenda with 
them, making efforts to point out objects of interest and stop to allow students to take photographs.  This will 
involve accompanying students to a tourist attraction, museum or on a walking tour, but at all times leaders must 
supervise the students with strict vigilance. Junior students must not be left to shop alone or given free time at 
any point during the excursion.       

 
The leader in charge of the return journey is responsible for ensuring that the correct number of students are on 
the coach and seatbelts are being worn before the coach departs. They should then supervise the coach for the 
return journey, making sure students are well behaved and not causing danger to themselves or others.  

 
On arrival at the college Leaders should ensure that the coaches are left in a clean and tidy state, all rubbish 
must be collected in a bag and disposed of at the college, all students belongings are taken off the coach and 
the coach box returned to the office. Junior students should be led back to the junior house or to the dining hall 
by the remaining Leaders. 
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17  

Welfare Staff, Senior Personnel & Line Managers  -  Job Roles and R esponsibilities  

 

At Manor Courses our Senior Personnel, or Line Managers, are often people who have worked for the company 

before or have a wide area of expertise and experience in their own field.  We carefully select people who we 
believe have the skills, experience, qualifications and personal qualities necessary to make them effective 
mentors, trainers, facilitators and staff monitors.   
 
Roles 
Senior Personnel is a collective title referring to Line Managers, Head Sports Leaders and Welfare Staff. Line 
Managers are responsible for providing support to staff within their department through mentoring, training, 
observation & feedback sessions and professional development meetings and workshops. They will assist with 
weekly planning, coordinating staff according to daily needs and will also hold regular meetings during which 
information from the Directors will be communicated to staff and any questions they have will be answered.  
Head Sports Leaders are there to offer support, assist with problem resolution and may delegate duties as and 
when necessary. 
 
Welfare Staff will provide First Aid assistance, welfare support and counselling to students/staff and where 
necessary will help resolve disputes and problems. Welfare Staff may occasionally be asked work flexible hours 
due to the nature of the summer school programme and student needs. 
 
Senior Personnel play critical roles during the Induction Course by helping to orientate staff, organise working 
teams, delivering key information relating to working methods and procedures and helping to organise work 
spaces. They will also assist with unpacking prior to the summer school and inventorying / re-packing at the end 
of summer.  
 
Working Hours 
All staff are employed to work a 48-hour average week, to a maximum of 8 hours per day.  All Senior Personnel 
on a 7 week contract will receive 9 regular days off during their contract period while those on a 6 week contract 
will receive 7 regular days off. In cases where 48 hours per week are exceeded, the Directors will endeavour to 
compensate this with an according amount of time-off, subject to prior agreement.  
 
Senior Personnel Organisational Structure 
The DOS and ADOS report to the Course Director who oversees the EFL component of the summer school 
programme.  The Activity Manager and Welfare Staff report to the Managing Director while Head Sports Leaders 
report to the Activity Manager.  
 
All of the above staff form part of the Management Team and may sometimes be asked to act on behalf of the 
directors. 
 
Example Daily Rotas for Senior Personnel 
A copy of an example rota will be sent with/before the contract/handbook. It shows how a typical week might 
look. The coloured blocks denote the times that the Manager/staff is óon-dutyô and the roles that they will fulfil are 
detailed in each block. These are an approximation of an actual routine and may be subject to agreed change 
depending on the needs of the summer school, and are by no mean exhaustive and additional duties will be 
encompassed in each individual job role during the contract. 

 

18  

Welfare Staff, Senior Personnel & Line Managers  -  Job Role Descriptions  

 
Line Managers and Head Leaders will carry out a diverse range of duties during the summer school, some of 
which are detailed below. Other duties may be required of staff during their working hours, these will be notified 
as and when the need arises.   
 
The primary function of Senior Personnel is to help manage, coordinate, train, mentor and assist staff members 
working within each department of the organisation. The following duties will help ensure that staff are working 
effectively, and with studentsô needs and welfare in mind. 
 
Observations 
We aim to observe all EFL teachers & Activity Leaders during the course of the summer. This enables the Line 
Managers to check that jobs are being done to the best of peoplesô ability, effectively and with the students in 
mind, as well as giving staff the opportunity to develop professionally through constructive feedback and tuition. 
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EFL teacher observations will be carried out by the DOS, who will give individual feedback to each teacher as 
part of their professional development. The ADOS(s) will carry out óbuzzô observations ï these are short 
observations aimed at identifying areas of strength and weakness in the classroom.  Feedback and ideas for 
improving classroom teaching will be given to EFL teachers as a whole through staff meetings or professional 
development sessions. 
 
The Activity Manager will observe all Activity Staff during the course of the summer, again providing feedback to 
aide individual staff memberôs development. Head Sports Leaders should monitor staff performance on a 
continual basis and bring to attention, either directly or through staff meetings, any areas of excellence or 
weakness. 
 
The Course Director and Managing Director will carry out in-house observations of House Managers and Junior 
House Leaders and give guidance on how to deal with any issues or problems that may arise with students in a 
residential summer school environment. 
 
Meetings 
Meetings should be held with each department on a regular basis and can be chaired by any member of the 
Management Team within that department. A meeting agenda should be displayed prior to the meeting; this 
allows staff time to consider any points they may wish to raise in relation to the agenda and also note any other 
items they might wish to discuss. 
 
Planning Sessions 
The Activity & EFL teams will be given lesson/session planning time once a week. During this session a weekly 
schedule of activities or teaching should be produced and displayed where students can clearly see it so they 
are aware of what is happening at any given time.   
 
The Line Manager on duty will lead planning sessions and be on hand to provide support and advice to staff.  
Line Managers should ensure that a wide variety of EFL lesson topics, sports and activities are covered in a 
week, the aim being to encompass as many student needs and interests as possible throughout the course. 
 
Professional Development Workshops 
Bi-weekly professional development workshops will take place for most departments. Line Managers will be 
responsible for planning, running and facilitating feedback during these sessions. The topic area can be decided 
by the Line Manager, suggested by/in negotiation with staff or be decided as a result of observing staff. The aim 
of professional development sessions is for staff to share skills and knowledge, giving opportunity for everyone 
to leave with a wider experience than they arrived with. 
 
Leaversô Presentation 
Students that are leaving will be presented with a certificate of attendance and report by their EFL teacher.  The 
DOS & ADOS will be responsible for printing these and ensuring that the EFL teachers complete them before 
the leaversô presentation. 
 
The Activity Manager and Head Sports Leaders will be responsible for ensuring medals and certificates are 
ready to be given to students who have competed in tournaments, or shown dedicated participation in any area 
of the activity programme. 
 
Welcome Assembly 
Managers should attend the welcome assembly so that they can be introduced to the students and G/Ls, who 
may need to speak to them directly later on in the course. 
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STAFF CONDUCT &  Manor Courses  POLICIES & PROCEDURES  
 

 

 

19  

W orkplaces  
 

 

Manor Courses operates from offices at 9-10 Jew Street, Brighton, BN1 1UT from September ï June each year, 

and the Directors are employed at this location during these times. 
 
Summer school staff will be employed to work from our Hurst College location for their contract period.  The 
college address is Hurst College, College Lane, Hurstpierpoint, West Sussex, BN6 9JS. 
 

Manor Courses lease Hurst College premises for a 7 week period and during the summer school most duties will 

take place at this location, with the exception of excursions which require staff to accompany students to cities 
and towns in England, as detailed on our six week timetable. Coaches are deemed as workplaces and should 
be treated with the same respect as other areas of operation. 
 
We ask that staff and students alike respect the facilities and equipment we borrow, use the college equipment 
in a safe and considerate manner and report any damages/faults to the office immediately in order that we can 
rectify them to college standards and ensure everyoneôs safety. 
 
Staff should make every effort to keep working areas free from rubbish, obstructions and in line with Health & 
Safety compliances. They should ensure that these areas are tidied at the end of each working session and any 
equipment used should be returned to its original storage space and stored in the manner in which it was found.  
Staff are entitled to use Hurst College facilities, and may borrow keys from the office for certain facilities, 
returning them once the session has finished ï a deposit may be taken if keys are not returned promptly. 
 
Please note, the Staff Room is considered both a workplace and a social area. If social functions interfere with 
its role as a workplace, the Directors hold the right to impose restrictions. 
 
 

20  

P ay Scales  

 

All salaries are calculated in line with national minimum wage pay scales (from 1 October 2009). Our hourly rate: 

¶ Adults (which means people aged 22 and over), £5.80 an hour. 

¶ Workers aged 18-21 receive the ódevelopment rateô of Ã4.83 per hour.  
Senior staff and Directors salaries are set in accordance with their experience and qualifications. These are 
agreed prior to contracts being signed and the remuneration figure can be found on individual contracts of 
employment. 

 
An accommodation off-set fee is deducted from all staff salaries prior to arriving at the final advertised 
remuneration figure, as detailed in individual staff contracts. This amount is determined by HM Government 

(BERR) and will be paid directly to Hurst College by Manor Courses on behalf of all staff. 
 

Salaries will be paid at the end of the contract. If required, an advance can be given after 2 weeks, with this 
amount deducted from the final salary.  Remuneration will be paid by cash or cheque only and will be issued 
with pay slips detailing all deductions made in respect of Income Tax, National Insurance and any advances 
taken. 
 

21  

B enefits  

 

In addition to the standard salary, days off and holiday all staff receive the following additional benefits during 

their contract of employment at Manor Courses: 
¶ Full board ï accommodation and 3 meals per day, including when on a day-off. 

¶ Use of campus sports facilities at certain times of the day. 

¶ Fortnightly staff social event ï paid for in part by Manor Courses. 
¶ Training and development workshops. 

¶ Criminal Records Bureau check paid for by Manor Courses. 
¶ Child Protection and Health & Safety seminars . 

¶ 3.5 days paid holiday per 6 week contract / 2.33 days paid holiday per 4 week contract. 
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22  

H oliday Pay  

 

All staff completing a 6 week contract are entitled to 3.5 days holiday pay, those on a 4 week contract are 
entitled to 2.33 days holiday pay in accordance with their contract period.  Individual rates of holiday pay are 
detailed in staff contracts of employment and final salary packages include óSalaryô + óStatutory Holiday Payô of 
2.33 or 3.5 days. 

 
Manor Courses endeavours to accommodate holiday requests for staff who do require time off during their 

contract period, however this will be on a first come, first served basis and at the discretion of the Directors. 
 
Staff requiring additional holiday must notify the Directors at their earliest convenience, who will then decide if 
this request can be met.  Any holiday taken in addition to the standard 7 days off (as detailed above) will be 
unpaid.   

 

In circumstances of compassionate leave, time off will be given at the discretion of the Directors. 

 

23  

H ours of Work, Overtime & Breaks  

 

Hours 
Staff are contracted to work a 48 hour week. These hours are calculated as an average an in accordance with 
individual contract periods. As hours are calculated as an average employees may work more than 48 hour one 
week, but would work fewer hours the following week to compensate. Hours are not set; instead a rota system is 
followed to ensure that duties are equally divided between departments/staff. 
 
All staff are given the opportunity to sign a ô48 Hour Waiverô enabling them to work in excess of 48 hours a week. 
This helps us calculate average 48 hour working weeks for all staff and allows for everyone to have regular days 
off during their contract. Staff can opt-out of this waiver at any time with a weekôs notice in writing to the 
Directors.   
 
Overtime 
Staff wishing to work overtime will usually be required to sign the ó48 Hour Waiverô. Overtime may be offered to 
cover shifts in cases of staff sickness or emergency situations. This is not usually paid but will be compensated 
with a discretionary amount of time-off.  In cases where overtime is offered as a paid extra the hourly rate will be 
arrived at and agreed in advance, at the discretion of the Directors. 
 
Breaks 
Breaks are scheduled into the daily rota and are in accordance with Government Working Time Regulations, 
which are as follows: 

¶ a right to 11 hours rest a day ï usually taken overnight.   

¶ a right to a day off each week. 

¶ a right to an in-work rest break if the working day is longer than 6 hours. 
 
Overnight rest periods vary every working day for every member of staff because of the need to provide security 
to students throughout the night (there is always one duty staff per house overnight on duty, or óon callô). These 
periods are not always the officially recommended 11 consecutive hours but the rotas do ensure that all staff 
have a gap of 11hrs between working days at least every second day. This ócompensatory restô pattern entails a 
balance of periods of less than 11 consecutive hours with periods of more than 11 consecutive hours. Overnight 
rest periods for those that are not on duty may occasionally be interrupted by emergencies or unforeseen 
occurrences.  
 
All staff on a 6 week contract receive at total of 7 days off, those on a 4 week contract receive 5 days off. Days 
off are not guaranteed to fall on the same day each week, and more than 7 days may elapse between days off.  
Each day off is considered to be a 24 hour period, e.g. Wed 7pm ï Thurs 7pm is classed as one day off. Days 
off are scheduled into the rota in advance and any changes to this must be agreed by the Course Director. 
 
Staff who intend to go off campus during their time off should notify the office or another staff member in case of 
any emergency/fire drill. Hurst College staff and/or our private Security Guard may lock some of doors to the 
main building at night ï please be aware of this if you intend to return after 11pm. 
 
Meal times are considered to be breaks, unless staff are on duty at this time.  We offer a designated staff dining 
area to ensure all staff benefit from time away from students during their break. A staff room is provided for 
morning and afternoon breaks. 
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Alternative Duties 
Agents sometimes require a different package to the set programme for example a different excursion to the one 

listed in the brochure. This normally happens if groups are returning to Manor Courses and have already been on 

a listed excursion ï in such cases a small group of staff may be required to join them.  
 
At other times, such as when arrivals cannot fit our set date or a group arrives late and needs to be English 
language level tested, a small number of staff may be required to assist with these duties. Where possible we 
aim to compensate any additional hours with time off at the next earliest convenience.   

 

24  

P unctuality  

 
We expect staff to maintain a very high level of punctuality throughout the course and in respect of all duties, 
meetings and excursions.  Staff should arrive at their place of duty 5 minutes early and it is equally important 
that lessons and activities do not finish early, unless instructed otherwise by the Directors. 
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48 Hour Working Week Waiver  

 
We accept that sometimes staff are ill, or things ógo wrongô and we survive through our ability to be flexible at 
such times. We appreciate everyoneôs commitment to our aims. The ô48 Hour Waiverô is an óIndividual 
Agreement to opt-out of Regulation 4 (1) of the Working Time Regulations 1998ô. It is a way of ensuring that no 
staff member is unknowingly working in excess of the standard 48 hour per week limit set in the UK. 
 

At Manor Courses out working weeks are set at a 48-hour per week average, with some weeks exceeding 48 

hours, while other weeks will be much less.  In order that we can operate a rota system that allows us to give 
staff reasonable days off we give staff the opportunity to sign our waiver.  This is not compulsory but does allow 
for more flexibility.  Staff who sign the waiver can retract their agreement with one weeks notice to the directors.   
 
In cases where additional hours are worked to cover illness or assist with an emergency every effort will be 
made to compensate this time with additional time off at a time convenient to the directors and the running of the 
summer school.  Overtime will only be paid upon prior arrangement and at the discretion of the directors. 
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Absence  Policy  

 
Authorised Absence 
We endeavour to accommodate specific holiday requests that are made prior to the commencement of summer 
school, and in cases of emergency we will try to give a staff member a discretionary amount of leave wherever 
possible, this will be assessed on a confidential case-by-case basis by the Directors. We may request that a 
staff member use days off or holiday days in compensation for time off given. 
 
In cases where a staff member requires emergency leave they should contact the office in person, or by 
telephone, at any hour to discuss the reason for the absence and agree any leave with the Directors. We 
endeavour to make every effort possible to support a staff member experiencing a difficult situation and any 
period of absence granted will be at the discretion of the Directors.  
 
Unauthorised Absence 
This is deemed to be where no prior arrangement for leave has been granted, but leave has been taken, or 
where a staff member does not carry out scheduled duties. In such cases the staff member will be asked to 
report to the office to explain their absence. The Directors will consider the reasons given and take into account 
the staff memberôs point of view before deciding whether pay will be deducted or disciplinary procedures 
followed. 
 
In repeated cases of unauthorised absence the company may be forced to terminate an employeeôs contract.  
Steps towards dismissal will be followed in accordance with the disciplinary procedures outlined in the Policies 
and Procedures section of this handbook. 
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Sickness Policy  

 
While staff attendance is extremely important to the smooth running of the summer school, we do appreciate 
that sometimes staff become ill and are unable to work. In order to give us ample time to arrange cover, cases of 
sickness should be reported following the procedure below: 

¶ As soon as you begin to feel unwell contact the Directors or your Line Manager, either in person or by 
telephone, to advise them that you are unable to work ï this allows plenty of time to arrange cover for 
your duties. 

¶ Ensure that the Directors are kept up to date with your progress on a daily basis, or more frequently 
where possible. 

¶ Normal practice is for our Nurse to visit staff that are unwell to provide any medication, water or food that 
they need. 

¶ In cases where sickness exceeds more than two days we will ask staff to visit a local doctor for 
assessment. 

 
If a staff member appears likely to be absent from duties for more time than can be reasonably covered by other 
staff we may have no choice but to consider dismissal. The point at which this action is taken will depend on the 
difficultly caused to the company and other employees by any continued absence. Dismissal will be regarded as 
a last resort once the following criteria have been fulfilled, and will always be in compliance with applicable 
statutory dismissal procedure: 

¶ Relevant medical information sought and considered. 

¶ Options for alternative duties or working arrangements are examined. 

¶ The staff memberôs personal views are taken into account and considered. 
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Maternity & Paternity Policy  & Pension  

 
We offer maternity and paternity leave in accordance with current legislative policy. Please refer to 
www.direct.gov.uk for current terms and conditions relating to maternity / paternity leave and pay. 
 
The company does not operate or participate in any pension scheme applicable to your employment and no 
contracting-out certificate is in force in respect of this employment. Should staff require advice on pension 
schemes available to them they may make direct contact with the directors who will assist with their enquiry or 
direct them to an appropriate body who can assist.  

 

29  

Induction  

  

All staff are expected to attend a 2 ½ day Induction Course prior to commencement of their employment with 
Manor Courses. The Induction Course is considered working time and payment for this is included in the standard 

remuneration package, as detailed in individual contracts of employment. 
 
The Induction Course is vital as critical Health & Safety issues, Child Protection laws, job roles and working 
procedures will be discussed. Staff must notify Directors in advance if they are unable to attend any part of the 
Induction Course, absence will be granted at the discretion of the Directors. Punctuality is essential during the 
Induction Course as there are a large number of critical areas to cover.  As this is paid working time, lateness 
will be dealt with through normal staff disciplinary procedures. 

 

30  

Criminal Records Bureau Disclosure  Check  

  

In accordance with HM Government, NSPCC and other child protection agenciesô advice on safeguarding children, 

Manor Courses may, where appropriate, ask Staff to complete forms for Manor Courses to check Staffôs police 
records. During the Induction Course we will supply forms for óEnhancedô Disclosure and apply at our expense. Staff 
will be advised on what supporting identification, documents and which previous addresses they will need to supply. 
Fair Play (Child Protection Programme) provide us with their CRB Checks Service and process the paperwork on 
our behalf. The Directors will use their discretion to allow Staff pending receipt of the CRB Disclosure to begin work 

under the Manor Courses supervision/monitoring systems. It is considered good practice that Staff are subject to 

such supervision, and we have identified below what the nature of the supervision involves. 
 

http://www.direct.gov.uk/
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Supervision and Monitoring of Staff   

 

All staff will be observed/monitored carrying out their duties to ensure that Manor Courses is fulfilling our health & 

safety and child protection obligations. Observations will be done in accordance with a set observation schedule 
or randomly as required with the aim of fostering a professional and responsible approach to working in a 
residential school. Some ways in which we do this: 

¶ Hold regular staff meetings between Management and Staff to discuss issues, schedules, operating 
procedures and staff concerns. 

¶ Spot monitoring of all staff óin situô to ensure duties are being conducted appropriately. 

¶ Observe EFL lessons & Activity Sessions ï official and spot (óbuzzô) observations.  Feedback will be given to 
staff after each session to allow both parties to discuss the observation in detail.  

¶ Checklists filled in for the following duties: excursions, residential supervision duty, orientation & night duty. 

¶ Records completed for: EFL lesson content, activity session records, excursions and residential duties. 

¶ We encourage staff to report any incidents of inappropriate behaviour, however slight it may be. Reports can 
be made anonymously or in person and any information given will be treated in the strictest of confidence.   

 

32  

Communication, Consultation, Administration & Paperwork  

 

It is an obligation of all Staff employed by Manor Courses to provide proof of their work as a record of 

responsibilities fulfilled in case unfortunate incidents do occur. This includes lesson content files, activity session 
records and supervision checklists in residential houses and on excursions. 
 
Checklists have been developed over the years to best reflect the physical demands of each assigned duty. We 
welcome any feedback on these duties and the accompanying paperwork as our aim is to make your working 
life as easy as possible while maintaining a high level of vigilance.  
 
Obligatory staff meetings take place regularly as they are the prime opportunity for everyone to express their 
views; for the Directors to deliver information and delegate/explain duties - especially before excursions and 
social events. Meetings are included as scheduled working hours and are paid. 
 
In addition to a post-Induction questionnaire, staff are also asked to complete a mid-contract and end of contract 

questionnaire to help Manor Courses improve its operating practices. 

 
We also encourage staff to voice their opinions via a staff suggestion box or request book. These are checked 
regularly and good suggestions will be implemented where they can be, while negative feedback will be acted 
upon to improve working practices. 
 

33  

Training, Development & Promotion  

 

All staff will receive on-going training and development during the course of their employment.  At Manor Courses 
we have a continued professional development (CPD) policy and include some of the following in this: 

¶ Departmental peer workshops. 

¶ Observations of duties by Line Managers, with formal feedback. 

¶ Peer observations.  

¶ Sessions led by professional external trainers. 

¶ Buddy & mentor opportunities for new staff. 

¶ Staff appraisals. 

¶ Opportunity to assist with/observe activity sessions to gain an overview of new / different activities. 

¶ External training courses for returning staff who have received promotion. 
 

Staff are encouraged to make the most of both formal opportunities for professional development for example; 
workshops, observations and mentoring systems as well as informal opportunities such as sharing ideas for 
activity sessions / EFL lesson in the staff room over coffee. 
 
We also suggest that staff keep a record of their professional development in a CPD portfolio for future 
employers, many of whom are often keen to see staff taking an active role in their own continued development. 
 
As our contracts are short term it is less likely that promotion opportunities will arise during the summer school; 
however, where possible we endeavour to offer promotion to staff that we consider suitable for available 
positions. 
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Dress Code , Identification  & Hygiene  

 
While we are happy for staff to dress casually (jeans, t-shirts etc) we do ask that when on duty shoulders are 
covered, shorts and skirts are of an appropriate length and shoes are worn at all times ï we ask staff to be 
mindful of the different religions and cultures of our students and staff and dress appropriately.   
 

Activity Staff are required to wear a Manor Courses T-shirt while on duty to make them easily identifiable to 

students. This also enables the Directors to recognise who is on and off duty at any particular time. EFL 

teachers are not required to wear Manor Courses T-shirts in the classroom. 

 

Staff must wear a Manor Courses lanyard at all times when on the campus or on excursions, this helps Hurst 

College staff to distinguish our employees from strangers, which in turn works towards protecting our students.  

All staff are expected to wear Manor Courses T-shirts on an excursion and/or while on airport duty.    

 
Staff are expected to maintain a good level of hygiene and present themselves professionally. We have on-site 
laundry facilities that are available to staff at all times. We suggest you bring at least one weekôs worth of clothes 
as well as sports and swim wear, sleep wear and towels. 
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Professional Boundaries Policy  

 
Manor Courses takes very seriously our commitment to the provision of a safe and stimulating environment that is 

responsive to the needs of young students. We carefully select our staff and undertake references and CRB 
checks to help ensure that employees are suitable to work with minors.  As a staff member working with children 
under 18 years of age, there exists a professional/legal duty of care and trust between you and them. This 
relationship must not, under any circumstances, be abused in any way. The following are some examples of 
breaches of boundaries that may result in disciplinary action being taken against an employee: 

¶ Shouting at a student or students (except in situations of extreme danger). 

¶ Swearing.  

¶ Smoking or drinking alcohol while on duty or in the vicinity of students. 

¶ Taking drugs. 

¶ Ridiculing or bullying. 

¶ Making suggestive remarks or gestures towards students, or colleagues while students are present. 

¶ Socialising during working hours. 

¶ Making or receiving personal calls during contact time with students. 

¶ Mixing your personal life with your professional role at work. 

¶ Pursuing personal relationships with students or their guardians. 
 
Staff must ensure that they are never alone with just one student; this is not only for the studentôs protection but 
also the staff members. All accusations made and incidents that occur will be taken seriously and a thorough 
investigation carried out. In cases where a staff member is found to be in breach of our Child Protection policy 
we will follow disciplinary and grievance procedures as detailed in this handbook. 
 
Professional boundaries not only extend to how we act and respond to the needs of those in our care, but also 
to how we, as individuals, work together to show professionalism, commitment, legal duty, obligation and 
responsibility to the summer school. 
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Perso nal Relationships at Work  and Personal Visitors  

 
We recognise that some staff working together may be related, have a family connection or hold a close 
personal friendship with another staff member. Whilst we do not wish to interfere with these personal 
relationships, it is important to ensure that staff behave in an appropriate and professional manner at work. 
 

This policy covers all Manor Courses staff and relates to behaviour and conducts both within the workplace and 

any work-related setting outside of the normal workplace, such as excursions and staff meetings. Staff must 
remain aware that they are employed in a residential environment with minors and their actions may be 
influential to others, may cause offence and can have serious repercussions. 
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Staff involved in personal relationships must not: 

¶ Allow that relationship to influence their conduct while at work. 

¶ Engage in intimate behaviour during work time, e.g. kissing, touching, holding hands.  This applies to 
duties carried out both on and off campus. 

¶ Share beds or bedrooms in a student boarding house. 
Staff members who have a family connection or embark on a close personal relationship with a colleague during 
summer school must declare this relationship to the Directors. This information will be recorded and treated in 
the strictest of confidence.  
 
Staff who wish to have visitors must obtain prior consent from the Directors and may be required to pay a fee 
towards the accommodation of their visitor should they wish to stay overnight. All visitors will be required to sign 
a declaration of Child Protection and confirm understanding of our company policies and procedures before they 
are allowed on campus. If prior consent of a visitor is not obtained staff may face disciplinary action as Child 
Protection and Health & Safety regulations will have been contravened.   
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Smoking & Alcohol  

 
Part of our Professional Boundaries Policy states that staff will not smoke or consume alcohol in the vicinity of 
students. While we accept that staff who are on an evening off may wish to socialise, we must enforce strict 
regulations surrounding this, for example restrictions on where social activities may take place. This is to help 
protect our students and to avoid any undue influences on them. The following rules must be adhered to in order 
to ensure that social evenings are allowed to continue during the summer school. Failure to adhere to these will 
result in disciplinary action and/or dismissal: 
 

¶ Smoking is only permitted outside of the campus boundaries ï Hurst College is considered a ópublic 
placeô and therefore is a óno smokingô campus. 

¶ Alcohol may only be consumed in the Staff Room between 8pm ï midnight. There is to be NO alcohol 
consumed at any other time or location on campus. Staff found to be contravening this rule will have 
disciplinary action taken against them and in some instances this may result in dismissal. On scheduled 
(by the Directors) staff social nights the location and timing may change, with strict enforcement by the 
Directors and Security Guard. 

¶ Alcohol must not be kept, or consumed, in any of the residential houses.  The Staff Room and Directors 
office are the ONLY places on campus that alcohol may be stored. 

¶ Staff must not consume alcohol in the presence of students, or come into contact with students after 
having consumed alcohol, except in a case of emergency. 

¶ Alcohol may only be consumed by a staff member once all their duties for the day are finished. 

¶ Staff who have consumed excessive amounts of alcohol and are deemed by the Directors to be unfit to 
carry out duties will be considered to be in breach of Working Rules and Regulations. This may result in 
loss of salary for duties missed and in disciplinary action being taken due to misconduct and poor 
performance.  In some instances we may consider dismissal. 

¶ Our Smoking & Alcohol policy is subject to change without prior notification. Any changes to this policy 
will be notified to staff by the Directors and compliance with these changes is expected in line with our 
Policies and Procedures. 
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Staff Disciplinary Procedures  

 
Manor Courses requests that staff observe and abide by all the rules and regulations set out in the Policies and 

Procedures above, and any reasonable instruction given by Manor Courses or its representatives during the 

summer school. Failure to perform in accordance with the guidelines, or any disruption to the harmonious 
running of the summer school in any way, may result in dismissal and termination of an employeeôs contract.  In 
such cases a procedure will be followed, allowing time for an investigation to be conducted, evidence to be 
obtained and the employeeôs case to be heard.   
 
Procedure 

¶ Any allegation of misconduct or breach of rules will be investigated fully before disciplinary action is 
considered, but an informal verbal warning may be given in advance. 

¶ If the result of such investigation leads the Directors to consider disciplinary action advance notice of 
this will be given in writing, setting out the date of the hearing and the allegations in full. 
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¶ A hearing will then be arranged to discuss the alleged misconduct and allow the staff member in 
question to present their case and call any witnesses if required.  The staff member has the right to be 
accompanied by a work colleague of their choice or a Trade Union representative if they wish. 

¶ At the end of the hearing the staff member will be advised of the outcome of the hearing.  This will be 
confirmed in writing, stating their right of appeal. 

¶ Should the Directors decide that the staff member is to be dismissed this dismissal will be with one 
weekôs notice.  The staff member will be asked to leave immediately (usually vacating the campus within 
2 hours) and paid in lieu of the notice period. 

 
Appeal Procedure 

o Staff have the right to appeal against any disciplinary decision if they are dissatisfied with the outcome 
of any disciplinary procedure relating to them. This appeal must be made in writing to the directors within 
5 days of the original decision and should set out the grounds of the appeal.  

o A further hearing will then be arranged by the Director to hear the appeal at which the member may 
again be accompanied by a work colleague or Trade Union representative. The outcome will be notified 
to the Staff member and confirmed in writing. There is no further right of appeal. 

 

39  

Grievance Procedures  

 
Manor Courses are aware that problems and tensions can arise between people at work and if such issues are 

not dealt with and resolved quickly they may well get worse rather than better. Accordingly, we have established 
our Grievance Procedure which staff can use at any time. The purpose of the procedure is to allow staff to freely 
express a complaint/concern with the aim of resolving the issue through discussion and agreed solution.  
 
Staff wishing to have a grievance formally investigated and recorded must submit the grievance in writing to the 
Directors, giving full details of the grievance. A meeting will be arranged to discuss the matter, at which the staff 
member is entitled to be accompanied by a work colleague of their choice, or a Trade Union representative and 
hopefully a resolution will be reached. The outcome of the hearing will be notified to the staff member and 
confirmed in writing. If the matter remains unresolved, staff may appeal against the companyôs response to the 
grievance within a period of 5 days from the date of the decision, and a further meeting will then be arranged 
with a Company Director whose decision will be final. 

 

40  

Personal Property at Hurst College  

 

Manor Courses will not accept responsibility for loss of, or damage to your property whilst it is on Hurst College or 

Manor Courses premises. Please ensure that any electronic equipment, vehicles etc that you wish to bring with 

you are adequately insured. 
 
If you do lose any property, or find someone elseôs property please notify the office without delay.  We will 
endeavour to help as best we can to return missing items to their rightful owners. 
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Health & Safety for all  

 
Our aim is to manage and run a safe, harmonious summer school. To ensure this happens we expect our staff, 
students and group leaders alike to follow the rules and advice given to them by the directors and 

representatives of Manor Courses.  We ask that staff avoid taking óshort cutsô when carrying out their duties, safe 

working systems have been put in place by the Directors to ensure everyoneôs safety and well being. 
 
Staff & Student Welfare 

¶ All students and non-UK staff are advised to come to the UK with travel insurance. 

¶ We have enrolment forms from all óPrivate / Direct Studentsô with their personal details and conditions on 
paper. Parents are responsible for making the directors aware of their concerns in advance. 

¶ We endeavour to make direct contact with parent/guardian/agents a.s.a.p. regarding health or discipline 
issues with students. 

¶ We have an on-site Nurse (Authorised 1
st
 Aider) for staff and student medical issues. Sports injuries can be 

dealt with by a first aid trained Sports Leader or the Nurse. 

¶ Staff or students who feel unwell are assessed by the Nurse and a doctorôs appointment may be made if it is 
deemed necessary. 

¶ We have a step-by-step disciplinary action procedure for students breaking the rules. 
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¶ Risk Assessments have been carried out for all areas of the Hurst College campus, all components the 
activity programme and for each excursion.  Emergency procedures for all anticipated problems are outlined 
in our risk assessment documentation which can be found in the office and is available to read on request. 

¶ Our Health & Safety policy can also be found in the office.  We ask staff to observe advice such as not 
moving/lifting/pushing/pulling any heavy boxes or equipment, for their own safety. 

¶ Students are advised to visit the office when they have problems/questions. 
 
Staff Responsibilities in Minimising Risk 

¶ All staff attend a Child Protection seminar during the Induction Course to make them aware of the UK Child 
Protection laws and a CRB check will be carried out for all new staff. 

¶ Staff attend a Health & Safety Policy presentation and Fire Procedures briefing during the Induction. 

¶ Staff are requested to use their best judgement/attract attention of another member of staff for help/get a 
message to the office in situations deemed to be threatening to the staff member or students.  

¶ Daily duty checklists are completed by all staff and kept on record; this is to ensure appointed duties are 
being carried out in line with contracts and our Health & Safety policy.  

¶ All staff duties are monitored by Line Managers and Directors and in cases of negligence action will be taken 
to rectify the situation. 

¶ Staff are required to read the handbook and attend an Induction course before commencing employment. 

¶ Staff on duty are identifiable by their company T-shirt and ID badge. 

¶ Group Leaders must be aware of their studentsô health issues and be able to translate safety messages in 

English. Group Leaders are not Manor Courses direct staff but are expected to act as responsible adults. 

¶ Hurst College Staff are all CRB checked.  
 
Communication between Staff & Directors 

¶ The office is open 8am ï midnight and can be contacted by phone outside of these hours. The Directors are 
resident and can be relied on at anytime. The Directorsô and office telephone numbers are displayed around 
the College. 

¶ The Directors have regular meetings with staff to communicate information and to listen to staff suggestions, 
queries and concerns. 

¶ Staff may use the suggestions box to make anonymous feedback which we aim to react on as and when 
possible. 

¶ The Induction Course provides opportunity for Q & As before the students arrive, and a post-Induction 
questionnaire allows suggestions and comments to be made by staff.  

¶ Staff must always consult the Directors before involving the police in any incident. The Directors will fulfil the 
legal obligation to inform RIDDOR (www.hse.gov.uk/riddor) after any injury or dangerous occurrence. 

 
Safety on Campus 

¶ We have an on-site private security firm operating from 9pm-midnight daily - the security guard is CRB 
checked.  

¶ Students receive a map of the campus and have weekly orientations to make sure they are fully aware of 
emergency fire procedures and assembly points. Hurst College complies with requirements of the 
Regulatory Reform (Fire Safety) Order 2005 and is inspected regularly. 

¶ The catering company at Hurst College, Sodexho, are registered as a óFood Business Establishmentô, 
abiding by Environmental Health laws in the kitchens and dining room.  

¶ A member of staff is on-duty in each residence throughout every afternoon, evening and night.  A register, 
first aid box, torch, whistle and two-way radio is given to each duty person in the residence and should be 
used in cases of emergency.  

¶ There are public roads running through the campus. Staff will indicate recommended crossing points during 
campus orientation.  

¶ Staff/students who notice anything on the campus that needs repairing/fixing or replacing should inform the 
directors who will raise a ómaintenance requestô with Hurst College. 

¶ There may be some construction work around the campus during the summer.  These works are undertaken 
by contractors and all safety precautions will be in compliance with applicable laws. 

¶ To comply with health & safety policy all staff, group leaders and students bringing electrical appliances or IT 
equipment must ensure it has been checked by a ócompetent personô in the last 24 months. A Hurst College 
electrician can do this for staff during the Induction is a member of staff requests it. 

 
Safety off Campus 

¶ During orientation students are given advice on crossing roads and can find information about UK traffic, 
road crossings and safety precautions in the office. 

¶ All excursion destinations are visited by the Directors for reconnaissance purposes and to assess suitability 
for inclusion in the programme. One of the Directors attends every excursion and is ready to deal with any 
problems/emergencies that arise, e.g. unlawful behaviour by students or locals, accidents, missing students, 
lost property, theft etc. 

http://www.hse.gov.uk/riddor
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¶ Our ratio of supervisors (Manor Courses staff and Group Leaders) to students complies with HM Government 

(DfES) recommended ratios for parts of the day (walking between coach drop-offs and site-seeing spots & 
town centres) but students are given free time for shopping. Supervisors are provided at 1:8 for Juniors (6-
11yrs) and 1:15 for Seniors (12+ yrs). 

¶ Our regular contracted coach companies, Sussex Coaches & Premiere Coaches, undergo daily safety 
checks. 

¶ óPrivate / Direct Studentsô and some groups are met at airports by Manor Courses representatives who assist 

them with transfer to a private coach/mini-bus and will often accompany them back to Hurst College. All taxi-
drivers we use have CRB Disclosure. 

 
The Companyôs Insurance, Associations & Training 

¶ Manor Courses Ltd  has full Public Liability Insurance through Ecclesiastical Insurance.  

¶ Staff are trained in Child Protection and/or Emergency First Aid, fire and emergency procedure as well as 
Health & Safety during the Induction Course. 

¶ Manor Courses employ Northgate Arinso Employment Services for Employment Law and Health & Safety 

advice. 

¶ The Directors attend regular workshops on Employment Law, Health & Safety, Child Protection, First Aid 
and other relevant management training. 

¶ The company is a member of Fair Play (Child Protection Programme) who act as our umbrella group for 
CRB Disclosure checks.  All Directors have undergone CRB Disclosure checks.  

¶ We liaise regularly with other local bodies concerned with assisting foreign language students in the 
Brighton area through the Brighton and Hove ELOLG (English Language Organisation Liaison Group). 

¶ We have printed information available for consultation in the office from: Sussex Police; Brighton & Hove 
Racial Harassment Forum; Suzy Lamplugh Trust (National Centre for Personal Safety); NSPCC; Childrenôs 
Safety Education Foundation; HSE (Health & Safety Executive); NHS (Children & Young Peopleôs Trust); St 
Johnôs Ambulance; DfES (Department for children, schools and families); Department for Transport; 
Brighton and Hove City Council (environment and transport department); ACAS (Advisory, Conciliation and 
Arbitration Service); Fair Play (Child Protection Programme); First Business Support (Employment Law, 
Health and Safety). 

 

42  

Staff Support , Non -Har as sment  & Equal Opportunity Policy  

 

Manor Courses recognises harassment in the workplace, in any form, is unacceptable and is in most cases 

unlawful. We are committed to providing a harmonious working environment in which the feelings and well-being 
of all colleagues are considered and respected.  Staff are reminded that what may be acceptable to one person 
can be upsetting/intimidating to another and actions need to be considered with others in mind.   
 
Harassment can take many forms including; unacceptable language or behaviour which causes the recipient to 
be embarrassed, offended or feel threatened.  This can range from mild banter to actual physical violence.  The 
following examples outline the type of behaviour we consider to constitute harassment for which the 
perpetrator(s) will be liable to staff disciplinary action and in serious cases may be dismissed: 

¶ Coarse or insensitive jokes/pranks. 

¶ Coarse or insensitive comments about appearance or character. 

¶ The display of offensive material ï written or pictorial. 

¶ Abusive, insulting or threatening language. 

¶ Deliberate exclusion from conversations or activities. 

¶ Demands or threats to intimidate or obtain favours. 

¶ Unwelcome familiarity or body contact. 

¶ Threatened or actual violence. 
 
This list is by no means exhaustive. We understand the sensitive nature of complaints of harassment, but would 
urge that if staff feel they are the victim of such behaviour they should speak with a Director or the Welfare 
Manager who will work with them to satisfactorily resolve the issue.  If the staff member requires, the Grievance 
Procedure can be implemented to help with resolution.  Individuals are assured that should they raise such a 
grievance it will be dealt with promptly in a discreet and caring manner. 
 
Equal Opportunities 

Manor Courses recognise that discrimination in the workplace in any form is unacceptable and is, in most cases, 

unlawful. We have, therefore, adopted an Equal Opportunities Policy to help ensure that all job applicants, 
members of staff, group leaders and students are treated fairly and without favour or prejudice. We are 
committed to applying this policy throughout all areas of recruitment and selection, job deployment and 
promotion during which all candidates are judged solely on merit or ability.   
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The following outlines the key points of the Policy: 

¶ The policy will be implemented in accordance with the Rehabilitation of Offenders Act, the Sex 
Discrimination Act, the Race Relations Act, the Disability Discrimination, Employment Equality (Age) 
Regulations. 

¶ We will ensure that no job applicant or member of staff receives less favourable treatment on the 
grounds of race, colour, nationality, ethnic or national origin, sex, marital status, sexual orientation, 
disability, political opinion, age, religion or belief. 

¶ Each and every member of staff has an obligation to make a positive contribution towards creating an 
environment of equal opportunity throughout the summer school. 

 
The Grievance Procedure is available to any individual who believes that they have been discriminated against, 
and we would urge those individuals to pursue their rights through this channel. 

 

43  

Rules and  Disciplinary Procedures  for Students  

All staff should take the responsibility of keeping a watchful eye on students at all times and please report any 
questionable behaviour or breaking of rules to the Office. The entire environment at Hurst College and our own 
Health and Safety and Child Protection Policy impose high standards on everybody. 
Rules 
The following rules are presented verbally in the Welcome Assembly, on posters and handouts and in the Terms and 
Conditions: 
1. All Students must attend every Lesson and Project session.  If they are ill they should inform a Teacher/Leader. 
2. All Students must be in their House for evening Register at 10:10pm. Lights out and silence at 11:00pm.  
3. Boys are not allowed in Girlsô Houses.  Girls are not allowed in Boysô Houses. 
4. Students are not allowed to leave the College campus at any time, without informing the Directors. 
5. Students must not drop rubbish anywhere. 

6. Students must not steal property from other Students, Manor Courses or Hurst College. 

7. Students must not damage Studentsô, Manor Courses or Hurst College property.  

8. Students must not damage Studentsô or Staffôs health or endanger their safety - this includes bullying Students 
or disrupting Staffôs duties. 

9. No smoking. No alcohol. No drugs. 
Disciplinary issues 

Manor Courses have the right to discipline any student found breaking the Rules or seriously disrupting the 

harmonious running of the Summer School as defined in the following ways: damage to studentsô own personal 

health, the health, safety and property of fellow students, Manor Courses property, Hurst College property, the Manor 
Courses schedule, or Manor Courses staff carrying out their duties. 

The Directors will judge whether damage is considered to be ódeliberateô or óaccidentalô upon viewing and 
investigating it. 
The Directors are the only people responsible for administering ópunishmentsô, and it is dealt with in an Office 
óconsultation roomô with more than 1 adult/staff present, and perhaps another student to accompany the óculpritô. 
Steps 
Students found to be involved in wilful and damaging acts as witnessed/proven/identified by staff or another student, 
or by confession, will be subject to: 
1. Step 1: A verbal warning will be issued by a Director to the students. The student should acknowledge 

comprehension or inform the Director of any misunderstandings of this warning. This acknowledgement may 
involve the student writing a report or offering an apology to the victim. The consequence may be missing an 
Activity Session. 

2. Step 2: If the student is found to be involved in the same or similar acts again, a written warning will be issued, 
again by a Director, and given to the student.  At this stage the parents or agent may be informed.  The student 
must acknowledge comprehension or inform the Director of any misunderstandings of this warning. 

3. Step 3: If the act continues or if the act is viewed as being a serious risk to the other students or staff, we 
reserve the right to expel (or repatriate) the student. They may be repatriated under certain conditions, assuming 
presence of parent/guardian at home. 

Other damaging acts and their consequences 

Anonymous vandalism/theft of Manor Courses /Hurst College/staff/studentsô property or accidental damage:  

¶ At evening register, duty staff will offer the chance for students to confess or admit any knowledge. If nobody 
confesses/admits, all residents (of the house of the victim, suspect or damage) may miss an Activity Session. 
Any results of the above or further investigations will likely lead to the steps outlined. 

¶ Students are recommended to confess any accidents. Once the student is identified s/he may be asked to write 
a report. 

 



MC  Staff Handbook 2010  
 

35 

 

Residential/House and Classroom discipline problems and lateness:  

¶ Classroom discipline may be carried out by the respective teacher. Childrenôs welfare must always be 
respected, so only minor óconstructiveô ópunishmentsô may be given by the teacher, eg. óyellow cardsô and óred 
cardsô, and these may continue until the negative action stops. If it reaches the disciplinary issue definition 
above, it must be brought to the A/DOS/Directorôs attention, and students will be dealt with in the office during or 
after lesson time.  

¶ In-house discipline should not be carried out by the duty staff. Childrenôs welfare must always be respected, so it 
is recommended that staff phone/contact the Directors immediately. Students will be dealt with in the office or in-
house. 

Setting off fire alarms: 

¶ This is difficult to judge whether wilful or accidental and will be dealt with taking advice from the Hurst College 
Fire Officer. 

Breaking UK laws:  

¶ We reserve the right to expel (or repatriate) the student. They may be repatriated under certain conditions, 
assuming presence of parent/guardian at home. 
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The End of the Summer Course  

 
We ask that all staff assist us in ensuring a smooth end to the summer course. Roles will be assigned via 

handouts/staff meetings and will include such duties as packing up Manor Courses resources and property, 

assisting with final departures, check-out and tidying of residential houses. Over the last few days of the course 
Senior Staff / Line Managers will assist with packing, inventorying and designating roles to other staff.   
 
We are usually able to take staff who are leaving the UK to Gatwick or Heathrow airport on the final day, with 
departing students, however we may ask that they assist with student check-ins on arrival at the airport before 
catching their own flight. 
 
All staff are asked to remain on campus and refrain from consuming alcohol on the final night as we may need 
support in dealing with rumours of ófinal night mayhemô from students on this night. This usually does remain as 
just a rumour but we do ask all staff to be vigilant on the last night. 
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What happens after reading the Handbook?  

 
We ask all staff to read the handbook thoroughly before deciding whether or not to accept our offer of 

employment, this ensures that staff who accept a position with Manor Courses are fully aware of all duties and 

responsibilities assigned to them over the summer and are happy to carry out these duties in line with our 
policies and procedures. 
 
Once the handbook has been read these steps will be followed: 

¶ Manor Courses will make contact within a few weeks after the handbook is sent to confirm that the applicant 

is keen to proceed with a Contract, or to answer any questions the applicant may have. 

¶ Any missing documentation from an applicantôs initial applications (eg, passport scan, photo, certificates) will 

be requested for a final time and should be sent to Manor Courses. These documents are to confirm 

applicantsô eligibility to work in the UK and enable us to verify qualifications, without these we may be unable 
to proceed. 

¶ Once all the above documentation has been received, and written/email confirmation received from an 
applicant confirming the handbook has been read and they wish to accept a position, then a Contract will be 
drawn up and sent out. This will happen early May. 

¶ Staff should sign and return the Contract of Employment, by post, to the Brighton office. 

¶ On receipt of an applicantôs signed Contract at the office, acknowledgement by email will be made by Manor 
Courses. 

¶ Further details regarding the Induction course, the location of Hurst College and what to bring will be sent 
out to all staff. 

 

Manor Courses is happy to address questions, concerns or worries a staff member may have at any stage during 

the recruitment process.  We are committed to ensuring our team is well-informed and happy and will endeavour 
to answer any questions as quickly and accurately as possible. 
 
Further information regarding employee rights or employer obligations can be requested from us at any time, if 
we do not have this information to hand we will happily direct you to a relevant source of information. 


