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Introduction 

About Churchill House  

Churchill House is a privately owned English Language School that was founded in 1971. Its Main school in 
Ramsgate, where adults are primarily taught, runs all through the year and it is also where Head Office is 
based. Churchill House School of English Language branched off more than ten years ago to begin Summer 
Centres. Through that time it has built up good relationships with the private schools that it lets in the summer 
to deliver the summer programme to its juniors. CHSC uses the experience of the main school to deliver a 
strong product to its customers and has built up a good reputation in the industry.  

Churchill House is committed to improving standards for staff and our customers alike. Please see our Core 
Values for more information. 

Accreditations and Memberships 

Churchill House Summer Centres are accredited under the British Council accreditation scheme. We are also 
members of English UK and Young Learners English UK (YLEUK).  

British Council only accredits organisations which meet the overall standard in general management, academic 
management, academic staff profile, premises, academic resources, learning & teaching and welfare. We are 
inspected every four years and ensure our standards are excellent year to year. 

 

 

 

 

 

 

As part of YLEUK, Churchill House is committed to providing a safe and rewarding language learning experience 
for students while in the UK, through a commitment to offering the highest standards of welfare, management 
and teaching. 

Each accreditation is on its own merit and each has their own membership criteria. 

 

  

2018 British Council Inspection Result 

At our last inspection, we were awarded 9 areas of strength which puts us in 
the top 10% of British-Council Accredited schools and makes us one of the 
highest-scoring junior course providers. We would like to thank all those who 
helped us gain this terrific result! 

Important Note: About this Handbook 

This handbook is written as the main reference for all staff working for Churchill House Summer 
Centres, and it contains information about the duties and responsibilities of staff members. All staff are 
required to read the Staff Handbook as a condition of their employment. 

If you have any questions about any of the content of this handbook or your duties in general, please 
email them to: 

Summer.support@churchillhouse.co.uk 

mailto:Summer.support@churchillhouse.co.uk
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Churchill House Summer Centres Core Values 

Activities 
Activities are a large part of our working week so we want everyone to enjoy them – students and staff. 
Activities are an opportunity for the students to use their English language skills socially, which we are here to 
encourage. We all have a role in activities – Teachers, Activity Leaders, and management – so everyone at 
Churchill House will do their best to ensure that the activities are planned well and delivered with enthusiasm, 
so that the students go to bed with a smile on their face! 

Teaching 
Churchill House has a reputation for delivering high-quality English language courses, gained through our 
teachers working hard; planning and delivering professional, well-planned, fun and interesting lessons. 
Teachers must continue that good work and always remember that the aim of the lesson is always to stretch 
their students’ abilities. If at any time a teacher needs support, their teaching colleagues and management will 
do whatever they can to help.  

Student Welfare 
Parents trust us to look after their children while they are in our school. In return we will provide a safe 
environment for them and ensure that they are supervised throughout their time with us. All our staff must 
understand the duty of care they have to the students and provide help, guidance or discipline whenever the 
students need it. 

Management 
Managing a summer school is not an easy task and we must all work together to make it work. The values we 
expect from all management – whether at the centre or Head Office – are fairness, reliability and 
professionalism. Management should always be communicative, supportive and helpful towards colleagues, 
and anyone should feel able to approach their line manager if they have a problem of any sort.  

Customer Service 
We have a lot of customers; the students, their parents, the Group Leaders and the agents that bring them to 
us. We owe it to all of them to provide the best possible service that we can, to be professional at all times, and 
to do all this while being polite and friendly. If a customer has a problem we must all work hard to solve it for 
them, and if we can’t solve it ourselves we should immediately report it to a line manager who can help. 

Working for Churchill House 
Churchill House appreciates its employees and wants to build a long-term working relationship with them. We 
aim to be transparent, professional and supportive to all of our staff, and if any of them has a problem at any 
time, we will try our best to help. 

Accreditations and Trade Organisations 
Churchill House has a long history of participation in movements for the promotion and improvement of the 
English Language industry. As such we are members of English UK and are founder members of Young Learners 
English UK – the English UK special interest group which focuses on improving standards in the younger learner 
sector, and in particular safeguarding/child welfare. 

We are also a British Council accredited provider with separate accreditation for our summer centres. At our 
last inspection in 2018 we received an extremely positive report which can be viewed here, or at the British 
Council website. 

Our participation in these bodies is evidence of our commitment to improving standards across the industry 
and, as such, our staff are encouraged to take an active role in implementing improved standards at our school. 

  

https://www.britishcouncil.org/sites/default/files/churchill_house_summer_2018_reviewed.pdf
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Who does what?  

Centre Staff 

Centre Manager 

The CM has overall responsibility of the effective running of the centre and oversees the academic and activity 
programme and its staff. Within a centre, the CM holds the most authority and responsibility and liaises with 
Head Office daily.  

Director of Studies 

The DOS is responsible for the academic programme and its staff in the centre. They are in charge of the 
Teachers and the implementation of the syllabus to its customers, ensuring Teachers provide schemes of work 
and lesson aims. They will complete drop in and formal observations on the Teachers. They are also expected 
to support the teaching staff and hold lessons for the Group Leaders twice a week.  

Activity Manager (AM) 

The AM is responsible for the smooth running of the activity programme and its staff, making sure CHSC 
customers are enjoying the programme. The AM will have their own staff, Activity Leaders, but will also be in 
charge of Teachers on activities. The AM is responsible for devising a wet weather plan as a back up every day 
activities are running and informing the venue's manager of this to ensure the space is available. The AM will 
observe its staff on activities and excursions to ensure the product their staff is delivering is of an excellent 
standard. 

Senior Activity Leader (SAL) 

Depending on the size of the centre there may be 1 or 2 SALs, whose role is to help the AM organise and run 
the on-site activity programme. Typically, they will be allocated activities to run with the help of other 
members of staff (ALs and Teachers), for whom the SAL acts as team leader.  

Teacher 

The Teachers are responsible for providing English language tuition to CHSC students in a fun, dynamic, 
structured and understandable way using the syllabus and materials provided (although other materials can be 
used in consultation with the DOS).Teachers are also responsible for organising/leading activity sessions and 
excursions, working with Activity Leaders. As for all other staff, Teachers have pastoral care/supervision duties 
in in the accommodation buildings e.g. meal supervision, lights out duty. 

Activity Leader (AL) 

The AL is to help the AM with the planning and implementation of the activity programme at the centre. Each 
activity will be staffed with the correct number of adults to ensure the safety and supervision of the students. 
The AL will use their skills and background to ensure that the students have a fun, enjoyable and safe time with 
us.  

ALs also play a key part in pastoral care/supervision e.g. wake up duty, meal supervision, lights out/night duty. 

Student Liaison Officer (SLO) 

Student Liaison Officers (SLOs) are responsible for providing support and supervision to students at our schools, 
particularly those travelling without a Group Leader. SLOs are not solely responsible for looking after students – 
all staff members are required to take part in supervision duties – but will meet with students regularly to pass 
on information and handover responsibilities where necessary. SLOs will also accompany students to act as 
their Group Leader at key times such as Full Day excursions and medical visits. 
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Centre Administrator 

Not all centres have a CA but where they do, their role is to assist the management team by 

collating/distributing key paperwork and to deal with any enquiries in the centre office. They are responsible 

for staffing the office on a fixed rota and will have a role in student supervision duties. 

Customers 

Group Leaders (GL) 

Group Leaders are the designated adult that the agent/parents have put in charge of their group of students. 
They can only be held responsible for the students within their group. They are responsible for supervising their 
group, particularly in the accommodation and on excursion, and will act on behalf of their students in 
communications with the school. They are to be available for meetings with the CM/DOS/AM (at scheduled 
times) and must be contactable 24/7. 

Group leaders are either customers or representatives of the customers, and as such should be treated with 
respect by all staff. Relationships with GLs should be friendly but always professional. 

Visiting Agents 

Occasionally we have agents visit the centre to check on their groups or to view the centre for later groups. 
They will have no duties while on-site and must be accompanied by a member of staff. 

Head Office Staff 

Within CHSC there are several Head Office staff who are here to support you through your summer and may 
visit the centre:  

Summer Centres Director 

The SCD is the most senior manager within CHSC and is responsible for all summer centre operations. The SCD 
has overall responsibility for recruitment, venue relations, staff/student discipline and the delivery of the 
Churchill House product to its customers. Any operational or staffing issues can be escalated to the SCD if they 
cannot be managed at the centre. 

Deputy Summer Centres Director 

The DSCD is responsible for implementing the school’s policies and procedures and ensuring deadlines, given to 
centres, are met. Liaising with venues and taking enquiries from Centre Management. Taking direction from 
the SCD. 

Activities & Events Coordinator 

The Activities & Events Coordinator is responsible designing the activity programme, preliminary booking 
excursion venues and coaches, supplying activity materials, providing sage advice to their employees, assessing 
the implementation of the activity programme in the summer. Has overall responsibility of the activity 
programme and how it is run through their staff.  

Safeguarding Roles 

The designated person in charge of safeguarding at the summer centre is the Centre Manager 
of the centre. It is their responsibility to ensure the Child Safeguarding policies are 
implemented to help protect children from all forms of abuse and neglect and create a safe 
environment for students. 

Designated Lead (DL) is based at Head Office and their role is to offer advice in any situation 
arising relating to Child Safety concerns and take charge if a safeguarding problem is raised. 
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Transfers Team 

Airport transfers for students and groups are managed centrally by the Head Office Transfers team, who will 
make the necessary bookings for the centre and arrange couriers for arrivals into the London airports. 

Summer Support Coordinator 

Summer Support provides a single point of contact for customers to Head Office, so that we can better manage 
any problems. For instance, a parent could contact Support to ask about their child’s lessons and Support 
would check with the centre before replying to the customer.   

Summer Centres Sales Team 

The Summer Centres Sales Team will visit centres through the summer to predominantly meet Group Leaders 
to ensure their visit is up to their satisfaction and what they have been sold.  

About our Courses 

Residential Courses 

Our predominant products are Residential Courses. This means that we let a private school or college and use 
their facilities, including accommodation, throughout the summer weeks. A standard residential course 
includes 15 hours of English tuition, one full day excursion, one half day excursion, three afternoons of 
activities and an options day meaning they could decide to go out of the centre on another trip or have more 
activities. Students will eat, sleep and participate on activities on site.  

All of our centres are of a good to high standard of accommodation and facilities with helpful venue staff.  

Homestay Courses 

We hold Homestay courses in Ramsgate. They differ to residential courses in the fact that students stay with a 
homestay family, they eat dinner with the homestay family (generally 5 times a week) and eat at the centre 
only for lunch (on class days) and two evening meals. All breakfast meals are with the family. This type of 
course allows the student to integrate with British people in a family setting. Homestay students generally only 
come to the centre for two evening activities (the nights they eat there) otherwise they have their evenings 
with the family. 

Starting Work 

Arrival at the Centre 

Staff should ensure that they arrive at the centre in time for induction on the first day of their contract, which 
starts at 12:30. Please note that the first meal on arrival is dinner, so please plan to eat lunch before you arrive. 

What to Bring 

It’s best to travel light when you come to summer school – apart from having to carry everything you might 
also find yourself having to change bedrooms during your stay, so you might have to pack/unpack things again. 
You will need to bring appropriate clothing for teaching (if applicable) and taking part in activities (e.g. sports 
kit) – see ‘Dress Code’ for more information. 

We recommend that staff do not bring valuables to the school. 

Churchill House requires all staff to present the following original documents at their induction session: 

 Passport as proof of ID (for Safeguarding reasons) 

 Teaching certificates (if applicable) 

 Degree certificate 
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 Coaching or First Aid  certificates 

Important note: we must see the original documents, not photocopies, or you may not be allowed to start 
work. If you don’t have suitable ID on arrival you won’t be able to work and will be asked to leave the centre. 

Accommodation 

Residential staff receive full board accommodation in the student accommodation houses as part of their role 
in student supervision. Please be aware that you may be asked to change rooms several times during the 
course as student numbers/supervision needs change. In busy weeks we might not be able to offer all staff 
single rooms, so you may be asked to share a room with a colleague. 

When you move in to a room, please check it for damage or maintenance issues because you will be 
responsible for the room and the venue may charge you for any damage they find. 

Most of the accommodation we use is of the ‘standard’ type of room, which doesn’t have a built in bathroom, 
so staff have to share a bathroom/toilet with others. However, for safeguarding reasons adults are not allowed 
to share bathrooms with students; we always allocate a completely separate bathroom (not just the cubicle) 
for adults. 

Staff Induction 

All staff must undergo a full induction before they can start work. Typically, this induction takes 6 hours and 
includes: 

 Health & Safety training 

 Introduction to company policies 

 Child safeguarding and Prevent training 

 Campus orientation 

At the end of the induction session you will be given the opportunity to ask questions and once you are 
satisfied that they have been answered you will be asked to sign a form to confirm that you have received the 
induction in full and that you accept the company’s code of conduct. 

During your induction your line manager will check and photocopy your ID and any qualifications required to 
perform your role. You will also be asked to complete and sign a self-disclosure form relating to the Children 
Act 1989 and your suitability to work with children/young people. 

Schedule for your first sessions of work 

By the time you are inducted the rota will be posted on the wall of the staff room noticeboard. Most staff are 
inducted before students arrive at the centre, so it is possible that you won’t have to work immediately and 
teachers might be given the following day off completely, depending on the centre’s needs. Equally, you might 
be needed to work immediately after you’re inducted, so it pays to be prepared! 

  

  



©Churchill House 2019 7 

Working in a Residential School 

Since you may not have worked in a residential summer school before, here is some guidance on what to 
expect. 

About the venue 

Churchill House venues tend to be independent schools which we hire for the summer. The school provides us 
facilities, catering and services, so their staff are still on-site throughout our let and all CHSC staff must treat 
them with respect during their stay. 

Living alongside students 

Staff are accommodated in the same accommodation buildings as students and Group Leaders, which means 
that you have to behave professionally at all times. For instance, while staff don’t share bedrooms with 
students, you may be in the next bedroom to one, so you won’t be able to play loud music after lights out. 
Importantly, you must remember that you are always visible (or audible) to students, so you must be careful to 
maintain your own privacy. 

Contact with students also leads to Safeguarding issues – please read the Safeguarding Policy carefully. 

Dealing with summer school life 

Summer school is a very rewarding but demanding environment to work in. It is not a 9-5 role that you may be 
used to as we are responsible for the students’ welfare 24/7 for the entire time they are with us. Even if you 
are off duty, and you are in the vicinity of something happening (students out of their room after lights out, an 
accident etc.) you are in a position of duty of care and it is your responsibility as an adult to aid the situation 
however possible.  

We know it is a demanding role that is why we ensure an open door policy to your line manager. Your Centre 
Management team are there to help you and if you feel overwhelmed please speak with them or a returning 
member of staff for advice. We do not want you to feel isolated or alone in the workplace.  

Tips for making life easier in summer school: 

 Don’t feel the need to hang around the staff room in your free time as it’ll feel like you’re never away 
from it – go away and relax 

 Don’t burn the candle at both ends. You need to find a balance of social life, work and relaxation 

 Use the support of your line managers. If you need help, ask for it.  

 Check the rota at the start of the week and plan your free time around it. If you’re a teacher, don’t 
forget to schedule lesson planning time. 

Time Management 

Timing is an important factor in summer school e.g. It is important to ensure your lesson or activity begins and 
ends when it is meant to. Supervision ratios are measured on this time and it is your responsibility to ensure 
they are adhered to. Should an activity end earlier, students are more likely to wander off and not be 
accounted for, which could put the students safety at risk. Please make sure you see your programme for the 
beginning and end time and do not end activities early and wherever possible don’t end activities late.  

It is also important to note that as a staff member you need to be on time and already prepared for your 
session. If you are teaching, this will mean that the lesson is prepared and the scheme of work has been signed 
off by the DOS. If you are on activities, this means that you will have met the AM and been briefed on your 
duties for that session. You are not to wander off an assigned activity and must stay on duty to supervise the 
students. If you need something, please call the AM with the problem rather than leaving the students 
unaccompanied.  
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Staff Sickness 

Summer school is staffed dependent on the amount of students booked on the course. If one person is sick or 
late for a duty, this can impact on the quality of the product we deliver to the students. We request that you 
give as much notice as possible if you are feeling unwell or believe you will be late for a duty, the minimum you 
should give is an hours’ notice. If you are an EFL Teacher, we would preferably know the night before, in order 
for us to find adequate cover for your class.  

If your illness is contagious, we ask you to take extra precautions and understand that we may ask you to limit 
your contact with others until a time that you are not contagious any longer.  

CHSC does not pay sick pay, so you will only be paid for those sessions you have worked (i.e. if miss an activity, 
this will be deducted from your pay). Alternative duties may not be provided.  

Practicalities 

Laundry 
A laundry service at the centre is available for staff use. Your clothes must be named with either name tags or a 
laundry pen. There will probably be a set day to hand in your laundry and a set day for it to come back, so you 
should plan your weekly wash! Alternatively, some centres have private washing machines available. These are 
to be used at the discretion of the centre and at your own risk. No consumables (such as detergent or softener) 
will be provided by Churchill House.  

Be aware that laundry services aren’t perfect and the school and Churchill House will not accept any 
responsibility for lost/damaged items.  

Meals 
Meals are provided at set times in a summer school, with everyone eating in the same dining room so 
professional conduct is important. Staff should set a good example to the students by not pushing in to the 
queue (we can make exceptions if staff have to work immediately after eating), restricting waste and cleaning 
up after themselves are important. 

The school will provide a variety of meals with choices of meat or vegetarian options. However, if you have any 
dietary needs – for instance if you are allergic to certain products – please let your Centre Manager know on 
arrival so that they can inform the catering department (ideally before through the Recruitment Manager). 
CHSC and the venue will do as much as possible to take your dietary needs into account although we cannot 
provide alternative dining arrangements.  

On full day excursion days and Arrival/Departure days (Sat/Sun or Sun/Mon depending on the centre) packed 
lunches are provided for everyone, so if you are off duty you need to collect your lunch in the morning. 

  

Important Note: Venue Rules 

While all staff are subject to CHSC company rules, please remember that you will also be subject to 
the rules of the host school while onsite: 

 Venues retain the right to enter rooms during our let to enable them to clean and check the 
room 

 No venue allows smoking in any campus building and may not allow smoking on campus at 
all. Schools are particularly forceful in the application of their smoking policies. 

 Many campuses completely ban alcohol (as do Churchill House) and cleaners may confiscate 
any they find 

 Venues retain the right to ask staff or students to leave campus immediately if they find that 
rules have been broken. 
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Damages/Maintenance 

Anyone who causes damage to property at the venue, whether staff or student, will be asked to pay for that 
damage. 

It is your responsibility to be vigilant and watchful of any person on site causing damage to the venues property 
(accidentally or on purpose). If you witness damage being done, it is your duty to take the students directly to 
the centre office, so the Centre Manager can deal with them (take their names, call their GL, tell them they will 
have to pay for repairs, retrieve the money from them). If you notice damage after the fact, please report it to 
the Centre Manager – giving details, where, what, and what time you first found it. Any person who has caused 
damage will have to pay for it to be fixed/replaced, this includes staff members.  

Whilst walking around the site, if you notice any item needing maintenance, please report it directly to the 
Centre Manager who can get in touch with maintenance at the centre and have it fixed.  

Supervision Duties 

Student supervision and pastoral care duties are crucial in any school environment and all staff members – ALs, 
teachers and management - are required to carry out some supervision duties. Supervision duties are 
scheduled on the rota and must be carried out with the same level of professionalism as any other duty; staff 
should turn up on time and actively take part in the duty.  

How to supervise - Advice to staff 

It’s important that supervision duty is done in the right spirit; we need students to be well-behaved and safe, 
but we don’t want to make them feel as if they are in a prison. Our advice to staff is: 

 Read and work to the Code of Conduct/Advice to Staff set out in our Safeguarding policy. These policies 
are there for your protection as well as the students’. 

 Be polite and good-humoured 

 Challenge any behaviour that you think is wrong but remember that the students might not know it’s 
wrong at the time – you might need to explain why. 

 If you need support, call on colleagues, management or Group Leaders. 

Important note: As a responsible adult you are responsible for the health, safety and well-being of the 
students. If anything happens you are required to respond, even if you are not technically on duty at the time. 

Supervision Duties on the Rota 

There are several different types of duty on the rota, which happen at different times of day and in different 
places, so the staff role may be different in each case.  

Teaching 
Teaching is an important part of our supervision regime; it is three hours where students should be supervised 
in a controlled environment. All lessons should start and finish on time – if they finish early students will be 
going into an unsupervised area. Teachers should not leave their class during lesson time, so they should 
ensure that they have everything they need before they start the lesson.  

Activities 
Activity sessions must be very closely supervised as they tend not to be in closed environments and we need to 
avoid giving students opportunities to slip away. Key issues in activities are: 

1. We must supervise students from the meeting point to the place of the activity. The activity location 
may be across roads which students cannot be allowed to cross unsupervised. This means that they 
must not be allowed to arrive late or depart early. Latecomers must be met at the meeting point by a 
‘backstop’ and taken to the site of the activity. 
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2. During an activity we have to ensure that students are safe – activities may have risks associated with 
them which we need to plan/operate our activities to avoid e.g. in Arts & Crafts we have to control the 
use of scissors 

3. Always be aware of the possibility of students trying to slip away or misbehaving – do not get so 
involved in an activity that you cannot supervise, unless you have someone else to help. 

Wake Up Duties 
Usually Group Leaders are responsible for checking that their students are awake and ready for class in the 
morning, with the SLO (Student Liaison Officer) looking after any Individuals. However, additional staff 
members may be assigned to help.  

Wake Up duty is based in the accommodation buildings and involves supervising the students until they have 
left for breakfast. If you think that students are still in their rooms, knock on their doors to check if students are 
awake. 

Do not leave the accommodation building until you are relieved or the building is completely empty of students 
(i.e. you’ve done a sweep of the building to check it’s clear).  

Breakfast/Lunch/Dinner Duty 
All meal duty involves supervising the queue, helping students understand their menu choices and ensuring 
that students clear their plates after they finish eating. Staff are assigned to meal duty in pairs so that they can 
take supervision in turns.  

Generally speaking, the cover needed is dependent on the meal: breakfast is quiet, lunch is very busy and 
dinner is a little bit calmer as there aren’t usually any homestay students. 

Note: Teachers are not usually assigned Breakfast Duty on teaching days 

House Time 
Either side of lunch and dinner are periods of House Time – time when for students are allowed to return to 
their accommodation buildings to change, relax and phone home. However, they can only return to their 
accommodation if the building is adequately supervised so we schedule staff to supervise each house.  

It is extremely important that House Time is actively supervised to prevent students leaving the site, causing 
damage or misbehaving. 

Staff on duty may not return to their own rooms during House Time; they should remain visible and actively 
looking for potential problems. Staff may be asked to carry out useful tasks in the accommodation building 
during House Time e.g. damage checks. Group Leaders should also be present and can be called on to help. 

Note: House time duties may not all be the same length and may be split between staff members. Please check 
the rota carefully. 

Lights Out Duty 
Lights Out duty covers the hour after the evening activity, when students should return to their 
accommodation and prepare for bed. By 11PM all students should be in their own bedrooms and staff should 
be actively patrolling the corridors and asking them to return to their rooms. 

Students are often still excited after evening activities so it is important to remain calm and good-natured with 
them. However, towards the end of the hour we should aim to have them all in their own rooms. 

While it’s called ‘Lights Out’, if students are quietly talking with their roommates, there is no reason to 
interfere. 

Night Duty 
By the end of Lights Out, students should be in their own rooms, so this duty is less heavily staffed and should 
be more about maintenance. Night duty ends at midnight, by which time the building should be quiet and the 
person on Night Duty can go to bed. However, they will be the advertised point of contact for anyone with a 
problem and are expected to attend any problems occurring during the night. 
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Night Duty is covered by a combination of management, SLO’s and Activity Leaders during the week as 
Teachers need to be rested for morning teaching duties.  

 

  

Employment where the DBS process is incomplete 

Where it has not been possible to complete a DBS before the employee starts work, restrictions on 
their working arrangements will be decided by Head Office and implemented by the Centre Manager. 

Options include: 

 Cancelling the contract 

 Delaying start date 

 Allowing the employee to work with increased supervision and no unsupervised access 
to children/young people 

While it is possible to employ someone to work with children without a DBS check, this is not 
our intention, and it is only acceptable if we can arrange circumstances where they can work 
with children with adequate supervision.  

Decisions on whether to continue to employ people without a valid DBS should be escalated 
to the SCD at least 7 days before the person is due to start work, to give time to rearrange 
staffing/contracts if necessary. A final decision will be made no later than 48 hours before the 
employment contract is due to start. 

Factors affecting this decision may be: 

 Completion of other checks e.g. COGC, good references received 

 Checkable UK work record 

 Evidence of a clear List 99 check 

 Legitimate reason for late clearance 

 Employee’s compliance in the employment process e.g. completing documents on 
time 

In the event that the decision is made to employ someone without a complete DBS check it will only 
be done where: 

1. The line manager is informed and is able to put suitable supervision procedures in 
place 

2. There is no suspicion that the employee is unreliable or poses a safeguarding risk e.g. 
they have fully complied with the recruitment process and completed their DBS 
documentation in good time 

3. Procedures set out in the Staff Handbook for staff without a valid DBS check are 
followed and the employee complies with the restrictions put upon them. Any failure 
to comply will result in the termination of their contract. 
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Teaching – Staff Responsibilities  

Churchill House offers courses for 8 to 17 year olds from around the world. All our students study English all 
year round at their normal school, so they often have a good background knowledge of English. Our role is to 
give them an opportunity and environment to practise their language skills, improve their fluency, raise their 
confidence levels and boost their motivation to learn the language. 

Churchill House does not specify any given method of teaching but encourages teachers to take an eclectic 
approach to language learning. 

Teacher Duties and Responsibilities 

Professionalism 
Teachers are expected to be professional at all times and be a positive role model for their students. This 
includes being punctual, dressing in line with the company dress code and obeying classroom rules themselves 
e.g. not eating/drinking in class.  

Teachers are required to prepare and teach lessons which should be prepared and delivered in line with 
company standards set out in the Teacher Handbook.  

Teachers should be fully prepared and in their class rooms at least five minutes before the lesson is due to 
start. Once the lesson begins the teacher should not leave it unattended i.e. they can’t go out of the room to 
fetch extra material (In an emergency the teachers should call the DOS or another staff member for help). Nor 
can students be allowed into class rooms unsupervised. 

Lessons must start at the published times, and breaks between lessons should start and end at the allotted 
times. Similarly, lessons should end at the correct time: neither finishing early, nor running over. If a lesson 
overruns for whatever reason, the teacher must get the students back in the classroom to start the next 
session at the scheduled start time. 

Teacher Meetings 
Teachers are required to attend the morning briefing meeting (on every morning when there is teaching; and, 
in the case of St. Lawrence, every afternoon when there is teaching in addition). The briefing meeting should be 
about 10 minutes long and it is recommended that it is at a set time, approximately 30 minutes before classes 
are due to start. 

Lesson Planning and Preparation 

Teachers are contracted for 48 hours work per week but only 41 hours are scheduled on the rota. The 
remaining 6 hours are to cover planning/preparation time, which teachers need to organise around rota duties 
themselves, and training sessions. You also receive 1 hour to cover meetings and CPD sessions. 

All lessons must be planned in line with company policies and in good time to start the lesson. Any preparation 
the teacher needs to do (e.g. photocopying, cueing recordings) should be done before the lesson starts, not at 
the last minute; queues at the photocopier are no excuse for failing to prepare lessons.  
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Planning and recording lessons 

Teachers are provided with a syllabus for their main input lessons (the first two hours of each day) and are 
expected to select language points and materials from it, then prepare appropriate lessons to work on in class.  

 

NOTE: Guidelines on selecting materials and lesson planning can be found in the Teacher Handbook 

Paperwork – Reports and Certificates 

The DOS will inform teachers of the student course reports and certificates required of them each week. The 
teacher is then responsible for ensuring that these documents are then completed and returned to the DOS in 
good time.  

Syllabus

•Provided by Head Office, this identifies key language areas and recommended 
materials for the language point/level/age group for each week of the syllabus 
(labelled A to D). 

•Recommended materials are identified for each language point. These materials 
are provided by Churchill House and can be copied in line with Copyright 
Licencing Agency rules (see the sign above the photocopier). 

•The syllabus includes a tick box for work covered for reference by the DOS/later 
teachers. Planned replacement materials should also be listed.

Select 
materials

•Materials should be suitable for the age group and level taught, should be 
suitable for teaching the chosen language point

•Teachers can choose to supplement  the materials listed in the syllabus but 
replacement materials should never be more than 40% of the course. All 
replacement/supplementary materials shoud be recorded on the  Syllabus

•Materials can be photocopied  from books where allowed - see policy on  
photocopying and discuss with the DOS before you start copying

Lesson Plan

•All lessons must be adequately planned. A formal lesson plan template is 
provided but this is only required for observed lessons

•The lesson plan should include stated aims/language areas to cover and list 
materials used

•The syllabus lists more content than necessary for the week; the teacher is 
expected to identify the language areas they feel the group need to work on. 

•All skill areas should be covered during the day's lessons e.g. pron., fluency, 
writing

Recording

•Teachers must record all materials used in the Record of Work Done for future 
reference by the DOS/other teachers

•Copies of replacement/supplementary materials should be stored with the 
register in the class folder
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Teaching 

Multi-Lingual Classes 

While we do have some monolingual closed groups, most of our classes are multilingual and could comprise of 
students from Europe, Asia, Africa or Latin America, which can be highly motivating for students. Different 
nationalities present different challenges for the teacher as the students are used to different teaching 
environments and can be culturally quite different e.g. Israeli students can be quite fluent and uninhibited 
learners, but could share a class with quieter and less confident Asian students.  

Tips for working in multi-lingual classes include: 

 Remember that students may be quiet but they might have a lot of knowledge of the language. Don’t 
assume that you should lower the level of the class because they aren’t talking – try Test-Teach-Test. 

 Rearrange your class to pair with different nationalities 

 Give the students an ice-breaker activity to get to know each other before they start work 

 Providing a safe environment to gain confidence at the start e.g. keep activities short at the start 

 Modelling open practice carefully before moving to pair work e.g. demonstrate the dialogue with a 
strong student before asking other students to do the same 

 Build activities around a task that they can relate to 

 Give students the opportunity to practice their spoken skills privately before they perform openly 

Mixed Level Classes 

It might not be possible to put 15 students together of exactly the same level, so teachers should be prepared 
to deal with slightly different levels/skill sets within the same class; a common issue in summer schools. The 
DOS should be able to provide you with help and advice on how to deal with this situation, but it is important 
that all the class benefits from the class. Tips include: 

 Pair like-for-like e.g. strong students together. This way you can have them completing the same activity 
at a different level, slightly different activities, or use the same activity in a different way e.g. stronger 
students can concentrate on the structures in a text while weaker students work on the vocabulary. 

 Assign different roles in speaking activities so that both parties are working together e.g. you could get 
weaker students to interview stronger ones 

 Remember that fluency and level aren’t directly related; quieter/less confident speakers can still play an 
active role and help teach the more fluent ones if the task draws on their knowledge 

Teaching and the Activity Programme 

Apart from leading activities, teachers can play an important part in the activity programme by encouraging 
students to participate in activities and providing them with the language/knowledge to get the best out of 
them.  

During class, teachers should help build interest in the activities by explaining what the activities are and what 
the students will do in them e.g. What is a ‘Scavenger Hunt’. This should be done before the first break so that 
the students can talk to their friends about the activities to sign up for after break. 

Some of the activities might need some language pre-teach/practice to help the students enjoy them more. For 
instance, even stronger students might struggle to play a full part in a ‘Speed Chatting’ activity without some 
prior practice in asking questions and exchanging information etc. 

This preparation is particularly true in advance of excursion and we require all teachers to deliver excursion 
preparation lessons which provide students with knowledge of what they are going to see and why it is 
important. It is also important that they have the basic vocabulary to discuss the destination e.g. if we take 
them to a castle they might need to know words such as ‘dungeon’, ‘armour’, and ’knight’. It’s equally 
important to allow the students the opportunity to talk about the excursions they have just done so that they 
can practice this language. 
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Activities 

All staff – teachers, ALs, Admin and Managers – will play a role in activities at some point, so it’s important that 
everyone understands their responsibilities. 

About the Programme 

It is the Activity Managers responsibility to organise the activity programme but both teachers and activity 
leaders are involved in all of the activities. We provide various activities such as sports, arts and crafts, dance and 
drama sessions as well as excursions around the country which include a mixture of venue entrances and walking 
tours. 

Standard Programme Example 
 Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

Morning 

9:00-12:30 Arrival or 
Optional 

excursions 

English Class 
Full Day 

Excursion Afternoon 

14:00-17:30 
Activities Activities 

Half Day 
Excursion 

Activities Activities 

Evening 

20:00-22:00 
Activities Activities Activities Activities Activities Activities Activities 

 

This is a standard programme and times and activities vary from centre to centre. If you are unsure on timings 
you should always check your rota which is provided by the centre management team. 

Staff Roles – Activities 

All Activity Leaders and Teachers will be involved in leading activities. It is also the Activity Manager’s 
responsibility to select at least one ‘Team Leader’ for each activity – often an SAL, but it can be any member of 
staff. The Team Leader is responsible for liaising with the Activity Manager regarding this activity and ensuring 
that it is prepared well enough to run successfully.  

Supervision Ratios on Activities 

These are the maximum permissible ratios of responsible adults to children, by age group 

Students aged 8-10 years old: 1:10 to 15 

Students aged 11 or over: 1:15 to 20 

Notes:  

 ‘Responsible adults’ can include staff and group leaders, although GLs can only be 
counted as supervising their own group 

 Ratio must reflect risk assessed need i.e. if the group tends to be young, supervision 
should tend towards the higher ratio e.g. 1:15 instead of 1:20 

 CHSC do not accept students under 8 years old 

 The higher ratios can be used for low-risk activities where help is on hand nearby e.g. 
within the school or in a location where staff are available in the near vicinity to 
provide support if needed.  
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Team Leader Responsibilities 

 Use activity plans provided to run the session 

 Check current risk assessment is appropriate and amend if necessary. 

 Check equipment. 

 Ensure space is booked for the activity (via Activity Manager). 

 Communicate with staff working on the activity to let them know the plan and any specific roles. 

 Initiate the activity and manage team working on the activity. 

Activity Leader/Teacher Responsibilities 

 Meet students at the meeting point, take a register, and guide them to the activity’s location 

 Play an active role in leading and engaging students in activity. 

 Aid activity organiser in setting up equipment. 

 Supervise all students ensuring all students are safe. 

 Adapt activity if differentiation is needed. 

 Ensure that students are present for the entirety of the activity. 

Excursions 

Staff roles - Excursions 

Activity Leaders and Teachers (also SLOs where allocated) are responsible for the students that are allocated to 
them by the Activity Manager on excursion days. There are several things that the Activity Leaders and Teachers 
need to consider during the excursions which are listed under the headings below. 

Departure 

Prior to departure excursion staff should be provided with a list of the students and group leaders they will be 
responsible for. The most important thing is for staff to check that all of the people they are responsible for are 
present prior to departure. 

Staff then need to check that they have the following before they depart. 

 All students have their I.D card. 

 Excursion first aid kit (one per coach). 

What customers expect from staff on an excursion 

Excursions are a key part of the summer school experience and customers care 
that they are properly run, so its’ important to remember what your 
responsibilities are on an excursion: 

1. Customers expect coaches to leave on time – actively gather your group 
together on the coach and check that everyone is present. Don’t let them 
get off again! 

2. On the outward coach journey, particularly when driving through a city, 
Group Leaders expect a knowledgeable commentary. It doesn’t have to 
be detailed but you should point out major points of interest and what 
they are important for.  

3. Staff are expected to lead the walking tour, so they should know where 
they are going and how to get there. Check the route before you leave 
and make notes. Don’t forget to take a map! 

4. Walking tours should be guided tours, not a guided walk through a city. 
Teachers should provide commentary on the sites you pass, tying the 
tour in with work done in class. 
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 Register sheet with space for mobile phone numbers. 

 Walking tour guide for staff. 

 Risk Assessments. 

 Any packed lunches needed. 

 Student excursion Itineraries. 

 Staff Excursion Guide. 

 Coach rules. 

 Coach mobile phone. 

 Confirmation of venue bookings and method of payment (voucher etc.) 

 Staff card and one other form of identification. 

On the Coach 

Staff must act professionally and ensure that good student behaviour is maintained throughout the journey as 
well as at the destination. 

Safety is the priority on any excursion therefore checking students are seated with their seatbelts on at all times 
should be an ongoing process rather than something that is only done when the students get on the coach. 
Students with no seatbelts on could lead to serious injury or death which makes it extremely important that this 
guidance is followed. 

It is much easier to communicate with the students on the coach than it is when you get off. This is because all 
of the students are in one place and most coaches have a microphone you can use. Staff should take this 
opportunity to inform the students of the following; 

 How long it will take to get to the destination. 

 General itinerary of the day 

 Information about the destination of the excursion 

 What to do if students get separated from the group (refer to lost student procedure) 

 Coach rules and  behaviour expected from the students on excursions 

Each student should also be given an excursion itinerary which includes a map and fill in their mobile phone 
number on the student register sheet. 

On the Walking tour 

Excursions require a lot more care than on site activities because outside of the school gates it is impossible to 
control the surroundings. The following steps should be taken to make sure that each excursion runs smoothly 
and safely. 

 Before leaving, tell students to get into ‘buddy’ groups of 4. At each stop, we can ask them to check if 
everyone is present in their group as a quick way of keeping score. 

 When walking anywhere with students one staff member should lead the group and another staff 
member should act as a ‘backstop’ This should minimise the risk of any students wandering off or taking 
a wrong turn without it being noticed. If a second staff member is not available then a group leader should 
be asked to act as ‘backstop’. 

 Students should be counted regularly. At the start of an excursion the number of students should be 
written down so this can easily be checked whenever the group arrives at a new destination and 
whenever possible in between. 

 Give all students a meeting point on the map. If they lose the group and cannot contact anyone they can 
make their way to this point where you can find them. 

 Always make sure the students have an Itinerary with a map each. These documents contain the 
emergency phone number which may allow the student to get in contact quickly if they become 
separated from the group. If two students share then someone could get lost and have no way of 
relocating the group. The students should be told to stay where they are if they become separated. The 
Lost procedure will then be implemented and the lost student will be reunited with the group. 
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Venues and Attractions 

Most Churchill House excursions include an entrance to some sort of tourist attraction or venue. Even if these 
venues are free to enter a group booking is often needed. The Activity Manager is responsible for providing the 
bookings but Teachers and Activity leaders are responsible for checking that these are given to them. Most of 
the venues that require payment are either paid in advance by head office or paid for with a voucher provided 
by head office. Staff should check that vouchers are provided if needed. 

Many of the venues and attractions are used by a number of our centres and we visit each year. Similarly to 
coach companies we have developed good working relationships with the venues that are used by Churchill 
House therefore it is even more important that staff take the correct paperwork and manage student behaviour 
whilst visiting these venues. 

Free Time 

Churchill House has specific rules on ‘free time’ during excursions. These must be adhered to otherwise the staff 
members involved may face disciplinary measures. This is a serious issue due to the risks involved if the rules are 
not followed. Young students unsupervised in a busy city they do not know is very risky for obvious reasons. 

If a student is 12 or under –  
They must stay with a responsible person over 18 who has agreed to look after them all of the time. This may be 
a group leader or a parent. If they are unaccompanied they must stay with a member of Churchill House staff all 
the time – maximum of 15 students per staff member unless students are under 11, in which case 10:1. 

If a student is 13 or over – 
Free time can be offered as long as the following rules are followed. These rules are in place to minimise the risk 
of anything going wrong 

1. TIME - Free time should be minimised – students do not need 6 hours to go shopping. 1.5 hours should 
be the maximum amount of free time on any excursion. A meeting point should be arranged at least every 
45 minutes to check all students are ok. 

2. PLACE – The destination picked for free time is important, specific guidelines should be put in place to 
ensure students are clear where they are allowed to go. A square area like Covent Garden is perfect. 

3. PEOPLE – Students should stay in groups of at least four. These groups must be noted before students 
leave. No student should be alone at any point. 

4. SUPERVISION – Staff should be available at a central location in case students need assistance. This could 
also be the meeting point for the students at the end of their free time. 

 

  

If you were a parent… 

Would you let your 10 year old child walk around a busy city in a foreign country 
with just their friends for help? 

Would you let your 13 year old child roam the streets on their own for 3 hours? 

…NO!  
Please follow these rules to ensure this is not allowed to happen to other 

people’s children. 
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Dealing with Problems during Activities and Excursions 

We have policies and procedures for dealing with any type of problem at a Churchill House summer School. All 
staff must read and understand the following procedures in case they are involved in an incident: 

 Lost Procedure 

 Major Emergency Procedure 

Note: Emergencies do happen in summer school and they are more likely to happen during activities and 
excursions. As the responsible adult, you must be prepared to take action if necessary.  
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Professional Development, Observations and References 

Staff training 

All staff will receive a full induction on arrival at the centre. However, there will also be other development 
opportunities during the course including teacher training sessions, activity training and staff meetings. These 
sessions are counted in your working hours and you are required to attend unless you have been given other 
duties. 

Observations 

All staff – teachers, activity leaders and SLOs – will be observed as part of their ongoing development and our 
own quality assurance process. Observation is usually by the line manager, but occasionally visiting Head Office 
staff may also take part, and you will be given feedback afterwards. There are two types of observation: 

Formal, planned observations 
These observations provide the setting for professional development for all staff and will be scheduled in 
advance to give staff the opportunity to prepare. The aim of a formal observation is to provide a model 
lesson/activity to use as a basis for career development and your line manager will give you feedback on the 
delivery of the session. If you would like feedback on a particular area/technique, you can arrange this in 
advance with the DOS. A full lesson plan is required in advance. 

Informal (‘drop-in’) observations 
Usually for teachers, these are short observations that allow us to see the class in action, which helps us 
understand your work better and also allows us to observe the students. Drop-In observations usually take 
place on a weekly basis (usually Thursday) and will last 15-20 minutes. You aren’t required to plan a special 
lesson for this type of observation and the lesson plan only needs to cover basic aims and steps. 

Giving feedback 

Your comments and feedback are valued at CHSC and we would like to know your views, for instance at staff 
meetings, private meetings etc, or in your staff questionnaires. The Centre Management are always there to 
listen. Even if we cannot make changes based on your comments at that moment, we appreciate different 
people's views and can incorporate them into future years. 

If you feel uncomfortable speaking with the Centre Management, you are able to get in touch with the SCD, or 
DSCD, who will listen to your comments on a confidential basis.  

BOOST Feedback Sessions 

After a week or so of your contract your line manager will arrange an informal feedback exchange session, 
based on the BOOST format. The meeting will be just 10-15 minutes or so and is designed as an opportunity for 
them to give you feedback on your work and for you to let them know how you feel you are getting on.  

Appraisals 

Line managers are required to provide Head Office with feedback on their staff at the end of their contract for 
the purposes of decisions on future employment and providing references. Should any staff member wish to 
have a full appraisal with their line manager before this takes place they should request it with them before the 
contract ends. The resulting appraisal will follow the procedure laid out on the Staff Appraisal form. It is not our 
policy to give staff a copy of their final appraisal as it may not be used as a testimonial, though  

References for Future Employers 

Churchill House would be happy to give you a reference for your future career but please remember that it 
should be addressed to our Head Office – your line manager may not give you a reference themselves.  
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Please address reference requests to recruitment@churchillhouse.co.uk 

Diploma Funding 

As part of Churchill House’s commitment to providing professional development for its staff, this scheme 
provides an additional salary increment for existing staff to retrospectively assist with some of the costs of 
taking a Diploma-level EFL teaching course. This takes the form of an additional salary increment (currently 
£100 per complete week of work) for two subsequent summers of working with Churchill House (to a 
maximum of 14 weeks in total). 

Participants will receive the increment for a maximum of one summer on completion of the first two units of 
the diploma course (DELTA or Dip TESOL). Participants will become entitled to the second summer of 
increment on successful completion of the final module(s).  

The scheme is open to anyone one who has worked for Churchill House in either of the two summers prior to 
application. Two places on the scheme are offered each year. Acceptance on the scheme is discretionary and 
selection will be based on work record with Churchill House and the applicants’ potential to support teaching 
colleagues.  

Applications to the scheme should be made to recruitment@churchillhouse.co.uk, including the details of the 
course, before starting the diploma course. Qualifying courses include the Cambridge DELTA and the Trinity 
Dip. TESOL.  

Please note: Acceptance on the scheme does not guarantee employment with Churchill House, nor will people 
on the scheme receive any sort of preferential treatment in terms of contract length/location.  

Payroll 

The payroll week runs from Saturday to Friday at all centres and all summer employees are paid one week in 
arrears on Fridays. Part weeks are paid pro-rata.  For example: 

 

 Sat Sun  Fri Sat  Friday  Sat  Friday 

Joe Starts 
work 

  End of 
week 1 

Start of 
week 2 

 Paid for 
Week 1 

 Start of 
Week 3 

 Paid for 
Week 2 

Daisy  Starts 
work 

 End of 
week 1 

Start of 
week 2 

 Paid for 
Week 1 – 
6 days 
only 

 Start of 
Week 3 

 Paid for 
Week 2 

Jill     Starts 
work 

   Start of 
Week 2 

 Paid for 
Week 1 

Note: Payroll is processed on Mondays. If you have not correctly completed your employee/tax forms by then 
your pay may be delayed another week. 

Payment methods 

You are required to have a UK bank account to receive your pay. It will be paid weekly to this account by BACS.  
On your New Employee Form, where you are asked to give your bank account details, you will be asked to 
provide an email address. Your pay slips will be sent to this email address.  

It is important to have your bank account set up before starting work with us -if we do not receive your bank 
information before you begin work with us, this may result in a delayed first payment. We can supply a letter of 
employment confirmation, but please ask for this in plenty of time. If you are applying for a bank account 
whilst you are in England, you MUST NOT use the centre's address as your permanent residence address.  

mailto:recruitment@churchillhouse.co.uk
mailto:recruitment@churchillhouse.co.uk
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Non-UK residents without a UK bank account can request payment by a single bank transfer of their whole 
salary, accrued bonus and holiday pay into a non-UK bank account at the end of their contract, provided that 
the employee accepts the cost of the bank transfer. We regret that it is not possible to make regular payments 
in this way. 

IMPORTANT NOTE – 99% of all payroll problems are caused by staff members giving incorrect information 
about their bank account or tax status. PLEASE CHECK YOUR NEW STARTER FORM CAREFULLY. 

Holiday entitlement 

You will be entitled to paid holiday as per the current working time directive (5.6 weeks p.a.) pro rata for 
hours/days actually worked. Holidays should not be taken during the contract but will be paid in lieu in the final 
salary. 

Tax 

All staff are required to complete a Starter Checklist (a new tax form) before payroll is processed, and tax is 
then deducted automatically from your salary based on the information you give us. Most tax deduction 
problems come from the information provided on this form. If you have a problem with the amount deducted 
please contact payroll, who may ask you to send in a corrected New Starter Form. Any tax due to be rebated 
will be processed automatically in subsequent pay runs. However, if you have any other issues with your tax 
e.g. if you  are leaving the country at the end of the summer and wish to apply for a rebate on your tax 
allowance, please contact the HMRC tax office directly on 0300 200 3300. 

National Insurance 

NI is taken off your salary automatically and requires a National Insurance number. Non-UK nationals that don’t 
have an NI number (if you have worked in the UK before it will be printed on a payslip) must book an 
appointment at a local Job Centre to get one Tel: 0345 600 0643. A temporary number may be issued in the 
meantime. 

NEST Pension Scheme 

Churchill House offers a workplace pension scheme in line with UK law. Employees who have worked for 
Churchill House for 3 months or more will be automatically enrolled in this scheme unless they opt out in 
writing. Employees can choose to opt into the scheme immediately BUT we strongly recommend that 
temporary employees consider their options before taking this step. 

For more information on the NEST workplace pension scheme, please visit www.nest.org.uk 

Travel expenses 

Churchill House accepts no responsibility for staff travel to or from the centre, nor for any extra expenses 
incurred due to changes in contract length. 

Churchill House may ask a member of staff to move to another centre as a change to their contract after the 
contract has started. If Churchill House offer to reimburse travel expenses they will be paid on arrival at the 
new centre, on presentation of receipts to a maximum claim of £75.  

Travel expenses are not payable if a member of staff is offered extra work at a different centre at the end of 
their contract (including if the original contract had to be shortened), or if the initial offer of employment is 
based on two separate periods of contract at different centres. 
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Contract Completion Bonus 

Where part of the contract, the Contract Completion Bonus (CCB) is paid after the successful completion of the 
contract in your final payroll.  

The value of the bonus received is dependent on the position and your previous service with CHSC; staff 
returning for consecutive years receive a higher CCB as their loyalty bonus. Please see your contract for the 
rate of your CCB. 

Payment of the CCB is dependent on your completing your contract successfully; if you choose to leave early or 
are dismissed for disciplinary reasons you will not receive any CCB. However, if your contract is shortened by 
Churchill House or with the consent of CHSC HO you will receive the bonus for the full weeks you have worked.  

Professional Conduct 

As an employee of Churchill House Summer Centres there are some codes of conduct that we expect from our 
staff. 

 Appropriate behaviour – no swearing or inappropriate hand gestures or body movements should be 
displayed in front of students or Group Leaders. 

 Alcohol should not impede your performance on duty, even if it is the day after. Alcohol must not be 
taken to your rooms, and students must not see, hear or smell the effects of alcohol on a member of 
staff.  

 Your personal life must be kept completely separate to your work life e.g. Customers should not 
become aware of/involved in your personal life, you may not invite guests of any sort into your 
accommodation and you should not exhibit personal displays of affection in front of customers. 

 You must only smoke in designated areas and never with students. Never offer a cigarette to a student 
or ‘lend’ one to a student.  

 Going into Dorms – you should not go into the dorm of the opposite sex without another member of 
staff who is staying in that building/floor.  

 If you need to see a student in their room, make sure you leave the door open or stand only in the 
doorway.  

 You are never to invite a student into your room, or allow a student into your room at any time.  

 You must do your upmost to never be alone with a student. If a student needs assistance, ask another 
member of staff or one of their friends to join you. If this is not possible, make sure the door to the 
room is left open.  

 You must act professionally at all times, and understand that you are the responsible adult in charge of 
the students. Monitor your actions and behaviour in front of them. 

See Also: 
Staff Code of Conduct – Safeguarding 

Disciplinary and Grievance Procedure 
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Dress Code 

Each member of staff is required to adhere to this dress code. Lanyards and staff badges are to be worn at all 
times on and off the site (on excursions).  

Activity 
  

In class  Lanyard with staff badge 

 Smart/casual clothing (smart jeans, 
smart top/t-shirt, skirts no less than 
knee length) 

 Over revealing clothing 

 Scruffy/torn clothing 

 Clothing with offensive images or text 

 Tank tops/vest tops 

 Shorts 

 Sports clothes 

Sports Activities  Lanyard with staff badge 

 Staff T-shirt 

 Sports clothes (shorts, joggers) 

 Trainers/sports shoes 

 Over revealing clothing 

 Clothing with offensive images or text 

 Tank tops/vest tops 

 Skirts/dresses 

 Flip flops 

Excursions  Lanyard with staff badge 

 Staff T-shirt 

 Over revealing clothing 

 Clothing with offensive images or text 

 Tank tops/vest tops 

 Flip Flops 

Supervision 
Duties (House 
time, meal times 
etc) 

 Lanyard with staff badge 

 Staff T-shirt 

 Over revealing clothing 

 Clothing with offensive images or text 

 Tank tops/vest tops  

 Flip Flops 

Managers/Office 
Duty 

 Lanyard with staff badge 

 Smart/casual clothing (smart jeans, 
smart top/t-shirt, skirts no less than 
knee length) 

 Over revealing clothing 

 Clothing with offensive images or text 

 Tank tops/vest tops  

 Shorts 

 Flip Flops 

 

Use of Computers, Internet and Telephones 

The company provides equipment and services to support the operation of the summer school. Staff using 
these facilities must accept company policies relating to their use. 

Computers 

Computers are provided for business use and staff should not use them for personal use if other people need 
them for work. Staff must not attempt to install/download software on the computer and any data stored on 
USB/SD/HDD must be scanned using the provided security package before use.  

Staff must ensure that they have the legal right to use any materials they introduce to the computer before 
attempting to load it.    

Mobile and Landline Phones  
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The company provides a centre office landline and several mobile phones to support the operations of the 
summer school. These phones are contracted on a pay-as-you-use basis, which means that every call/text is 
chargeable. Staff may not use these phones to make personal calls and should minimise personal incoming calls 
where possible. 

Staff may not receive personal calls on duty, whether on company or personal phones, and should beware of 
the professional implications of the content of telephone conversations within earshot of students, group 
leaders or other staff members. 

Staff must not give their personal phone numbers to students or telephone them using their personal phone. If, 
in exceptional circumstances e.g. an excursion emergency, a staff member must call a student using their own 
phone, once the emergency is over they should tell their line manager, delete the student’s phone number and 
ignore any other attempts at communication from the student. 

Internet Access 

The venue provides us with internet access for the management of our school e.g. access to company email 
and the database. At the discretion of the Centre Manager, staff may be allowed to use the internet connection 
outside of busy periods e.g. in the evening. However, staff must remember that: 

 The use of the internet is discretionary and they must give up the computer if someone has a work need 
to use it 

 They may not access any sites which may cause offence to colleagues or the venue, or potentially break 
UK law 

 They may not download copyrighted materials they don’t have the right to use – many venues 
automatically scan for pirated materials on their network and may initiate action against anyone 
downloading such materials. 

 If they are given access to WIFI at the centre, this is provided by the venue on the understanding that it 
is for staff use only, and students must use their own WIFI codes (if applicable). Staff are not to give 
their WIFI logins to students (as different rights and cut off times may apply).  

 All internet traffic is monitored automatically by the venue and any traffic deemed unsuitable will be 
reported to the company 

 The computers are in a public place and students/Group Leaders may visit the office unannounced 

Important: Any misuse of the internet connection or company computer hardware may result in disciplinary 
action 

Interactive Whiteboard Use 

While most of the schools we work with have interactive whiteboards (IWBs) for their year-round classes, they 
often aren’t available for our use as they require venue network accounts which we cannot obtain because of 
venue security protocols. However, where we do have access to the IWBs, we urge all teachers to make use of 
them.  

If you have not used an IWB before, please ask your DOS for training and make sure that you understand how 
to use them safely, as they are easily damaged.  

Whiteboard and permanent markers can damage the surface of the board, requiring its replacement or 
specialist cleaning, so please be aware of the risks of vandalism by students; check that you do not leave any 
markers in the classroom and please ensure that the IWB stylus is safely stored at all times.  

Social Media 

Staff are strongly advised to take appropriate steps to ensure that they are not professionally compromised 
through their use of social media: 
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 DO NOT make any contact with students through email or social media. If they attempt to contact you – 
before or after the course – you must not accept the request. 

 Restrict access to your social media profile to friends and family only so that students cannot see your 
personal life (relationships, social life etc) 

 It is advisable that you clean up your internet profile e.g. change profile photos, avoid personal posts 

Disciplinary Procedure 

The Company’s aim is to encourage improvement in individual conduct and performance. This procedure sets 
out the action which will be taken when Company rules are breached. 

Our Principles 

If you are subject to disciplinary action: 

 The procedure is designed to establish the facts quickly and to deal consistently with disciplinary issues. 
No disciplinary action will be taken until the matter has been fully investigated. 

 At every stage you will be advised of the nature of the complaint, be given the opportunity to state your 
case, and be represented or accompanied by a fellow employee of your choice. 

 You will not be dismissed for a first breach of discipline except in the case of gross misconduct, when the 
penalty will normally be dismissal without notice and without pay in lieu of notice. 

 You have a right to appeal against any disciplinary action taken against you. 

The Minimum Three-Step Process 

This process must be followed in the event of a dismissal or any disciplinary action: 

 Put it in writing: the reasons for the disciplinary action or dismissal must be put to the employee in broad 
terms in writing. 

 Meet and discuss: There must be a meeting between employer and employee. Both must be given time 
to consider the facts of the complaint prior to the meeting. The employee must be informed of the 
decision and of his/her right to appeal. 

 Appeals: an appeal meeting if required. This may happen after sanctions have already been imposed. The 
employee must be informed of the outcome of the appeal. 

Informal Discussions/Counselling 

Before taking formal disciplinary action, your Line Manager may choose to attempt to resolve the matter by 
discussing it with you informally.  

Note: An informal discussion is not a disciplinary procedure and cannot develop into one, although a disciplinary 
procedure can be called as a result. 

The Procedure 

What is Social Media and Networking? 
Social Media are websites and applications used for social networking 
or media sharing. Social Networking is the use of websites and 
applications to communicate with other users, or to find people with 
similar interests to one's own. 

This can be in any form of social networking sites, 
communications/messaging systems, file/image sharing or online 
gaming systems, and includes internet and local wireless networking. 
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NOTE: The Disciplinary procedure below may be implemented at any stage depending on the seriousness of the 
issues. 

Formal Verbal Warning 
For minor offences or if, despite informal discussions, your conduct or performance does not meet acceptable 
standards, you will be given a formal verbal warning by your Line Manager. You will be told: 

 The reason for the warning. 

 That this warning is the first stage of the disciplinary procedure. 

 That you have a right of appeal. 
A brief note of the warning will be kept but it will lapse after 6 months, subject to satisfactory conduct and/or 
performance. 

Written Warning 
For more serious offences, if there is no improvement in standards, or if a further offence occurs, a written 
warning will be given. This will state the reason for the warning and a note that, if there is no improvement after 
1 week, a final written warning will be given. A copy of this first written warning will be kept on file but the 
warning will lapse after 12 months subject to satisfactory conduct and/or performance. 

Final Written Warning 
If your conduct or performance remains unsatisfactory, or if the misconduct is sufficiently serious to warrant only 
one written warning, then a final written warning will be given making it clear that any recurrence of the offence 
or other serious misconduct within a period of 2 weeks will result in dismissal. A copy of the warning will be kept 
on file but the warning will lapse after 12 months subject to satisfactory conduct and/or performance. 

Dismissal 
For serious offences, if there is no satisfactory improvement or further serious misconduct occurs, you will be 
dismissed and required to leave the campus immediately. 

Disciplinary Hearings 

Whether a worker has a statutory right to be accompanied at a disciplinary hearing will depend on the nature of 
the hearing. Employers often choose to deal with disciplinary problems in the first instance by means of an 
informal interview or counselling session. So long as the informal interview or counselling session does not result 
in a formal warning or some other action it would not generally be good practice for the worker to be 
accompanied as matters at this informal stage are best resolved directly by the worker and manager concerned. 
Equally, employers should not allow an investigation into the facts surrounding a disciplinary case to extend into 
a disciplinary hearing.  If it becomes clear during the course of the informal or investigative interview that formal 
disciplinary action may be needed then the interview should be terminated and a formal hearing convened at 
which the worker should be afforded the statutory right to be accompanied. 

The Statutory Right to be Accompanied at Disciplinary Hearings 
Workers have a statutory right to be accompanied by a fellow worker where they are required or invited by their 
employer to attend certain disciplinary or grievance hearings and when they make a reasonable request to be so 
accompanied.  This right is additional to any contractual rights. The statutory right to be accompanied applies 
specifically to hearings which could result in: 

 The administration of a formal warning to a worker by his employer (i.e. a warning, whether about 
conduct or capability, that will be placed on the worker’s record). 

 The taking of some other action in respect of a worker by his employer (e.g. suspension without pay, 
demotion or dismissal). 

 The confirmation of a warning issued or some other action taken. 

Appeals 
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If you wish to appeal against any disciplinary decision, you must appeal in writing within five working days of the 
decision being communicated to either the Summer Centres Director or the Company Director. Appeal hearings 
take the form of a review of statements/evidence submitted and is conducted by a company Head of Department 
who will decide whether it is appropriate to hold a formal meeting. The decision of the hearing is final. 

Gross Misconduct 

If, after investigation, it is deemed that you have committed an offence of the following nature (the list is not 
exhaustive), the normal consequence will be dismissal: 

 Any inappropriate physical contact, communications, verbal interactions (use of swear words/abusive 
language), email/social network/media contact with students in our care 

 Disregard of our Child Safeguarding Policies 

 Fighting, assault on another person 

 Bullying of any kind 

 Deliberate or reckless damage to company property 

 Sexual or racial harassment 

 Being unfit for work through alcohol or illegal drugs 

 Gross negligence 

 Serious insubordination 

 Theft, fraud, deliberate falsification of company documents 

 Bringing the company into disrepute 

 Serious misuse of company equipment/materials/IT 

 Breaches of venue rules which result in being expelled from the campus 
Any decision to dismiss will be taken only after a full investigation. If you are found to have committed an act of 
gross misconduct, you will be dismissed without notice or payment in lieu and you are required to leave the site 
immediately. 

Suspension Pending Investigation 

While the alleged gross misconduct is being investigated, you may be suspended, during which time you will be 
paid as normal. Such suspension is not to be regarded as a form of disciplinary action and will be for as short a 
period as possible.  

Staff suspended pending investigation may be required to leave site until the disciplinary investigations are 
completed. No alternative accommodation will be offered by Churchill House or expenses allowed. Staff allowed 
to stay on site will be subject to strict conditions. 

Staff Grievance procedure 

If you have a grievance or complaint to do with your work or the people you work with you should, wherever 
possible, start by talking it over with your manager. You may be able to agree a solution informally between you. 

Formal Grievances 

If the matter is serious and/or you wish to raise the matter formally you should set out the grievance in writing 
to your manager. You should stick to the facts and avoid language that is insulting or abusive. Where your 
grievance is against your manager and you feel unable to approach him or her you should talk to another 
manager or the Summer Centres Director. 

Grievance Hearing 
Your manager will call you to a meeting, normally within five days, to discuss your grievance. You have the right 
to be accompanied by a colleague or trade union representative at this meeting if you make a reasonable request. 
After the meeting the manager will give you a decision in writing, normally within 24 hours. 
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Appeal 
If you are unhappy with your manager’s decision and you wish to appeal you should let your manager know. You 
will be invited to an appeal meeting, normally within five days, and your appeal will be heard by a more senior 
manager. You have the right to be accompanied by a colleague or trade union representative at this meeting if 
you make a reasonable request. After the meeting the manager will give you a decision, normally within 24 hours. 
This decision is final. 

 

NB:  This procedure is based on an ACAS advisory guide. 

Health & Safety 

Why is this section important to you? 

1. Everyone working at a summer school has a legal responsibility - a Duty of Care - to the children and 

young people at that centre. This responsibility means that we have to ensure the safety of those young 

people at all times - it is not related to the time of day or your shift patterns. 

2. While summer school is not a ‘high risk’ activity there are elements to it where the potential for serious 

harm is present and there is the possibility of catastrophic effects. For instance, road traffic accidents 

and fires in accommodation buildings. 

3. All staff have a responsibility for their own Health & Safety and should take reasonable steps to ensure 

their own welfare and that of their colleagues. 

4. Churchill House is responsible for ensuring the Health and Safety of all those at the school - students, 

Group Leaders and staff - and there are procedures in place that all staff must follow to ensure the 

safety of themselves and those around them. 

Responsibilities for Health & Safety 

● Churchill House has a legal duty to ensure the health, safety and welfare of its staff as far as is 

reasonably practical. 

● All staff are responsible for their own personal Health & Safety and that of those around them. If a staff 

member, by their own action or inaction, causes injury to another person, the law could deem them to 

be negligent, and they could face prosecution. 

Health & Safety Terminology to Remember 

As their parents put the students in our care while at our school we are deemed to be In Loco 
Parentis, which allows us to act in the best interests of the students.  

Duty of Care is the basic legal responsibility we have for those around us, for instance if you can 
foresee an accident about to happen to someone around you – even a complete stranger – it is 
your responsibility to prevent it. However, we have a Higher Duty of Care toward our students 
because of the nature of the relationship we have with them and we must actively take steps to 
prevent harm coming to our students. If we fail in our duty of care towards our students and harm 
comes to them, either through our action or inaction, we would be legally guilty of Negligence and 
could face legal proceedings.  

What does this mean to me? 

By taking a job working with minors you accept the legal responsibility of caring for their health, 
safety and wellbeing while they are on the course. 
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● The Centre Manager has overall responsibility for ensuring that all H&S procedures are actively 

implemented at the centre, particularly those relating to accommodation and student 

welfare/supervision. The CM is the main point of contact for any questions/issues relating to H&S or 

student welfare at the centre.  

● The Director of Studies is directly responsible for ensuring Health & Safety during teaching and in the 

teaching buildings. This includes ensuring full attendance during lessons (actively checking registers), 

conducting regular fire drills, and maintaining student supervision/discipline during teaching hours. The 

DOS is also responsible for managing H&S issues in the absence of the CM. 

● The Activity Manager is directly responsible for ensuring Health & Safety during the activity programme. 

This includes conducting/maintaining/implementing risk assessments for all activities and excursions, 

checking registers 

● Head Office staff attending centres will check the procedures in place to ensure that they are fully 

implemented. 

Centre Health & Safety Procedures 

Risk Assessment 

All activities have some risk or another associated with them. Risk assessments are a simple tool we use to 
minimise those risks. There are three key parts to the risk assessment: 

1. We identify the significant risks associated with a given activity e.g. for a sports activity - falls, muscle 

strains, collisions, exhaustion 

2. We go through the list of risks and identify the control measures we will use to minimise those risks e.g. 

for the sports activity we would check that the field is clear of obstructions, that the students have the 

correct footwear. Since we work with minors, supervision and discipline will be key in any risk 

assessment, in that we will identify supervision ratios and key staff roles in that supervision. 

3. All risk assessments should carry instructions what to do in case of emergency e.g. in case of a muscle 

strain we might apply an ice pack. 

Procedures for using risk assessments 
1. While planning any activity, the person planning the activity must ensure that there is a risk assessment 

to cover the activity; the company provides generic risk assessments for common activities which can 

be amended to suit the local conditions. For instance, if the sports field is across a road the control 

measures should include steps to cross the road safely e.g. the students should cross the road as a 

supervised group, not individually. 

2. All staff working on the activity should read the risk assessment and be given the opportunity to discuss 

amendments to it. Where the risk assessment requires additional staff training it should be given at this 

stage. They should then sign the assessment. Note: Many activities are quite similar and one generic 

risk assessment could cover several different activities over a period of time. 

3. The activity should be planned according to the control measures identified earlier and the staff leading 

the activity should implement these measures and any emergency procedures, should they be needed. 

4. At the end of the activity the risk assessment should be quickly reviewed by the staff involved to 

identify any improvements they can make, for instance identifying unforeseen risk factors or better 

control measures to put in place for next time. 

5. Master copies of risk assessments should be stored in the Health & Safety folder, which is stored in the 

main office. It should only be taken out of the folder for updates or to make copies for staff to use on 
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the activity (it’s good practice to take a copy with you on an activity). 

Tips for using Risk Assessments 
● It’s a working document; if you need to make amendments to it, just write them on in pen, initial and 

date them so that it’s clear when it was amended and by whom 

● When identifying risks, work through the activity chronologically so that you can see what is happening 

at each step 

● Always think about what the students might do at any given moment e.g. If you let the students carry 

footballs to the pitch from the meeting point, the students will likely kick/bounce/throw them around 

on the way, even crossing the road. If you keep the balls in a bag until you get there, it’s one less thing 

to worry about. 

● Consider what if the activity doesn’t go quite to plan e.g. What if a student turns up to the meeting 

point late? How will they cross the road? 

Incident Reporting 

The basic recording method for accidents is the Accident Book, which is kept in the First Aid point. However, all 
general incidents – including those relating to H&S - should be recorded using the Incident Report form (F34) 
and submitted to HO in the first available post, having been stored securely in the interim.  

If the incident caused – or came close to causing - injury requiring professional medical attention, Head Office 
should be informed immediately. The decision whether to refer the incident to the HSE will be made by the 
SCD/H&S officer. 

H&S Materials 

First Aid Point  
On arrival at the centre the Centre Manager will allocate a place in the office where the main office first aid kit 
is stored, along with the H&S folder.  

Health & Safety/Policies Folder 
The H&S folder is kept in the First Aid Point for emergency reference and must not be removed from the office. 
The H&S folder is a green ring binder which contains all information used at the centre, including: 

 A completed Accommodation/Supervision risk assessment 

 All completed activity risk assessments 

 A copy of the insurance certificate to post on the noticeboard 

 Copy of the company H&S policy for the noticeboard 

 Control of Substances Hazardous to Health document, if necessary 

 The company’s Safeguarding policy 

 The company’s Prevent policy 

First Aid Kits 
All centres will have 2 types of first aid kit: 

 A large boxed first aid kit for office use 

 Smaller, bagged kits for use on activities, which are supplemented with ice packs 

It is the responsibility of the Activity Manager to ensure that these kits are topped up after use. 

H&S Signage 
The following materials should be displayed on the staff room/office noticeboard: 

 Company Health & Safety Policy (copy in H&S folder) 
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 Employers Liability Insurance certificate (copy in H&S folder) 

 HSE Health & Safety poster – Must have local information completed at centre 

Health & Safety Advice to All Staff 

General Advice 
All staff must take responsibility managing their own work in a safe way. This includes: 

 Avoid working on your own wherever possible. Ideally, work in teams. 

 All staff members should take care when using machinery of any sort. If you do not know how to use 

the machinery safely, don’t use it – seek advice/help! 

 Keep your work area tidy: 

o Don’t stack/store things in walkways and avoid trailing electrical cables 

o Avoid leaving sharp/heavy objects lying around, particularly in the presence of children 

 Always remember that you are working in a busy school environment, with children present at all times 

e.g. avoid carrying heavy objects through corridors when students are on break. 

 While we don’t usually use sharp implements or potentially dangerous substances, take special care 

when using them and plan your work area so that students do not have access to them. 

Manual Handling – Lifting and Carrying 
If you need to carry or lift heavy items, please follow the following advice: 

 Do not try to lift anything you don’t feel able to lift comfortably – if you can’t lift something alone, get 
help from a colleague. If you aren’t sure if you can lift something, you probably can’t do it safely anyway 

 If something is difficult or awkward to lift, you won’t be able to carry it far alone – borrow a trolley/sack 
truck or get help 

 Don’t try to lift or stack anything too high 

 Be careful when filling boxes e.g. A small box full of books is heavier than a big box of footballs. Choose 
the right box and don’t overfill it! 

 Think of your colleagues when boxing or stacking items – they might not be able to move it later 

Personal Security 
All staff should take basic precautions to protect their safety and that of their possessions while working at a 
summer centre: 

 Churchill House strongly recommends that all staff take out suitable insurance cover for their 
possessions, as we can accept no responsibility for any items lost, stolen or damaged while on campus 
or working off-site 

 Staff are recommended not to bring valuables onto campus 

 Where possible, keep your bedroom door/windows locked when you are out. Because of the nature of 
the accommodation we use in private schools, it may not be possible to lock your room door so we 
recommend that you take alternative steps to secure your possessions e.g. a lockable suitcase. 

 Do not give people access to buildings unless you know they have a right to be there e.g. don’t hold 
doors open for people to enter accommodation buildings. 

 If you come across strangers on site, report them to the Centre Manager or to site security immediately. 

 Take steps to protect your personal security e.g. avoid walking alone around campus at night. 
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Fire Safety 

While fires are rare, their effects are devastating, so all centres must have effective procedures in place for 
both reducing the risk of fire and managing any fire emergency, working alongside the host venue. It is the 
responsibility of the Centre Manager to ensure that these procedures are implemented before any students 
arrive and are actively carried out throughout the course. 

Fire Prevention 

Student and Staff Inductions 
All staff, students and GLs will receive an induction to the school and their accommodation building which will 
include: 

 No smoking, candles or any other naked flames in any building – punishments will be severe 

 No tampering with any fire safety equipment 

 Authorised smoking areas 

 Reporting hazards 

 Fire precautions 

 What to do in the event of a fire 

Encourage a positive attitude to fire safety in the centre 
All staff should be encouraged to actively look for and report or correct potential fire risks in the buildings as 
they go about their daily business. For instance, all staff must treat drills seriously and if they smell cigarette 
smoke in a building they must investigate it and report it to management to deal with.  

Students must be aware that we take fire prevention seriously and that we are actively supervising them and 
pursuing any breaches of discipline. 

Regularly check the building for fire risks 
All staff should try to spot potential hazards whenever they walk around the building. Key things to look out for 
are: 

  Any sign of smoking e.g. the smell of smoke, cigarette butts, socks/plastic bags on smoke alarms. These 
things must be reported to the Centre Manager immediately. 

 Naked flames e.g. playing with lighters, carrying candles/incense burners. Confiscate them or ask the GL 
to look after them. 

 Hair straighteners/tongs – students sometimes rest them on carpet/soft furnishings or leave them 
turned on when they leave the room. This is a common cause of very expensive damages, which the 
student/group will be charged for. 

 Misused fire extinguishers. If an extinguisher has been discharged fully, or even if the seal has been 
broken, the extinguisher might not work in the event of a fire and it will have to be replaced (the 
students will be charged). 

 Fire doors being propped open 

 Obstructions in the corridors/fire exits – they must remain clear at all times 

 Any potential electrical/maintenance fault 

Planning Against Fire Emergencies 

On arrival at the centre, the Centre Manager will carry out a risk assessment on the accommodation buildings 
and create a centre-specific evacuation plan, working in cooperation with the venue staff. This plan will 
include: 

 A designated person, who is responsible for contacting the emergency services, if necessary. This is 
usually either a venue representative (e.g. security) or the Centre Manager. 
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 Fire marshal – the person with local responsibility for a given building e.g. a resident member of staff 
for an accommodation building or the DOS for a teaching building. If the fire marshal is not present, 
another member of staff must take charge until a management member arrives. 

 Evacuation Point – a safe place close to a given building to evacuate to. This is usually defined by the 
venue and signs on the wall will identify the location. 

Fire Drills 

Fire Drills are an important part of our emergency preparations and all centres will conduct weekly fire drills in 
both accommodation and classroom buildings. Normally a drill would be carried out without warning, but staff 
will be briefed on their role beforehand.  

During these fire drills management will be observing: 

 How quickly/effectively the building is evacuated 

 How well staff manage the evacuation of the class/building they are responsible for (See ‘What to do in 
the event of a fire’ for staff roles) 

 Staff professionalism 
Note: Staff must treat all alarm activations (scheduled or not) with the same seriousness as if it were an actual 
fire. 

What to do in the event of a fire 

1. Take charge of the people around you – remember you are looking after students who will follow your 
lead 

2. Activate the alarm so that others know there is an emergency 
3. If you are the designated person, call the fire brigade 
4. The other adults in the building (staff and GLs) should evacuate everyone from the building, checking 

that the students are clear as you go 
5. Gather all the students together at the evacuation point and keep them there until you receive the all-

clear or are told to move them by management/emergency services. Don’t let anyone wander off! 
6. Take a roll call/register – if anyone is missing you must report it to the fire marshal immediately so that 

they can look for them or report them missing to the emergency services 
Note: Staff are not required to fight the fire unless it is necessary to the evacuation and their priority should 
always be to ensure their own safety and that of the students in their care.  

Staff roles in the event of a fire 

During class  
The teacher is responsible for ensuring that their class is lead out to the evacuation point safely and kept there. 
They should take a register and report any missing students to the DOS.  

During activities 
The staff leading the activity are responsible for leading those in their activity to the evacuation point for that 
building, taking a register and reporting missing students to the designated person/Centre Manager. Keep the 
group together and do not let them get mixed up with students from other activities. 

In the Accommodation/Common Areas 
The staff resident in that building are responsible for ensuring that all the students present evacuate safely. 
They should then take a roll call from the Fire List kept in the building. If this is not present (i.e. left in the 
house) use a master copy from the centre office. Report any missing students to the designated person/Centre 
Manager if necessary.  
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Safeguarding 

Churchill House is committed to ensuring that students have a safe and enjoyable stay with us, and all staff 
must ensure that they understand the company’s safeguarding policy (available at the centre and sent 
previously by email). 

Safeguarding is the umbrella term to mean “to look after” children. This is the action that is taken to promote 
the welfare of children and protect them from harm. This encompasses several areas: 

 Ensuring they are protected from abuse and maltreatment 

 Ensuring the prevention to harm children’s health or development 

 Ensuring that children are able to grow up in a safe and effective environment 

 Taking action to enable all children and young people have the best outcomes.  
 

Child Protection is included in the safeguarding process however, it focuses on protecting individual children 
identified as suffering or likely to suffer significant harm. Within this document, it includes child protection 
procedures which detail how to respond to concerns about a child or a child disclosure.  

Scope 
This policy applies to all divisions of Churchill House, including Churchill House School of English and Churchill 
House Summer Centres and covers all people employed by the company, including: 

 All staff 

 All Group Leaders 

 All host families 

 Interns 

 Contractors operating on behalf of the company 

The safeguarding policy is in place to protect all students studying with all divisions of Churchill House from: 

 Physical harm 

 Emotional abuse 

 Sexual abuse 

 Neglect 

Further description of these can be found in the Safeguarding policy. 

Recruitment 
All divisions of Churchill House will take steps to ensure that its staff recruitment process is thorough and that 
rigorous checks are carried out on all applicants. References will be taken up for all employees and referees will 
be specifically asked about their suitability to work with children. All employees must expect these checks and 
consent to any reference/DBS checks required of them. All employees must complete a declaration that they 
are not disqualified from working with children under the terms of the Children’s Act and complete a Basic 
Safeguarding Awareness Course online. 

Group Leaders 
Churchill House terms & conditions of business require all groups to be accompanied by a Group Leader 
provided by the agent. The agent will be required to provide a statement that the Group Leader has had 
appropriate checks on their suitability to work with children. The GL must complete a declaration that they are 
not disqualified from working with children in the UK or abroad, under the terms of the Children’s Act. 

Management Roles 
In the residential centres the Centre Manager is the person in charge of Safeguarding at each site and 
responsible for implementing and managing child safeguarding and protection procedures at a local level 
(named Designated Staff). Any staff concerns at the summer centres about Safeguarding should be reported to 
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the Centre Manager in the first instance. If the Centre Manager is unavailable or potentially involved in the 
concern, it should be referred directly to the Designated Lead at Head Office. 

In the event of a suspicion it is the Designated Staff’s responsibility to: 

 Make sure the child is safe from harm 

 Acquire all the information from the person with the safeguarding concern and record this information. 

 Assess the information carefully and quickly asking for further information only if appropriate. 

 Inform the Designated Lead at Head Office immediately with the information. 
The Designated Lead should then process the situation and make a referral to the Local Safeguarding Children 
Board (LSCB) or Police without delay. 

The Designated Lead (DL), based at Head Office, has overall management responsibility for Safeguarding issues 
including: 

 Coordinating and implementing Safeguarding procedures between sites 

 Liaising with management, staff and external agencies as necessary 

 Acting as a consultant for staff to discuss/report concerns 

 Maintaining a confidential recording system 

All Line Managers are responsible for implementing Safeguarding policies within their team, and for fostering a 
positive attitude towards safeguarding, encouraging the reporting of concerns about students or other staff 
members.   

Adult Roles 
All adults working with the children associated with Churchill House Summer Centres (CHSC) have a 
responsibility to safeguard and protect children on a CHSC course.  

Your role is to ensure you are aware of our policies and procedures and to: 

 protect children from maltreatment;  
 prevent impairment of children’s health or development;  
 ensure that children are in circumstances consistent with the provision of safe and effective care;  
 and take action to enable all children to have the best outcomes.  

Student Roles (17 years and under) 
Students 17 years old and under are asked to look out for each other. If any student discloses that they have 
seen strange behaviour they are asked to disclose this to an adult or the Centre Manager immediately. Strange 
behaviours could include: 

 Shying away from certain adults or becoming very uncomfortable around them 
 Being very flirtatious with an adult and trying to make physical contact with them 
 Becoming quiet or withdrawn due to bullying (due to a person’s race, ethnicity, religious beliefs, sexuality 

or abilities) 
 Receiving unwanted/sexual messages or pictures (either from an adult or another student) 
 Sending unwanted/sexual messages or pictures (either to an adult or another student) 
 Befriending an adult from Churchill House on social media (including Instagram, Snapchat, Facebook, 

Twitter etc) 
 Seeing a suspicious situation (such as an adult in a student’s room alone, an adult and student holding 

hands in a hidden place) 

Whistleblowing Policy 
Churchill House encourages staff to involve management wherever they have a concern about a child’s safety 
or adult’s actions. Staff who report this (or any other person) will not be penalised and their report will remain 
confidential. If the staff member feels that they cannot discuss these concerns with their line manager or 
Centre Manager (Summer Centres) they should contact the Designated Lead. 
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Advice for Staff 

Concerns about Students 

Staff can play a vital role in helping students in need. Concerns may come to the attention of staff in a variety 
of ways, e.g. through observation of behaviour or injuries or disclosure. The concern may not be related to 
Churchill House itself -it could be caused by the student’s personal/family situation or bullying – but staff 
should still report the concern anyway. 

Concerns could be raised by: 

 Changes in student behaviour, or behaviour in certain circumstances 
 Absenteeism (NB: it’s important to record attendance/illness thoroughly) 
 Withdrawal 
 Shying away from others 
 Physical signs of harm 
 Students being flirtatious with adults, rather than other students, or seeking physical contact   
 Seeing the student in suspicious situations, particularly those involving adults 
 The student acting suspiciously with regard to notes or text messages. Often this means being noticeably 

secretive about their mobile phone/tablet 
 Information heard/overheard, either from the student, their friends or their Group Leader 

Any member of staff who has a concern about a student, however insignificant this might appear to be, should 
discuss it with their line manager, Centre Manager or the Designated Lead as soon as possible. Remember that 
there might be several small clues that, together, point to abuse, which your information could be the key to. 
More serious concerns must be reported immediately to ensure that any appropriate action can be carried out 
as early as possible. 

Responding to Student Disclosures 

If a student makes a disclosure of abuse to a member of staff, they should: 

 Listen to what is said; allow the student to make the disclosure at their own pace and in their own way 
 Avoid interrupting except to clarify what is being said 
 Keep your response short, simple and gentle - Avoid making comments or judgement about what they 

are telling you 
 Only ask questions if you need to clarify something; don’t ask leading questions or probe for information 

that is not volunteered  
 Reassure the student that they have been heard and explain what will happen next 
 Do not promise to keep any secrets 
 Inform the DL immediately or the Summer Centres Director. 
 Record the conversation in writing on a Child Protection Report form as soon as possible. Do not ask the 

child to make any written declarations.  
 Remember to note what is said and how it is said 

NOTE: It is not the role of a staff member to investigate any concerns – they should report them to the Centre 
Manager/DL 

Concerns Involving Members of Staff or Group Leaders 

Any concerns that involve allegations against an adult should be referred immediately to the Designated Staff 
(Centre Manager) or the Designated Lead (Head Office).  Upon a report of an allegation The Designated Staff 
should:  

 Make sure the child is safe – away from harm and in a safe environment. 

 Liaise with the Designated Lead and obtain all information on the allegation. 

 Investigate the concern and assess the information carefully and quickly asking for further information 
if appropriate.  

 Whilst the investigation is underway, Gross Misconduct rules apply. The adult may be suspended, 
during which time they will be paid as normal. However, they will be asked to leave the site and find 
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alternative accommodation until the investigations are completed. If the investigation is proved to be 
just, the Local Safeguarding Children Board (LSCB) will be called and the Police.  

 Should the allegation be of a physical nature, a Body map form should be completed (see Appendix C) 
Advice from both authorities will be followed. 

Concerns Involving an Under 18 year old student 

If a student under the age of 18 is accused of inappropriate behaviour or abuse, the allegation with be 
investigated as soon as the Designated Staff has been informed. The DS shall: 

 Ensure the child (victim) is safe. Stay calm. Support the victim.  

 Inform the Designated Lead in Head Office 

 Speak to the child/adult reporting the allegation. If a child, speak to them with their Group Leader or 
SLO present. Record the information and wherever possible ensure that the written record is made by 
the child making the allegation.  

 Should the allegation be of a physical nature, a body map form should be completed (see Appendix C) 
DL to contact local authorities and follow guidance given by local authorities. 

Recording 

Incidents or behavioural changes that give cause for concern should be recorded on a Child Protection Report 
form, copies of which are available from the DL (Head Office) or the Centre Manager (Residential Centres). It is 
important that records are factual and reflect the words used by the student. Opinion should not be given 
unless there is some evidence base which can be quoted. Records must be signed and dated with timings if 
appropriate. It is important to remember that any issues are confidential and other staff should only be 
informed on a ‘need to know’ basis.   

Information to be recorded by the Centre Manager or DL 
 Name and date of birth. 
 The incident(s) with date(s) and (time(s)). 
 A verbatim record of what student has said. 
 If recording bruising/injuries indicate position, colour, size and shape on body map (attached). 
 Action taken. 

Storage of Records 

All records relating to safeguarding must be transferred to the DL immediately no local copies are to be made. 
The DL will ensure that records relating to concerns for the welfare of students are kept securely. Information 
will be shared on a strictly ‘need to know’ basis. 

Referrals to Social Services 

It is the responsibility of the DL to refer allegations or suspicions of abuse to the Local Area Designated Officer 
(LADO) within 24 hours (in writing or with written confirmation of telephoned referral). If a student is referred, 
the DL must ensure that senior management and other relevant staff are informed. 

Note: Staff members should not contact the LADO directly unless specifically told to by the DL 
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If a student discloses information for you, remember T.E.D: 

 
 
Head Office Designated Lead: Saoni Beresford 01843-598508 saoni@churchillhouse.co.uk 

Staff Code of Conduct - Safeguarding 

All staff should take care not to place themselves in a vulnerable position in relation to child protection. To 
work safely and in avoidance of any doubt; Interviews or work with individual students should be conducted in 
view of other adults. Excessive touching of students must be avoided. Physical intervention should only be used 
when a student is endangering themselves and/or others and must be recorded on an Incident Report form 
and, if possible countersigned by a witness. These are to protect adults as much as to protect under 18s and to 
promote a safe school culture. If any student approaches an adult with the intent on making an advance, it 
should report it immediately and actions will be taken not all the adult to be in a vulnerable position (i.e. 
change of accommodation building, activity schedule or class).  

Good Practice 

The following are common sense examples of how to create a positive culture and climate. Good practice 
means:  

 Treat all children equally, and with respect and dignity   
 Conducting yourself in a manner that sets a good example to the participants  
 Giving enthusiastic and constructive feedback rather than negative criticism 
 Never using physical punishment 
 Do not offer medicines or medical advice to juniors, if they are ill contact a first aider or ask a monitor to 

take them to the Designated Staff 
 Observing the rules concerning social networking and electronic contact  
 To behave as an excellent role model to students  
 To educate students on addictive substances such as alcohol, cigarettes and drugs, rather than make light 

of any situation involving them 

Unacceptable behaviour which must be challenged 

 Endangering students through any action or inaction 
 Engaging in rough, physical or sexually provocative games, including horseplay 
 Engaging in any form of inappropriate touching  
 Sexually suggestive comments to a child, even in fun 
 Swearing or making offensive remarks within earshot of students 
 In residential situations, entering children’s bedrooms (unless it is essential e.g. because a child is ill) 
 Using force as a form of discipline 
 Taking a child to the bathroom/toilet without another responsible adult supervising 
 Showing any favouritism to particular students or arranging work to spend time with a particular 

student/group of students 
 Accepting children’s inappropriate language/behaviour - This should always be challenged  

TED – Asking Open Questions 
When the child/young adult is telling you their story, give 
‘open instructions’ (i.e. instructions that do not lead or 
direct) such as: 

Tell me…… 

Explain to me…… 

Describe to me…… 

 

This is called T.E.D. 

mailto:saoni@churchillhouse.co.uk
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 Reducing a child to tears as a form of control 
 Do things of a personal nature for children or disabled adults that they can do for themselves (e.g. apply 

sunscreen)  
 Invite or allow children to stay with you at your home 
 Keeping photos of students or their contact details in any form (electronic/printed) 
 Making or responding to personal contact with students by telephone, SMS, messaging services, email or 

social media, either during or after a course  
 Consuming alcohol on active duty, or directly before active duty (Please see Gross Misconduct in Staff 

Handbook) 
 Drinking alcohol or smoking cigarettes in front of students or offering either to students (which can lead 

to Disciplinary Procedures or Gross Misconduct) 
 Wearing provocative or overly revealing clothing (please see Staff Dress Code in Staff Handbook) 
 Inviting children into their rooms 
 Sharing a bedroom or bathroom with a child 
 Alcohol and Smoking policies of the school  
 Use of IT and Internet at the Centres (Please see Electronic Communications and Safer IT use policies) 

 
Staff Relationships with Students 

Physical or emotional relationships between adults and students under 18 are completely unacceptable. As you 
are in a Position of Trust it is against the law, under the Sexual Offences ACT of 2003, to have any sexual 
relations/activity of any sorts, including sending/receiving messages of a sexual/provocative nature to any 
Churchill House Junior Student even those who are of the age of consent (16/17 year olds).  

Anyone that suspects that an adult is having or attempting to initiate such a relationship should disclose this 
concern to the Designated Staff immediately. 

All staff must be aware of the possibility that a colleague may be innocently compromised by a student 
attempting to initiate a relationship, which should also be reported to the DS immediately so that steps can be 
taken to protect them. 

Staff Behaviour that may cause concern with regard to junior students and therefore should be reported: 
 Creating an environment from which the adult can gain  access to students e.g. changing shifts to coincide 

with  a particular group of students, ingratiating themselves with their group leader 
 Becoming particularly friendly with a particular group of students, as opposed to students in general 
 Turning up to activities/lessons/meals in the company of the same student(s) 
 Making or attempting physical contact 
 Attempting to gain access to student records/photos 
 Taking photos of certain students on personal devices 
 Becoming aggressive/defensive when their relationship with students is discussed 
 Unusual behaviour with mobile communication devices e.g. being particularly secretive, using their 

mobile phone frequently during activities.  
 In Residential Centres being in an inappropriate residence building/corridor, particularly if not on pastor 

care duty 

Student behaviour which should be reported: 
 Appearing nervous/agitated in the presence of a particular adult, or shying away from them 
 Making or attempting physical contact 
 Attempting regular contact with a particular member of staff 
 Students being flirtatious with adults, rather than other students, or seeking physical contact   
 Seeing the student in suspicious situations, particularly those involving adults 
 The student acting suspiciously with regard to notes or text messages. Often this means being noticeable 

secretive about their mobile phone/tablet 

Note: Any unexplained signs of physical harm should be disclosed immediately 

  



©Churchill House 2019 41 

Policy on Physical contact with Children 

Churchill House policy is to avoid any physical contact with children wherever possible, but we accept that the 
nature of our work will occasionally make physical touch unavoidable. 

The circumstances where physical contact is appropriate can be summarised under the headings: ‘Positive 
Touch’, ‘Negative Intervention’ and First Aid. All staff must understand these concepts and their use in a school 
environment. However, staff should also remember that these concepts are subject to interpretation and 
should take these precautions to avoid misunderstandings: 

1. Never touch a child in private; try to ensure that another member of staff or a GL is present 
2. If you find yourself needing to touch a student in a small room (e.g. if you enter a bedroom to respond 

to a crying child), always leave the door propped open (not just unlocked) 
3. The touch must be appropriate for the context and only as much as is absolutely necessary for the 

current need 
4. Ask permission to touch the child, if they are crying you could ask “do you want a hug?” 

Positive Touch 

This can be to demonstrate skills (e.g. in sports coaching) or to reassure or convey approval/sympathy. Always 
ask permission from the student first. Touching or controlling the arm just above the elbow is an appropriate 
initial focus for positive touch and personal safety. However, as the need for this type of touch is subjective it 
should be avoided wherever possible. 

Whereas we would discourage hugging as a form of positive touch, we are aware that sometimes as a way to 
comfort young students, it is necessary. At which point, we would urge the adult to use a side-way hug. Putting 
their arm across their shoulders and “hugging” from the side which avoids a “front to front” hug and allows the 
adult to control the student’s movement from the shoulders.  

Negative Intervention 

This is the use of reasonable force for self-defence, to restrain a child from hurting themselves or others, or to 
maintain discipline. It should always be used as a last resort – always try to talk to the student first. In the event 
of a breakout of aggression between students, call another member of staff to be present and if necessary 
assist with any intervention to limit risk of harm to both student and staff member. 

Again, Negative Intervention will be judged subjectively - according to the situation, the force used and the role 
of the staff member. Avoid using it if possible. 

First Aid 

Giving first aid should be left to a qualified first aider wherever possible, but where emergency treatment is 
needed physical contact is always acceptable. If the treatment is more minor (e.g. dressing a cut/graze) 
physical contact is acceptable provided that it is done openly (preferably with another adult present) and that 
the contact is appropriate for the treatment needed. Ideally, however, the student should be asked if they are 
able to do the treatment themselves, if they are old enough e.g. they might be able to clean/dress a graze 
themselves.  

Prevent Policy 

What is Prevent? 

Prevent is a UK Counter-Terrorism policy which aims to prevent children and young people in the UK being 
drawn into extremist behaviour, while at the same time fighting extremism by promoting British core values 
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and challenging values which might lead to extremism. Prevent also includes a reporting structure for 
educational bodies to identify possible extremist behaviour to the relevant government bodies.   

There is a Prevent duty for everyone working with children and young people in the UK, a duty which came into 
force in the Counter Terrorism and Security Act 2015 and is part of wider government policy.  All educational bodies 
may be spot checked for their compliance with this policy. 

Core British Values 

Democracy - the equality of rights and privileges of everyone 

Individual Liberty - All people are allowed to make their own life choices 

Rule of Law - School rules are set up for the purpose of the smooth running of the school and to protect students and 
staff alike. 

Mutual Respect – Showing consideration for other people which is freely reciprocated  

Tolerance of those with different faiths and values – We accept and support people’s rights to have and practice their 
own beliefs 

Exemplifying British Values 

A key part of the Churchill House Prevent policy involves exemplifying core British values: democracy; individual liberty; 
rule of law; mutual respect; and tolerance of those with different faiths and beliefs.  

We can exemplify these values in the following ways: 

 Being role models for students to follow 

 Providing situations where students can explore values held in the UK, explaining their meaning as/when the 
opportunity arises 

 Challenging behaviour which contradicts/threatens British values 

Practical ways to exemplify British values in the school 

 Students can be involved in reasonable decisions about their learning experience e.g. a teacher might ask 
students to vote on the type of project work they will do next 

 Students should be encouraged to make choices about their own personal lives and be free to talk about what 
they will do in the future without contradiction/criticism 

 School rules are clearly stated (both in class and in noticeboard signs) so that students know and understand 
what is acceptable behaviour 

 The code of conduct applies to everyone equally e.g. staff cannot go to the front of the meal queue as this 
implies inequality  

 Staff should not allow transgressions against others to go un-challenged e.g. telling students that make 
potentially offensive statements that it is inappropriate, escalating to the Centre Manager  as necessary 

What is Extremist Behaviour? 

‘Extremist’ is more than just having views about something, it implies that that the use of violence is necessary to those 
views. For instance, if someone says that they are against immigration it is different to saying that immigrants should be 
attacked.   

 

Is this Extremist behaviour? 

What is happening? Is it extremist? What should I do about it? 

A female student has started 
wearing a veil/headdress   

No. The student is just choosing 
to follow their own beliefs in a 

Nothing – this is normal 
behaviour 
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different way.  

A student wears a T shirt with 
prominent Nazi swastikas printed 
on it 

If this is the only evidence, no. Explain that the swastika is 
considered offensive in the UK 
and that they should change it 
immediately. 

Students are picking on someone 
because they are gay. 

No. It is bullying though, which 
must be stopped immediately. 

Bullying is a serious breach of our 
school rules. Stop it and inform 
the Centre Manager immediately. 

A clique forms amongst students 
based around their racial views. 

This is not extremist in itself but it 
could become so, and  as a group 
they could be committing 
offensive (if not extremist) acts 

Report it to the Centre Manager 
immediately. Staff should 
challenge their views openly so 
that students know that such 
views are not acceptable.  

 

Behaviour to look out for in students 

The signs which staff should look for are very similar to those we already have to be aware of as part of Safeguarding e.g. 
changes in attitudes/behaviour. However, please look out for these signs of potential extremist behaviour:  

 Disclosures from students of their exposure to the extremist actions, views or materials, whether through other 
students, staff or host families, especially where students have not actively sought these out  

 Changes in behaviour, friendships or actions that may indicate undue extremist influence 

 Attempts to impose extremist views or practices on others 

 Graffiti symbols, writing or art work promoting extremist messages or images 

 Students accessing extremist material online, including through social networking sites (Note: this is likely to be 
blocked and reported by the school’s filters) 

 Students voicing opinions drawn from extremist ideologies and narratives 

 Use of extremist or 'hate' terms to exclude others or incite violence 

 Intolerance of difference, whether secular or religious or, in line with our equalities policy, views based on, but 
not exclusive to, gender, disability, homophobia, race, colour or culture 

Reporting Concerns 

 Everyone has a duty to report any concerns they may have about extremist behaviour; they should 
report them to their Centre Manager immediately. As with the Safeguarding policy, we operate a 
Whistleblowing policy – any staff member who feels that they cannot talk to their Centre Manager 
about a Prevent issue can talk to the HO Designated person. 

Student Welfare 

Group Leader Role 

Group Leaders are the adults that come with a group (usually 15 or more students). They have a responsibility 
to their group only and cannot be accountable or held responsible for students not in their party. They are to 
supervise their students on activities and excursions, as well as on pastoral duty times (wake up/meals/house 
time/lights out/night time duty). Group Leaders are to attend daily meetings with the Centre Management 
staff to know what will be happening that day and week and to work alongside them to ensure their students 
get the best out of their stay with us.  
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Student Discipline 

From time to time, students can play up and be disruptive. It is our role as adults to minimise that and the 
impact on other students in the Centre. There are different degrees of discipline, depending on the situation, 
below are some examples: 

Minor Offences 

 Disruptive in class or on activities on more than one occasion 

 Causing loud disturbances in the accommodation blocks or in the dining room 

 Wandering off on an activity on site 

 Causing minor accidental damage 

 Being rude to a staff member or fellow student 

Possible actions available to the Centre Manager 

 Speak to the Group Leader or SLO to speak to the student 

 If the first fails, have the Centre Manager speak to the student  

 If damage has occurred, have the CM speak to the student (with GL present) and give them the cost of 
the repair and collect the money from them 

Serious Offences 

 Constantly causing disruption 

 Bringing and drinking alcohol into the centre 

 Bringing and using narcotics into the centre 

 Found guilty of stealing from other students and/or shop theft 

 Blatant disregard to others safety (throwing rocks/causing accidents etc) 

 Bullying  

 Sexual or racial harassment 

 Repeatedly going into out of bounds areas (could be boys going into girls houses or vice versa) 

 Verbal abuse to staff members 

 Physical abuse  

Process in these instances 

 Investigate the situation 

 Interview those involved 

 Any discipline to be invoked as Centre Manager sees fit 

Possible disciplinary actions 

 A verbal warning 

 A final warning 

 Calling of parents  

 Moved to another centre or expulsion of the course where parents have to pay to remove the student. 
(This will only be done through authorisation and consultation of Head Office.) 

Student Complaints Procedure 

We hope that our students are happy and content with the course; however, sometimes this is not always 
the case. In the case of a student not being satisfied with their stay we tell them in the first instance to 
speak with their Group Leader who can take it up with the correct Manager. For example, if the student is 
unhappy with their class/level, the Group Leader can speak with the Director of Studies. If the student is 
unhappy with the activities, the GL can speak to the Activity Manager. If the student is unhappy with the 
accommodation/food, then the GL can take it up with the Centre Manager. The Centre Manager also 
oversees all that the DOS and AM do.  
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The student may complain in the first instance to a Teacher about their class or an Activity Leader about the 
activity. In this instance, the Teacher or AL should report the comment to their line manager.  

If the student is an individual, they should speak to their Individuals Liaison Officer, who acts as their GL.  

Student Illness & Injury 

Please note: All customers are responsible for their own medical costs and are recommended to buy travel 
insurance. Churchill House is not responsible for any costs. 

Students in Groups 

 If a student in a group requires professional medical care, the Group Leader should accompany them, 
translate and liaise with the parents where necessary. Should there be any costs incurred, the GL should 
arrange payment from the group’s travel insurance. Churchill House will provide support (e.g. arranging 
taxis to/from the doctor’s surgery/A&E) but is not responsible for paying the costs.  

 The Group Leader is responsible for supervising and caring for students that cannot attend lessons or 
activities due to illness or injury. 

Individuals Students 

 Churchill House (the CM or SLO) should make arrangements with the student’s travel insurance 
company before taking them to the doctor if possible- the insurer may specify where to take them.  

 A SLO or the CM accompanies the student to the clinic/hospital 

 If treatment/medicine is needed, we need to contact the parents as we are not allowed to give such 
permission under UK law. 

Contagious Illnesses 

 Contagious diseases such as chicken pox, measles etc are extremely difficult to manage in a summer 
school so immediate action must be taken. Any student suspected of having a contagious disease 
should be immediately isolated, preferably by moving them to separate single en-suite room if available 
(or a single room and isolate a bathroom – if possible). During this isolation they should not attend 
lessons or activities and should take all their meals in their room. Other students should be actively 
discouraged from going to see them during their isolation. The isolation should continue until advised 
otherwise by a doctor. 

 CHSC staff should contact the NHS/local doctor for advice but people with contagious diseases are 
usually discouraged from attending surgeries to avoid the spread of the disease to other patients. 
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Student Code of Conduct 

As a student of Churchill House Summer Centres there are some rules that we require you to abide by.  

  

In Class: In Class: 

You must go to class every day. You must not use their mobile phones in class. 

You should listen to the teacher, and speak with 
others in English in class. 

You must not be late for class, or late coming 
back from breaks. 

You should speak English in class and not your 
own language. 

You must not have chewing gum in class. 

You can bring a bottle of water to class. 
You cannot eat or bring fizzy drinks to class (like 

cola). 

On Site: On Site: 

You must be on time and attend registration for 
activities. 

You must not leave the centre without an adult. 

You must stay with the activity you are on, until 
the break. 

You must not return to your accommodation 
without an adult. 

You must queue for your meals nicely and not 
push in.  

You must not drop rubbish on the floor. Please 
use the bins around the school. 

On Excursions: On Excursions: 

You must wear your seatbelts on the coaches. You must not stand up on the coach. 

When leaving the coach, you must remember to 
make sure you have all your things.  

You must not shout or be too loud on the coach 
or in the place you are visiting.  

You must be on time for the excursion and after 
free time. 

You mustn’t go anywhere alone. Always be in 
with at least one friend – especially in free time. 

In your accommodation: In your accommodation: 

You should make your bed in the mornings. You must not jump on the beds. 

You should keep your room tidy. You must not make loud noise at night. 

You should lock any valuables in your suitcase. 
You must not run through the corridors or try to 

leave the accommodation at night. 

You must wear your lanyard with your student badge all day.  
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Policy on Taking Photographs of Students 

Staff are not allowed to take photographs or keep photographs of students for personal use. Nor should staff 
use their own photographic equipment/storage media for business use. However, there are several 
circumstances where staff may have a legitimate business need for taking photographs of students, in which 
cases this policy must be followed. 

Potential business uses for photographs of students: 

 Marketing 

 Activities/Project Work 

Procedures for taking /managing photographs of students 

 A staff member may take photos on behalf of a student, using the student’s camera/phone e.g. if they 
want a picture of themselves with their friends while on excursion.  

 Only staff members with prior permission from the Centre Manager are allowed to take photos. Anyone 
suspected of taking or storing photos for personal use should be reported to the DL immediately. 

 Other responsible adults must be present  when the photo is taken e.g. GLs/other staff 

 Students/staff must be dressed appropriately e.g. never in swimming costume/night wear 

 Students must give their permission to have their photo taken and we cannot use any photos that the 
student objects to 

 Photographs should show groups (3 or more) of students rather than individual students 

 Photographs should be anonymous; no information about the student should be discernible e.g. check 
that the ID card isn’t visible 

 Photos should not portray the students upset/distressed in any way, nor should they cause upset, 
distress or embarrassment 

 Photographs should be taken using company equipment wherever possible. If this is not possible, staff 
may use their own equipment by prior arrangement only – the Centre Manger/DL must agree in 
advance. In these circumstances, the images may only be stored on company media, and the personal 
camera equipment should be checked to ensure that no copies of the images remain  

 Head Office staff visiting the centre to take photos will report to the Centre Manager before starting 
work. All visiting staff will wear company ID. 

 Any images taken by staff on the company’s behalf are the intellectual property of Churchill House 

 

Staff Being Photographed with Students 
Students often ask to have a picture taken with summer school staff. If a staff member chooses to allow this, 
they must follow these guidelines: 

1. Remember that the photo will be viewed out of context e.g. a 3rd party might be concerned to see a 
photo of an adult with a minor on Facebook, which could have professional repercussions. 

2. The photo must be taken in  public and should never just show the staff member and the student – 
always have more people in the shot so that it is clearly taken under supervision. For instance, have 
your backs to a group of people. 

3. Be aware of how the pose might look – e.g. keep your hands in plain view  (2 handed waving is the 
safest approach) 
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Smoking 

UK Smoking Legislation 
The minimum legal age to purchase tobacco products in the UK is 18, and it is illegal to supply 
tobacco/cigarettes to anyone under this age. However, the laws relating to smoking in public is different in 
England and in Scotland. In England it is legal to smoke in outdoor public places from the age of 16 but there is 
no minimum age to possess tobacco or smoke in private. In Scotland it is illegal for anyone under the age of 18 
to possess tobacco or smoke in a public place. 

British law prohibits smoking inside any workplace building, which applies to all summer school venues.  

Churchill House Policy on Smoking 

Smoking on Campus 

 Churchill House is bound by any regulations placed on it by the venue. If the venue decides that 
smoking is barred on campus, this rule applies to all CHSC staff and students.  

 Smoking is only allowed in designated smoking areas and anyone – staff or students - found smoking 
outside of these areas will face disciplinary action. 

 Smoking in residential buildings is forbidden. Anyone found doing so may face expulsion/removal by the 
venue, whether student or staff. Similarly, anyone attempting to tamper with smoke alarms will face 
disciplinary action. 

 Used cigarettes and matches must be disposed of safely and sensitively. 

Staff Smoking 
Churchill House staff must: 

 Not smoke on duty. This includes smoking on outdoor activities, excursion walking tours or waiting for 
coaches to appear.  

 Not encourage students to smoke in any way, including offering them lights 

 Not lend or supply cigarettes/tobacco to students under any circumstances 

 Avoid smoking in front of students. 

Student Smoking 
Churchill House does not encourage smoking amongst its students but recognises that stopping students 
smoking is a parental responsibility and out of our remit, provided that the student is not breaking any UK laws. 
However: 

 Students may only smoke in designated areas, if provided 

 Underage students found attempting to procure cigarettes may be disciplined 

 Students may not supply tobacco/cigarettes to underage people as this is illegal in the UK 

 Students may not smoke during activities except during designated breaks 

Note: Churchill House and its partner venues reserve the right to confiscate tobacco products from students 
deemed to be causing a nuisance or breaching any site rules. 

Alcohol 

UK Legislation on Alcohol Consumption 
If you’re under 18, it is against the law: 

 for someone to sell you alcohol 

 to buy or try to buy alcohol 

 for an adult to buy or try to buy alcohol for you 

 to drink alcohol in licensed premises (e.g. a pub or restaurant) 

Students and Alcohol 
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Students must not bring alcohol onto the campus, whatever their age. If any staff member finds that a student 
has alcohol in their possession they must confiscate it or report it to the Centre Manager immediately. 

Staff and Alcohol 
Staff must always remember that they are working on a residential campus with minors and that they have a 
responsibility to ensure that they retain a high degree of professionalism at all times. Staff may not drink 
alcohol or be under the influence of alcohol while on duty, nor can their professional performance be allowed 
to suffer due to alcohol consumption. 

Staff must not: 

 Keep alcohol or drink in their rooms 

 Be seen by students with alcohol in their possession 

 Be seen drinking or under the influence of alcohol by students 

 Supply alcohol to any student, whether or not they are of legal drinking age 

Narcotics 

Churchill House has a zero tolerance policy towards illegal narcotics – anyone found to be in possession of or 
using illegal narcotics will be disciplined and may be reported to the police. 

 

Use of Personal Vehicles to Transport Students 

The company allows staff to use their own vehicles for local trips on company business- e.g. for shopping trips – 
provided they have the prior agreement of their Centre Manager. 

However, staff cannot transport students in their own vehicle except in an emergency, such as an urgent visit 
to a hospital following an accident. 
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Major Incident Procedures 

General Guidance for Staff 

In the event of a major emergency (e.g. traffic accident, fire, explosion) all staff should follow these basic 
guidelines: 

1. Take immediate control of the situation until the emergency services take over – you are responsible for 
the safety and security of the students in your group 

2. Assess the situation 
3. Your first priority is to the safety of your group – Ensure that they are all safe and supervised before you 

attempt to do anything else. Don’t allow any of them to wander off. 
4. Check if there are any injuries (see below) 
5. Contact the Head Office or centre emergency number for support 

Dealing with Injuries 
If you call emergency services (999 or 112) they will often give you advice over the phone while waiting for an 
ambulance to arrive. General guidelines: 

 DO NOT ATTEMPT TO MOVE INJURED PEOPLE. The only exception to this is if they are only slightly 
wounded and they are in danger where they are. 

 Find out who is injured and who needs your help the most. As a guide, prioritise unconscious people 
first. 

 Perform basic first aid if you know how e.g. apply pressure to wounds, keep airways open 

 Injured people need to be supervised at all times; keep them awake and talking 

 Keep checking everyone periodically – there could be injuries you didn’t see at first or someone you 
thought was only slightly injured could get worse 

 If anyone is taken to hospital, find out which hospital before they leave. A Group Leader or a member of 
staff should accompany them if at all possible. 

Looking after a group at an accident scene 
If your group is present at an accident you may have to look after them for some time.  Keep them calm and 
comforted, and keep them updated about anything we are doing to help them.  If possible, and the group 
members are uninjured, take them to a safe place away from the scene of the accident. 

Remember to consider their emotional needs but also consider potential conduct issues e.g. stop them taking 
photos, keep them from getting in the way. 

Communications 
In the event of any accident affecting your group: 

 Call the centre or the Head Office emergency number (07419 373982) to report the incident. Head 
Office will deal with calls to/from clients and make arrangements to help you. 

 Keep your phone line open and preserve battery life. Avoid making/receiving unnecessary calls and 
keep calls brief.  

 You will need to provide a report on the incident later so try to keep notes, especially names/phone 
number of witnesses/police etc 

 Do not speak to the press or allow any students to. Also, ask students not to post anything on social 
media sites. Apart from worrying their family, it could cause distress to others 
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Terrorist Attacks 

While the chances of being directly involved in a terrorist attack are quite low, we must be prepared for the 
possibility of being caught up in one, or in the effects of one. This guidance covers actual or suspected terrorist 
attacks; in 2005 we were initially told there was a fire on the underground – it turned out to be a planned 
attack on the London transport network - so if there is any doubt we must play safe. 

Staying Safe on excursions 

While we don’t know when/where a terrorist attack might take place there are some simple guidelines we can 
follow to help protect ourselves: 

1. Be prepared. Ensure that you have maps, emergency contacts, fully-charged mobile phones and a first 
aid kit with you. Make sure that all students have their ID card and know how to call for help. 

2. Plan your route carefully. Look for potential risks and aim to avoid them e.g. take side roads rather than 
fast main roads.  

3. Plan a recovery position into your route – a safe place to take the students if anything happens. Make 
sure everyone knows the name of this recovery position and that it is marked on the map. Generally 
speaking, parks should be safe. 

4. Stay vigilant – look out for anything suspicious and take action to avoid it 
5. Don’t travel in large groups. Whereas we might travel in a 50 seat coach, we should break the students 

up into 2 or 3 smaller groups for walking tours/getting around, maintaining separation throughout. 
6. Only give students free time in a pedestrianised area 
7. Where there are bollards/barriers to protect pedestrians from traffic, ensure that the students stay 

behind these barriers 
8. Avoid stopping near government buildings, train stations and other places that might be a target 

Guidance for staff on excursion 

 If anything happens, the police advice is ‘Run, Hide, Tell’. Your priority is your safety and that of the 
students. If you have to give the ‘run’ order, try to tell people where to run to (the recovery position), 
but the area will soon be full of emergency services so there will be help to gather the group up later if 
need be 

 Call the centre to report in as soon as possible. Remember that you may not have mobile phone 
coverage (the security services turn off the network) so you may have to find a landline. Keep checking 
in for information and to keep the centre informed.  

 If you need to wait for pick up find a safe place to wait in, such as a park. Be careful not to lose anyone! 

 In cities, any incident usually has a major effect on the transport network and roads may be blocked for 
a considerable period of time, so you may need to walk to a pick up point. If you do, avoid potential 
terrorist targets such as Parliament, palaces, train/underground stations, Harrods etc. 

 Try to keep everyone calm and encourage them to be patient – if it’s a real terrorist attack they may 
experience major delays.  

Guidance for staff at the centre 

 You must account for all your groups/students as soon as possible. Stop any groups from leaving the 
campus. 

 If you have groups in the affected area, contact them and tell them to return to the centre. Tell them to 
check in every 30 minutes.  

 Keep the centre phone lines clear and staffed – you can expect calls from the agents and worried 

parents but aim to keep these calls as short as possible so that you can communicate with HO and the 

people on excursion. 
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Below is the advice given to students’. This information can be found in their Student Handbook. 
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Lost Student Procedure 

If you are leading an excursion/visit and you suspect you have lost a student, immediately implement the 
following procedure: 

1. Remain calm – students often get lost (even on a straight road) but rarely stay lost 
2. Stop the group in a safe place (i.e. not next to a busy road or blocking a path) on your normal route, 

preferably in a clearly visible place, so that the student can find you if they are just lagging behind. 
3. Gather information: 

a. Take a roll call to check who is missing and if they were alone (students often go missing in pairs) 
b. Ask the group when they were last seen 

4. Try ringing their mobile number (their friends might have it if you don’t) 
5. Don’t let the situation get any worse: 

a. If you can contact the student, ask them where they are and go and find them. Don’t risk them 
getting lost looking for you. 

b. Never send a student alone to look for a student – you could end up with two missing students 
c. Make sure that no-one else wanders off 

6. If there were other groups present where the student was last seen, phone them  to check if they have 
them – they might have picked them up 

7. If someone needs to go to look for them: 
a. Send a member of staff or a GL with one of the student’s friends to act as another pair of eyes. 

There’s no point in sending a staff member alone if they can’t recognise the student. 
b. Check that they have their mobile phone with them 
c. Search for student in the designated free time area or where they were last seen. 
d. Provided the rest of the group is in a safe place, ask them to wait there. If you do have to move 

on, don’t stray from the planned route and tell the people you have sent out where to find you.  
8. If you haven’t found the student after 5 minutes, call the centre to report them missing. Keep the 

phone line clear as much as possible. When you find the student, call the centre to let them know. 
9. Wait for the student until told to leave by your activity manager or Head Office Emergency phone 

contact 

 

Tips to Avoid this Happening 
 Always check that the students have their ID card before they 

leave the centre 

 Take a roll call before moving the group from one place to 
another and take regular head counts en route. Always check 
numbers yourself - Never rely on the Group Leader! 

 Check that the group is all concentrating before moving 

 Staff should be posted at the front and rear of any group. The 
staff member at the back should hurry people along and the 
person at the front should stop the group if they think the line is 
getting too strung out. If there is only one staff member, the GL 
should be the back-stop. 
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Disclosure and Barring Service (DBS) Checks 

About the Disclosure and Barring Service 
Enhanced Disclosure and Barring Service (DBS) checks are the official UK background checks on staff working in the 
education sector. The DBS check reports previous convictions or other reasons why a person might not be suitable to 
work with children. Applicants must provide identification and complete an online form. The process usually takes 
around 4 weeks provided there are no queries raised. 

https://www.gov.uk/disclosure-barring-service-check/overview 
 

The DBS Update Service 
Churchill House, like all other UK language schools and any other organisation which works with children/young people, is 
required to carry out DBS checks on all staff, which confirm that the person is legally suitable to work with our students. 
As you may know, these are police checks are only valid up until the day you receive your certificate and are not portable, 
so this is a single-use check, only valid for Churchill House this summer. 

If you are likely to work with children/young people again in the UK it is possible to subscribe to the DBS Update Service 
which effectively extends the life of the DBS and allows multiple future employers to check your DBS status. This saves 
you the effort of completing a new DBS check every time you get a job. This service currently costs the applicant £13 per 
year. 

For the employer, the update service cuts down on their workload, is faster to process (we can check your status on a 
website in seconds) and there is also a major cost saving - currently a DBS costs £48.80 in England and £63.80 in Scotland 
to join the PVG scheme. Like many language schools, we will be forced to pass 50% of this cost on to staff requiring a 
check in the form of a deduction from their first 2019 payroll. 

You can register for the service once you receive your application reference number (called ‘form ref’ on your application 
form) or your certificate number. This number usually starts with 001 – and is on the top right hand corner of your 
certificate. You must then apply for the update service within 28 days of the certificate being issued.  

For information and to register for the update service please go to: https://www.gov.uk/dbs-update-service  

 

 

 

 

  

https://www.gov.uk/dbs-update-service
https://www.gov.uk/dbs-update-service


©Churchill House 2019 55 

Introduction .............................................................................................................................................................. 1 

Important Note: About this Handbook ................................................................................................................ 1 

About Churchill House .......................................................................................................................................... 1 

Accreditations and Memberships ........................................................................................................................ 1 

Churchill House Summer Centres Core Values ........................................................................................................ 2 

Who does what? ....................................................................................................................................................... 3 

Centre Staff ........................................................................................................................................................... 3 

Customers ............................................................................................................................................................. 4 

Head Office Staff ................................................................................................................................................... 4 

About our Courses .................................................................................................................................................... 5 

Residential Courses .............................................................................................................................................. 5 

Homestay Courses ................................................................................................................................................ 5 

Starting Work ............................................................................................................................................................ 5 

Arrival at the Centre ............................................................................................................................................. 5 

What to Bring ....................................................................................................................................................... 5 

Accommodation ................................................................................................................................................... 6 

Staff Induction ...................................................................................................................................................... 6 

Schedule for your first sessions of work .............................................................................................................. 6 

Working in a Residential School ............................................................................................................................... 7 

About the venue ................................................................................................................................................... 7 

Living alongside students ..................................................................................................................................... 7 

Dealing with summer school life .......................................................................................................................... 7 

Time Management ............................................................................................................................................... 7 

Staff Sickness ........................................................................................................................................................ 8 

Practicalities ......................................................................................................................................................... 8 

Damages/Maintenance ........................................................................................................................................ 9 

Supervision Duties .................................................................................................................................................... 9 

How to supervise - Advice to staff ........................................................................................................................ 9 

Supervision Duties on the Rota ............................................................................................................................ 9 

Employment where the DBS process is incomplete ............................................................................................ 11 

Teaching – Staff Responsibilities ............................................................................................................................ 12 

Teacher Duties and Responsibilities ................................................................................................................... 12 

Lesson Planning and Preparation ....................................................................................................................... 12 

Planning and recording lessons ...................................................................................................................... 13 

Paperwork – Reports and Certificates ................................................................................................................ 13 

Teaching.................................................................................................................................................................. 14 

Multi-Lingual Classes ...................................................................................................................................... 14 

Mixed Level Classes ........................................................................................................................................ 14 

Teaching and the Activity Programme ........................................................................................................... 14 

file://///church01/Data/USERS/Summer%20Centres/Manuals%20&%20Handbooks/2019%20Manuals/2019%20Staff%20Handbook/Staff%20Handbook%20Text%202019%20DRAFT.docx%23_Toc12093463
file://///church01/Data/USERS/Summer%20Centres/Manuals%20&%20Handbooks/2019%20Manuals/2019%20Staff%20Handbook/Staff%20Handbook%20Text%202019%20DRAFT.docx%23_Toc12093491


©Churchill House 2019 56 

Activities ................................................................................................................................................................. 15 

About the Programme ........................................................................................................................................ 15 

Supervision Ratios on Activities ......................................................................................................................... 15 

Staff Roles – Activities ........................................................................................................................................ 15 

Excursions ............................................................................................................................................................... 16 

Staff roles - Excursions ....................................................................................................................................... 16 

Departure ....................................................................................................................................................... 16 

On the Coach .................................................................................................................................................. 17 

On the Walking tour ....................................................................................................................................... 17 

Venues and Attractions .................................................................................................................................. 18 

Free Time ........................................................................................................................................................ 18 

Dealing with Problems during Activities and Excursions ................................................................................... 19 

Professional Development, Observations and References .................................................................................... 20 

Staff training ....................................................................................................................................................... 20 

Observations ....................................................................................................................................................... 20 

Giving feedback .................................................................................................................................................. 20 

BOOST Feedback Sessions .................................................................................................................................. 20 

Appraisals ........................................................................................................................................................... 20 

References for Future Employers ....................................................................................................................... 20 

Diploma Funding................................................................................................................................................. 21 

Payroll ..................................................................................................................................................................... 21 

Payment methods .............................................................................................................................................. 21 

Holiday entitlement ............................................................................................................................................ 22 

Tax ...................................................................................................................................................................... 22 

National Insurance.............................................................................................................................................. 22 

NEST Pension Scheme ........................................................................................................................................ 22 

Travel expenses ...................................................................................................................................................... 22 

Contract Completion Bonus ................................................................................................................................... 23 

Professional Conduct .............................................................................................................................................. 23 

Dress Code .......................................................................................................................................................... 24 

Use of Computers, Internet and Telephones ......................................................................................................... 24 

Computers .......................................................................................................................................................... 24 

Mobile and Landline Phones .............................................................................................................................. 24 

Internet Access ................................................................................................................................................... 25 

Interactive Whiteboard Use ............................................................................................................................... 25 

Social Media ....................................................................................................................................................... 25 

Disciplinary Procedure ............................................................................................................................................ 26 

Our Principles ................................................................................................................................................. 26 

The Minimum Three-Step Process ................................................................................................................. 26 

file://///church01/Data/USERS/Summer%20Centres/Manuals%20&%20Handbooks/2019%20Manuals/2019%20Staff%20Handbook/Staff%20Handbook%20Text%202019%20DRAFT.docx%23_Toc12093503


©Churchill House 2019 57 

Informal Discussions/Counselling .................................................................................................................. 26 

The Procedure .................................................................................................................................................... 26 

Disciplinary Hearings .......................................................................................................................................... 27 

Appeals ............................................................................................................................................................... 27 

Gross Misconduct ............................................................................................................................................... 28 

Suspension Pending Investigation ...................................................................................................................... 28 

Staff Grievance procedure...................................................................................................................................... 28 

Formal Grievances .............................................................................................................................................. 28 

Health & Safety ....................................................................................................................................................... 29 

Why is this section important to you? ............................................................................................................... 29 

Health & Safety Terminology to Remember ...................................................................................................... 29 

Responsibilities for Health & Safety ................................................................................................................... 29 

Centre Health & Safety Procedures........................................................................................................................ 30 

Risk Assessment.................................................................................................................................................. 30 

Incident Reporting .............................................................................................................................................. 31 

H&S Materials ......................................................................................................................................................... 31 

Health & Safety Advice to All Staff ......................................................................................................................... 32 

Fire Safety ............................................................................................................................................................... 33 

Fire Prevention ................................................................................................................................................... 33 

Planning Against Fire Emergencies..................................................................................................................... 33 

Fire Drills ............................................................................................................................................................. 34 

What to do in the event of a fire ........................................................................................................................ 34 

Staff roles in the event of a fire .......................................................................................................................... 34 

Safeguarding ........................................................................................................................................................... 35 

Advice for Staff ................................................................................................................................................... 37 

Concerns about Students ............................................................................................................................... 37 

Responding to Student Disclosures ................................................................................................................ 37 

Concerns Involving Members of Staff or Group Leaders ............................................................................... 37 

Concerns Involving an Under 18 year old student ......................................................................................... 38 

Recording ........................................................................................................................................................ 38 

Storage of Records ......................................................................................................................................... 38 

Referrals to Social Services ............................................................................................................................. 38 

Staff Code of Conduct - Safeguarding .................................................................................................................... 39 

Good Practice ................................................................................................................................................. 39 

Unacceptable behaviour which must be challenged ..................................................................................... 39 

Staff Relationships with Students....................................................................................................................... 40 

Policy on Physical contact with Children ................................................................................................................ 41 

Positive Touch..................................................................................................................................................... 41 

Negative Intervention ......................................................................................................................................... 41 

file://///church01/Data/USERS/Summer%20Centres/Manuals%20&%20Handbooks/2019%20Manuals/2019%20Staff%20Handbook/Staff%20Handbook%20Text%202019%20DRAFT.docx%23_Toc12093550


©Churchill House 2019 58 

First Aid ............................................................................................................................................................... 41 

Prevent Policy ......................................................................................................................................................... 41 

What is Prevent? ................................................................................................................................................ 41 

Core British Values ............................................................................................................................................. 42 

Exemplifying British Values ................................................................................................................................ 42 

Practical ways to exemplify British values in the school ................................................................................ 42 

What is Extremist Behaviour? ............................................................................................................................ 42 

Is this Extremist behaviour? ........................................................................................................................... 42 

Behaviour to look out for in students ................................................................................................................ 43 

Reporting Concerns ............................................................................................................................................ 43 

Student Welfare ..................................................................................................................................................... 43 

Group Leader Role .............................................................................................................................................. 43 

Student Discipline ............................................................................................................................................... 44 

Minor Offences ............................................................................................................................................... 44 

Serious Offences ............................................................................................................................................. 44 

Student Complaints Procedure .............................................................................................................................. 44 

Student Illness & Injury .......................................................................................................................................... 45 

Student Code of Conduct ....................................................................................................................................... 46 

Policy on Taking Photographs of Students ............................................................................................................. 47 

Smoking .................................................................................................................................................................. 48 

Churchill House Policy on Smoking .................................................................................................................... 48 

Alcohol .................................................................................................................................................................... 48 

Narcotics ................................................................................................................................................................. 49 

Use of Personal Vehicles to Transport Students .................................................................................................... 49 

Major Incident Procedures ..................................................................................................................................... 50 

General Guidance for Staff ................................................................................................................................. 50 

Terrorist Attacks ................................................................................................................................................. 51 

Staying Safe on excursions ............................................................................................................................. 51 

Lost Student Procedure .......................................................................................................................................... 53 

Disclosure and Barring Service (DBS) Checks ......................................................................................................... 53 

 

 

  



©Churchill House 2019 59 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Churchill House Summer Centres 

42 Spencer Square 

Ramsgate 

CT11 9EQ 

  


