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School Information
Leeds English has 2 different buildings:

115 Victoria Road
Leeds
LS6 1DR
Tel: 01132751964

Burley Hill
Burley Road
LS4 2PU
Tel: 01132883046

Both schools are open 8.30am -5pm. We will tell you the code to get in on your first day!

Please come to Burley Road on your first day to register and test

Timetable:

Emergency Contact:
‣ If there is an emergency and you need to
speak to someone out of school hours you
can phone 07775905457
‣ Studylinks International (Homestay
Accommodation Emergencies) - 0788 410
1679
‣ Please do not go to hospital unless it is an
emergency. The address is LGI, Leeds
General Infirmary, Great George Street,
Leeds, LS1 3EX
‣ Call 999 for an ambulance
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Directors and Managers

Bob Charlton - Director

Carol Hey - Student
Services Manager

Mike Corbett-Director

Alice Arnold - Assistant
Director of Studies

carol.manager@leedsenglish.com

Neil Stapley - Director
of Studies
neil.ados@leedsenglish.com

Talk to Carol about:
‣ Paying for your course
‣ Financial guarantee
‣ Visas and holiday requests
‣ Health and safety
‣ Serious complaints

Talk to Alice and Neil about:
‣Problems with your classes
‣Making progress on your course
‣Tests and assessments
‣Absence. Email away@leedsenglish.com if you
will be absent from class.
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Student Support Team
Susan Chamberlain
‣ International Admissions and welfare Officer
‣ susan.admin@leedsenglish.com
‣ Susan processes applications, books accommodation and deals with
welfare

‣

Ellie Geary

‣

Student Support Officer

‣

eleanor.admin@leedsenglish.com

‣

Ellie works on reception and can help with letters for the bank and
bus

‣ Elisabete Brota
‣ Student Support Officer
‣ elisabete.admin@leedsenglish.com
‣ Elisabete works on reception and can help with letters for the bank
and bus

‣ Ione Murray
‣ Marketing Officer
‣ marketing@leedsenglish.com
‣ Ione is responsible for marketing the school, maintaining the
website and working with our agents

‣ Becky Miller
‣ Social Activities Coordinator
‣ trips@leedsenglish.com
‣ Becky takes our students on trips, such as meals out and
fun events
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Teachers
The Leeds English teachers have lots in common, including a lot of teaching
experience, a friendly and helpful attitude and a desire to see all of their students
improve! Most students will get to study with at least 2 or 3 teachers during their
time at the school, but you will probably meet them all at some point, such as
during the weekly Speaking Club, or in the Study Club room after school, where
they are happy to answer questions and help students of all levels.

Bex Hatfield

Sandy Cuhna

Gareth Jones

Veronica North

Louise Dolling

Cass McHugh

Joe Spooner

Weronika Waronska

Sarah Brewer

Richard Tempest

Rod Whittal

Peter Bennion
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When you First Arrive
Enrolling at the school
Please come to the Burley
Road school.
You will need:
‣ Your passport
‣ Some coins for the bus

Opening a bank account
You will need:
‣ Your passport
‣ A letter from the school
‣ Proof of your address

‣ Warm clothes for the tour

Getting a student card

Buying a student bus ticket
You will need:

You will need:
‣ A passport photograph (you can
get these in Leeds train station)
‣ A letter from the school

‣ A letter from the school
‣ To go to the Travel Shop (we
will give you a map)

‣ £13
‣ To go to STA Travel in the city
centre to get your student card.
(we will give you a map)

For more information: http://
www.firstgroup.com/leeds

Becky will take you on a
tour of Leeds on your first
day
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Register with the Police
When you arrive in the UK you may need to register with the police. If you do, it will be
printed in your passport. If you are not sure, speak to somebody at reception. You should
register within 7 days of arrival in Leeds on Thursday. The Police will keep your
passport for a few weeks so make sure that you don’t need your passport during this time
(for opening a bank account or signing a contract for a flat).

On Thursday, go to:
Pudsey Police Station Dawsons Corner Bradford Road LEEDS
LS28 5TA
Telephone: 0113 2414917
E-mail: immigration@westyorkshire.pnn.police.uk
Last registration is at 3.30pm. Please go on Thursday.

You will need to take:
2 passport photographs
Your passport
The administration fee of £34.00

You must report any of the following changes to the department above within 7 working
days or you risk a fine of up to £5000 and/or face 6 months in prison:
‣ If you change your address
‣ If you change college, school or occupation
‣ If you get married or divorced
‣ If you are granted a new extension of stay
‣ If you are issued with a new passport
‣ If you or your wife give birth to a new baby
‣ If you are absent from your address for 8 weeks or more
‣ When you leave the UK for the last time at the end of your visit
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Facilities
Common Rooms
All students are welcome to sit in the
common room at break times and after
school. You can use the common rooms for
socialising, eating lunch, reading and
using laptops.
•

Please keep surfaces tidy – do not
leave litter or paper

•

Be careful with hot food and drinks

•

Please speak only English in the
common room

Kitchens
Each school has a kitchen where you can prepare food
and drinks. There is a kettle, free tea and coffee, a
fridge, a microwave, a coffee machine and places to sit.
The school does not sell food, but there is a snack
machine and some shops and cafes close to the school.
‣ Please be careful when heating food - do not put
metal in the microwave
‣ Be careful of the hot water from the tap and the kettle

Prayer Rooms
We have designated places in school for students to pray. Please ask in the office
for more details.
There are also lots of places of worship in the local area, such as churches and
mosques. If you would like directions or advice please ask in the office.
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Facilities
Libraries
Both schools have a small library
with beginner- advanced level
books. You must pay a £10 deposit,
which you get back once you leave
the school

Computers
•

•

•
•
•

You can use computers for learning English and accessing programs from
your coursebook. You can also use it for emailing friends and surfing the
net.
If you need to print anything, such as a plane ticket, you can email the
document to somebody at reception or bring a USB stick. This is a free
service, but we ask students to put a donation in the charity collection box.
You must not download any files or programs to school computers without
permission.
You must not use school computers to look at adult content or offensive
material.
Do not move the computers or their cables. Please leave computers as you
find them.

Leeds English Online
All students have access to our computer program, Leeds English Online. Your
account will stay active for 3 months after you leave. You will receive an email
during your first week with information about using Leeds English Online. Your
user name and password are both lower case L (l) and then your student number,
e.g. l1234.

•

Virtual reception desk – Request letters, check your attendance and change
your address and telephone number.

•

News and events – See what trips and events are coming up. There will also
be any important general information and important notices.
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Academic Progression
Levels
At Leeds English Language School, there are 7 different
levels of study:
• Beginner (CEFR A0 – A1 /IELTS 0-2.5)
• Elementary (CEFR A1-A2 / IELTS2.5 – 3.5)
• Pre-intermediate (CEFR A2-B1 / IELTS 3.5-4.5)
• Intermediate (CEFR B1 / IELTS 4.5 – 5)
• (Optional) IELTS preparation (CEFR B2 –C1) Courses
are also available to students who have already
completed the Intermediate level or who have already
achieved IELTS 5.
• Upper-intermediate (CEFR B2 / IELTS 5.5-6.5)
• Advanced (CEFR C1-C2 / IELTS 7+)
Placement
Your level is decided when you
complete your placement test
when you first arrive at the
school. This test analyses your
abilities in grammar, writing
and speaking. If you feel that you have
been placed in the wrong level, please
speak to a member of the academic
team as soon as possible.
Progression
How students progress to the next level
•

Pass the final test (the pass mark is 65%)

If you don’t pass the final test, you can still go to the next level if:
• you have only one ‘needs more work’ mark in your latest continuous assessment
• your attendance is good (85%+)
• you have good marks in your other tests (65%+)
•
Why students continue at the same level
• Fail the final test
and
• Your latest continuous assessment scores are low (below target in two areas)
• You have low test scores.
Students who fail to take the final test
•
•

Students who do not take the final test can progress to the next level provided
they have a good reason for missing
the test and they meet the criteria above for students who do not get 65% in the
final test.
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Assessment
Testing
Every 2 weeks, on a Friday, your teacher will test
EITHER your:
Grammar, Vocabulary, Reading, Writing, Speaking or
Listening
The FINAL big test is at the end of each term (every 10 weeks)
This will test your reading, Listening, Speaking, Writing
included. Not your grammar or vocabulary.

Assignments
You do an assignment every 2 weeks
You choose an assignment with your teacher
Assignments help you with things you find difficult
For example, doing a role-play to improve your
speaking, writing an essay to improve your writing, reading and reporting on
some books to improve your reading or doing an audio-book project to improve
your listening

Reports and certificate
You will receive a report at the end of each term (every 10 weeks) this
will include comments and suggestions on your reading writing
speaking and listening. You will be given a grade for each. It could be
“very good”, “good”, “on target”, “needs more work”, or “below target”.
Students studying for less than 6 weeks will get a shorter report.
The report also shows your attendance and
punctuality %.
Sponsored students have their report sent
straight to their embassy.
At the end of your course you will receive a
certificate with your level, full name and
attendance.
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Doing Well at Leeds English
In order to do well at Leeds English,
we expect students to:
1. Do 1 hour of homework per weeknight and 2
hours of homework at the weekend
2. Attend all classes. The minimum is 85%, but to
really improve your English, you should come
to all of your classes
3. Attend the free extra classes from 3pm:
‣ Monday - 3-4pm - IELTS - pre-intermediate and intermediate
‣ Tuesday 3-4pm - IELTS - upper-intermediate and advanced
‣ Wednesday - Speaking Club - all levels welcome
‣ *some* Thursdays - Various extra classes - all levels welcome
‣ Friday - FCE - intermediate & upper intermediate
4. Go to Study Club if you think that something is difficult or do not
understand something. This is on Monday, Tuesday, Wednesday,
Thursday 2.45-3.45pm. Always ask your teachers and academic staff for
advice
5. Do your assignments to the best of your ability
6. Stay healthy, and make sure you get enough sleep. If
you are in Carr Mills or homestay and someone or
something is keeping you awake, tell us immediately so
we can help solve the problem/ move you

7. Go on the trips. This will help you improve your speaking and
listening.

Need an academic reference for university? Speak to
Neil. Or email neil.ados@leedsenglish.com
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School Holidays and Closures
The School is closed on bank holidays and for 2 weeks
at Christmas time.
Bank holidays can be found here: https://www.gov.uk/
bank-holidays
The only remaining bank holiday this year is 28th
august 2017.

Christmas 2017
The school will close on Friday
15th December 2017 and will
reopen on Monday 2nd of
January 2018.
Personal holiday requests
Please note that if you wish to take a holiday from school during
your course, you must submit a holiday request form 2 weeks in
advance. If you do not request your holiday in advance, your holiday
may not be approved and you may have to pay for the days that you
miss. Please note that holidays are only granted for full weeks, not
individual days.

Pick up a holiday form at reception or on LEO.
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Accommodation
There is a fantastic range of accommodation available for our students.
All are separate companies to the school (we do not own or run it)
However, we can recommend the following options, which we have used
over many years. We can book Carr Mills and homestay for you. Stone
Mill must be booked directly.

Carr Mills
Carr Mills is student halls of
residence for our students, and also
international and British university
students. Getting there/ away: Carr
Mills is a 20-minute walk to Victoria
Road and 35 minute walk to Burley
Road. It takes 20 minutes to walk to
Leeds city centre. By bus: 30 minutes
to the Burley Road school (change at
the city centre) and 10 minutes to the
city centre. A bus pass is £44.

Facilities: Private bathroom, private bedroom, shared kitchen, bedding,
shared living room with TV, free Wifi, laundry machines available 24/7.
Cost: - £99 per week with £75 registration fee & £100 refundable deposit

Maria is the manager of Carr Mills. She
works Monday Friday 9am-5.30pm.
If you arrive at the weekend, Ricardo or a
member of the security team will welcome
you and show you your room.
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Accommodation
Homestay
Living with a local
homestay ( a single
person, or a family) is
available for students
wishing to live in a
British home.
Most homestay accommodation is quite far from the school - about 40
minutes by bus. A bus pass is £44.
Facilities: Fully-furnished bedroom with desk, 2 meals per week
Monday - Friday (breakfast and dinner) and 3 meals per week Saturday
and Sunday. Shared bathroom. Wifi and weekly laundry, towels and
bedding are provided
Cost per week £150.50 with £70 registration fee & £250 deposit
Please note that this is provided by Studylinks International. The
school doesn’t have its own homestay.

Stone Mill
Share a house with 4 or 5 people
close to the school. They could be
international students, Leeds English
students or British students.
Facilities: All bills and council tax, Wifi,
towels, bedding.
Cost per week £90 with £100 refundable
deposit. Email olga@leedsenglish.com to
book.
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Short-Term Accommodation
The school has not carried out checks on and cannot accept
responsibility for the below options. They are not affiliated with
the school but are popular for short-term stays in Leeds

£

Airbnb
www.airbnb.co.uk
Stay in a spare room or whole property
in a local’s home for 1-7 days
Generally cheaper than hotels

££

Oak Villa Hotel
www.oakvillahotel.co.uk
10 minutes walk from the school
Price: £30-45 (single) £50-62 (double)
Includes: breakfast, tea, coffee, a TV. En-suite
available

£££

More expensive options
Roomzzz (next to Burley Road School).
http://www.roomzzz.com/hotels-inleeds/ Apartments have a private
kitchen and bathroom, a widescreen
TV and computer.
Luxury apartments (Leeds city centre)
www.nomorehotels.co.uk/leeds. Fully
equipt kitchen, radio, CD players, hair
dryers, ironing boards.
!18

Renting a Flat or House
If you are hoping to rent your own place, it is very important that you make sure
it is right for you before signing any contract or agreement. Most landlords and
estate agents require a contract of at least 6 months so it is important you know
what is involved before signing anything.

Things to think about….

•

Who lives in the surrounding area? If you are renting with your family you might
prefer a more family-friendly area rather than one with lots of students.

•

Do you feel comfortable and safe there?

•

How close is the property to the local shops, supermarkets, bus routes or schools?

•

Extra costs such as TV License and Council Tax, can you really afford them?

•

Is car parking easy?

•

Will the property be cheap to heat and light? Are there meters for your water, gas
and electricity? How do you pay for this?

•

Does the property look to be in good condition? A property that looks dirty or in a
bad condition with broken things can mean that you could have problems in the
future

•

Make sure there are smoke detectors and carbon monoxide detectors.

•

Make sure that your landlord is registered with the Landlord Deposit scheme.

•

Check on what furniture and cooking utensils are included. Is contents insurance
included?

•

Do not make any quick decisions, as it can be difficult to get out of a contract once
it has been signed. Give yourself time to think about it and look at a few properties
before making a final decision.
You may be required to pay extra Council Tax. Please speak to a member of
staff at the school if you privately rent a property and have questions about
council tax or other extra charges.
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Transport
Local Buses
www.firstgroup.com/leeds
From Leeds city centre to Burley Road School. Get on
bus 49, 50 or 50a outside Leeds Library. Ask the driver
for the One Stop shop.
From Leeds city centre to Victoria Road. Get on bus 56
on Albion Street. Ask the driver for Victoria Road.
From Leeds city centre to Carr Mills. Get on bus 55 on
Albion street. Ask for Meanwood Road Jet Petrol
Station.

A monthly student bus pass is £44

Intercity Buses
Megabus is very cheap - Leeds to London for
between £3-15. If you book early enough, the fare is
only £1. Tickets can be bought online - https://
uk.megabus.com/
National Express is also cheap. Tickets can be
bought online -http://www.nationalexpress.com/
home.aspx
Intercity buses have toilets, Wifi and comfortable
seating. They take longer than trains but are much
cheaper.

Trains
The main website to buy tickets is:
www.thetrainline.com
Trains in England are very expensive. You should
book in advance on the above website a few weeks
before you travel to make it cheaper.
You should not buy a ticket on the same day of
travel - it will be very expensive!
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Taxis

Amber - 0113 202 2117
Royal - 0113 230 5000
Arrow - 0113 258 5888
Uber - Download the
app.
For Airport Transfers
Contact Paul on 0777 0590 832
Leeds Bradford - Leeds = £30
Manchester - Leeds = £75
!21

School Trips
We think it is important for you to enjoy yourself when you are
not studying. There is a club or trip every day, either organised
by the social activities coordinator, CityLife or MeetUp.
For more information about our trips and activities, look for
posters in the common room, check here http://leedsenglish.com/
school/social-activities/ or on the Leeds English Facebook page.
LEO also has details and booking forms.

Becky is the Social Activities Coordinator.
Email becky.trips@leedsenglish.com to
book!

Fish and Chips - York - Manchester - Liverpool Whitby - Scarborough - Knaresborough - Irish Music Afternoon Tea - The Pub - Coffee and Conversation Tennis - Ice Skating - Cinema - International Food Traditional English Food
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Things to do in Leeds
Shopping

The Victoria Quarter - The Light - Kirkgate Market- Trinity Shopping
Centre. Leeds is “UK’s best shopping destination” Rough Guide to Britain

Culture

Kirkstall Abbey - The Grand Theatre - First Direct Arena - Leeds Art
Gallery - Royal Armouries - Harewood. “Visitor city of the year”, The Good
Britain Guide

Sports
Pure Gym = from £9.99 per month (no contract)
Virgin = approximately £40 per month with
swimming pool
Meet Locals in Leeds - https://www.meetup.com/cities/gb/
45/leeds/
Check what’s on - http://www.visitleeds.co.uk/ &
https://leeds-list.com/
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Health and Well-being
Medical Conditions
We care about the well-being of all of our students. It is important
that you tell the school if you have any long or short-term medical
conditions so that we can take this into consideration and take
appropriate action and care if necessary. For general information
on health issues, visit www.nhs.uk. Please come to the office if you
wish to discuss any health matters in private.

999

Medical Emergencies
Several members of staff are trained in first aid: Susan
Chamberlain, Neil Stapley and Carol Hey. If there is a
medical emergency in school, these members of staff are
trained to help. Please do not go to hospital unless it is an
emergency. Address: LGI, Great George Street, Leeds, LS1
3EX. Call 999 for an ambulance.

Register with a Doctor
You must register with a doctor before you can book an appointment. Go to
the welfare section of the school’s website and type in your postcode to find
the doctor’s surgery that is closest to you. Or go to http://
www.leedsstudentmedicalpractice.co.uk/international-students/
If you are in a homestay you can use your homestay’s doctor as a guest.
Ask your host family for details.
Students on a Student Visitor Visa should check conditions of their stay as some medical
treatments may be limited.
If you have not registered with a GP but you need to see a doctor quickly, you can go to:
Shakespeare Medical Practice, Burmantofts Health Centre, Cromwell Mount, Leeds, LS9 7TA

Registering with a dentist

To find an NHS dentist, enter your postcode here: http://www.nhs.uk/
Service- Search/Dentists/LocationSearch/3. This will show you the closest
dental surgery accepting new patients. Call or visit them to collect a form
and arrange the first check- up.
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Health and Well-being

Emergency dental treatment:
Same day emergency dental treatment available
Monday to Friday (9am-1pm and 2pm-5.30m).
Fixed price emergency fee - £59 per tooth. Call:
Reception desk 0113 268 3137 or Dr Leslie 077 14 75
0308
(in case of out of hours emergency, contact 0345 605
9999)
Address: 562 Scott Hall Road, Chapel Allerton,
Leeds , LS7 3RD

Important Numbers

NHS Direct (Medical advice) Call 111

A & E (Accident and Emergency), Fire
Brigade and Police Call 999

Please email away@leedsenglish.com
if you are sick and can’t come to class.
!25

Homesickness
Being away from home can be very difficult
and many students experience homesickness
at some point during their time living abroad.
Although most students overcome their
homesickness after a few days, there are some
students who experience more long-term
difficulties.
Some of the reasons could be
•

the culture

•

the weather

•

the food

•

unfamiliar surroundings

•

missing family and friends
If you are experiencing these feelings,
there are some things that can help:

1. Keeping Busy
In the first few weeks it is a good idea to
keep regular attendance on the course
and get to know your classmates and
teachers. This will help you to make new
friends. Join in with the social activities
and trips and attend any extra free classes or workshops. It is never
a good idea to stay in your room for long periods as this is likely to
make you feel isolated and lonely.
2. Staying Positive
Try to keep positive. Remind yourself
about why you are studying and what
your long term goals are. Try not to think
about the things that make you sad and
try to concentrate on your studies and
your new experiences. Remember that you
are here for a reason. The more positive
you are, the faster the negative feelings
will go.
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Homesickness
3. Staying fit and healthy

Eating properly and sleeping well are both
equally important. If you make sure your
food intake is regular and as healthy as
possible, you will be able to concentrate
better and your energy levels will improve.
A good diet not only makes you feel better,
it boosts your immune system. Good quality
sleep is also essential. Staying up late every
night and playing video games, going out
with friends or calling people in your
country late at night is not a good idea
during the week when you are studying.
Late nights should be kept to the weekend only.
4.

Talking to family and friends

Keeping in touch with your family and
friends is important and regular
contact will be helpful. However, it is
not a good idea to spend long periods
every day on the phone to people back
home as this can make you feel worse
and prevent you from taking part in
activities and improving your English.
5.

Speak to the welfare staff at school

If you feel sad, you should always speak to a member of the welfare
team at school. They can give you lots of advice and
ideas. Remember most students feel homesick when
they arrive and you are not the only student with these
issues. We are experienced and accustomed to dealing
with student’s problems and worries so please share
your feelings with us. We can also give you
information on culture shock and staying safe during
your studies.
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Advice
Counselling
Sometimes you may need to talk to another person (not a family
member or staff) who is trained to listen to you about personal
problems. For more information, and to organise a counsellor:
http://www.northpoint.org.uk/

Religion
The school has a multi-faith prayer room facility for
all students to use during break times and lunch
times. Leeds is a large multi-cultural city with a
wide range of places of worship. The student
services team can help you find a suitable option.

Insurance
We advise all students to take out International Student
insurance before travelling or as soon as they arrive,
because you may have to pay for medical treatment in
the UK and it can be expensive. . You could use
Endsleigh or Course- U-Can.
http://www.course-u-can.com/
https://www.endsleigh.co.uk/personal/international-

Smoking
In the UK you must be 18 or over if you want to
buy cigarettes and it is illegal to smoke in all
public places, including schools and hospitals.
Smoking is not allowed in the school
buildings. If you wish to smoke outside, please
do not stand in front of the door, in the car park
or in the road. Ask a member of staff for
directions to the smoking area.
Please do not throw cigarette butts on the
floor – You may be fined £80!
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Studying at a UK University
Many students at Leeds English Language School go on to study at
university in the UK when they complete their English language
studies.
British universities can be very different to universities in your home
country.
Commonly asked questions
1) What types of lessons will I have at university?
There are 3 types of lesson: lectures, seminars and tutorials.
•
Lectures are very big classes with many students. You don’t
ask questions (except at the end), instead you listen and make notes.
•
Seminars are small classes with usually fewer than 12
students. They are not like lessons at school. Your tutor will set
reading assignments and you will give presentations about what you
have read. It is very important to read the necessary materials before
the seminars, so that you can keep up.
•
Tutorials are usually 1 to 1 meetings with your tutor to
discuss your work and ask for advice.
2) Will I learn everything I need from my lessons and lectures?
No, you will only learn the basics of your course from your lectures.
British university students need to do a lot of independent reading on
their own in their free time. The contact hours at university are for
presentations and discussions about what you have read.
3) How much time will I spend reading every day at university?
You will spend about 4 hours a day reading and studying for your
lectures.
4) How fast will I need to be able to read in English to study at
university?
You will need to be able to read from 200 to 250 words a minute.
5) Will my lecturers tell me what books to read for my assignments?
They will give you a reading list with the titles of the books that are
recommended, but you will also have to look for your own books in the
library.
6) How many books or journals will I need to look at to do an
assignment?
It depends on your subject. For undergraduates, you will need to study
at least 6 or 7 books per assignment. For an M.A. you will probably
need to study about 15 books.
7) Do I need to read very well in English? My speaking and writing
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5) Will my lecturers tell me what books to
read for my assignments?
They will give you a reading list with the
titles of the books that are recommended, but
you will also have to look for your own books
in the library.
6) How many books or journals will I need to
look at to do an assignment?
It depends on your subject. For
undergraduates, you will need to study at least
6 or 7 books per assignment. For an M.A. you will probably need to
study about 15 books.
7) Do I need to read very well in English? My speaking and writing
are very good.
You can’t pass a British university degree
with poor reading skills. You must try to
improve your reading.
8) How can I learn to read better at Leeds
English Language School?
You should read at least one reading book
a week. You can borrow the books from
the school’s library. In the computer room
or Study Club room there are folders with
reading activities. Ask your teacher for
help with this.
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Rules
Please speak in English at all times in the school, even at break
time!
Please arrive on time to every class. If you are more than 20
minutes late, you will not be allowed to enter the class
Please do not use your phone to send messages or make calls
during class
Please do not take food or drink into the
classrooms
Please wash all plates and cups when you
have used them
Please use the bins
and do not leave
rubbish on the desks
If you smoke, please only use the
designated smoking areas
Please ask a teacher before you borrow any books or materials
Please do your homework on time (usually 1 hour every day)
Please do not bring any alcohol to the school
Please say please! We ask all students to be polite to fellow
classmates and members of staff at all times
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Tolerance and Understanding
The students in the school come
from different backgrounds and
often have different customs and
beliefs. In class, teachers may
encourage discussions and debates
on different topics as this can be a
good way of learning to express
yourself better in English.
It is important that all students and staff in our school show
respect, tolerance and understanding towards other students
during lessons and around the school.
Please take into consideration the following points during
discussions with other students:
Am I upsetting other students?
Am I being aggressive?
Am I using insulting language?
Am I getting angry?
Students who witness this type of behaviour must inform a member of
staff. This can be confidential and discussed in private.
Students who behave in this way will be spoken to informally. If the
behaviour continues, usual discipline procedures will be followed:
1. A verbal warning is given
2. A written warning is given
3. The student is expelled
We want all students in our school to feel able to express opinions and
feel confident and comfortable in doing so.

Racial, religious, political or sexual discrimination will not
be tolerated
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Visas
Student Visitor Visa or Extended Student Visitor Visa
The majority of students coming to the UK to study use this type
of visa.
If you are on a student visitor visa (6 months) or an extended
student visitor visa (11 months), you can find more information
about the conditions of your stay using the following links:

Please remember that your first visa stamp or paper
in your passport may only be for 4 weeks. When you
arrive in the UK, you must pick up your Biometric
Residence Permit (BRP) card from the post office.
Please don’t forget your letter that you should have
received in your country. You will need to show it at
the post office.
https://www.gov.uk/study-visit-visa
https://www.ukcisa.org.uk/Information--Advice/Visas-andImmigration/Short-term-student-visa

Tier 5 (Youth mobility scheme)
We accept students on Tier 5 visas for full-time study. Follow the
links for information on this type of visa.
https://www.gov.uk/tier-5-youth-mobility
http://www.ukcisa.org.uk/International-Students/The-next-stage/
Working-after-your- studies/Tier-5-Youth-Mobility/
You can speak to Carol if you have specific questions about your
visa or email her: carol.manager@leedsenglish.co.uk
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Personal Safety
Leeds is generally a safe city. However, it is always best to follow these tips:
Keep your passport safe at all times. Keep a photocopy
of the important pages of your passport somewhere safe.
If you do lose your passport, contact the police and your
embassy as soon as possible.
Don’t carry large amounts of cash (no more than
£200). Try to bring a credit card or travellers cheques and keep these safe. Do not
keep your passport and money together.
Always have the school telephone number in your phone
Only use licensed taxis. You can either pre-book a
taxi by using the phone numbers provided in this
handbook, or you can use a ‘Black Cab’ or ‘Hackney
Carriage’ from the city centre. Look for the Leeds City
Council permit to know that they are official taxis.
Make sure your valuables can’t be seen through a
window and never leave cash or credit cards lying
around your home.
Avoid using a laptop bag if you are carrying a laptop in public. Use an ordinary
backpack or large handbag to make the laptop less obvious. Always think
carefully before using your laptop in crowded places.
Avoid displaying expensive items such as jewellery, mobile phones and iPods
(including earphones!) in busy public places or at night.
Avoid travelling alone. Travel in well-lit and busy areas.
Avoid shortcuts like paths and parks if you are alone or uncertain
of the area.
Always carry your mobile phone or enough small change to
make a phone call or take a short taxi journey.
Be discreet with your mobile. Phone theft is one of the most
common crimes.
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Face outwards when using a public phone box so you can
see who is around.
Cross the street if you think you are being followed. If
you still feel unsafe, make your way to
a public place like a shop or restaurant as soon as possible.
Avoid all confrontation, walk away if you are being hassled or provoked.
Be alert when using a cash machine, never write
down your PIN and never give it to anyone. Be aware
of who is around you when you take out cash.
Do not allow strangers to follow you when you go
into a locked apartment building, especially if you live
in halls of residence.
Have your keys ready well
before you reach the car or house but don’t make
them obvious.
Keep your bag close to you, especially when
shopping. However, if someone tries to take it, let
it go. Your safety is more important.
Do not give out personal details or bank details over the phone or on the
internet, even if they say they are calling from places such as your bank or
the UK Border Agency. Write down the telephone number and name of the
person calling and say you will call them back.
If you have any concerns about your safety in school, in Leeds, or in
the UK in general, please come and speak to any member of the
Welfare Team in confidence.

Safety at school
Please be careful of cars and lorries in the car park.
Please do not be distracted by headphones or your mobile.
If you see any hazards (exposed wires or things that people
could fall over), please report them to the office as soon as
possible.
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Fire Safety
If you are the first to see a fire or hear the smoke alarms,
raise the alarm immediately by telling your teacher or the
nearest member of staff. If you see a fire alarm, follow the
instructions to break the glass and start the alarm.
If the fire alarm sounds, leave the building by the nearest
exit or the front door. Do not attempt to fight the fire
yourself.
Leave your bags and coats. Do not stop to collect your things.
Walk out of the building, please do not run.
The emergency services will be called by your teacher or can be contacted
by mobile phone if you have one. Dial 999 and ask for the Fire Brigade.
If the main staircase/corridor is blocked, open all windows and shout for
assistance.
To delay the spread of fire, close the door behind you if you are the last
person to leave a room.
Once outside, go to the meeting point. At Victoria Road: Outside the front
gate near to the garden. At Burley Road: The car park behind the school,
down the stairs.

Stay with your group and make sure that your teacher can see you. Do not
leave the group or go back into the building until your teacher says that
you can do so.
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Burley Road Fire Evacuation
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Victoria Road Fire Evacuation
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Complaints Policy
Leeds English Language School
welcomes feedback from students.
Informal and formal complaints
are taken seriously and staff will
follow standard school procedures
when dealing with them. We will
respond to your feedback and any
complaints you may have promptly
and courteously, and communicate
our response to your suggestions.
If you are unhappy with any aspect
of your education, you should speak to your teacher
first. If you feel that you cannot speak to your teacher,
you can speak to one of the Academic Management
team. For complaints that are not related to your
education, you can speak to the Student Services
Manager. If you are not satisfied with the response
from any of the above you may address your complaint
to the school’s director, Bob Charlton, or alternatively,
we will tell you how you can complain to English UK.
Complaint forms are available from the office.
All complaints must be made individually and not as
part of a group. Each complaint will be dealt with
separately.

To read all of our policies, visit http://
leedsenglish.com/policies.
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Terms and Conditions
Applications and Visa
1. Students must be over 18 years old.
2. An application form must be completed.
3. Full previous visa history and up-to-date passport
must be given.
4. All students must complete an accurate medical
form and inform Leeds English of any physical or
mental issues that may affect their learning.
5. Students must update Leeds English with any changes to visa status,
arrival times or other information that may affect the expected start date.
6. It is the responsibility of the student to apply for the correct visa and
submit the correct documents. Leeds English cannot be responsible for any
visa refusal.
7. All students must contact Leeds English at least 2 weeks before the start
date agreed on their visa or offer letter. Failure to do so may result in the
student losing their place at Leeds English.
8. Leeds English must be informed if the student is a beginner.

Payments
Payments should always be made in advance.
This applies to tuition fees for self-funded students,
accommodation and airport transfer.
Leeds English cannot be held responsible for any cancelled
bookings if payments have not been received.
Financial guarantees for sponsored students must be
available within the first 2 weeks of the student’s study.

Cancelling or Postponing a Course or Visa
Refusal before Arrival
Students are strongly advised to take out insurance before travel in case of
cancellation, travel disruption, medical problems or any other emergency
situations.
Leeds English must be notified of any cancellations at least 4 weeks before the
start of the course. Refunds may be given in certain circumstances.
When tuition fees have been paid for promotional offers then cancellation fees
will be charged at the full price.
Leeds English has the right to ask for
documentary evidence before issuing a
refund - visa refusal, medical reports or
other relevant documentation resulting
in the need for cancellation.
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Terms and Conditions
Booking Accommodation
Leeds English can arrange accommodation in halls of residence or homestay.
Leeds English will organise and arrange the initial booking and take payments
where necessary. Accommodation providers are separate
companies and it is the student's responsibility to read the
terms and conditions and the rules of the accommodation
provider before booking.
If a student would like to leave their accommodation, a 2week notice period must be given at all times.
If the student wants to go on holiday but keep their room
then they must understand that payment will still be
required.

Force Majeure
We strongly advise students to take out travel insurance. The policy should cover
flight delays for any reason.
In all cases it is the student’s responsibility to keep Leeds English informed of
changes to travel plans. Leeds English is not liable for loss of tuition or other
services due to factors outside our control. Refunds will not be made under these
circumstances.

Classes, Teachers and Site
Students will be expected to study at either of our 2 sites depending on level,
class size and teacher availability.
Leeds English has continuous enrolment which may require classes to merge or
split throughout the course. Students must understand that Leeds English will do
the utmost to manage this with as little disruption as possible.
When making an application to Leeds English, students must understand that
they cannot choose their teacher or class. Students are placed in the most
appropriate class and the decision of the Director of Studies is final in this
matter.

Level
Students understand that they can only move to the next level:
• if you pass the final test
• your continuous assessment shows good progress and that you are on
target or above in most areas
• you have good attendance (more than 85% or more)
• you have good marks in weekly tests
• you have attended guided study after school
• you have completed assignments and homework
Students will only be allowed to study on the IELTS preparation course if they
have completed an Intermediate course in school, have an IELTS score of 5.5 or
test at upper intermediate.
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Terms and Conditions

Cancelling a Course or Leaving Early
Leeds English requires 2 weeks’ notice if you want to leave the course early plus
any documentation showing reasons.

Attendance and Punctuality
We expect students to attend at least 85% of all classes. Students
must inform Leeds English as soon as possible if they are unable
to attend. Students who are often absent without good reason
will be subject to our disciplinary procedure. Any sponsors will
also be notified.
All students who are more than 5 minutes late to class will be
marked as late. Students who arrive more than 20 minutes late
will not be allowed into the class until the next lesson. Students
who are often late will also be subject to our disciplinary
procedure.

Holidays or Time off during your Study
Holidays must always be booked in advance with at least 2 weeks’ notice given.
Unauthorised holiday will be marked as absent, which will affect attendance. If a
student is sponsored, then their sponsor (eg. embassy) will be informed if
holidays are taken without permission.
Students must understand that they may have to repeat the level if they have
missed too much of the course.

Conduct and Expectations
Students are expected to abide by Leeds English rules.
Students must adhere to Leeds English policy on harassment and bullying.
Students must show respect to all staff and students in Leeds English and be
tolerant and understanding of other cultures, faiths and lifestyles and accept
that Leeds English promotes British values.

Photographs and Filming
Students must inform Leeds English before arrival or on their first day if they do
not want their photographs or any filming used in our promotional materials.
The school cannot accept responsibility for other students sharing images on
social media.

Personal information
It is the student's responsibility to keep their information safe. They must also
inform Leeds English of any changes of personal information before and during
their stay.
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