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Welcome to
Speakeasy School of English

The information in this handbook is designed to help you with your stay at
Speakeasy. If there is anythialgeyou would like to knowgr if you need help
understanding any of the points, please let us know.
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About us

The School is open to all students from 9.30
to 9.30pm. We are closet weekends, on Ban
holidays, one week during the summerEaster
and at Christmagdetails of holiday dates o

page 1).

The school is locatealer three floors:

First Floor: receptioand common room
Second Floor: toilet&jtchenand classrooms;
Third Floor: just classrooms.

Food and drink

There is a coffemachinein the common room
which ofers a selection of coffegdsot chocolate
and tea. The drinks are priced at £1.20p ez
Next to the coffeenachine you can find water
dispenser with COOL and CQidber.

pPleasénelp yourself to a glass of wate
whenever you like. It is FREE!

If youwant something more fillintp eat, there
are many cafes and restaurants near the sch
tfSIFAaS |al dza Ay NB(
than happy to help. Alternatively, you a
welcome to use the school kitchen (which ha
kettle, a microwavgto heat up or prepare fooc
that you bring with you.
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Internet

Free unlimited wfi is available on all floors
Unfortunately, we do not haveany
computers/tablets for students to use al
a0K22t® LT @&2dz R2y(
device, please visit Chiswick lifyra(see
below), which offers free use of PCs/table
and is only 5 minutes away from the schc
Joining the library is free, but you might ne
proof of address. We cahelp you with this.
tfSrasS al dza d (K

.
-y

Ask reception for the

Wi-Fi password

Study area

If you would like to spend some extra time
school, preparing for your lessons or rengs
past material, you cato so in the quiet aree
of the common room.We have a smal
selection of reading books available for y
to borrow, as well as magazines and curr
newspapersAlternatively, you might prefe
to visit the Chiswick library, where you c
find an extensive collection of books a
plenty of work space.

plf you need somewhere to study,
borrow books or use a computer, yc
can visitChiswick Library
1 Dukes Avenue, W4 2AB
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General Englisfi:he Callan Methoc

We teachGeneral Englistsing the Callan Method. Was first developed by Mr. Robin Callan in 1960.
based on the Natural Method, similar to the way ckitdiearn their first language:

p The student first hears the language, then copies what he hears,
later sees the words written, and finally writes them hingself.

The Callan Methb course consists of 12 levels (from beginner to advaramadifakes an average of 1
months to complete. The Callan lessons are very fast and you wik et vocabulary and grammatou
will have a different teacher every lesson and we will ask you the same questions over and over aga
end of each lessoyou will be given a dictation, you might also be asked toakadi. If you are not surt
how the method works, please feel free to speak to any of the teachers or reception staff.

Detailed explanation of the Methazhn be found in the Introduction to your Callan Method Student B«
avalable to buy at reception at £ach.

Important information:

The Callan Method claims to teach English in a qu:
of the time taken by any other methods on the marl
Evidence in support of the claims was publishe

1991, and showed how the Callan School comp.
with the other London language schools in cost D
length of study. Please note, as the results of the st
related specifically to the Callan School in Ox
/ Street, Speakeasy School cannot therefore asso
~ itself with the above statement ambesnot claim to
teach English in a quarter of the time taken by
¢ | other methods but does follow the guidelines ar
teaching standards of the Method.
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Stage 10

CEFR
level
Pre Al

Al

A1/A2

A1/A2/B1

A2/B1/B2

B1/B2

B1/B2

B1/B2/C1

B1/B2/C1

B2/C1

B2/C1

B2/C1/C2

At the end of the Stage, you will be able to:

Ask and answer simple questions about general items,

Know colours and location of items;

Initiate, and respond to, simple action statements;

Gount and recognise numbers-{000000);

Recognise letters of the English alphabet;

Pronounce, read and spell vocabulary used in Callan Method Stage 1
Ask and answer questions about thingsu have,

Sy whatyou aredoing now,

Say whatyoulike and dislike;

Say whatyoudo every day

Pronounce, read and spell vocabulary used in Callan Method Stage 2
Talk about actions in the past

Handle very short social exchanges;

Tell the time

Greet people

Pronounce, read and spell vocabulary used in Callan Method Stage 3
Talk about the future

Talk about actions that have happened up to now

Communicate my intentions

Talk about things that are probable and things that are imaginary
Pronounce, read and spell vocabulary used in Callan Method Stage 4
Talk about events that happened at a specific time in the past

Identify the subject and object in a sentence

Talk about a sequence of events in the past

Talk about imaginary things that happened in the past

Pronounce, read and spell vocabulary used in Callan Method Stage 5
Report what other people have told you

Talk about the cause of events

Express the duration of actions in the past, present and future

Make suggestions

Pronounce, read and spell vocabulary used in Callan Method Stage 6
Hold a more complex conversatiamEnglish;

Use common English phrases, idioms and phrasal verbs

Discuss real and imaginary/abstract events in simple terms;
Pronounce, read and spell vocabulary used in Callan Method Stage 7
Use English idionmaore confidently,

Express more complicated concepts and feelings

Discuss real and imaginary/abstract events in more complicated terms;
Pronounce, read and spell vocabulary used in Callan Method Stage 8
Take an active part in informal discussions in familiar contexts

Put your point of view across clearly,

Start a conversation and end a conversation when you need to;

Use a wider variety of natural collocations corrertly

Pronounce, read and spell vocabulary used in Callan Method Stage 9
Take an active part in formal discussions on familiar topics,

I 2YYSyild 2y 2GKSNI LIS goudpdn€oi vied hdkogsikleayfy:
Evaluatealternative proposals and respond to hypotheses;

Pronounce, read and spell vocabulary used in Callan Method Stage 10
Express yourself clearly and without restingtwhat you want to say;
Produce a clear, smootthowing, weltstructured speech,

Maintain a high degree of grammatical accuracy;

Demonstrate good grammatical contrand seHcorrect, if need be;
Pronounce, read and spell vocabulary used in Callan Method Stage 11
Use and understand complicated and colloquial language;

Express yourself with ease at a similar level to a native English speaker.
Pronounce, read and spell vocabulary used in Callan Method Stage 12
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Business English

Students who reach Stagec@8ntake our 8

week Business English coursés tiaught with

the Callan Method, butontairs extra writing
and vocabulary sections. The writing pract
covess writing husiness lettersyeports and
memos. The vocabulary exercises introdu
new words andphrases used in commo
business and profegnal situations.

Cambridge EnglisB2First

Students who reach Staged® the Callan
Method (CEFRA B2) can téke Cambridge
English:B2 First Exam preparation cours
which normally takes 12 weekBhe exam
preparation classes art taught with the
Callan Method. They include exam
techniques, writing practice as well as ex
speaking and listening exercises. They
focus on specific grammar issues a
vocabulary, including phrasal verbs a
prepositional phrases.The preparation
classes can be combined with Stage 10,
and 12 of the Callan Method.

85 Cannn IELTS

'\"”‘“rl'ln):(xixl\: = CAMBRID G, ENGLIS

N R The IELTS preparation course is desig
for students whose English ranges frc
intermediate to advanced (Callan Methc
Stage 812), and is intended to teach th
format of the test and the exam
techniques. The caose usually lasts
between8-12weeks and can be combine
with extra Callan Method classes focusi
onvocabulay, speaking and listening.

Cambridge English

pPlease email us on
Info@speakeayschool.cotakcheck
the availabilityof the above coursegp
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When you arrive:

Placement Test
When you first arrive at school, please col
into reception. You will need:

1 your passport or ID card,

1 1x passporsized photograph,

1 apen and a notebook.
We will give yowa written and spoken leve
test, confirm your timetable andhow you
around the school.

Starting your class

pYou will probably join a class whic

already existsbutJt SI 4 S R-2

our teachers will help you get used -
our way of teaching

Each lesson is 50 minutes long, followed &
10-minute break. Please make sure that y
attend your course regularly and on time,
no refunds or credits are given if you mis:
class!

Teachers

All your teachers are trained in using tl
Callan Method. Most of them hold special
English teaching qualifications in addition t
degree Al of them are very friedg and want
to help youimprove your English!

Books

You will need to buy a book. You can t
them in reception and they cost £15 (Call
Method General Englist£20 Callan Method
Business Englishind £30 (Exam prep).

Online Learning Platform

You will receive an email with your usernal
and password, so yoean access the Calle
Method online learninglatform and Ap.
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Progress tests

Every4 to 6 weeks, we will give you an ex:
in orderto monitor your progressThe pass
rate for the exam is 60%. If you score bel
this mark, we will talk to you and sugge
ways that you can improve your results.

Progress reports

A written report about the progress you a
making on your course is available
request. Please letngone in the reception
know, if you would like one prepared. It w
be ready for you to collect 24 hours later.

Extending or Changing your Course

If you want to extend or change your cours
or would like to discuss your progress w
one of our teacherghe reception staff will
be able to help yolOur tutorial sessions ar:
free, but must be arranged in advance.

Letters and certificates

If you require any student letters, e.g. lett
to confirm that you are a student, letter t
open a bank account, holidaytter or any
other document, ask anyone in receptio
You document will be ready for you ti
colled 24 hours later.

If your course lasts for 2 weeks or longer )
will be entitled to receive a Spessy
Certificate. Please ask fibre Certificate the
day before you finish your course.

Problems and Advice

Being a small school, we hope that you f
at home with usWe are here to help yot
enjoy your course and your stay in the UK

plf you have any problems, or are
worried aboutanythingduring your
stay,please come and spetikus in
reception at any timeg
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School Policies and Procedure

How do | join Speakeasgh®ol?
Anyone who wants tetudy English is welcome to apply for a course at Speakeasy S¥eoaktcept

applicationsvia email or in person. When you enrol, we will ask you to complete our application fori
provide us with a copy of your passport (or ID card).

There are no minimum level requirements for our General English Cuiitlséise Callan Method. We teac
all levels from beginner (CEFR Al) to Advanced (CBFRfter you complete our application form, yoa
automatically accepted. For oiExam Preparation cages (FCHELTS) there is a minimum English langt
level requirementQEFR B2). If your English level is below B2, you might need to take some Genere
classes first, before preparing for the exam

LT &2dz2QNBE y20 &adz2NB | 62dzi @2dzNJ f S@St 27F
our websitewww.speakeasyschool.co.uk

V‘
Please note:

1 We may refuse t@ccept a student if we feel that we cannot meet the needs of the student on medical g

(see Students with Disabilities or Special Needs Policy)
1 We may refuse to accepstudent based on the academic needs of the student, if we feel we cannot mee

ySSRa® C2NJ SEIYLX S (KS &dGdRSyidiQa tSg@gSt 2F 9y,
1 We may refuse to accept a student, if there is a suspicion that there is a risk the student will not comply
requirements of their visa status or if there is a suspicion that documents presented to support a visa a|
are not genuine.
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ATTENDANGIOLICY AND LATENESS POL

All students are required to attend their class
regularly and on time. Please remember, regt
attendance is the best way to make progress; |
attendance and arriving late is disruptieeyour
teacher and classmates!

How do you record studeaat@tendance?

The teacheNS O2 NRa G KS & dzf
marking themn every time they attend a lessol
91 OK Oflaa Kla | NBEIA
and photographs to help the teacher identi
them. The class register hagalendar, which the
Sl OKSNE& dza S T2N Y
attendance.

What do | do if | am late for my lessons?

If you are more than 25 minutes lafgease wait
for the next lesson to start. Each lesson finishe:
minutes past the hour. There is a 10 minute bre
and the next lesson starts half past the hour.

2K R2 L R2XZ AT LQY

pCall us on 0208 995 8772, or
Email info@speakeasychool.coqik

If you are feeling very unwell go and see a doc
tfSFAS a1l KAY (2 A&
certificate. We cannot extend or refund yo
lessons, if your absenceuisauthorised.

If you cannot attend for more thancdnsecutive
weeks, we may suggest suspending your col
until you are well enough to attend your class
again.


http://www.speakeasyschool.co.uk/
mailto:info@speakeasychool.co.uk

2 KI G KFLILSyYya AF LQY
contact the school?

If you are absent for more than 4 days withc
contacting the school, we méy to contact you
by phone or email. If we arunable to get in
touch with you, we may try and contagour

emergency contact persomr your embassy (i
appropriate) We need to know that you are sa
and well. The school has a duty of care to yot
a studentduring your time at the school and |
London.

Teacher Absences

If your scheduled teacher is not available to t¢
your class, we will provide aeplacement
teacher. In the unlikely event, that none of o
teachers are available, you waiceive a credit
for your missed lesson, or given an ioptto

attend a revision class.

Holidays

The school is closedt weekends, on publi
holidays, at Easter and Christmas and 1 wee
August (summer holiday). Our holiday dates
the coming year are listed belo®tudents are
entitled to a holiday of 1 @ek for every 8veeks
of study (not including school holidqyEhere is
no personal holiday entitlement for courses
less than 8 weeksRlease book your holidayg

least 1 week before the holiday start date, a
for a minimum of 5 working days. Please nc
that holiday requests cannot be backdated
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EQUALITYIVERSITAND INCLUSIGMOLICY

Speakeasy School is committed to promot
equity, diversity and inclusion. We do not acct
discrimination, harassment or unfair treatme
because of a person's race, colour, ethnic
national origin, religion or belief, sex, mari
status, sexual origation, gender reassignmen
age, criminal record or disability.

We want allour staff andstudents to feel
welcome, respected and included. We val
people's different backgrounds, experiences ¢
ideas. Allour studentsand teachergeceive fair
treatment during the application process ai
while studyingor workingat the School.

Any staff member orstudent who believes the
have experienced discrimination, harassme
exclusion or unfair treatment should tell tF
School Director as soon as possible, eithel
person or by email a
info@speakeasyschool.co.uk. All complaints
be taken seriously andealt with quickly and
confidentially.

SAFEGUARDING VULNERABLE ADULTS PC

At Speakeasy School we aim provide a
environment for all our students while they a
studying with us and we take our responsibility
safeguard vulnerable adults learning at the sch
very seriously. Speakeasy School does not ac
any students uder the age 18, therefore ou
safeguarding policy relates to vulnerable adt
only, who are defined as any adult who may
unable to take care of him/herself or prote
him/herself from risk or harm due to age, illne:
mental or physical disability, omability to
communicate ireEnglish.

The designated safeguarding person at Speak:
School is Nick Jenkigseception, 02089958772
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PERSONAL HARASSMENT AND BULLYING

We believe that the dignity of all students a
staff must be respected. Staff and studer
shauld be respectfutowards everyone and the
school environment should be welcoming to
All those working or studying here have
responsibility to establish and maintain
environment free from bullying and harassmer

pPersonal harassment or bullying
any kind of unwanted or unwelcon
behaviour which makes the othet
person feel uncomfortable,
embarrassed, unsafe or frightenged

WhatR2 L R2 AF LQY @SA

We want everyone at the school to feel safe
you are worried about anythingpu experience
any type of heassment or bullying or see
happening to another student yatan email us
on info@speakeasyschool.co,w0r if you prefer
speak to your teachiethe School Director, or an
person you feel most comfortable with.
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Please remember that Speakeasy Scl
welcomes students of all nationalities a
backgrounds and you will be studyi
with people who have different custor
and different religious beliefs. Behave ¢
speak in a way that will not upset oth
people; do notise aggressive or abusi'
language. At the same time, rememkt
that everyone is using a language tha
not their own; sometimes people s
things they do not mean. Please
tolerant and understanding at all time
Any form of bullying will be treate
seriously and may result in being askec
leave the school. We want everyone
feel comfortable and relaxed at scho
however, it is also important the
everyone can learn properly. We wc
hard to create an informal, friend
atmosphere that is also giessional anc
offers high standards of education. H¢
us to keep this atmosphere by respect
your teachers, the other students, and 1
school at all times.

All students are expected to:

A Arrive on time for their classes;

A Not use mobile phones or othe
electroric devicegluring lessons;

A Noteat food in the classroom;

A Nottalk to other students during clas
unless you are asked to do so by t
teacher;

A Not smoke anywhere in the Scho
building;

A Not cause deliberate damage to ar
property of the School;

Students, Wwo misbehave may be asked tc
leave the class, and if so will bpoeted to the
School Director.

They will be given a warning, which mean
note wil be entered into theifile. No further
action will be takenproviding there are nc
further instances of miehaviour.In case o&
more serious offencgeor repettion of bad
behaviour one of the followingnight happen

A The student will be given a writte
warning explaininghe consequences
of any future misconduct;

A The student ¥ be asked to pay famy
damage caused to school property;

A The studenwill be asked apologiger
any offence or harm caused;

A The studet will be suspended or
asked to leave the schowlth
immediate effect;
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SPECIAL EDUCATIONAL NEEDS AND DI
POLICY

Physical disability

' VF2NIdzy GStesx {LISI{:
not provide wheelchair access, and there :
currently no disabled toilet fdties. Please
contact us onnfo@speakeasyschool.co..and
we can suggest nearby schools with such facil
available.

Visual and audial impairment, dyslexia etc
We can usually help students with sor
difficulties with their sight or their hearing bt
our courses are probably not suitable for tl
totally blind or the very deafPlease contact us |
you think you may need special arrangementt
you are dyslexit is very helpful if you can tell L
in advance.In particular, if you are planning t
take an examinatignso we can make specic
arrangements for yau

Mental health issues

The school is a small, friendly and support
place, and people who are nervous or anxi
about being away from home will find a frienc
welcome and personal support to help them
adjust to their new life in an unfamiliar
environment. However, we do not have the sta
or the facilities to accept clients with significa
mental health proldms and we strongly advis
studenss ¢ or their ageis or sponsorsg to tell us
in advance abouanyone who has a history ¢
mental health problems so that we can adv
whether our courses are suitable.

INDIVIDUAL LEARNING NEEDS POLICY

We accept that students may have differe
learning requirements , abilities and confiden
levels. We aim to identify those needs as par
our initial assessment. Depending on the forn
support required, we can make certa
adjustments to our lessongcluding speed ant
correction style adjustment, targeted repetitiol
strategical turptaking and scaffolding answer
We can also extend our support beyond t
classroom in onéo-one tutorial sessions an
peerto-peer mentoring
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COMPLAINTS AND FEEDBACK PROCEDUF

We do our best to make your experience

Speakeasy a really happy and positive one, bu
understand we can make mistakes and we re
appreciate your feedback.

If you wish to make any suggestions towards
improvement of your time spent at Speakea
you can express your views by writing
suggestion and placing it in tiSeiggestion Baxr

GKS {OK22fQa 02YY2y |

You will also be given the opportunity to comple
an inclass questionnaire at regular perio
(approximately every 3 months) and at the end
your time with us.

If you are not satisfied with any aspect of t
service we offer, please visit the reception, whe
our reception staff will be more than happy
note down your comments. Alternatively, yc
might prefer to speak to the School Director,
email us at LUIAIl
complaints and problems are treated
confidence, in accord@e with our school
proceduresand you will receive a reply within 2
hours

If you are dissatisfied withhé response yoL
receive from usand would like to take you
complaint further, you carcontact the British
Council (an agegcthat the school is accredite
by) at

Accredited by the

@@ BRITISH
®©® COUNCIL

for the teaching
of English in the UK
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REFUND POLICY
What do | do, if my visa has been refused?

If you arerefused entry to the UK by th
immigration or \8a authorities, please let u
know as soon as possible.

You can email us eamo@speakeasyschool.co.t
with a copy of your visa refusal document.

In the event that a visa is resfied and a refund ic
requested, P% of the fees paid will be retaine
for administrative prposes, subject to ¢
minimum £1@ charge.

Please note, aefund will not be considered i
any of the following have occurred:

¢ the student has broken the law or breach:
the conditions of their visa, and is therefo
required to leave the country;

¢ UKS atdzRRSyiQa DA a

consequence of not attending the cour:

regularly;

an appeal is pending;

the student leaves the UK during his coul

and is subsequently refused-eatry;

¢ the student applies for the wrong type ¢
visa,;

O 0

Please make sure you inform the school ab
your refusalind apply for a refund within 28 day
of the visa refusal date.

What do Ido, if my circumstances change an
cannotattend the course?

If you have been granted a visa, but you can
attend the course, unfortunately, we will not t
able to offer you a refund, but please email us
info@speakeasyschool.co.uk and depending
your individual circumstances, we can talk y
through all the Hernative options.
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Information
for Visa

Students

Speakeasy School of Engisshccredited by the
British Council under the Accreditation
scheme. This means we can support your el
to the UK to learn English for courses witl
maximum duration of 11 months.

Everyone is allowed to study in the UK for uf
six months as a visitor. This means mi
students can study without a visa and sol
nationalities need to apply for a Standa
Visitor visa.

If you are studying on$tandard Visitor Visa

1 You can study with us for up to 6 month:

1 You cannoworkin the UK, but you can
volunteerfor up to 30 days

1 Your visazannot be extended

For courses longer than six months,
international students need to apply for a vi
before travel. There are two visas available
students: the Shosterm study visa, and the
Student visa (currently not available a
Speakeasy School).

If you are studying on®hort Term Study Visa

1 You can study with us up 1d months;

1 You can stain the UK for the length of
your course plus 30 days;

1 You cannot study on any other course, ¢
change your course while in the UK;

71 Your visa does not give you the right to
work, but you can volunteer;

1 Your viseannot be extended

Other types of study visas:

Some @tionals from countries that previous
didn't need a visa to visit the Uggnstudyon

an ETA (Electronic Travel Authorisatiofife

ETAallows multiple visits to the UK of up to
months over a Zear period, or until the
K2t RSNR& LI-whiche@eNdisooBdt
An ETA is not a visa, it is a digital permissio
travel.

If you are studying on d&TA:

You can study with us for up to 6 months
You cannot work, but you can volunteer f
up to 30 days;

I You can enter and exit the UK multig
timesfor a period of 2 years.

1
1

If you have arrived ithhe UKon aYouth Mobility
Visayou canstudywith us, too In fact youwill
need to study, so you can improve your Eng
and find a job!

If you are studying oa Youth Mobility Visa:

1 You can study with us for up to 2 years

9 You can work

1 Your visa cannot be extended

I You can enter the UK at any time while yc
visa is valid, and leave and come back at
time during your stay.

plf you are studying on a
Short Term Study Visa,
please remember that attendanc
and punctuality are a condition o

your visa arrangements
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ARTIFICIAL INTELLIGENCE (Al) USE POLIC

This policy explains how our school uses Atrtifl
Intelligence (Al) tools and how students and s
should use them responsibly.

How does the School use Al?

The schoamay use Al tools to:

wlimprove oulesson planning materials;

wt NP GARS fFy3adzZ 3s ¢
grammar explanations or practice activities;
wL YLINR @S I RYAYAa&aidNT
communication and scheduling);

How should the students use Al?

Students may use Al for:

wt N} OdAaAay3d 9y3afAak
w{ S Séxplayidiorof grammar, vocabulary, o
writing concepts

w. NI Ay & 2 NptahsypdtempliReS ford
assignments

Students must not use Al to:

wt NP RdzO S O2YLX SGS |
them as their own

WENF yatlrisS SyiANB
into English and submit them as original work
w/ KSIG 2y GS&Ga 2N I .
wt NE RdzOS KI NXTdz = 27
content.

I fafi dzR Sy GG yY2dedf S R3IS |y
RdzZNAYy 3 GKS LINBLI NI §!
GSINIe adlrasS GKS vyl i
6S®Id IANI YYI NI OKSOPA "

oRemember that
the true power of Al
lies not in the technology itself,

but in how we choose to use it
(Departmentfor Education, 2025)
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Safety Policies and Procedure

Speakeasy School aims to ensure the health, safety antiearadl of all staff and students ¢
the school. We comply with all relevant legislation relating to Health and Sdfetgchool
undertakes to carry out regular risk assessments of the premisastam an accident bool
and log and reporincidents. We alsoonduct regular fire drills to ensure that any necess
steps are taken to reduce the likelihood of problems.
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Fire Assembly point

FIRE SAFETY PROCEDURES

In the event of a fire a constant bell ringing v
be heard.

Should the fire bell sound during a lesst
students must follow their teacher quickly ai
quietly out of the building to the assembly poi
on the corner of Chiswick High Road ¢
Ravensmede Way (skedt-hand sidgohoto).

If the fire bell sounds during a break,
students must quickly and quietly leave tl
building via the ground floor exit and asseml
in the designated are8e careful whewalking
along the road. Do not stand in or near tl
road Do notre-enter the building until adsed
that it is safe to do so.

Fire extinguishers can be found on all floors.

All School staff is ugated regularly on fire
drill procedures and all staff and students
undergo a fire dii practice four times a year.

Can | smokeapeinside the school building?

No. Smoking or vaping isnot permitted
anywhere inside the school buildingou can
smoke outside the front of the school
However, please be mindful towardsther
students and staff leaving and entering tl
school, as well apassershy. Cigarette ends
should be discarded into the ashtray provide
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FIRST AID POLICY

Speakeasy School of English complies with rele
legislation for First Aid for employees, students,
visitors on the premés during normal working
hours.

First aid
box

If you have a medical condition that the sche
should know about, please tei before you begir
your studies.

If you feel unwell, or have a minor accident wt
you are at schoolplease go to Reception, or te
your teacher The qualified First Aiders fc
Speakeasy School are Maggie Jenkins and

WSy lAyad ,2dz OFy dzadz

reception.

If you feel unwell, or have a major accident outs
of school, you can go to the Accident and Emerge
Department of your local hospital, or call 999.

If you need medicine for common
illnesses such as cold, headaches, etc. or
need medical supplies, e.g. plasters or
bandages you can go to a chemist.

2
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EMERGENCY ACTION PLAN

Speakeasy School Emergency Action Plan is intend
assist agents, students and staff to understand
procedure during an emergency situation, if Speake
School is closed due to extenuating circumstances, :
as disasters, either natural (e.g. hcarie), or mammade
(e.g. terrarism).

Please note that this plan is intended as a guideline ¢
as every situation is different and may require a differ
response.

In the event of an emergency, thBchool Directorsvill :
w [/ 22NRAYIFGS GKS SYSNEHS
with other staff members;

w alAyarAy Fd ¢€f GAYSa
numbers and email addresses of all staff to contact in
event of the emergency;

w [ 2yal O [ aalr ¥¥F Iy
considering such issues as when to return to w
whether the school buildings are safe to use

walAydFrAy I £ GAYSa
numbers and email addresses of all students to con
in the event of the emergency.

w /2yGFO0d Ittt OdiNNByld a
nature of the emergency and how it affects the sch
including whether we are running classes, whether
building is safe to use and accessible and when to re
to classes.

pPlease make sure you update the schc
with your current contact/emergency deta
regularly, so we can get in touch with got

w /2yiGlrOG F3Syiaz yR ¢
families and/or prospective students who may
affected by the emergency and keep them informed ¢
updated.

Emergency Point of Contact for Students

School emaiinfo@speakeasychool.co.uk

School Telephone: +44 (0)208 995 8772
Emergency Telephone (24 hours): +44 (0)79562768¢

Note: In the event that communications are affected ¢
the above contacts are unreachable, messages wil
L2aiSR 2y GKS {OK22f Qa ¢
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Terrorism

Prevent Duty

Radicalisation

PREVENT POLICY AND PROCEDURES

Prevent is about safeguarding people from t
threat of terrorism and preventing people of
ages from being radicalised or drawn ir
terrorism (The Counter Terrorism & Security ,
2015). The school promotes a multicultu
environment where respect fpand tolerance
2F3 20KSNJ LIS2L)X SQa o

Below we have listed some words and phra
dzZa SR ¢KSy @&2dzQNBE RA 3
extremism and its related topics.

What are the Core British Values?
wDemocracy

wThe rule of law
windividual liberty

wMutual respect andolerance of different
faiths andbeliefs

What isExtremism?

It is the holding of extreme political or religiot
views which may deny right to any group

individual. Extremism can refer to a range
views, e.g. racism, homophobia, rig¥inhg

ideology, as well as any religious extremism.
Extremism can be expressed in vocal or ac
opposition to Core British Values, and may &
include calls for the death of members of tl
armed forces, whether in this country
overseas.

What isPreventior?

In the context of this policy, prevention mea
reducing or eliminating the risk of individue
becoming involved in terrorism.

What isRadicalisatioh

It is the process by which people come

supportterrorismandextremismand, in some
cases, to then participate in terrorist groups.

What isVulnerability?
Describes the quality of being easily hurt
attacked. Within Prevent, the word describe
factors and characteristics associated with be
susceptible to radicalisation.

Why should we be supportive and tolerant towai
one another?

It is important to understand that extremism is n
isolated to any particular type of person:
European student may be radicalised as easily ¢
Arabic student. A person may come into cont
with the school already holding extremist views,
they maybe influenced by a range of factors wh
in England, such as global events, peer press
the media, friends or relatives being harmed, et«

How can we prevent people from extremism?
w Promote a safe and supportive internationi
environment by making it clear that behaviol
such as radicalisation and extremism will not
tolerated;

wUnderstand and uphol@ore British values;

w Developcritical awarenesand do not accept
extremism without question;

wBe observant and vigilant in noticing any sign:
radical or extremist behaviour.

Why should you be internet safe?

Extremists often use the internet including soc
media to share their messages. Free internet ac«
is available to all Speakeasy students. Students
their own devices in doing so and there are
filters in place. If you come across any inter
content that is inappropriate or of concern, plea:
report it to us immediately.

2 KFG G2 R2 AT &2dz I NB
behaviour?

It is very important that any concern or incidel
however small, is reported immediately. Any rep
will be dealt with sensitively and carefully, w
confidentiality assured for the person reporting
concern.

If you have a concern, please contact the
Prevent Lead:

Nick Jenkins, School Director
info@speakeasyschool.co.uk
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LIVING IN THE UK

It is a very exciting time coming to live in a different country, meeting new people and le
about different cultures. However, we understand it can also be a little bit frightening, esp
if you cannot communicate all that well. That is why \aetwo help you as much as we dan
make your stay in the UK an eygble experience. Here arense of the thingghat we can
help you with
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ACCOMMODATION

We work with British Council registere
accommodation agencies (i.e. Britannia Stud
Services and d$ts International) in finding
accommodatia for our students. We have th
following accommodation options:

1 homestay accommodation (living with
British family)

T halls of residence,

1 sharing a flat with other students.

We can also provide information abolatcal
budget hotels for those of you who are here 1
a short time.

More informationabout the different types of
accommodatiorthat we offeris available on the
next pagelf youare not sure, which option tc
chooseyou can have a chat with any one of ¢
reception staff. The accommodation officer f
Speakeasy School is Maggie Jerkisseption,
0208 995 8772.

If you are thinking of finding your own
accommodation, here are some websites, wh
other students have found useful:

www.gumtree.com

www.spareroom.co.uk

www.rightmove.co.uk

p There are lots of different accommodation options in London. |
decide to find your own accommodation, take your time and make
. you understand everything that is required from you. Most landlord
Al e2dz T2NJ 2y S Y2y (pésiincadvidse/ Befoll
you give anybody any money make sure you sign a contract (ce
tenancy agreement). You can offer to put your name on a utility ac
(such as gas, electricity, water). This will give you proof of addres
will make it easier forou to open a bank account. If you decide to |
a flat, you will also have to pay council tdke local governmer
charges council tax to pay for the maintenance of the local

(e.g.keeping the streets clean, maintaining the patksipu need any
help or advice, come and speak to any of our receptiongstaff.
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TYPES OF -
& STUDENT ACCOMMODATION

Homestays

The most popular type of accommodation is
homestay.A homestay means living as a gu
Ay a2vYS2ySQa K2 ddhdouw
host families live in West London near static
or bus routes in Zone 2, 3 and 4 with easy act
to the school as well as the centre of London

All homestay hosts speak English, although t
can be from different ethnic backgrounds. Y
hosts can be single peopla;, couples, with or
without children, etc. They can live in hous
apartments / flats with or without gardenshe
booking normally includes a single room witl
bathroom that is shared with the host.

You can book our homestays with different m
plans. Here are the options:

Breakfast (BB): Includes a continental breakf
such ascereal, toast/bread with butter anc
marmalade/jam, fruit juice and tea/coffee.

Breakfast and Dinner (HB): Includes continel
breakfast as above, plus an evening m
consisting of a main course (meat/fish) w
vegetables/salad and potatoes, rice or pa
followed by dessert/fruit. Special diets, e.g. he
or vegetarian can be aaied for.

Selfcatering (SC): includes full use of t
kitchen, as no meals are provided.

Alsoincluded in your homestay booking:

W Bathroom and shower facilities
w Internet access

w Bed linen and towels

W One load of washing per week

Residence Halls

This type of accommodation is a perfect option
language students who prefer an independe
lifestyle and a chance to socialise with ott
students.Residence Halls are purpose built roo
in a building occupied predominantly by student

Our Residence Halls have single and twin ro:
available whiclzan be booked for a minimum of
weeks on a selfatering basis only, that means 1
meals are includedEach booking coms with
shared kitchen, shared living space and she
bathrooms.

Our most popular Residenddalls are located ir
Wembley and South Bank; both properties :
within 5 mins walk to the tube stations.

Alsoincluded in your residence halls booking:
Shared bathroom and shower facilities
Weekly cleaning ofourbedrooms,
Weekly change of bed linen and tosvel
Modern furnishings

Free internetaccess

Free onsite laundry

Private garden

CCTV and livie manager

geeegeeec

House shares

House sharemsean you will share a house witt63
other studentsAll our louse shareare located in
T2yS o tSaa GKIy w
underground stations. Theyan be booked for ¢
minimum of 4 weeks on a se&latering basisnly.
There are single and twin rooms available, wt
the students have to clean themselves. The kitc!
is shared with the other house members, Isttilly
equipped with a washing machine, cutlery, a
crockery and cooking utensils. Bed linen
provided, but no towels.

Also included in the booking:

Shared bathroom
Freeinternetaccess

Private garden or outside area
Living room with TV

Weekly cleaningf the property

eeeege
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PASSPf"”f Arecad  2yrorum I | nug STUDENT ID/DISCOUNT CARD

~ Nee e A TOTEM discount cagives you access t
= exclusive student deals on food, fashion, te
travel etc.

,\ DoB / Dyddiad Geni
02 Oct 1999

You can get a TOTEM student discount cart

982613 6016 5581 5184 ,
1 you are a fultime student

&
Ewmwg wm,?uf, 18+ 1 your course is longer th&months,

If you want a TOTEM student discount cg
you need to apply online atww.totum.com
and follow the instructions.

You will need:

i to upload a digital photo
1 topay£14.99
9 your address in London

18+ STUDENT OYSTER TRAVELCARD

A Student Oyster Travel caglves you a
discount of 30% when traveling on tt
underground and buses around London

You can get a Student Oyster Travelcard if:

1 you are a fultime student
9 your course is longer than 14 wegks

If you want a Student Oyster Travelcard, y
need to apply online atww.tfl.gov.uk click on
Fares/studergandyoung adultsthen click on
+183udentOysterand follow the instructions

You will need:

9 to upload a digital photo
1 topay£2
- 1 your student ID number
YSte r 1 your course dates
9 your address in London
The card will be sent to your home addre
ﬂ;ﬁfy"g:u: |4 Oct 22 within 7-10 days.Come and speak to us il
reception, and we can confirm what your

David Allen number is.

MALEd SUDEECT 10 CONTATIONS « S6e Oy
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OPENING A BANK ACCOUNT

If you are a fultime student on a course of .
months or longer, we can help you open a b
account. You will need you passport and a le
from us confirming your student status. TI
bank wework with is HSBC, buyidu have proof
of your UK address, we can write to any banl
your choice. Please request a bank letter fri
0KS a0OK22f Qa NBOSLIA

REGISTERING WITH A DOCTOR

As soon as you arrive in London, we stror
recommend you register with your local Gene
Practitioner A GHs a doctor who can treat mos
illnesses, and they should be your first point
call for any nodlife-threatening health problems
and illnesses. They usually operate in a sur¢
or health centre. When you register, you w
need a passport, student lettand proof of your
UK address. Please let us know if you need
KStLI Ay t£20FG4Ay3 | D
section below on medical treatment in the UK

pYou can search for an NHS genere
practice near you on the NHS websitt
www.nhs.uky

JOINING THE LIBRARY

Becoming a member of your local library is fr
If required we can provide you with a lett
confirming your name, student status and |
address¢ KS ySINBad f AoN
Avenue in Chiswick. Please ask in receptior
directions.

FURTHER STUDMSHE UK

When you come to the end of your course \
can help you decide what to do next aasbist
you in understanding the many different optiol
available for further study in the UlRlease
speak to Nick in reception
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AFTER SCHOOL ACTIVITIES

We like to encourage you to practice al
develop your language skills not only duri
your classes, but also outside the classroor

Socialize with other students

lf K2dAK S R2y Qi K
programme, we offer ideas on what you ¢
do after school, at weekends and holid
periods. For information on day excursio
and short breaks pick up a copy of Anders
Tours brochure available at the receptior
prices start at £45 per person and you c
book their tours through ug?lease note, we
R2y QG 2NHIYAT S GKS |
happy to offer you advice and help with tt
booking. Please ask at reception. For
programme of sightseeing and theatre evel
refer to the leaflet stand located in th
common room, or check the posters on tl
information board. For suggestions
interesting events happening in London, v
www.facebook.com/speakeasyschool

pAnderson Tours is our trusted Tot
Operator. We can help you book a tc
of Stonehenge, Bath, Cambridge, Do
Castle, Edinburgh and many more.
Come and ask at receptign.
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Participate in our Conversation Clubs and Gram
Workshops

This is a great opportunity to practice your speak
skills by taking part in a conversation with a teac
and other students in a relaxednd informal
environment. Conversation Clubs as well

Grammar Workshops are organized at the scf
and are free for all Speakeasy students. Please &
reception or check the notice board located in t
Common Room foinformation about the next
availalte Conversation Club or Grammar Workshc

Join us for a quiz night

Quizzes are seasonal events organized at the sc
and are free of charge for Speakeasy students.
of our teachers always assumes the role of the «
master, and groups of students battle each othel
answering several rounds of questions depending
the theme of the quiz. Lots of fun is guaranteed ¢
there is always a prize for the winning team! Ple
check the posters on the information board or ask
reception.

Stayfor an afterschool cuppand a chat

Stay and Bjoy a drink and chat wittther Speakeas)
studentsafter your lessonsOur commonroom is
open to all students from Monday to Fridi
between 9.30ar®pm. Coffee, tea and hof
chocolate are available in the Common room (£1
each). Biscuits are free of charge!

Engage in paiime work

We can advise you and provide assistance in fin
a paid or unpaid patime job (subject to vise
regulations). For more information, please ask
reception
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Living In the UK: useful informatiol

Personal Safety

By international standards, the UK is a safe country, with low levels of violence anc
crime. However, crime is more prevalent in large cities and London is no excepdar
will need to take extra care of your belongings, not only when you egelihé also during
your journey.lt is important not to carry large amounts of cash with you and not to l¢
your belongings unattendedA useful booklet produced by the British Council adv
international students on safety issues and can be dowelba from
www.britishcouncil.org/sites/default/files/safefirst.pdf. It would be useful to read thi
aSO0A2y SYuAaAdfSR a! NNAGAYy3I Ay (KS ! Y¢
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Arriving in London andving here as a student
gAtf KIFI@S az2vysS Oz2aidao
F2N) 6KSaS Ay | RGOIFyOSs

—

Q)¢

surprise or cause financial problems for you
How do Iget from the airportto my addres®

[ 2YR2Y Q& YI AY | ATR&diNJI
a London Underground (tube}tation inside

| SFGKNR G | ANLRNI® LGQA
will take you into central London in about 40
minutes. You can pay for your journey using a
contactless credit or debit cardilternatively

you can take a train service called
TheHeathrow Express. tiffers the fastest

travel option between Heathrow Airport and Paddington Station (Central London). Tmpketickets

visit theHeathrow Express Website

Each Heathrow terminal has clearly signpostexi ranks.Expect a fare of around £3&b to West
London.The journey time is about 30 minutes. Only take a licensed or London (black) cab.

Rememberthere are 4 other airports near London (Gatwick, Stanstead, Luton and City airport). Make

sure you know with airport you are arriving at!

How much money do | need to bring with me?

TheEducation UK websitgives a general guide to the cost of living in the UK.

https://study-uk.britishcouncil.org/movinaik/coststudying

Here is what we have calculated as arimaated monthly living allowanda London, excluding tuition

fees. Please note thisilwary depending on lifestyle*.

What you spend money on:

Cost per month

Room in private accommodation (sharfedthout bills) £750
Household bills (gas, electricity, water, etc) £140
Groceries £155
Public transport* (Monthly travelcard, zone3) £141%*

(**Students get 30% discount with Student Oyster)card

Mobile phone £20
Socialising (going to cafes/bars) £150
TOTAL £1356

*Please remember, this is a guide oMye recommend that you set aside some extra money for
unforeseen expenses or emergen¢igslated January 2026)

No (et
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Do | need travel insurance when | come to stutc
English in the UK?

Yes, we suggest you have international stud
travel insurance. Make sure to buy the insurar
before you travel to the UK, so you are protect
from arrival.

We recommend your insurance policy covers
following:

1 Replacing a lost passport or visa,

1 Replacing luggage that is lost or stolen;

1 Medical bills in the UK if you are ill or ha
an accident (not all students can use t
''YQ&a bliaAzylrft I SIf

1 Emergency dental treatment

1 Returning home for medical reasons (tt
is calledrepatriation

Laws in the UK

The laws in the UK may be different from those
your home country. Here are some of the or
worth remembering about:

A You must not carry drugs with you of a
kind (unless prescribed by a doctor), or L
any illegal drugs, including cannak
ecstasy, LSD or amphetamines.

A It is illegal to carry any sort of weapc

including knives, setfefence CS ga

sprays, guns or stun guns.

You must be 16 and over to buy tobaccc

You must be 18 and over to buy alcohol

Never buy property that you think migt

be stolen, no matter how tempting th

bargain.

A Itis an offence to falsely report the theft «

property.

> >

aYou can findhore information
aboutthe law in the UK at
http://www.qov.uk/browse/justicé
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Can | use my foreign driving licencaltive a cain
the UK

You must have a licence that allows you to drivi
Great Britain (England, Scotland and Wdfegou

have a driving licence that was isdue your home
country, you camind out if you can use it to drive i
Great Britain and how long it is valid foere:

https://www.gov.uk/drivingnongblicence . You may
be allowed to do so for a limited period of time on

There are several ways that driving in the UK dif
from driving in other countries. The British drive
the left-hand side of the road and overtake on tl
right. Seat belts must be worn at all times

It is illegal to use a hasteld mobile phone or sent
or read text messages while driving. You must
drive while under the influence of alcohol or dru
and you must observe all speed limits. Rememl|
pedestrians have the right of way when
pedestrian crossing.
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Medical treatment

If there is a serious emergency and you ne
urgent medical help call 999. This is FREE 1
any telephone, including mobile phones. You"
be asked which service you require; Fi
Ambulance or Police. For medical emergenc
ask for Ambulance.

In case of

Emergency
dial 999

L¥ @&2dz dzZNBSyidfe ySSF
threatening emergency, you can call 111, or g¢
the Aacident and Emergency Department (A&
of your nearest hospital. The A&E departme
are open24 hours a day and deal with patien
needing emergency hospital treatment.

whenit’s less
urgent than 999

Emergency treatment in hospitals is FREE
everyone wherever you come from, but ther
will be a cost if you need to stay in hospital
need further treatment. That is why we strong
recommend that you take out insurance befa
you come to the UK.
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| am studyingn the UKon a Short Term Study Vis
Can | have access to free medical care?

Students who apply for a visa to study for more tt
6 monthspay the immigration health surcharc
(E776).You pay the fee as part of your online v
application. You can then access national he
services in the UK during your stay. This inclt
R2OG2NBRQ | LIRAYGYSYy(a

Students studying for 6 months or less should ti
out travel insurance covering medical costs in ¢
they need to access healthcare in the UK.

Whatare Reciprocal Health Care Agreements?

The UK has reciprodag¢alth care agreements witl
several norFEEAcountries whichallows nationals
from those countries to free or reduced cost N
treatment even if their course lisss than 6 months
You should check withe health authority in your
home country what treatment is covered befo
you leave for the UK. You may still need to take
limited medical insurance.

Current noREEA member countriesvhich have
RHCA with the UK aréinguilla, AustralidBosnia
and HerzegovinaBritish Virgin Islands, Falklat
Islands, Gibraltar, Isle of Madgrsey, Kosovc
Macedonia, Montenegro, Montserrat, New
Zealand, Romania, Russia,H&tlena, Serbidjurks
and Caicos Igtas.
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