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Welcome Letter

Robert
McWilliams 

! am thrilled to extend a warm welcome to you and your children
as we embark on an exciting journey of language exploration at

Oxford English Camps! As the CEO of our esteemed organization, it
brings me immense joy to introduce you to our immersive English

programmes tailored specifically for kids. At Oxford English
Camps, we believe in the transformative power of language

learning, and our Immersive English programmes are designed to
provide an engaging and enriching experience for young minds.
We understand the importance of fostering a love for language

from an early age, and our dedicated team is committed to
creating an environment where your children can thrive

academically and personally. What sets our camps apart is our
unwavering commitment to excellence. Our carefully crafted

curriculum is not only educational but also interactive, ensuring
that every child not only learns the intricacies of the English
language but also develops practical communication skills.

Through a variety of activities, games, and cultural experiences,
we aim to make the learning process enjoyable, encouraging our

campers to embrace English as a tool for both academic and
real-world success.
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Oxford English
Camps: Mission,
Vision and Core

Values
Oxford English Camps epitomize a unique blend of educational
excellence and immersive experiences. Our mission is to empower
learners with linguistic proficiency while fostering cultural understanding
and personal growth. Through our visionary approach, we aim to
cultivate global citizens equipped with the language skills and cultural
awareness necessary to thrive in an interconnected world.

At the heart of our vision is a commitment to providing unparalleled
language learning opportunities that transcend traditional classroom
boundaries. We believe in the transformative power of language to
bridge divides and open doors to new horizons. Our core values—
excellence, inclusivity, innovation, and integrity—guide every aspect of
our operations, ensuring that each camper receives the highest caliber
of instruction in a supportive and inclusive environment.
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Nestled in the historic city of Oxford, our camps are strategically located
to offer participants an enriching cultural experience amidst the
backdrop of centuries-old academia. The illustrious surroundings inspire
a sense of awe and intellectual curiosity, creating an ideal setting for
immersive language learning. Our state-of-the-art facilities blend
modern amenities with the timeless charm of Oxford's architectural
heritage, providing a comfortable and stimulating environment for
campers to thrive.

Committed to delivering top-tier language education, Oxford English
Camps focuses on helping students from all corners of the globe
enhance their language proficiency. We strive to create memorable
experiences and lasting friendships, dedicated to empowering the next
generation of global leaders through innovation and excellence
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The Role of a Group Leader
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1he role of a Group Leader at Oxford English Camps is integral to the
success of the camp experience for both campers and staff. Defined by
a blend of responsibility, leadership, and professionalism, Group Leaders
play a crucial role in creating a safe, engaging, and enriching
environment for children to learn and grow.

Firstly, the essence of the Group Leader's role lies in their responsibility for
the daily welfare and activities of a designated group of campers. Acting
as mentors and guides. Group Leaders oversee campers' participation in
scheduled activities, meals, and free time, ensuring their safety and well-
being throughout. This involves not only physical supervision but also
emotional support, providing a nurturing and inclusive atmosphere
where campers feel valued and supported.

Central to the role of a Group Leader is the facilitation of English
language learning opportunities. Whether inside the classroom or during
outdoor activities, Group Leaders play a pivotal role in encouraging
campers to practice and improve their language skills in a fun and
interactive manner. By creating an immersive English-speaking
environment, Group Leaders help campers develop confidence and
proficiency in the language while also fostering cultural exchange and
understanding.

In addition to their hands-on involvement with campers, Group Leaders
are responsible for maintaining professionalism and upholding camp
policies and procedures. This includes adhering to child protection
guidelines, promoting health and safety protocols, and demonstrating
respect and sensitivity towards campers and colleagues alike. Group
Leaders serve as ambassadors of the camp, embodying its values and
ethos through their conduct and interactions.



Furthermore, Group Leaders are expected to demonstrate reliability, punctuality,
and dedication in fulfilling their duties. As role models for campers, they must
exemplify the qualities of responsibility and commitment, showing up prepared
and engaged in their role. This involves not only being present physically but also
emotionally invested in the campers' well-being and development.

Ultimately, the role of a Group Leader at Oxford English Camps extends beyond
mere supervision; it encompasses mentorship, leadership, and advocacy for the
campers under their care. Through their dedication, professionalism, and genuine
passion for working with children, Group Leaders play a vital role in shaping
positive and memorable experiences for campers, fostering personal growth,
cultural exchange, and language learning in a supportive and inclusive
environment.

The Role of a Group Leader
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1. Responsibility for Campers' Welfare: Group Leaders oversee the daily
activities and well-being of assigned campers, ensuring their safety and
fostering a nurturing environment.
2. Facilitation of Language Learning: Group Leaders facilitate English
language learning opportunities both inside and outside the classroom,
encouraging campers to practice and improve their language skills.
3.Effective Communication: They communicate effectively with the
centre manager and other Oxford English Camps staff, sharing updates,
addressing concerns, and coordinating activities to ensure smooth
operations.
4.Adherence to Safeguarding Policies: Group Leaders follow Oxford
English Camps' safeguarding and prevent policies, ensuring the safety
and well-being of campers at all times.
5.Active Supervision: They actively supervise students during all camp
activities, maintaining a vigilant presence to ensure their safety and
engagement. Group leaders must remain contactable at all times.

The Role of a Group Leader
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6. Assistance with Residential Duties: Group Leaders assist with residential duties
if required, supporting campers during meal times, bedtime routines, and other
residential activities.
7. Liaison between Organizations: They liaise between Oxford English Camps and
their home organisation, facilitating communication and cooperation to ensure
the smooth running of the camp.
8. Punctuality and Attendance: Group Leaders are expected to model punctuality
and attendance, arriving on time for all scheduled activities and encouraging their
students to do the same.
9. Positive Representation: Group Leaders present a positive and united front
along with Oxford English Camps staff for the students, fostering a supportive and
inclusive atmosphere conducive to learning and personal growth.
10. Role Modelling: They serve as role models for campers, exemplifying qualities
of responsibility, professionalism, and teamwork, and promoting a positive camp
experience for all

The Role of a Group Leader

Group Leader Rules

Encourage and uphold our English only environment
 Do not take your students off-site 
Do not take photos of children who are not under your direct supervision
Do not enter the bedroom of any students other than your own 
Do not bring alcohol on site 
Do not smoke on -site. Will have to use one of the designated off-site smoking
areas
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Please read this information carefully before you arrive. A member of Oxford
English Camps staff will be there to meet you. They will be wearing a blue t-shirt
with a welcome sign which will have the Oxford English Camps logo on it.

At the Airport

Oxford English 
Camps

Welcome

ARRIVAL AT THE AIRPORT:
When your group arrives at the airport,
please follow these simple steps:

Stay Together: Ensure all students and
adults stay together as a group.

1.

 Go through passport control2.
Collect your luggage3.
Meet the Camp Staff: Look for the
Oxford English Camps staff member
waiting for you in the arrivals hall. They
will have a sign with the camp's name.
Do not leave the airport without them.

4.

Contact Information: The name and
contact number of the person
meeting you will be confirmed prior to
your departure. If you have any issues
or cannot find the staff member, call
the emergency number provided:
[01865 965 279].

5.

If you need any further help with arrivals
and departures or are unclear about the
process at UK airports, please ask prior to
your stay. We are always happy to help.

Please note: UK
airports, especially in
the Summer can be
very busy places. It can
sometimes take 1-2
hours to get through
passport control and
baggage claim

Group Leader Handbook
Oxford English Camps Language School
2024



Upon arrival at Oxford English Camps, Group Leaders are greeted with a
comprehensive orientation designed to ensure a smooth transition into
their roles. This orientation encompasses several key components,
beginning with an introduction to the camp's facilities and an overview of
initial check-in procedures.
Group Leaders are given a thorough tour of the campgrounds,
familiarizing them with important locations such as accommodation
areas, dining facilities, activity centres, and emergency exits. This tour not
only acquaints them with the layout of the camp but also highlights
essential safety features and amenities available to both staff and
campers.
Following the facility tour, Group Leaders are introduced to fellow staff
members, including camp administrators, instructors, support staff, and
fellow Group Leaders. These introductions provide an opportunity for
networking and collaboration, fostering a sense of camaraderie and
teamwork among the camp staff.
Additionally, Group Leaders receive camp materials and schedules,
including activity plans, teaching materials, and relevant documentation.
These resources equip them with the necessary tools to effectively carry
out their responsibilities and support the camp's educational objectives.
Throughout the orientation process, Group Leaders are encouraged to
ask questions, seek clarification, and familiarize themselves with camp
policies and procedures. Clear communication channels are established,
ensuring that Group Leaders feel supported and informed as they
embark on their camp journey.

What to do When you Arrive
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School Rules

English Classes:
Attend all scheduled English classes punctually.
Actively participate in classroom activities and discussions.
Respect the teacher and fellow classmates during lessons.
Follow instructions and complete assigned tasks to the best of
your ability.
Use English as the primary language of communication within the
classroom.

Activity Programme:
Participate in all scheduled camp activities unless excused for
valid reasons.
Follow safety guidelines and instructions provided by activity
leaders, teachers and the Centre Manager.
Respect equipment and facilities during activities.
Engage in activities with enthusiasm and a positive attitude.
Cooperate with fellow campers and staff to ensure the success of
each activity.

Residential Rules:
Maintain cleanliness and tidiness in residential accommodations.
Respect quiet hours and be considerate of fellow campers' rest
and privacy.
Follow designated curfew times and return to accommodations
promptly.
Adhere to any specific rules or regulations provided by residential
staff.
Report any maintenance issues or concerns to camp staff
promptly.
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Weapons 

Illegal substances 

Alcohol

Tobacco products

School Rules

If You Break These Rules:
Consequences may include verbal warnings, written warnings, or
disciplinary action.
Depending on the severity of the infraction, camp privileges may
be revoked and you may be excused from afternoon and evening
activities.
Repeated or serious rule violations may result in dismissal from
the camp without refund.
Group Leaders will provide guidance and support to help campers
understand and correct their behaviour.
Campers are encouraged to communicate openly with staff and
seek assistance if they are struggling to follow the rules.

Forbidden Items 

       Vapes

Inappropriate materials

Unauthorised Visitors
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Disciplinary Procedure for Students 

S T E P  1 :  V E R B A L  W A R N I N G
•  The f i rs t  s tep in  address ing d isc ip l inary  issues involves
issuing a verbal  warning to  the student .
•  A  staf f  member  wi l l  pr ivate ly  communicate wi th  the
student  about  thei r  behaviour ,  c lear ly  stat ing the ru le
that  has been broken and the expected behaviour
moving forward.
•  The staf f  member  wi l l  prov ide guidance and support  to
help the student  understand the consequences of  thei r
act ions and encourage them to modi fy  thei r  behaviour
accordingly .

S T E P  2 :  W R I T T E N  W A R N I N G
•  I f  the student 's  behaviour  pers ists  or  escalates  af ter
the verbal  warning ,  a  wr i t ten warning wi l l  be issued.
•  The wr i t ten warning wi l l  document  the speci f ic  ru le
v io lat ion ,  the date and t ime of  the inc ident ,  and any
previous verbal  warnings g iven to  the student .
•  The student  wi l l  be required to  acknowledge receipt  of
the wr i t ten warning by s igning i t ,  indicat ing thei r
understanding of  the consequences of  fur ther  ru le
v io lat ions .

S T E P  3 :  T E M P O R A R Y  S U S P E N S I O N
•  I f  the student  cont inues to  d isregard camp ru les
despi te  verbal  and wr i t ten warnings ,  a  temporary
suspension may be imposed.
•  Dur ing the suspension per iod ,  the student  wi l l  be
temporar i ly  removed f rom camp act iv i t ies  and
accommodat ions ,  wi th  arrangements  made for  thei r
superv is ion and care .
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Disciplinary Procedure for Students 

•  The suspension serves as  a t ime for  ref lect ion and
al lows the student  to  consider  the impact  of  thei r
behaviour  on themselves and others .
•  The students ’  parents  or  guardians wi l l  be committed
and Oxford Engl ish Camps would ask  for  support  f rom
the parents/  guardians and col laborat ive ly  come up
with  a p lan of  act ion to  ensure that  the students
behaviour  improves and they can remain at  the camp
for  the durat ion of  thei r  s tay .

S T E P  4 :  D I S M I S S A L
•  In  cases of  severe or  repeated ru le  v io lat ions ,  the
student  may be d ismissed f rom the camp.
•  D ismissal  is  a  last  resort  and is  only  implemented
when other  d isc ip l inary  measures have fa i led to  address
the behaviour .
•  The decis ion to  d ismiss  a student  wi l l  be made by
camp management  in  consul tat ion wi th  re levant  staf f
members  and,  i f  appl icable ,  the student 's  parents  or
guardians .
•  The student  wi l l  be required to  leave the camp
premises immediate ly ,  wi th  arrangements  made for  thei r
safe departure and any necessary  support  prov ided.

This  d isc ip l inary  procedure is  des igned to  maintain  a
safe ,  respectfu l ,  and posi t ive  camp envi ronment  for  a l l
s tudents  and staf f  at  Oxford Engl ish Camps.  Each step is
implemented with  fa i rness ,  consistency ,  and
considerat ion for  the wel l-being of  the student  and the
camp community  as  a whole .
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Child Protection and Safeguarding

At  Oxford Engl ish Camps,  the safety  and wel l-being of
every  camper  are of  paramount  importance.  To ensure a
secure envi ronment ,  robust  chi ld  protect ion and
safeguarding measures are in  p lace.

C H I L D  P R O T E C T I O N  P O L I C I E S  A N D  G U I D E L I N E S :
Oxford Engl ish Camps has comprehensive chi ld
protect ion pol ic ies  and guidel ines that  out l ine the
camp's  commitment  to  safeguarding chi ldren f rom harm
and promot ing thei r  wel fare .  These pol ic ies  are
developed in  accordance with  re levant  laws ,
regulat ions ,  and best  pract ices in  chi ld  protect ion .  They
cover  var ious aspects ,  inc luding staf f  recru i tment  and
train ing ,  code of  conduct ,  superv is ion protocols ,  and
procedures for  ident i fy ing ,  report ing ,  and responding to
safeguarding concerns or  inc idents .  I f  you would l ike  to
see these pol ic ies  p lease ask  the Centre  Manager  or
emai l  i n f o @ o x f o r d n e g l i s h c a m p s . c o m

E N G L I S H  S A F E G U A R D I N G  L A W S  A N D  C O M P L I A N C E :
Camp staf f ,  inc luding Group Leaders ,  are  br iefed on
Engl ish safeguarding laws and regulat ions to  ensure
compl iance with  local  legis lat ion .  Th is  inc ludes
understanding legal  def in i t ions of  chi ld  abuse ,  neglect ,
and explo i tat ion ,  as  wel l  as  recogniz ing s igns of  abuse
or  harm.  Group Leaders  are t ra ined to  adhere to
mandatory  report ing requirements  and to  respond
prompt ly  and appropr iate ly  to  safeguarding concerns or
inc idents .  Compl iance with  safeguarding laws is
monitored and rev iewed regular ly  to  ensure ongoing
effect iveness and adherence to  legal  standards .
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Child Protection and Safeguarding

P R O C E D U R E S  F O R  R E P O R T I N G  C O N C E R N S  O R  I N C I D E N T S :
Clear  procedures are in  p lace for  report ing safeguarding
concerns or  inc idents  prompt ly  and appropr iate ly .  Group
Leaders  are t ra ined to  recognise and respond to  s igns of
abuse ,  neglect ,  or  harm,  and to  report  any concerns
immediate ly  to  des ignated safeguarding of f icers  or
camp management .  Reports  are handled conf ident ia l ly
and sensi t ive ly ,  wi th  the wel fare of  the chi ld  as  the
pr imary considerat ion .  Fo l low-up act ions may inc lude
further  invest igat ion ,  referra l  to  external  agencies  or
author i t ies ,  and implementat ion of  support  measures for
the chi ld  and af fected part ies .

By  adher ing to  robust  chi ld  protect ion and safeguarding
protocols ,  Oxford Engl ish Camps aims to  create a safe ,
support ive ,  and nurtur ing envi ronment  where every  chi ld
can thr ive and enjoy thei r  camp exper ience f ree f rom
harm or  explo i tat ion .  Group Leaders  p lay a v i ta l  ro le  in
upholding these ru les  and regulat ions .
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Bullying

Oxford Engl ish Camps maintains  a zero-to lerance pol icy
towards bul ly ing of  any form.  The safety  and wel l-being
of  our  campers  are paramount ,  and we are committed
to provid ing a safe and inc lus ive envi ronment  for  a l l
part ic ipants .  Our  bul ly ing pol icy  encompasses c lear
def in i t ions of  bul ly ing behaviour ,  proact ive st rategies  for
prevent ion ,  and robust  procedures for  address ing and
report ing bul ly ing inc idents .

D E F I N I T I O N  A N D  E X A M P L E S  O F  B U L L Y I N G  B E H A V I O U R :
Bul ly ing is  def ined as any del iberate and repeated
behaviour  intended to  int imidate ,  harm,  or  exert  power
over  another  indiv idual .  Examples of  bul ly ing behaviour
may inc lude phys ical  aggress ion (such as h i t t ing ,
k ick ing ,  or  pushing) ,  verbal  harassment  (such as name-
cal l ing ,  teas ing ,  or  spreading rumours) ,  socia l  exc lus ion ,
cyberbul ly ing (us ing e lectronic  devices or  socia l  media
to harass or  int imidate) ,  or  any other  form of  aggress ive
or  host i le  behaviour  that  causes d ist ress  or  harm to
another  person.

S T R A T E G I E S  F O R  P R E V E N T I N G  A N D  A D D R E S S I N G  B U L L Y I N G :
Prevent ing bul ly ing requires  a proact ive and
col laborat ive approach involv ing camp staf f ,  Group
Leaders ,  campers ,  and parents .  St rategies  for  prevent ion
include:

E d u c a t i o n  a n d  A w a r e n e s s :  Campers  are educated
about  the harmful  ef fects  of  bul ly ing and the
importance of  t reat ing others  wi th  respect  and
kindness
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Bullying

P r o m o t i o n  o f  I n c l u s i o n :  Emphasis  is  p laced on
foster ing a cul ture  of  inc lus ion ,  d ivers i ty ,  and
acceptance,  where d i f ferences are celebrated,  and
everyone feels  valued and inc luded.
S u p e r v i s i o n  a n d  M o n i t o r i n g :  Group Leaders  and
camp staf f  maintain  v ig i lant  superv is ion dur ing a l l
camp act iv i t ies  and interact ions ,  prompt ly
intervening to  prevent  and address any instances of
bul ly ing behaviour .
E n c o u r a g e m e n t  o f  P o s i t i v e  B e h a v i o u r :  Pos i t ive
behaviours ,  such as empathy ,  cooperat ion ,  and
conf l ict  resolut ion sk i l l s ,  are  act ive ly  promoted and
reinforced among campers .
E m p o w e r m e n t  o f  B y s t a n d e r s :  Campers  are
encouraged to  speak up and report  bul ly ing inc idents
i f  they wi tness them,  and they are assured that  thei r
concerns wi l l  be taken ser ious ly  and addressed
prompt ly .

R E P O R T I N G  P R O C E D U R E S  F O R  B U L L Y I N G  I N C I D E N T S :
Campers  are encouraged to  report  any inc idents  of
bul ly ing to  thei r  Group Leaders ,  camp counsel lors ,  or
other  camp staf f  members  immediate ly .  Report ing can
be done conf ident ia l ly  and without  fear  of  reta l iat ion .
Group Leaders  are t ra ined to  respond prompt ly  and
appropr iate ly  to  reports  of  bul ly ing ,  ensur ing the safety
and wel l-being of  the v ict im and implement ing
disc ip l inary  measures as  necessary .
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Bullying

Al l  reported inc idents  of  bul ly ing are taken ser ious ly  and
thoroughly  invest igated by camp management .
D isc ip l inary  act ions may inc lude verbal  warnings ,
wr i t ten warnings ,  suspension f rom camp act iv i t ies ,  or
d ismissal  f rom the camp,  depending on the sever i ty  and
frequency of  the behaviour .

By  implement ing a comprehensive bul ly ing pol icy  that
includes c lear  def in i t ions ,  proact ive prevent ion
strategies ,  and robust  report ing procedures ,  Oxford
Engl ish Camps st r ives  to  create a safe ,  support ive ,  and
respectfu l  envi ronment  where a l l  campers  can learn ,
grow,  and thr ive f ree f rom fear  of  bul ly ing or
harassment .
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Keeping Safe Online

At  Oxford Engl ish Camps,  we recognise the importance
of  promot ing safe internet  use for  both chi ldren and
staf f .  With  the increasing prevalence of  onl ine act iv i t ies ,
i t ' s  crucia l  to  prov ide guidance on navigat ing the d ig i ta l
wor ld  responsib ly  and ensur ing onl ine safety .

G U I D A N C E  O N  S A F E  I N T E R N E T  U S E  F O R  C H I L D R E N  A N D
S T A F F :

We provide comprehensive guidance on safe internet
use for  both chi ldren and staf f ,  emphasiz ing the
importance of  pr ivacy ,  secur i ty ,  and responsib le
onl ine behaviour .
Chi ldren are educated about  potent ia l  onl ine r isks ,
such as shar ing personal  in format ion ,  interact ing wi th
strangers ,  and access ing inappropr iate  content .  They
are encouraged to  communicate openly  wi th  t rusted
adults  about  thei r  onl ine exper iences and seek
guidance i f  they encounter  any concerns .
Staf f  members  are t ra ined on best  pract ices for
internet  safety  and pr ivacy ,  inc luding safeguarding
personal  in format ion ,  us ing st rong passwords ,  and
being caut ious when shar ing content  onl ine .  They
serve as ro le  models  for  responsib le  onl ine behaviour
and provide support  and guidance to  campers  on
navigat ing the d ig i ta l  wor ld  safe ly .
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Keeping Safe Online

.
T I P S  F O R  M O N I T O R I N G  O N L I N E  A C T I V I T Y  A N D  E N S U R I N G
P R I V A C Y :

We provide pract ical  t ips  for  monitor ing onl ine
act iv i ty  and ensur ing pr ivacy ,  both for  chi ldren and
staf f .  Th is  inc ludes guidance on adjust ing pr ivacy
sett ings on socia l  media accounts ,  being se lect ive
about  shar ing personal  in format ion onl ine ,  and us ing
pr ivacy-enhancing tools  and software .
Parents  are encouraged to  establ ish c lear  guidel ines
and boundar ies  for  thei r  ch i ldren 's  onl ine act iv i t ies ,
inc luding sett ing t ime l imits ,  monitor ing content ,  and
discuss ing onl ine safety  regular ly .
Group Leaders  and camp staf f  monitor  onl ine act iv i ty
with in  camp premises ,  ensur ing that  campers  are
engaging in  safe and appropr iate  onl ine behaviour .
They are t ra ined to  recognize s igns of  potent ia l  onl ine
r isks  or  threats  and take appropr iate  act ion to
address them.

H A N D L I N G  C Y B E R B U L L Y I N G  A N D  O N L I N E  T H R E A T S :
We have protocols  in  p lace for  handl ing cyberbul ly ing
and onl ine threats ,  ensur ing a swi f t  and ef fect ive
response to  any inc idents  that  may ar ise .
Campers  are educated about  cyberbul ly ing and
onl ine threats ,  inc luding how to  recognize them and
what  steps to  take i f  they exper ience or  wi tness such
behaviour .  They are encouraged to  report  any
incidents  of  cyberbul ly ing to  thei r  Group Leaders  or
camp staf f ,  who wi l l  take immediate act ion to
address the s i tuat ion .
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Keeping Safe Online

Group Leaders  and camp staf f  are  t ra ined on how to
handle cyberbul ly ing and onl ine threats  sensi t ive ly
and ef fect ive ly .  Th is  inc ludes provid ing support  to  the
vict im,  intervening to  stop the bul ly ing behaviour ,  and
implement ing d isc ip l inary  measures as  necessary .
We col laborate wi th  parents  and guardians to
address cyberbul ly ing and onl ine threats ,  keeping
them informed of  any inc idents  and work ing together
to  ensure the safety  and wel l-being of  a l l  campers .

By  provid ing guidance on safe internet  use ,  t ips  for
monitor ing onl ine act iv i ty ,  and protocols  for  handl ing
cyberbul ly ing and onl ine threats ,  Oxford Engl ish Camps
aims to  create a safe and posi t ive  onl ine envi ronment
where chi ldren can explore ,  learn ,  and connect  wi th
others  responsib ly .
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Missing Students Procedure 

In  the rare event  that  a  student  is  miss ing at  Oxford
Engl ish Camps,  i t  i s  imperat ive to  act  swi f t ly  and
decis ive ly  to  ensure the safety  and wel l-being of  the
miss ing student .  Group Leaders  p lay a crucia l  ro le  in
implement ing the miss ing students  procedure ,  which
involves speci f ic  steps and protocols  to  fo l low in  such
si tuat ions .

S T E P S  T O  T A K E  W H E N  A  S T U D E N T  I S  M I S S I N G :
Upon discover ing that  a  student  is  miss ing ,  Group
Leaders  immediate ly  not i fy  the Centre  Manager  or
designated staf f  member .
Group Leaders  and Oxford Engl ish Camps staf f
conduct  a  thorough search of  the camp premises and
surrounding areas to  locate the miss ing student .  They
check common areas ,  faci l i t ies ,  and designated
act iv i ty  areas ,  as  wel l  as  any areas where the student
may have wandered of f .
Group Leaders  communicate wi th  fe l low staf f
members  to  coordinate search ef forts  and gather
re levant  informat ion about  the miss ing student ,
inc luding thei r  last  known whereabouts  and any
re levant  detai ls  about  thei r  appearance or  behaviour .

P R O C E D U R E S  F O R  S E A R C H I N G  A N D  A L E R T I N G
A U T H O R I T I E S :

I f  the miss ing student  is  not  found after  in i t ia l  search
ef forts ,  Group Leaders  a lert  local  author i t ies  and
emergency serv ices to  report  the s i tuat ion .  They
provide detai led informat ion about  the miss ing
student ,  inc luding thei r  name,  age,  phys ical
descr ipt ion ,  and any re levant  medical  or  behavioural
considerat ions .
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Missing Students Procedure 

Group Leaders  cooperate fu l ly  wi th  law enforcement
agencies  and emergency responders ,  prov id ing
ass istance and support  as  needed to  faci l i tate  the
search and rescue ef forts .

C O M M U N I C A T I O N  W I T H  P A R E N T S  A N D  E M E R G E N C Y
C O N T A C T S :

Group Leaders  communicate prompt ly  wi th  the
miss ing student 's  parents  or  guardians to  inform
them of  the s i tuat ion and provide updates on the
search ef forts .  They reassure parents  that  every
poss ib le  measure is  being taken to  locate the miss ing
student  and ensure thei r  safety .
Group Leaders  maintain  ongoing communicat ion wi th
the miss ing student 's  emergency contacts ,  keeping
them informed of  any developments  or  updates
regarding the search and rescue operat ion .  They
provide support  and ass istance to  the student 's
fami ly  members ,  address ing any concerns or
quest ions they may have.
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Fire Safety 

F i re  safety  is  of  paramount  importance at  Oxford Engl ish
Camps,  and comprehensive pol ic ies  and procedures are
in  p lace to  ensure the safety  of  a l l  campers  and staf f  in
the event  of  a  f i re  emergency.  Whi le  Oxford Engl ish
Camps takes the lead in  implement ing f i re  safety
measures ,  Group Leaders  p lay a crucia l  support ive ro le
in  ensur ing that  campers  are aware of  procedures and
are safe ly  evacuated.

F I R E  A L A R M  S Y S T E M S  A N D  E V A C U A T I O N  P L A N S :
State-of-the-art  f i re  a larm systems are instal led
throughout  the camp premises ,  equipped with
audible  a larms to  not i fy  occupants  in  the event  of  a
f i re  emergency.
Evacuat ion p lans are prominent ly  d isplayed in  camp
bui ld ings and faci l i t ies ,  out l in ing designated
evacuat ion routes ,  assembly  points ,  and procedures
for  campers  and staf f  to  fo l low dur ing a f i re
emergency.  Make sure you are aware of  these upon
arr ival
Group Leaders  are fami l iar i zed wi th  the camp's
evacuat ion p lans and procedures and are t ra ined to
guide campers  to  safety  in  an order ly  and ef f ic ient
manner .  I f  you have any quest ions ,  p lease ask  on your
f i rst  day so that  you can be prepared for  the durat ion
of  your  stay .  Oxford Engl ish Camps staf f  are  a lways
on hand to  help .
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Fire Safety 

L O C A T I O N S  O F  F I R E  E X T I N G U I S H E R S  A N D  E X I T S :
F i re  ext inguishers  are st rategical ly  pos i t ioned
throughout  the camp premises in  easi ly  access ib le
locat ions ,  c lear ly  marked and ident i f ied for  quick
retr ieval  in  case of  a  f i re  emergency.
Ex i ts  are  c lear ly  marked with  i l luminated ex i t  s igns
and are kept  c lear  of  obstruct ions to  faci l i tate  swi f t
evacuat ion .  Group Leaders  and Oxford Engl ish Camps
staf f  are  t ra ined to  d i rect  campers  to  the nearest
ex i ts  and assembly  points  dur ing evacuat ion dr i l l s
and actual  emergencies .

R O L E S  A N D  R E S P O N S I B I L I T I E S  D U R I N G  A  F I R E  E M E R G E N C Y :
In  the event  of  a  f i re  emergency ,  Group Leaders
support  Oxford Engl ish Camps staf f  in  implement ing
the f i re  safety  procedures and ensur ing the safe
evacuat ion of  a l l  campers .
Group Leaders  are responsib le  for  maintain ing order
and calm among campers ,  guid ing them to
designated assembly  points ,  and conduct ing head
counts  to  ensure that  a l l  campers  are accounted for .
Group Leaders  ass ist  campers  wi th  specia l  needs or
mobi l i ty  issues ,  prov id ing necessary  ass istance and
support  dur ing evacuat ion procedures .
Af ter  ensur ing the safe evacuat ion of  a l l  campers ,
Group Leaders  cooperate wi th  Oxford Engl ish Camps
staf f  and emergency responders  to  address  any
remaining hazards and provide ass istance as needed
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Mobile Phone Policy 

The mobi le  phone pol icy  at  Oxford Engl ish Camps aims
to balance the benef i ts  of  technology wi th  the safety ,
pr ivacy ,  and engagement  of  campers .  Whi le  students
are permit ted to  have thei r  mobi le  phones dur ing thei r
stay ,  speci f ic  ru les  and guidel ines are in  p lace to  ensure
responsib le  usage and minimize d ist ract ions .

R U L E S  A N D  G U I D E L I N E S  F O R  M O B I L E  P H O N E  U S A G E :
Campers  are permit ted to  have thei r  mobi le  phones
with  them dur ing thei r  s tay at  Oxford Engl ish Camps.
However ,  usage of  mobi le  phones dur ing lessons ,
act iv i t ies ,  and designated camp events  wi l l  be
determined by the Centre  Manager  on a weekly  basis .
The use of  mobi le  phones for  making cal ls ,  sending
text  messages ,  and access ing socia l  media or  other
non-educat ional  apps may be restr icted dur ing
certa in  t imes or  in  speci f ic  areas of  the camp
premises .
Campers  are expected to  adhere to  the camp's  code
of  conduct  and respect  the r ights  and pr ivacy of
others  when us ing thei r  mobi le  phones .  They should
refra in  f rom tak ing photos or  v ideos of  others  wi thout
thei r  consent  and avoid shar ing personal  or  sens i t ive
informat ion onl ine .

E N S U R I N G  C H I L D  S A F E T Y  A N D  P R I V A C Y :
Group Leaders  p lay a key ro le  in  ensur ing the safety
and pr ivacy of  campers  when i t  comes to  mobi le
phone usage.  They monitor  campers '  behaviour  and
intervene i f  they observe any inappropr iate  or  unsafe
use of  mobi le  phones .
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Mobile Phone Policy 

Group Leaders  educate campers  about  the
importance of  protect ing thei r  personal  in format ion
and pr ivacy onl ine ,  inc luding the r isks  associated
with  shar ing photos ,  v ideos ,  or  personal  detai ls  on
socia l  media or  other  d ig i ta l  p lat forms.

M A N A G I N G  D I S T R A C T I O N S  A N D  P R O M O T I N G
E N G A G E M E N T :

Group Leaders  support  the Centre  Manager  in
managing dist ract ions caused by mobi le  phone
usage and promot ing act ive engagement  in  camp
act iv i t ies .  They encourage campers  to  part ic ipate
fu l ly  in  lessons ,  act iv i t ies ,  and socia l  interact ions
without  undue re l iance on thei r  mobi le  phones .
Group Leaders  model  responsib le  mobi le  phone
usage and set  c lear  expectat ions for  campers
regarding when and where mobi le  phones may be
used.  They re inforce the importance of  being present
and engaged in  the camp exper ience,  foster ing a
posi t ive  and inc lus ive atmosphere where campers
feel  connected and engaged with  thei r  surroundings .

By  implement ing c lear  ru les  and guidel ines for  mobi le
phone usage,  ensur ing chi ld  safety  and pr ivacy ,  and
managing dist ract ions whi le  promot ing engagement ,
Oxford Engl ish Camps aims to  st r ike  a balance between
the benef i ts  of  technology and the hol is t ic  development
of  campers  in  a  safe and support ive envi ronment .  Group
Leaders  p lay a crucia l  ro le  in  support ing the
implementat ion of  the mobi le  phone pol icy  and
foster ing a posi t ive  camp exper ience for  a l l  campers .
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Camp Activities and Daily Schedule

At  Oxford Engl ish Camps,  our  camp act iv i t ies  and dai ly
schedule  are carefu l ly  des igned to  provide campers  wi th
a wel l-rounded and enr iching exper ience.  F rom Engl ish
language learning to  recreat ional  and cul tural  act iv i t ies ,
each day is  f i l led wi th  opportuni t ies  for  fun ,  learning ,
and personal  growth .
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Camp Activities and Daily Schedule

O V E R V I E W  O F  T Y P I C A L  D A I L Y  S C H E D U L E S  A N D  R O U T I N E S :
Campers  begin thei r  day wi th  a nutr i t ious breakfast ,
fo l lowed by a morning assembly  where the day 's
act iv i t ies  and schedule  are announced.
Engl ish language c lasses are conducted in  the
morning,  focusing on language acquis i t ion ,
communicat ion sk i l l s ,  and cul tural  exchange.
Afternoons are dedicated to  a var iety  of  act iv i t ies ,
inc luding sports ,  ar ts  and crafts ,  team-bui ld ing
exerc ises ,  and cul tural  workshops .
Evenings are of ten reserved for  specia l  events ,  such
as ta lent  shows,  campf i re  gather ings ,  or  themed
part ies ,  prov id ing campers  wi th  opportuni t ies  for
socia l i z ing and enterta inment .
Bedt ime rout ines inc lude ref lect ion sess ions ,  bedt ime
stor ies ,  and quiet  t ime to  wind down before l ights  out .

D E S C R I P T I O N S  O F  K E Y  A C T I V I T I E S  A N D  E V E N T S :
S p o r t s  a n d  O u t d o o r  A c t i v i t i e s :  Campers  engage in  a
range of  sports  and outdoor  act iv i t ies ,  such as
soccer ,  vo l leybal l ,  h ik ing ,  and nature walks ,
promot ing phys ical  f i tness ,  teamwork ,  and
appreciat ion for  the outdoors .
A r t s  a n d  C r a f t s :  Creat ive workshops a l low campers  to
explore thei r  art is t ic  ta lents  through act iv i t ies  such
as paint ing ,  pottery ,  jewel lery-making,  and music ,
foster ing se l f-express ion and creat iv i ty .
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Camp Activities and Daily Schedule

Cultural  Workshops :  Campers  learn about  d i f ferent
cul tures  through interact ive workshops ,  where they
part ic ipate in  t radi t ional  dances ,  cooking c lasses ,
language lessons ,  and cul tural  presentat ions ,
promot ing cross-cul tural  understanding and
appreciat ion .
Team-bui ld ing Exerc ises :  Group act iv i t ies  and
chal lenges promote col laborat ion ,  problem-solv ing ,
and leadership sk i l l s ,  s t rengthening bonds among
campers  and foster ing a sense of  camarader ie .
Educat ional  Excurs ions :  F ie ld  t r ips  to  local  att ract ions ,
museums,  h istor ical  s i tes ,  and landmarks  provide
campers  wi th  opportuni t ies  for  exper ient ia l  learning
and explorat ion ,  enhancing thei r  understanding of  the
wor ld  around them.

B E S T  P R A C T I C E S  F O R  O R G A N I Z I N G  A N D  L E A D I N G  G R O U P
A C T I V I T I E S :

Group Leaders  p lay a crucia l  ro le  in  organiz ing and
leading group act iv i t ies ,  ensur ing that  each act iv i ty  is
wel l-planned,  engaging,  and inc lus ive .
Pr ior i t i ze  safety :  Group Leaders  read r isk
assessments ,  establ ish safety  protocols ,  and provide
adequate superv is ion to  ensure the safety  and wel l-
being of  a l l  campers  dur ing act iv i t ies .
Foster  part ic ipat ion :  Encourage act ive part ic ipat ion
and engagement  f rom al l  campers  by creat ing a
support ive and inc lus ive atmosphere where everyone
feels  valued and encouraged to  contr ibute .
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Classroom/ Teaching

At Oxford Engl ish Camps,  Group Leaders have a cr i t ical
ro le  in  ensur ing that  campers are prepared for  and
engaged in  thei r  Engl ish language learning act iv i t ies .
Whi le  they may not  have a d i rect  ro le  in  teaching the
lessons ,  Group Leaders p lay a v i ta l  support ive ro le  in
maintain ing an opt imal  learning envi ronment .

S U P P O R T I N G  E N G L I S H  L A N G U A G E  L E A R N I N G :
Group Leaders  act ive ly  support  campers  in  thei r
Engl ish language learning journey by ensur ing they
are prepared and ready for  thei r  lessons .  Th is
inc ludes making sure campers  arr ive on t ime,
equipped with  necessary  mater ia ls  such as pens ,
paper ,  and textbooks .
They encourage campers  to  engage act ive ly  in  thei r
Engl ish language lessons and part ic ipate fu l ly  in
c lassroom act iv i t ies .  Group Leaders  re inforce the
importance of  act ive part ic ipat ion and provide
encouragement  to  campers  to  overcome any
language barr iers  they may encounter .
Group Leaders  foster  a  posi t ive  att i tude towards
language learning by celebrat ing campers '  progress
and achievements .  They provide praise and
recognit ion for  ef forts  made by campers ,  re inforc ing
a growth mindset  and a sense of  accompl ishment .
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Classroom/ Teaching

A S S I S T I N G  I N S T R U C T O R S  D U R I N G  L E S S O N S :
Whi le  Group Leaders  may not  have a d i rect  ro le  in
teaching the lessons ,  they support  instructors  by
ensur ing that  campers  are attent ive ,  engaged,  and
respectfu l  dur ing c lass  t ime.  They monitor  campers '
behaviour  and intervene as needed to  maintain  a
product ive learning envi ronment .
Group Leaders  communicate any concerns or  issues
regarding campers '  behaviour  or  part ic ipat ion to
instructors ,  a l lowing them to address  these issues
ef fect ive ly  and ensure that  lessons run smoothly .

E n f o r c i n g  t h e  E n g l i s h  O n l y  E n v i r o n m e n t :
One of  the key responsib i l i t ies  of  Group Leaders  is  to
enforce the Engl ish only  envi ronment  both ins ide and
outs ide the c lassroom.  They remind campers  to
communicate in  Engl ish at  a l l  t imes ,  encouraging
immers ion in  the language and maximiz ing
opportuni t ies  for  language pract ice .
Group Leaders  lead by example by communicat ing
with  campers  and staf f  exc lus ive ly  in  Engl ish .  They
create opportuni t ies  for  campers  to  pract ice thei r
Engl ish language sk i l ls  in  real- l i fe  s i tuat ions ,  such as
dur ing mealt imes ,  recreat ional  act iv i t ies ,  and socia l
interact ions .

By  support ing Engl ish language learning ,  ass ist ing
instructors  dur ing lessons ,  and enforc ing the Engl ish
only  envi ronment ,  Group Leaders  contr ibute to  the
overal l  success of  the language learning exper ience at
Oxford Engl ish Camps,  ensur ing that  campers  have the
support  and encouragement  they need to  achieve thei r
language learning goals .
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English Outside the Classroom

I T  I S  T H E  R E S P O N S I B I L I T Y  O F  T H E  G R O U P  L E A D E R  T O O :
Encourage Engl ish language use dur ing non-
classroom act iv i t ies ,  such as meals ,  recreat ional
act iv i t ies ,  and f ree t ime.
Create a support ive atmosphere where campers  feel
comfortable  communicat ing in  Engl ish ,  regardless  of
thei r  prof ic iency level .
Engage campers  in  Engl ish- language conversat ions ,
games,  and interact ions dur ing non-classroom
act iv i t ies .
Organise immers ive language exper iences ,  such as
themed events  and cul tural  workshops ,  where
campers  can pract ice Engl ish in  real- l i fe  s i tuat ions .
Incorporate Engl ish- language instruct ions ,  prompts ,
and cues into  everyday camp act iv i t ies  to  faci l i tate
language learning.
Use v isual  a ids ,  gestures ,  and demonstrat ions to  help
campers  understand and part ic ipate in  act iv i t ies
conducted in  Engl ish .
Prov ide opportuni t ies  for  campers  to  engage in
col laborat ive tasks ,  problem-solv ing act iv i t ies ,  and
group discuss ions in  Engl ish .
Foster  a  support ive and inc lus ive envi ronment  where
Engl ish language use is  ce lebrated and pract iced
throughout  the camp exper ience.

.
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Attendance and Punctuality

Attendance and punctual i ty  are crucia l  aspects  of  the
camp exper ience at  Oxford Engl ish Camps,  and Group
Leaders  p lay a v i ta l  ro le  in  ensur ing that  campers
adhere to  these standards .  Here 's  an expanded v iew on
each aspect :

I m p o r t a n c e  o f  R e g u l a r  A t t e n d a n c e  a n d  P u n c t u a l i t y :
Regular  attendance and punctual i ty  are essent ia l  for
maximis ing campers '  learning opportuni t ies ,
part ic ipat ion in  act iv i t ies ,  and overal l  engagement  in
the camp exper ience.  Group Leaders  emphasise the
importance of  arr iv ing on t ime to  scheduled act iv i t ies
and c lasses ,  as  wel l  as  attending al l  p lanned events  and
sess ions .  Regular  attendance ensures that  campers
benef i t  fu l ly  f rom the camp curr iculum,  interact  wi th
thei r  peers ,  and contr ibute to  the camp community .
Punctual i ty  demonstrates  respect  for  camp schedules ,
instructors ,  and fe l low campers ,  foster ing a sense of
responsib i l i ty  and accountabi l i ty  among campers .

.
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Attendance and Punctuality

M a n a g i n g  L a t e  A r r i v a l s  a n d  A b s e n c e s :

In  the event  of  late  arr ivals  or  absences ,  Group Leaders
fo l low establ ished procedures to  address  and manage
the s i tuat ion ef fect ive ly .  I f  a  camper  arr ives  late  to  a
scheduled act iv i ty  or  c lass ,  the Group Leader  ensures a
smooth t rans i t ion for  the camper  to  jo in  the ongoing
sess ion wi thout  d isrupt ing the f low.  Group Leaders  may
provide a br ief  recap of  any missed instruct ions or
announcements  to  help the latecomer catch up with
thei r  peers .  In  cases of  absences due to  i l lness  or  other
reasons ,  Group Leaders  prompt ly  report  the absence to
the Centre  Manager  or  des ignated staf f  member .  They
ensure that  the camper  receives appropr iate  support
and ass istance,  such as access to  medical  care i f
needed,  and communicate any re levant  informat ion to
the camper 's  parents  or  guardians .

By  emphasis ing the importance of  regular  attendance
and punctual i ty ,  implement ing procedures for  recording
attendance accurate ly ,  and ef fect ive ly  managing late
arr ivals  and absences ,  Group Leaders  contr ibute to  a
posi t ive  and organised camp envi ronment  at  Oxford
Engl ish Camps.  Thei r  proact ive approach ensures that
campers  are fu l ly  engaged in  the camp exper ience and
have the support  they need to  thr ive dur ing thei r  t ime at
camp.

.
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Residential Rules

R e s p e c t  Q u i e t  H o u r s :  S tudents  must  adhere to
designated quiet  hours  to  ensure a peaceful
envi ronment  for  rest  and re laxat ion .

1 .

K e e p  D o r m i t o r i e s  T i d y :  S tudents  are responsib le  for
maintain ing c leanl iness  and order l iness  in  thei r
dormitor ies ,  inc luding making thei r  beds and
organiz ing personal  belongings .

2 .

R e s p e c t  P e r s o n a l  S p a c e :  S tudents  must  respect  the
personal  space and property  of  thei r  roommates and
fe l low campers .

3 .

F o l l o w  C u r f e w :  S tudents  are required to  return to
thei r  dormitor ies  by the des ignated curfew t ime each
evening.

4 .

U s e  C o m m o n  A r e a s  R e s p o n s i b l y :  Students  should use
common areas such as lounges ,  recreat ion rooms,
and din ing hal ls  responsib ly ,  keeping them clean and
order ly  for  a l l  campers  to  enjoy .

5 .
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Residential Rules

6 . N o  U n a u t h o r i s e d  V i s i t o r s :  S tudents  are not  permit ted
to br ing v is i tors  into  the camp premises wi thout  pr ior
approval  f rom camp staf f .
7 .  A d h e r e  t o  D r e s s  C o d e :  S tudents  must  dress
appropr iate ly  for  camp act iv i t ies  and events ,  fo l lowing
the dress  code out l ined by camp staf f .
8 .  R e s p e c t  C a m p  P o l i c i e s :  Students  are expected to
adhere to  a l l  camp pol ic ies  and guidel ines ,  inc luding
those re lated to  behaviour ,  safety ,  and part ic ipat ion in
act iv i t ies .
9 .  R e p o r t  A n y  I s s u e s :  S tudents  should prompt ly  report
any maintenance issues ,  safety  concerns ,  or  inc idents  to
camp staf f  for  resolut ion .
10 .  P r a c t i c e  P e r s o n a l  S a f e t y :  S tudents  are encouraged
to pract ice personal  safety  measures ,  such as lock ing
doors  and windows when leaving thei r  dormitor ies  and
travel ing in  pai rs  or  groups when outs ide camp
premises .
1 1 .  L i g h t s  o f f  a t  1 0 : 3 0 p m

Group Leader Handbook
Oxford English Camps Language School
2024



Group Leader Supervision Duties

1 . G r o u p  l e a d e r s  m u s t  r e m a i n  o n  s i t e  a t  a l l  t i m e s  and
remain contactable  throughout  the evening and n ight-
t ime.
2 . S u p e r v i s e  D o r m i t o r i e s :  Group Leaders  oversee thei r
students '  dormitor ies ,  ensur ing that  students  adhere to
res ident ia l  ru les  and maintain  a safe and order ly
envi ronment .
3 . C o n d u c t  R o o m  C h e c k s :  Group Leaders  conduct  regular
room checks to  ensure that  students  are present ,
accounted for ,  and fo l lowing dormitory  ru les .
4 . E n f o r c e  C u r f e w :  Group Leader  may be asked to
enforce curfew t imes ,  ensur ing that  students  return to
thei r  dormitor ies  by the des ignated hour  and remain
indoors  for  the n ight .
5 . A s s i s t  w i t h  E m e r g e n c i e s  for  example medical
emergencies
6 . P r o v i d e  S u p p o r t :  Group Leaders  of fer  support  and
assistance to  students  who may feel  homesick ,  anx ious ,
or  unwel l  dur ing the n ight ,  prov id ing comfort  and
reassurance as needed.
7 . M o n i t o r  B e h a v i o u r :  Group Leaders  monitor  students '
behaviour  and interact ions dur ing the n ight ,  address ing
any disrupt ive or  inappropr iate  conduct  and promot ing
a posi t ive  and respectfu l  atmosphere .
8 . C o m m u n i c a t e  w i t h  C a m p  S t a f f :  Group Leaders
communicate wi th  camp staf f  to  prov ide updates on
overnight  act iv i t ies ,  any issues or  concerns that  ar ise ,
and to  coordinate responses to  emergencies  or
inc idents .
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What is...

What do I do if a camper gets homesick or
feels upset?

Can we organize any fun surprises or activities
for the campers?

How do we handle it if someone accidentally breaks
a camp rule?

Is there anyone we can talk to if we
need extra support or advice?

Comfort them, engage them in fun activities, and encourage
them to share their feelings. Reassure them that

homesickness is normal and temporary. Stay positive and
supportive.

Yes, if you les us know in advance we can organize fun
surprises and activities for campers. Plan games, themed

events, or special treats to keep them engaged and excited.

Address the situation calmly, remind them of the rules, and
discuss why the rule is important. Apply appropriate

consequences and ensure they understand the expectations
going forward.

Oxford English Camps staff are always on hand.
Please refer questions to the centre manager and/or

Welfare Manager

FAQ’S

Group Leader Handbook
Oxford English Camps Language School
2024



What is...

What do I do if a camper gets homesick or
feels upset?

Can we organize any fun surprises or activities
for the campers?

How do we handle it if someone accidentally breaks
a camp rule?

Comfort them, engage them in fun activities, and encourage
them to share their feelings. Reassure them that

homesickness is normal and temporary. Stay positive and
supportive.

Yes, if you les us know in advance we can organize fun
surprises and activities for campers. Plan games, themed

events, or special treats to keep them engaged and excited.

Address the situation calmly, remind them of the rules, and
discuss why the rule is important. Apply appropriate

consequences and ensure they understand the expectations
going forward.

FAQ’S

Group Leader Handbook
Oxford English Camps Language School
2024



What should I do if a camper doesn't want to
participate in an activity?

Are there any cool local spots we can explore
with the campers?

What's the best way to cheer up a
camper who's feeling down?

Encourage them to join, but respect their feelings. We can
offer an alternative activity or a short break. Discuss any
concerns and ensure they feel comfortable and included.

Yes, there are various cool local spots to explore with
campers, including parks, museums, and landmarks. We can

tailor outings to match camper interests.

Offer them a listening ear, engage them in enjoyable
activities, and remind them of the positive aspects of camp.

Encourage bonding with peers and provide comforting
support.

Yes, bonding activities are included in the program. Special
requests can be accommodated for a small supplemental

fee.

Can we plan any special bonding activities
for our group?



Where can I find my timetable?

Where can I find the risk assessments?

Can I change my itinerary?

Is there WiFi available?

Your timetable is available on the camp's website and will
be sent to you prior to your arrival. It can also be obtained
from camp staff upon arrival. It outlines daily activities and

schedules.

Risk assessments are accessible through camp staff or on
the camp's website. They detail potential hazards and safety

measures for various activities, ensuring a secure
environment for campers.

Yes, you can request changes to your itinerary. Please contact
camp or head office staff at least 48hours prior to discuss any
desired modifications and availability. At least 72 hours prior

during the summer.

Yes, WiFi is available at most areas within the camp. Enjoy
staying connected while participating in our activities and

programs.

Immediately report any safeguarding concerns to camp staff
or designated authorities. Follow established procedures to

ensure the safety and well-being of the camper.

What steps should I take if I have a
safeguarding concern about a camper?



GDPR Policy

A t  Oxford Engl ish Camps,  we take the pr ivacy and
protect ion of  personal  data ser ious ly .  Our  General  Data
Protect ion Regulat ion (GDPR) pol icy out l ines our
commitment to safeguarding the personal  informat ion
of  our  campers ,  s taf f ,  and other  indiv iduals  associated
with our  organizat ion .

O U R  C O M M I T M E N T  T O  D A T A  P R O T E C T I O N :
We adhere to  the pr inc ip les  of  data protect ion
out l ined in  the GDPR,  ensur ing that  personal  data is
processed lawful ly ,  fa i r ly ,  and t ransparent ly .
We col lect  and process personal  data only  for
speci f ied ,  expl ic i t ,  and legi t imate purposes ,  and we
ensure that  i t  i s  not  fur ther  processed in  a  manner
that  is  incompat ib le  wi th  those purposes .
We take reasonable steps to  ensure that  personal
data is  accurate ,  kept  up to  date ,  and stored securely
to  prevent  unauthor ized access ,  d isc losure ,  or  loss .

C O L L E C T I O N  A N D  U S E  O F  P E R S O N A L  D A T A :
We col lect  personal  data f rom campers ,  s taf f ,  and
other  indiv iduals  for  the purpose of  organiz ing and
faci l i tat ing our  camp programs.  Th is  may inc lude
informat ion such as names,  contact  detai ls ,  medical
informat ion ,  and emergency contact  detai ls .
Personal  data is  col lected with  the consent  of  the
indiv idual  or  thei r  parent/guardian ,  and i t  is  used
sole ly  for  the purposes speci f ied at  the t ime of
col lect ion ,  such as managing camper  regist rat ions ,
ensur ing camper  safety ,  and communicat ing wi th
parents/guardians .
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GDPR Policy

We do not  share personal  data wi th  th i rd  part ies
unless  necessary  for  the provis ion of  camp serv ices ,
and we ensure that  appropr iate  safeguards are in
place to  protect  the conf ident ia l i ty  and secur i ty  of
personal  data when i t  is  shared with  th i rd  part ies .

D a t a  R e t e n t i o n  a n d  D e l e t i o n :
We retain  personal  data only  for  as  long as necessary
to fu l f i l  the purposes for  which i t  was col lected,
inc luding any legal  or  regulatory  requirements .
Once personal  data is  no longer  required ,  we take
steps to  securely  delete  or  anonymize i t  in
accordance with  our  data retent ion pol ic ies  and
procedures .

I n d i v i d u a l  R i g h t s :
We respect  the r ights  of  indiv iduals  under  the GDPR,
inc luding the r ight  to  access ,  rect i fy ,  or  erase
personal  data ,  as  wel l  as  the r ight  to  restr ict  or  object
to  i ts  process ing.
Indiv iduals  can exerc ise thei r  r ights  by contact ing our
Data Protect ion Of f icer ,  whose contact  detai ls  are
provided in  our  GDPR pol icy .

T r a i n i n g  a n d  C o m p l i a n c e :
We provide t ra in ing to  our  staf f  on thei r
responsib i l i t ies  under  the GDPR and our  data
protect ion pol ic ies  and procedures .
We regular ly  rev iew and update our  GDPR pol icy  to
ensure ongoing compl iance with  data protect ion laws
and regulat ions .
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GDPR Policy

C O N T A C T  U S :
I f  you have any quest ions or  concerns about  our  GDPR
pol icy  or  the process ing of  personal  data at  Oxford
Engl ish Camps,  p lease contact  our  Data Protect ion
Off icer  at  a d a m @ o x f o r d e n g l i s h c a m p s . c o m  

At  Oxford Engl ish Camps,  we are committed to  upholding
the h ighest  standards of  data protect ion and pr ivacy ,
and we st r ive  to  ensure that  personal  data is  processed
lawful ly ,  fa i r ly ,  and t ransparent ly  in  accordance with  the
GDPR and other  appl icable  data protect ion laws and
regulat ions .
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Laundry Facilities

There are laundry faci l i t ies  on-s i te  where you and your
students  can do laundry i f  required.  We encourage
students  who are only  stay ing for  a  week to  br ing
enough c lothes to  make i t  through the week so that
pr ior i ty  can be g iven to  students  stay ing longer .

Allergies

Students  and adults  should make Oxford Engl ish Camps
aware of  any a l lerg ies  or  speci f ic  food requirements
pr ior  to  thei r  arr ival  v ia  the pre-arr ival  in format ion form.
Al l  a l lerg ies  and food requirements  can be catered for ,
and a weekly  food schedule  wi l l  be publ ished and put  up
outs ide the canteen on a weekly  basis .
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Complaints Procedure

I f  Group Leaders  have any complaints  or  concerns
dur ing thei r  t ime at  Oxford Engl ish Camps,  they are
encouraged to  fo l low the fo l lowing procedure to  address
thei r  issues :

1 . I n f o r m a l  R e s o l u t i o n :  Group Leaders  are encouraged to
f i rst  at tempt to  resolve any issues informal ly  by
discuss ing them with  thei r  immediate superv isor  or  the
Centre  Manager .  Many concerns can be resolved quick ly
and ef fect ive ly  through open communicat ion and
mutual  understanding.

2 . F o r m a l  C o m p l a i n t :  I f  the issue cannot  be resolved
informal ly ,  Group Leaders  may submit  a  formal
complaint  to  the Centre  Manager  or  des ignated staf f
member .  Th is  complaint  should be made in  wr i t ing and
should c lear ly  out l ine the nature of  the complaint ,  any
re levant  detai ls  or  ev idence,  and the des i red outcome or
resolut ion .

3 . I n v e s t i g a t i o n  a n d  R e s o l u t i o n :  Upon receipt  of  a  formal
complaint ,  Oxford Engl ish Camps wi l l  conduct  a
thorough invest igat ion into  the matter ,  gather ing
informat ion f rom al l  re levant  part ies  involved.  The
complaint  wi l l  be handled with  conf ident ia l i ty  and
sensi t iv i ty ,  and ef forts  wi l l  be made to  resolve the issue
in  a t imely  and fa i r  manner .
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Complaints Procedure

4 . A p p e a l s  P r o c e s s :  I f  Group Leaders  are d issat is f ied
with  the outcome of  the complaint  resolut ion process ,
they may have the opt ion to  appeal  the decis ion .  Detai ls
of  the appeals  process wi l l  be provided to  Group
Leaders  upon request .

5 . E x t e r n a l  A g e n c i e s :  I f  Group Leaders  feel  that  thei r
complaint  has not  been adequately  addressed by Oxford
Engl ish Camps,  they may have the opt ion to  escalate
thei r  complaint  to  external  agencies  or  regulatory
bodies ,  depending on the nature of  the issue and
appl icable  laws and regulat ions .

At  Oxford Engl ish Camps,  we take a l l  complaints  and
concerns ser ious ly  and are committed to  address ing
them prompt ly  and fa i r ly .  Group Leaders  are encouraged
to voice thei r  concerns in  a  construct ive manner ,  and
every  ef fort  wi l l  be made to  ensure that  thei r  issues are
resolved to  thei r  sat is fact ion .
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Map to John Radcliffe Hospital

Map to City Centre
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Item Description Completed?

Confirm arrival Ensure that you are familiar with arrival
date, time, and location Yes

Review Schedule

 Familiarize yourself with the daily
activities, excursions, and educational

programs planned for the camp
duration.

Prepare
neccesary
documents

Have all required paperwork, including
participant lists, medical forms,

emergency contact information, and any
special dietary or medical needs of

campers.

Review safety
protocols

 Familiarize yourself with camp safety
procedures, including emergency
protocols, first aid locations, and

evacuation plans.

Prepare for
Orientation

Briefing session upon arrival to introduce
camp rules, expectations, and guidelines

to participants, and establish rapport
with group members.

Pack
Bring appropriate clothing, footwear,  

and any personal items necessary for the
duration of the camp.

Pre-Arrival Checklist
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Departure Checklist
Item Description Completed?

Check departure
details:

Confirm departure date, time, and
transportation arrangements with camp

organizers to ensure a smooth exit.
Yes

Organize
belongings:

Ensure all personal belongings are
packed and accounted for, including any

items borrowed or rented during the
camp.

Collect feedback 

 Distribute feedback forms or conduct a
group discussion to gather input from

participants regarding their camp
experience.

Reflect on the
experience

Encourage group members to share their
thoughts and reflections on the camp

experience, discussing what they learned
and how they grew.

Discuss next
steps: 

 Provide information about potential
follow-up activities, programs, or
resources available to continue
language learning and cultural

exploration.
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Notes and
Thoughts
We thank you for your support. At Oxford
English Camps we are really committed to
giving students the best experience possible
and this can’t be possible without your help. 

We hope that you and your students have a
great stay in the U.K. Below is a small section
for you to leave any notes or thoughts you
might have.

1.
2.

 3.
4.
5.
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