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Welcome to Cambridge and Select English!
We hope you will enjoy your time here. This handbook is full of information about the school, studying English and about living in the UK. If you have any questions or need help with anything, please ask. We will be happy to help you.
Select English Cambridge
The school is situated at:
13 Station Road,
Cambridge CB1 2JB
Phone number:  +44 (0)1223 364735
Fax number: +44 (0)1223 467150
Email: info@selectenglish.co.uk
Website: www.selectenglish.com
24 hour emergency phone number: 07985 026835 
The school is open Monday to Friday between 8.00 am and 4.30 pm. 

 (
Select English, 13 Station Road, Cambridge
)[image: ]

Getting to the school
Most students will use a local bus, walk or cycle to school. If you walk – remember to look both ways before you cross a road! 

By bus
If you need to use a bus your host family will tell you which is the best bus service for you to use and where to find the nearest bus stop. Citi buses 1,3 & 7 all stop outside the school and most students will be able to use one of these services. You can buy a weekly bus ticket (a Megarider) from the driver for £12. An individual journey usually costs £1.70. You can see timetables online at www.stagecoach.com/cambridge  and check live timetable information at www.cambridgeshirebus.info.
The school is very close to the train station – the bus stop by the school is the one before the train station. If you miss the stop, you can get off the bus at the station and walk to the school.
By bicycle
If you want to buy or rent a bicycle you should wear a helmet – most accidents in Cambridge involve bicycles. The nearest place to the school to hire or buy bicycles is Cambridge Station Cycles, next to the train station, although there are many other cycle shops in Cambridge. You can also buy a second-hand bicycle quite cheaply –make sure it is in good condition with good brakes and always use lights at night.
By car
Students who want come to school in a car should get permission from the school before they can use the school car park. The school will want to record your car registration details. Please make sure you fully understand the laws relating to driving in the UK before you hire or buy a car – ask for more information.
Airport Transfers 
During the academic year we do not provide a free airport transfer service. However, Select English will be happy to arrange for a taxi to take you to the airport.  There is also a public bus service between the airports and Cambridge city. 

Staff at Select – Who can I talk to?
Please feel free to talk to us at any time. You can speak to your teacher after lessons or come to the Director of Studies (Kate O’Toole) office at any time.  All members of staff at Select will try and help with any questions or problems you have but you can talk to these people about particular areas:
Mervyn and Helena Martin – Directors (building 13, ground floor)
mervyn.martin@selectenglish.co.uk
Telephone: 01223 300529
Mervyn and Helena are very involved in the day to day running of the school. They are both happy to help you if you need to discuss anything.

Hanna Claydon – Assistant Director (building 13, reception, ground floor)    
Hanna.claydon@selectenglish.co.uk
Telephone: 01223 364735                                                                            As well as teaching, Hanna helps out with the day to day running of the school. Hanna is always happy to help with enquiries.

Kate O’Toole – Director of Studies (building 13, basement)
Kate.otoole@selectenglish.co.uk
Telephone: 01223 315359
Kate organises the lessons and teachers and helps run the school on a day to day basis. She can help you with most of your questions about your course and your stay with Select English.

Rebecca Bowles – Registrar (building 13, reception, ground floor)
Rebecca.bowles@selectenglish.co.uk
Telephone: 01223 364735
Rebecca registers students for courses. If you want to book a course or find out information about a Select English course, Rebecca can help. 

Sarah Tennant - Accommodation and welfare officer (building 9, basement)
Sarah.tennant@selectenglish.co.uk
Telephone: 01223 462149
Sarah organises all the accommodation (host families and halls of residence) for our students. Sarah is happy to talk to you about your accommodation and help with any problems or questions you have.

Sue Stern and Sally Dennis - Accounts Office (building 9, top floor)
accounts@selectenglish.co.uk
Telephone:  01223 315349
Sue and Sally look after the school accounts. If you need to pay the school money or need to discuss your fees they will be happy to see you.

David McEwan-Cox – Academic Registrar (building 13, basement)
David.mcewan@selectenglish.co.uk
Telephone: 01223 358073
If you are on a student visa, David can help you with any problems or questions you have.


Facilities
There is free computer and internet access in the student room on the ground floor in building 15. There are printers for you to use.
There are post boxes in the common room on the ground floor in building 9. Check these everyday for letters from banks, doctors, universities, etc. There are notice boards in the student room, classrooms and hallways.  Check these every day for useful information about classes, activities, etc.
There is a self study area in the common room. 
There are toilets for girls and boys in every building. 

Term dates 2011 – 2012:
Autumn term 2011
5th September to 16th December
Spring term 2012
3rd January to 5th April
Summer term 2012
10th April to 22nd June
The school will be closed on May 7th, June 4th and June 5th for public holidays.
If you are studying with us for a long time, you can take some extra time off to have a short holiday. If you tell us about holidays when you book your course, you will not have to pay for days off. If holidays are not agreed in advance, you will still be charged for the days you miss and will not be able to extend your course.








If you are studying:
· For less than 6 months – you aren’t allowed to take any extra days as holiday
· Between 6 months and 9 months – you may take 5 extra days as holiday
· Between 9 months and 12 months – you may take 10 extra days as holiday

If you have a student visa, or are planning to study at St. Andrew’s after your English course, don’t book any flights home without talking to Kate O’Toole first.

Studying at Select

Your first day

On your first day (usually Monday), you should arrive at the school by 8.45 am. Please go to reception on the ground floor at 13 Station Road and tell them your name.

The Director of Studies, Kate O’Toole, or a teacher will then come and meet you. You will be given a short written test followed by an interview so we can see what your level of English is. The test takes about 40 minutes in total.

After the test, you will have time to talk to a member of staff about your course and the school, and we will answer any questions you have. We will show you around the school buildings and facilities and then take to your classroom to meet your teacher and classmates. 

Timetable and lessons at Select

You can study a course at Select for 15, 20, 25 or 30 hours a week. It is sometimes possible to study for 5 or 10 hours in the afternoon only, if there is a class available.

Lessons 4 and 5 take place from Monday to Thursday only. On Friday, classes finish at 14.15.

If you want to change your course to study more or fewer hours, you must tell us one month before. There will be a £30 charge for any changes.
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You will study general English (grammar, vocabulary and all the skills) in lessons 1, 2 and 5, using a course book. You can buy the course book from the school or your teacher can give you photocopies. If you are studying for more than a few weeks, we strongly recommend that you buy the book.
In lessons 3 and 4, you have the option of preparing for a Cambridge exam (KET, PET, FCE or CAE), the IELTS exam, or focusing on particular skills e.g. writing, speaking, pronunciation etc. 
Levels at Select
There are 5 levels of classes at Select. At some times during the year, when there are not as many students at the school, we may have fewer levels. In general, you should take around 10 weeks to complete one level but this depends a lot on the amount of work you do outside class and how much English you speak when you are not at school. For higher levels in particular (B1+), in can take longer to progress to the next level.
	Level
	CEFR
	Cambridge exams
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Assessment and tutorials
At the end of each week, you will complete a progress test based on what you have studied in your classes that week. At the end of the course book, you will take a longer test to see if you are ready to progress to the next level.  Every two weeks, you will have a tutorial with your teacher. Your teacher will talk to you about your progress and give you objectives for the next two weeks.
Guidelines for learning at Select
Speak English as much of the time as possible – in class and outside class. Remember it can seem rude if you speak your language when others who do not understand are in the room.
Be active in your class – participate and do as your teacher asks. The best way to improve your speaking is by practising. Sometimes activities in class may be different from what you are used to in your home country.
Show respect to students from other countries. Also remember that different nationalities have different customs. 
Organise your work. Buy a notebook or file and keep a record of what you learn in class. 
You can learn a lot of English outside the class. Read newspapers, watch television, listen to the radio, surf the internet in English. 
The school has a small library of books for English students, which you can borrow. Ask your teacher or speak to Kate.
Attendance
You should attend all your classes on time. If you have a good reason to miss a class you should speak to Kate beforehand to ask for permission. Your attendance record is important for you to continue to study at Select English / St Andrew’s and if you want to go to university in Britain. You also need to have good attendance in order to get or renew your student visa.
· If you miss a class without permission, your teacher will talk to you when you return to find out why you were absent.
· If you miss 3 days without permission, you will be given a warning about your attendance.
· If you miss more than 3 days without permission, you will be given a written warning.
· If your attendance continues to be poor, you may be asked to leave the school.
· If you miss 10 days at school during your course, and you are on a student visa, you will be reported to the UK Border Agency and may be removed from the country.
If you are ill..
If you are ill and can’t come to school, you must call this number before 9.00 am and leave a message:
01223 315359
If you miss a lot of days at school because of illness, we may ask you to bring a letter from the doctor. We can help you arrange an appointment to speak to a doctor.
Behaviour
It is important that everyone feels comfortable and happy at the school and that there is a good atmosphere for learning. 
We expect all students to follow these rules:
· Attend all classes on time and arrive prepared and ready to work
· Show respect for everyone at Select; staff and students
· Show respect for the school building and facilities
· Follow the law
If anyone breaks these rules, we will take disciplinary action. This may include:
· You may be refused entry to lessons
· A warning from your teacher or the Director of Studies
· A written warning
· A letter to your parents or guardian
· We will inform the UK Border Agency about poor attendance and your visa may not be renewed
· You may be refused enrollment on a course at St. Andrew’s
· You may be expelled from the school


Bullying and harassment
Bullying
We do not tolerate bullying at the school. If you feel you are being bullied and would like to talk to someone, you can speak to your teacher, to the Director of Studies or any other member of staff. If you think that someone else is being bullied, please let us know. We will do our best to deal with the situation sensitively and firmly.
Racial, religious and sexual harassment 
We do not tolerate any type of harassment at the school. Racial, religious harassment can include negative comments or actions by other people about your culture, home country or religion which make you feel angry or uncomfortable. Sexual harassment can be comments or actions towards you of a sexual nature which make you feel angry or uncomfortable. If you feel you are being harassed and would like to talk to someone, you can speak to your teacher, to the Director of Studies or any other member of staff.
Child Protection 
The school must report all suspected cases of abuse, whether physical, sexual, emotional or neglect, to the local education authority. The local authority must investigate reports and take action to protect the child, if necessary. The member of staff responsible for child protection at Select English is David McEwan Cox. This is the member of staff a student or teacher must contact if they think a student is being abused.

If you prefer to talk to someone outside the school, you can telephone:
Childline - 0800 1111 - Free and confidential helpline for children and young adults to discuss any issues
Citizen’s Advice - 01223 353 875 - Free information on rights to benefits, housing and employment, debt and legal issues


Centre 33 - 01223 316488 - Free support and information to young people, including support in pregnancy and information on sexual health 
FRANK - 0800 776600 – Free information and support for anyone involved in or worried about others involved in taking drugs
An independent listener - Hazel Hare - 01223 314906

Concerns and complaints
We want you to enjoy your time at Select English so it is important that you talk to us if you are unhappy about anything.
The first thing you should do is speak to any member of staff that you trust or feel comfortable with. You can take a friend with you if you want. Explain what the problem is and they will try to help. You might also need to talk to the Director of Studies, the Accommodation Officer or Director (see the list of staff on page 4).
Usually we can deal with problems easily and quickly, but if you want to make a formal complaint then you will need to do this by writing to The Director of Select English, Mr Mervyn Martin. You will receive a written response to such complaints.
If after talking to the Director of Select English you are still unhappy you can complain to English UK by writing, in English, to:
The Chief Executive, 
English UK, 
219 St John Street, 
London, 
EC1V 4LY 
Or e-mail:  tony@englishuk.com


General Information
Living with a homestay 
Living with a homestay is a very good way to practise your English but there will be differences between how you live at home and life in the UK. Most British people are very tolerant and understand that you may be used to different things. When you first arrive they should explain how things in the house work and any house “rules” they may have and you should ask questions if you need to. The best way to make sure you have a good relationship with your host (and improve your English) is to talk to them every day. Do remember that they will also want some private time so you should not take up too much of their time in the evenings or at weekends. Remember also that you should always say “please” and “thank you” – even if this seems strange to you it is important to British people; it is much better to be over-polite than to appear rude.
Meals
When you arrive, your host will tell you the times for breakfast and dinner. If you are going to miss a meal or be late, you must tell your host family. It is a good idea to exchange mobile phone numbers.
If you are vegetarian or you can’t eat a particular food make sure your host knows this – this should have been arranged before you came.
Your room
Your host will clean your room but you must keep it tidy and must make the bed. If you want to move the furniture or put pictures on the wall, ask if it is OK first. 
Using the telephone
If you can’t use your mobile phone and you need to use the house phone, please make sure you ask first. Tell family or friends not to call the house phone after 10pm, unless it is an emergency. It is possible to buy phone cards that you can use from any phone.
Visits by friends
It is polite to ask your host if you want to invite a friend to visit you in your house. Some hosts will not allow boys and girls to visit each other’s rooms. Ask your host what time your guests should leave.
Make sure you don’t make a lot of noise or play music when other people are in bed.
Going away
It is very important that you always tell your host if you are going away for the night. Also, you must tell them if you are going to come home late. If you are under 18, you must have your parents’ permission before staying away from Cambridge overnight.
Laundry
Your host will give you clean sheets and towels, usually once a week. Talk to your host about washing clothes – you will be able to wash at least one load a week, probably more. Sometimes the host will do the washing for you but some may show you how to use the washing machine yourself. Don’t hang wet clothes over radiators, fires or furniture. In most homes, you will be able to use an iron.
Valuables
Don’t keep a lot of money in your room. If you have a lot of cash, you can ask to keep it in the college safe.  Make sure you have insurance for expensive items like cameras, phones and laptops.
Damage
If you break or damage something in the house, tell your host immediately. Nobody will be angry if you make a mistake but you might have to pay if you break something valuable.  
If you are unhappy
We hope that you will be happy in your homestay. If you have any problems you should first speak to your host. If you are still unhappy, you should speak to the Accommodation Officer, Sarah Tennant, at 9 Station Road.
Changing your homestay or moving into your own accommodation
If you want to change homestay, please talk to Sarah Tennant. She will discuss the situation with you but it may not be possible to move you very quickly and it can take a few weeks before another host is found. If you want to move out of your homestay into your own accommodation, you should tell Sarah as soon as possible – you will be charged 4 full weeks from the date you give notice. This means you should give notice 4 weeks before your intended moving date or you will have to pay the cost of the homestay as well as rent in your own new accommodation. Sarah will be able to give you advice on finding your own accommodation.
Health
If you need to see a doctor please talk to your host, Kate or Sarah at school.
Treatment under the National Health Service is free: 
• if you enrol on a course for more than six months. 
• if you are a national of an EU country. 
• if your country has a health agreement with Britain. 
If none of these apply, you will have to pay if you are admitted to a hospital bed (unless your illness is an infectious one). Only emergency outpatient treatment for accidents is free. You will also be charged for a consultation or visit by a local doctor. If your course lasts for more than six months, you will be accepted by the NHS (National Health Service) for free treatment for any illness which has developed during your stay, or for a previous condition which has become worse and needs urgent treatment, or for accidents. A pregnancy which began before the student left home is not treated free, except in an emergency. Even if treatment is free, you must pay part of the cost of medicine. If you know you are pregnant when you book your course, please let the school know.
If you are going to be studying at Select English / St Andrew’s for more than 6 months we will arrange for you to register with a local doctor soon after your arrival.
Medical Insurance 
If you are not covered by NHS treatment (see above) it is a very good idea to arrange medical insurance. If you have not arranged this before you come to Cambridge, please ask the school for advice on where to get cover. 
Dental treatment
If you need dental treatment, you will have to pay the full cost as a private patient.
Religion
The main religion in Britain is the Anglican Church (or Church of England).  The Anglican Church in Cambridge is the Great St Mary’s Church, Market Hill.  There are also centres in Cambridge for other religions:
· Abu Bakr Siddiq Islamic Centre, Mawson Road (off Mill Road)
· Cambridge Traditional Jewish Congregation, Thompson’s Lane
· Catholic Church of Our Lady and English Martyrs, on the corner of Hills Road (near Parker’s Piece).
· The Korean Church, St Andrew’s Street
· Buddhist Centre, 25 Newmarket Road
Shopping, Sports & Entertainment
Cambridge Leisure Park- bowling, cinema, gym, restaurants – only 5’ minutes walk located on Clifton Way.
The Grafton Shopping Centre and VUE cinema – only 15’ minutes walk from Select English and located on East Road
The Grand Arcade Shopping Centre – only 15 minutes’ walk from Select English and located on St Andrews Street in the city centre.
Kelsey Kerridge Sports Hall - a range of sports facilities located on Gonville Place – only 10 minutes’ walk from the school.
Parkside Swimming Pool – 10 minutes’ walk from the school next to Kelsey Kerridge sports hall.



Personal safety and the law in the UK
Cambridge is quite a safe city but you still need to be careful. If you are out late at night don’t walk home alone - try to go with someone else. If you do find that you are out late, walk in busy areas and well-lit streets. Make sure you know the time of your last bus home at night. Try to remember to have enough money for the telephone and your bus or taxi fare so you will not have to walk home.  Make sure you have a taxi number in your mobile phone.
Panther Taxis – 01223 715715
Do not carry large amounts of cash (it is usually unnecessary to have more than £100 in cash). You do not need to carry your passport with you, but you should carry your school card and/or another form of ID.
Alcohol and Tobacco
It is illegal for anyone under the age of 18 to buy alcohol or cigarettes in the UK. It is also illegal to buy alcohol or cigarettes on behalf of anyone under 18.
Drugs
Drugs such as cannabis (marijuana), cocaine, ecstasy and heroin (and many others) are illegal and may cause you to be in serious trouble with the police. Any Select English student caught using drugs will be expelled from the school and will probably have to return to their home country. 
Driving 
It is illegal for anyone under the age of 17 to drive a car or motorcycle on a public road in Britain. Mopeds of less than 50cc can be driven by anyone over the age of 16. You must wear a crash helmet if you ride any type of motorbike or moped, even if you are a passenger.
Emergencies & problems
The number to call in UK for Fire / Police / Ambulance is 999 from any phone or 112 from a mobile phone.
The school emergency number is: 0789 5026835. Use this number only when the College is closed, and only in an emergency (e.g. you are lost somewhere and cannot get home or back to Cambridge). 
If you have any problems you should always ask for advice. As well as your homestay family, you can talk to anyone in the school who you feel comfortable talking to. If they cannot help you they will find someone who can help or tell you where to go.
Police registration
If you are studying here for more than 6 months and 16 or over, you will probably need to register with the police. You will need to make an appointment to go to the police station (Kate can help you with this, if you like).
Overseas Visitors Registration Department, Police Station, Parkside, Cambridge, CB1 1JG.  
Telephone: (0345) 4564564 extension 3220.
Email: OVRD@cambs.pnn.police.uk

The office is open between 09.30 and 16.00 Monday to Friday.

When you go to your appointment, you’ll need to take:
· Your passport
· £34 (cash or credit card)
· 2 passport photos
· A registration form (Kate can give you this)

If you change address while you are living in Cambridge, you need to go to the police station again to tell them your new address. It’s not necessary to make an appointment for this.


Useful information:
St Andrew’s
www.standrewscambridge.co.uk (for information about Foundation and A level courses)
Cambridge International Book Centre
42 Hills Road
Tel. 01223 365400
cibc@eflbooks.co.uk

The IELTS Centre at Anglia Ruskin University
East Road, Cambridge
ielts@anglia.ac.uk
Tel 0845 196 2004
Parkside Police Station
Parkside, Cambridge, CB1 1JG
Tel. 0845 456 4564
www.cambs.police.uk
Cambridge City Council (for enquires about council tax other local information) 
Mandela House, 4 Regent Street, Cambridge CB2 1BY
Tel. 01223 457000
www.cambridge.gov.uk
Kelsey Kerridge Sports Hall
Queen Anne Terrace, Cambridge, CB1 1NA 
Tel. 01223 462226
www.kelseykerridge.co.uk 
News:
www.cambridge-news.co.uk 
www.guardian.co.uk
www.thetimes.co.uk 
www.bbc.co.uk 
Tourist information: 
www.visitcambridge.org.uk 
Travel information: 
www.cambridgeshirebus.info
www.stagecoachbus.com/cambridge
www.nationalexpress.com
www.nationalrail.co.uk
Learning English:
www.learnenglish.org.uk
www.bbc.co.uk/worldservice/learningenglish
www.englishcentral.com/watch
www.esl-lab.com
www.oup.com/elt/global/products/wordskills/
www.teachingenglish.org.uk/try/resources/pronunciation/phonemic-chart
www.flo-joe.co.uk
www.cambridgeesol.org
www.macmillandictionary.com
www.ielts.org
Advice:
www.ukcosa.org.uk
www.citizensadvice.org.uk
www.nhsdirect.com (Health)
www.ind.homeoffice.gov.uk (Visas)
For students:
www.isiccard.com (student cards)
www.anglia.ac.uk (Anglia Ruskin website)
www.cam.ac.uk (Cambridge University)

Entertainment:
www.myvue.com
www.cineworld.co.uk
www.localsecrets.com
Terms and Conditions
By studying a course at Select English you are accepting the following terms and conditions:
1. Cancellation policy:
If you cancel your course more than 4 weeks before it starts, you will be refunded your fees but not the deposit; after that time full fees are payable. After arrival and commencement of the course, the school requires 4 weeks’ notice for any change. You will be given a credit for tuition fees for any time remaining. This credit is valid for 12 months and is not transferable. There is a £30 charge for any change. If you want to change or cancel your accommodation after you have arrived, you must give at least 4 weeks’ notice. The balance of the accommodation fees will then be refunded less a £30 administration charge. 
2. Postponement/ holiday:
You must give the school 4 weeks’ notice of any postponement or holiday during your booked course. Fees can be used to pay for a course with a later start date. There is a £30 administration charge for any change 
3. The ‘Course’ is the period and type of course you have reserved. No compensation is given for reduction in hours or hours missed once the course has started. 
4. The school reserves the right to alter the content, timetabling and fees of the course without prior notice. 
5. Liability: Any damage to school property, whether intentional or not, may have to be paid for. The Principal reserves the right to exclude from class any student who is restricting the progress of the class because of poor attendance or bad behaviour. 
6. If the school is required to withdraw a student because of misconduct no fees will be refunded. 
7. The completed application form implies permission for the student to participate in all supervised activities outside the school premises which form part of the school programme. 
8. The school reserves the right to vary the details of the courses offered without notice. 
9. In cases of medical emergency the school will act in loco parentis. 
10. The school will impose curfew times for all junior and young learner courses. 
11. The school cannot accept liability for the loss of money or personal possessions. 
12. Select English may use photographs or video images of students for future promotional purposes. Students (and parents of students in the case of children) should
inform the school prior to the course start date if they do not wish to permit use of such images.
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