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1. Welcome 
 
Welcome to Leicester Language Academy. 
 
This student handbook is designed to give you an overview of life at Leicester Language 
Academy and your responsibilities as a student. 
 
The regulations and guidance set out in this handbook are to ensure that a safe environment 
is provided for everyone, particularly for students to develop emotionally and academically in 
preparation for further education. Please take the time to read the handbook carefully. 
 
Leicester is an exciting and culturally vibrant city and Leicester Language Academy plays its 
part in making Leicester a great place to live and learn. 
 
We hope that you will enjoy your course and your time at Leicester Language Academy. 
 
Director and Principal 
Gwynne Harries 
 
In addition to your subject tutors, the following staff will be pleased to help if you have any 
problems: 
[photo] Dr Gwynne Harries 

Director and Principal 
gwynne@lelangac.uk 

[photo] Dr Claire Yang 
Managing Director 
claire@ruyang.co.uk 

[photo] Mr Bob Evans 
Registrar 
bob@lelangac.uk 

[photo] Serena Chiarucci MA 
EFL Course Tutor 
Spanish & Italian course tutor 
info@lelangac.uk 

[photo] Mr Simon Runswick MA 
EFL Course Leader 
Japanese course tutor 
info@lelangac.uk 

[photo] Joanna Bains 
EFL Course Tutor 
French course tutor 
info@lelangac.uk 

[photo] Mr Kosh Huang 
Student Welfare Officer 
kosh@lelangac.uk 

[photo] Sonila Ndini LLB 
PA to the Directors 
sonila@ruyang.co.uk 

[photo] Manuela Balski MA 
EFL Course Tutor 
Spanish, German & Polish 
course tutor 
manuela@lelangac.uk 

[photo]  

 
The academy address is: Leicester Language Academy 

23 New Walk 
Leicester 
LE1 6TE 
 

Opening Times: 08.30 – 18.00 
 

Telephone: +44 (0) 116 254 3580 
Emergency Number: 
 

+44 (0) 783 485 1475 
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If you are sick or need to miss a class because of any reason, please telephone the 
Academy 0116 254 3580 or email info@lelangac.uk 
 
While English is the common language of Leicester Language Academy, we have native 
speakers for many different nationalities. Where we do not have a native speaker in your 
language, we endeavour to provide one as appropriate. 
 

2. Term Dates (2018/19) 
 
Autumn Term 2018 10th September, 2018 - 14th December, 2018 

Spring Term 2019 7th January, 2019 - 12th April, 2019  

Summer Term 1/2019 29th April, 2019 - 28th June, 2019 

Summer Term 2/2019 1st July 2019 - 6th September 2019 

EFL/ EAP/ ESOL 11 month Courses 
 
Autumn 10 September to 14 December   
Spring  7 January to 12 April    
Summer 1 29 April to 28 June*      
Summer 2 1 July to 6 September** 
 

• September 18 intake finishes* 
• January 19 intake finishes** 

 
Winter and Summer School 
 
Winter School  4th February 2019 – 1st March 2019    
 
Summer School 1st July 2019 - 6th September 2019 
 
3. Enrolment 
 
To become an official student of Leicester Language Academy and to be able to start your 
course, you must: 
• Enrol and join your course on the first day of the course start date and at the latest within 

two weeks. You will not be allowed to enrol until you have completed a Student 
Registration Form, available at the reception. 

• Present a valid passport with a valid visa to cover the whole course you intend to study. 
• Pay the required tuition fees (if you have not already done so) 
• Register promptly with the police if required to do so 
• Comply with the attendance monitoring systems that Leicester Language Academy has 

in place 
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Full guidance for enrolment process is included in Appendix 1. 
 
The Student Registration Form includes a section on disability and medical conditions. For 
more detail on Leicester Language Academy’s disability policy, please see Appendix 2. 
 
4. Finance 
 
Payment of tuition and application fee must be made on or before enrolment at Leicester 
Language Academy in order to be considered a student. Payment is expected in full unless a 
payment plan has been approved prior to enrolment. 
 
Payment plans are available for payment by term but attract an additional charge of 10% to 
cover administration costs. 
 
Payment can be made by the following means: 
• By Debit or Credit card tour secure online payment gateway which can be found via our 

website or by telephone using a card. 
• By Cheque in sterling drawn from a UK bank account (made payable to Leicester 

Language Academy). Please ensure that the invoice number is written on the reverse 
of the cheque. 

• Cheque payments should be sent to: 
• By direct transfer to the Academy’s bank account. Please note that it is your 

responsibility to ensure that you notify the Academy of the purpose of this payment, 
giving full details of your name and Student Registration Number. 

 
Bank Details: Barclays Bank PLC 
Address: Narborough Road Branch. Leicester 
Account Name: Leicestershire Language Academy 
Account Number: 73294242 
Sort Code: 20-49-08 
IBAN: GB84 BARC 2049 0873 2942 42 
SWIFTBIC: BARCGB22 

 
Reference: Please use your name and Student Reference Number (SRN) - this information is 
very important. 
 
Please note that any changes incurred by Leicester Language Academy will be treated as the 
responsibility of the student, and fees will not be regarded as settled until these bank charges 
have been met in full 
 
Please see Section 8 below (General information - banking) for details on how to open a UK 
bank account. 
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Missed Payments 
 
Any student not paying fees will be barred from being registered or, if part of an existing 
payment plan, attending their course until the balance has settled. This will be noted as 
unauthorised absence and may have an impact on your right to remain in the UK.  
 
Please see Section 7 Student attendance and absence. 
 
5. Refunds 
 
The application fee is refundable only if an application has not been accepted by Leicester 
Language Academy or if the course for which an application is made will not run for whatever 
reason. 
 
Tuition fees are not refundable. However, if a student has been refused a visa or entry to the 
UK, the total fees paid less the application fee will refunded, provided all the following 
conditions are met: 
• The student has informed the Academy in writing of his/her inability to start the course 

at least two weeks prior to the commencement date of the course 
• The student has not entered the UK 
• The Academy is provided with the original letter issued by the British Embassy confirmed 

the refusal of a visa 
• The student has not appealed against the refusal of the visa. If an appeal has been 

lodged, the fees will be refunded only after receiving documentary evidence that the 
appeal has dismissed  

• The certificate of Enrolment and the receipt for the fees paid are returned to the 
Academy in their original. 

 
Students who are late starting their course will not be entitled to any refund or reduction in 
tuition fee, this also applies where students have been absent from class for a period and 
where they may not have attended all the subjects for which they have enrolled. 
 
If a student is required by the Immigration Authority to leave the UK because of nonattendance 
or poor attendance or any breach of the law, tuition fees paid will not be refundable and any 
outstanding fees remain payable. 
 
Any request for refund made on compassionate grounds will be considered on merit by the 
Directors at their absolute discretion. 
 
6. Academic Information 
 
Directed Private Study (Homework) 
 
Private study is regarded as an intrinsic part of each student’s learning and progress in his/her 
education. Students should note the details of the private study or assignments, which are set 
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and their deadlines. Tutors will check that all private study set has been completed. Persistent 
non-completion of work will be reported to the Principal if there is reason to think it is 
responsible for lack of progress. 
 
The Purpose of Private Study 
 
• To encourage students to develop the skills, confidence and motivation needed to study 

effectively on their own and become independent learners. 
• To consolidate, reinforce and practice the skills and understanding developed in the 

classroom 
• To extend learning through, for example, extra reading and research 
• To manage particular syllabus demands. For example, coursework, projects. 
 
Planning Private Study 
 
Tutors will ensure that: 
• The total amount of work set is consistent and manageable 
• Tasks are relevant and useful 
• Work is marked with constructive comments 
• Any sanctions for the non-completion of homework are applied fairly 
 
The student’s own responsibilities are: 
• To write down the set tasks carefully, what is to be done and the date by which it is to 

be done 
• To find out what work and homework was set during a period of absence and to do it  
• To meet all deadlines and produce work of the highest possible standard 
• To present work neatly and clearly 
 
Presentation of work 
 
Orderly presentation of work is essential to examination success and well organised written 
work is vital for reference and revision. All pieces of work should bear the title of the 
assignment, your name and date and should be handed in punctually. Computers are 
available forward- processing assignments. 
 
Plagiarism 
 
Students should be aware of the problems of plagiarism (copying from somebody else and 
presenting it as your own work). Guidelines are available to every student on the regulations 
and procedures for copying material used within essays or coursework submitted by students 
as their own work. This includes all material obtained from the internet. 
 
Progress 
 
Students’ progress will be monitored regularly. Marks for private study assignments, tests and 
examinations will be recorded by the subject tutor.  
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Examinations and Assessments 
 
Leicester Language Academy will help students make applications for externally held 
examinations. It is the student’s responsibility to register with the appropriate examining body 
by the published deadline and to pay the correct fee. 
 
Internal assessments and examinations 
 
Assessments and examinations for any academic programmes will be run in accordance with 
the rules of UK Examinations boards. In some cases, they are moderated by University 
progression partners.  
 
University applications 
 
Leicester Language Academy undertakes to help and deal with the administration of 
applications to universities, giving information and guidance as necessary. 
 
Reports 
 
Where appropriate, Leicester Language Academy will compile reports on a student’s progress 
for parents, guardians, prospective admission tutors or employers, etc. Records on 
performance in subjects of study will normally be forwarded to parents/ guardians on a regular 
basis. The academy is always pleased to receive comments from parents/ guardians with 
regard to contents of reports. 
 
Similarly, parents/ guardian are welcome to visit the academy (by appointment) or to telephone 
or write in connection with any aspect of a student’s academic progress or welfare. Any areas 
of concern will be dealt with immediately. 
 
Problems 
 
Students should feel free to discuss any academic problems with their subject or personal 
Tutor. If however the students do not feel able to discuss the problem with him/ her, they may 
talk to any member of the academy staff including the Principal, Business Manager, Course 
Co-Coordinator, or one of the staff who have responsibility for student welfare. 
 
For more information on Leicester Language Academy’s appeals procedure (academic 
issues), please see Appendix 3. For non-academic issues, please see Appendix 4: Students 
complaints procedure. 
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7. Student Attendance and Absence 
 
The academic process is based on students attending classes alongside private study and 
Leicester Language Academy experts its students to attend all classes for which they are 
enrolled. 
 
Daily attendance is recorded in a central register. Attendance is also recorded by each lesson 
tutor for each student. If you are seriously ill and not able to attend your classes, you should 
inform the academy as soon as possible in the morning. Absences may affect visa renewals 
for overseas students. 
 
• Any issues such as disability, caring etc. which might impact a student’s attendance 

should be discussed with Leicester Language Academy formally and at the earliest 
possible stage so that where possible we can make all reasonable adjustments to 
accommodate attendance on the course or programme. 

• Students need to let the Academy know why they are absent on the first day, by 
telephone or e-mail. 

• Absence can be authorised by the Academy under certain circumstances  
• Medical and dental appointments should be made out of timetabled hours. If 

unavoidable, a student should bring evidence to the Registrar in advance of an 
appointment. 

• Tutors will mark a register for each class they take during the day. Lateness or absence 
will be recorded and followed up. 

• Holidays should not be taken during this time. 
 
For full details of Leicester Language Academy’s attendance and Authorised absence policies, 
please see Appendices 5 and 6. 
 
Please note that if attendance at Academy falls below 95% the student disciplinary procedure 
will be invoked (see Appendix 7) 
 
Visa renewal and absence 
 
It is the student’s responsibility to ensure that their visa is up to date. Please check your visa 
expiry date. You should allow at least 12 weeks for a visa to be renewed. 
 
8. General Information 
 
a) Accommodation 

 
The whole experience of being an overseas student and all that it entails can be a great 
upheaval, both physically and emotionally. We want to make that transition as smooth as 
possible and will give as much support as possible to help the student to find appropriate 
accommodation. We can help you find accommodation should you need this but please note 
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though that it is ultimately the student’s responsibility to arrange accommodation and to pay 
for it. 
 
It is Leicester Language Academy’s policy to encourage pre-university students from overseas 
who are not joining family or friends to spend the first term of their stay in the UK with either a 
Host Family or to stay with one of our accommodation partners who provide dedicated student 
accommodation nationally and also here in the city of Leicester. 
 
Our accommodation partners have all been reviewed by the Academy and they provide a first 
class service, a choice of rooms all at an affordable price. Please see their websites for further 
details by going to the link below. 
 
If a student chooses to stay with a host family, they are free to select the Host Family of their 
choice but on request, the Academy will provide the names of an agent who matches students 
with families that meet the necessary standards. 
 
When choosing a host family, Students live and are treated as members of that host family 
and have the ideal opportunity to adjust to language and cultural differences in a secure 
environment. 
 
Each student will have his or her own bedroom, which will have a comfortable bed, wardrobe, 
chest of drawers, and mirror and study area. If not ‘en-suite’ there will be access to the 
bathroom and daily use of bath or shower facilities. Students will have free access to their 
residence within the times agreed with their host family. 
 
In most cases there will be ‘Internet’ access and freedom to receive incoming telephone calls 
at mutually agreed times of the day provided these do not exceed an agreed maximum time. 
 
However, as the Academy offers (controlled) unlimited Internet access, it is expected that 
students will use the Academy’s facilities, whilst outgoing calls should be made on personal 
mobiles. 
 
Where requested, a full laundry service may be provided consistent with the normal household 
practices. Dry cleaning, if necessary, is the responsibility of the student. As far as possible, 
host families will make sure that the student is familiar with the local services, e.g. transport, 
and ensure that the student is familiar with the local emergency facilities. 
 
Students may stay with their Host Family for the duration of their educational course. 
Alternatively, after a period of ten weeks they are free to make their own arrangements 
provided that their visa obligations are met. 
 
Host families are committed to developing their guest’s usage of English as the ‘language of 
occasion’. These families undertake to offer their guests ‘involvement’ and to prepare them for 
the next stage of their stay In the UK. 
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There is also a wide variety of accommodation to rent, from more expensive city centre flats 
to cheaper older settle houses. We will provide information regarding reliable lettings agents 
as part of your Welcome Pack. You must be prepared to pay a month’s rent in advance, a 
deposit (usually a month’s rent + £100) and the agent’s fees (variable). 
 
For further details on our accommodation partners please choose from the link below. 
 
Typical charges for students, self-catering accommodation are £60 per week and for fully 
catered home- stay approximately £110 per week. 
 
Housing & accommodation contact details 
 
We have a number of inspected host families with whom we work and these are reviewed by 
the academy with Ruyang Guardian Services and Educational Consultancy Ltd. 
 
Other Student Accommodation: Please ask at reception or via email: kosh@lelangac.uk 
 
Letting Agencies:  
 
We have access to a list of rental agents, which we have found particularly helpful in the past. 
They are not in any way associated with Leicester Language Academy and there are other 
agents in Leicester. 
 
b) Advice and counselling 
 
In the event that a student has non-academic problems or concerns they wish to discuss, they 
can approach their Head of Department or any of the Registry staff (Registrar, Admissions 
Coordinator or Student Services Coordinator) for an informal conversation. We will make a 
same sex member of staff or a native speaker (where possible) available on request. 
 
If the students do not feel able to discuss the problem with him/ her of if a more formal means 
of support is required, we will refer the matter onto the student’s G.P or an alternative specialist 
if a clear requirement has been identified. 
 
c) Banking 
 
As a student at Leicester Language Academy you may need a UK bank account. You should 
aim to set this is up before your arrival at the Academy, or as soon as possible after you get 
here. 
 
There are number of options for opening a bank account, both before and after your arrival in 
Leicester. 
 
Please be aware that it may take about two weeks to open a bank account at busy times, so 
you should bring sufficient funds with you to cover that time. It is not a good idea to bring all 
the money that you think you will need in cash; it is safer to use traveller’s cheques or a 
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bankers draft 1 bank transfer, for example, to pay tuition and accommodation fees. For safety, 
you are advised not to carry large amounts of cash with you when travelling to the UK. Also 
please note not all banks allow you open an account if your stay in the UK is less than 6 
months in length. 
 
To open an account with most banks, you will need to provide evidence of your identity and 
date of birth (e.g. passport, ID card), as well as a statement of attendance from the Academy 
Registry, proving your registration on a course and your UK and home addresses. 
 
You can request a statement of attendance by sending an email request to: info@lelangac.uk 
for the purpose of opening a bank account. Please note that Leicester Language Academy 
cannot issue a bank letter unless you include with your request the name of the branch 
address of the bank where you will be opening the account. 
 
If you are staying in halls of residence, please be aware that many UK banks may not accept 
a statement of attendance unless it states your room number in the address. 
 
NOTE: International Students: if you think you will ever need a new visa to extend your stay 
in the UK, please do not sign up for an online bank account or electronic bank statements as 
the UK Border Agency prefers paper bank statements. Please keep original bank statements 
safely for this purpose. 
 
All major banks have branches near to the academy. It is entirely at the bank’s discretion 
whether they give bank account facilities. 
 
The main banks in Leicester are as follows: 
• NatWest   03457 888 444 
• Barclays   03457 345 345 
• HSBC    03457 404 404 
• Lloyds TSB   08453 000 000 
• Virgin Money   0116 253 1117 
• Halifax    0116 280 0412 
• RBS    0116 254 2872 
• Santander   0845 765 4321 
• Co-Operative   01162 532 892 
• Nationwide   0845 266 0748 
• Alliance and Leicester  0844 800 9000 
 
d) Childcare & child protection 
 
Leicester Language Academy does not provide any child care facilities on the premises. It is 
the student’s responsibility to arrange child care if required. A publically available list agency’s 
is provided below. Please note that these agencies are in no way affiliated with Leicester 
Language Academy and that provision of this list is not a recommendation of any of the 
providers. 
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Leicester Language Academy does not normally accept students under the age of 18 except 
during our winter and summer school programmes and it does not provide any onsite facilities 
for dependants under the age of 18. Students are requested not to bring children or young 
people under the age of 18 onto the premises; where children or young people under the age 
of 18 are unavoidably brought onto the premises, they are entirely the responsibility of the 
accompanying adult and should remain in the company of that adult at all times. 
 
Childcare and play schemes 
 
The children’s Information Service in Bishops Street information and child-minders, nurseries, 
playgroups and play schemes. 
Tel: 0116 2254 890 
Email: early.years@leicester.gov.uk 
www.leicester.gov.uklchildcare 
 
The Family Information Directory contains information, advice and support for parents and 
carers. 
Tel: 0116 454 1100 
Email: family@leicester.gov.uk 
http://families.leicester.gov.uk/  
 
Childcare 
 
The types of childcare available including childminders, day nurseries, nursery schools, home 
based childcare, nannies and babysitters, pre-schools or playgroups, crèches, childcare at 
children’s centre, out of school care and holiday play schemes. You can find out the 
differences of the types of childcare at http://families.leicester.gov.uk/childcare/types-of-
childcare/ 
 
Children’s centre 
 
Sure Start children’s centres offer a range of services to all families with children under five 
years old, including health visitors, speech and language therapy, support for children and 
parents with special needs and advice on welfare rights. 
 
Children’s centres provide a range of services that support parents and carers, including 
activities, family support, and parent carer forum. Children’s Centres are organised into 6 
clusters, the central cluster is the closest to Leicester Language Academy. More information 
about children’s centre clusters can be found at: 
 http://families.leicester.gov.uk/childrenscentres/clusters/ 
 
There are centres across Leicestershire, including: 
 
Beaumont Leys and Stocking Farm  0116 373 7350 
Belgrave and Rushey Mead   0116 291 4604 
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Eyres Monsell and Gilmorton   0116 225 2200 
Highfields     0116 294 6200 
Mayfield     0116 294 6120 
New Parks     0116 231 4418 
Northfields     0116 292 4580 
Saffron      0116 222 1810 
St Matthews     0116 242 6370 
Thurnby Lodge    0116 292 4590 
West End     0116 225 2225 
 
The Central Cluster Children’s Centres are St Matthews, Highfields, North Evington and 
Mayfield. 
 
e) Cultural and religious 
 
Leicester Language Academy is a multicultural, multi-faith establishment and we believe that 
this is a beneficial context for both academic and personal growth. Tolerance, understanding 
and communication are central to the successful outcome of our position. Please read 
Appendix 8: Equal opportunities and discrimination. 
 
Leicester Language Academy has formal links with many of the communities that contribute 
to Leicester’s cultural diversity and there are places of worship for most religions in Leicester. 
Sympathetic consideration will be given to requests for leave during religious or cultural 
holidays (e.g. Ramadan, Eid, Diwali, etc.). Please see Appendix 6: Leave of absence for more 
detail. 
 
f) Leisure 
 
Leicester has a number of teams represented nationally in various such as football, rugby, 
cricket, ice hockey and athletics, all easily accessible from the centre of Leicester. For more 
informal activity, there are nine leisure centres across the city that offer a wide range of indoor 
and outdoor sports. 
 
Aylestone Leisure Centre    0116 233 3040 
Braunstone Leisure Centre    0116 229 3229 
Cossington Street Sports Centre   0116 233 3060 
Evington Leisure Centre    0116 299 5575 
Leicester Leys Leisure Centre   0116 233 3070 
New Parks Leisure Centre    0116 233 3080 
Saffron Lane Athletics Stadium   0116 283 3275 
Spence Street Sports Centre    0116 299 5584 
St Margaret’s Pastures Sports Centre  0116 233 3095 
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g) Library 
 
It’s free and easy for anyone to join Leicester’s public libraries. You can borrow books, talking 
books, CDs, video and DVDs, and you can use computers and the internet. For students with 
children, most city libraries run a study support for 8-16 year olds. 
 
It is easy to join a library, browse the catalogue, reserve books or make renewals online at: 
http://www.leicester.gov.uk/libraries.aspx 
 
For academic purposes, Leicester Language Academy students are registered with De 
Montfort University library, for which you can request a student confirmation letter from 
reception. 
 

h) Medical 
 
Full time students who are studying in the United Kingdom for more than six months and have 
the relevant identification to state that: 
• They are EEC/ EEA students, OR 
• International students with a tier 4 or visiting visa 
 
Are entitled to NHS care, for example General Practitioner (doctor) care and accident & 
emergency (hospital). You can register with a General Practitioner (GP) with your student 
confirmation letter (ask at Reception). 
 
If you haven’t registered with a doctor and you are unwell you may be seen immediately if 
necessary at the GP’s discretion. 
 
Advice on medical treatment is available upon request. 
 
Dental Care 
 
Dental care (NHS or private care) is at a cost under the three band system, on each level 
depending on the amount of work done it will either be at a standard rate or more expensive. 
 
For healthcare or hospital treatment the following hospitals in Leicester are available: 
 
Leicester Royal Infirmary 
Infirmary Square, Leicester LE1 5WW 
Tel: 0300 303 1573 
 
Leicester General Hospital 
Gwendolen Road, Leicester LE5 4PW 
Tel: 0300 303 1573 
 
Spire Leicester Hospital (Private Care) 
Gartree Road, Leicester LE2 2FF 
Tel: 0116 265 3685 
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Nuffield Health 
Scraptoft Lane, Leicester LE5 1HY 
Tel: 0800 015 5020 
 
Glenfield Hospital 
Groby Road, Leicester LE3 9QP 
Tel: 0300 303 1573 
 
i) Police Registration 
 
Do I need to register with the Police? 
 
Students from certain countries who are at least 16 years old and have visa for more than 6 
months need register with a Police. You should check the stamp in your passport to see 
whether you need to register. If you need to register, your student visa sticker will say 
something like: “No Resource to public funds” “Work (and any changes) must be authorised. 
Police Registration within 7 days of Arrival” “The holder is required to register at once with the 
Police” OR “Register with the Police within seven days” 
 
The current list of countries whose nationals need to register with the police can be found 
below. Always check your passport to see if you need to register with the police. 
 
Afghanistan  Cuba  Lebanon  Sudan 
Algeria   Egypt  Libya   Syria 
Argentina  Georgia Moldova  Tajikistan 
Armenia  Iran  Morocco  Tunisia 
Azerbaijan  Iraq  North Korea  Turkey  
Bahrain  Israel  Oman   Turkmenistan 
Belarus  Jordan Peru Palestine  United Arab Emirates 
Bolivia   Kazakhstan Qatar   Ukraine 
Brazil   Kyrgyzstan Russia   Uzbekistan 
China   Kuwait  Saudi Arabia  Yemen 
Colombia    
 
If your husband/ wife/ child (aged 16 or over) is in the UK as your “student dependent”, they 
will also need register with the police. 
 
How much will it cost? 
 
When you register for the first time you will need to pay £34 per person, by either cash or 
cheque. 
 
How do I register? 
 
Ring the Nationality Department at the Police Station on Hinckley Road on 01162 222 2222 
extension 6885 or 6886 to make sure that the Nationality Department is open and that they 
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can see you on the day that you want to visit. The Nationality Department is normally open 
Monday to Friday from 10.00am until 14:00pm. 
 
Where is the Police station? 
 
To take a taxi or walk to the Police Station 
The address is: 
Hinckley Road Police Station 
95 Hinckley Road 
Leicester. LE3 0TD 
 
What documents will I need? 
 
You will be required to bring with you the following: 
• A police registration form (available from reception) 
• Two recent identical passport photographs 
• A student confirmation letter 
• Proof of address in Leicester (this can be a rental contract, tenancy agreement, a bank 

statement or a letter confirming your name and Leicester address. 
 
j) Public Transport 
 
BUS 
 
The nearest bus stop to Leicester Language Academy is Regent Road or London Road. 
 
Arriva Bus 
 
Student Saver tickets for a day / a week / 4 weeks / a term up to an academic year are available. 
You can 
• buy on your smart phone, download the Arriva M-Ticket app, saver tickets can be bought 

and delivered direct to your smart phone. It is quick, easy and convenient, OR 
• buy online at https://tickets.arrivabus.co.uk/midlands/leicester/ , OR 
• buy from the Arriva Travel Shop, address: St Margaret’s Bus Station, Gravel Street, 

Leicester LE1 3AG, or your nearest store in Leicester, address can be found online at 
https://www.paypoint.com/ and http://www.payzone.co.uk/Store-Locator/ . You are 
required to take along proof of full-time education (ask at Reception) and a passport 
sized photo. 

 
Single / return /day saver / weekly saver tickets can also be bought on Arriva bus. You can 
download the Arriva Bus app on your smart phone to find the time of the next bus, the nearest 
bus stop, the bus number and route map for your destination etc. 
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First Bus 
 
Student Term tickets and Multi Journey tickets can be bought from the First Travel Shop, 
address: 2 Charles Mall, Haymarket Shopping Centre, Leicester LE1 3YE, next to the 
Haymarket Bus Station. You are required to take along 2 passport sized photos for Term 
tickets and proof of studying in fulltime education (ask at Reception) for all types of student 
ticket. 
 
You can download the First Bus apps on your smart phone to buy tickets, find the next bus 
time and route map etc. 
 
TAXI 
 
Hansom Taxis 
Book a taxi 
• online – visit https://book.hansom.net/webportal/login 
• at the booking office outside the Leicester railway station 
• by app – download the Hansom Taxis app on your smart phone 
• by phone – call on 0116 233 3333 
 
A2B Leicester Taxis and Airport Transfers 
Book a taxi 
• online – visit https://leicester-taxis.com/book-online/ 
• by email – email info@leicester-taxis.com 
• by phone – call on 0116 340 5060 (07:00 – 19:00) 
 
TRAIN 
 
Rail travelling information including journey planner, live departure boards and railcards etc. 
can be found on the official website of National Rail http://www.nationalrail.co.uk/ and the 
National Rail app, which can be downloaded on your smart phone. 
 
National Railcards can save you at least 1/3 off on most rail fares, and give you offers on 
gym, holidays and west end shows etc. and rewards on Railcard Competitions. Railcards can 
be bought at a staff station ticket office or online at http://www.railcard.co.uk/, or by calling the 
telesales service (07:00-22:00 every day, except Christmas Day). You must carry your 
Railcard with you at all times during the journey to enable discounted tickets to be used. 
 
16-25 Railcard 
• For those aged 16 to 25, or over 25 and in full-time study 
• £30 for a year or £70 for 3 years 
• Buy online – you will need a valid passport / UK driving licence, a digital passport-style 

photo saved to your computer and a debit / credit card 
• Buy at a station – you will need your birth certificate / passport (all nationalities accepted) 

/ UK driving licence / National identity card, a passport-size photo and proof of full-time 
education (ask at Reception) if you are over 25 

• Buy by phone – call on 0844 871 4036, and you will need to submit a photo of you via 
email 
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Two together Railcard 
 
• For  two named people travelling together aged 16 or over 
• £30 for a year which is £15 each 
• Buy online – you will need two separate digital photos (one for each person named on 

the Railcard)  saved to your computer and a debit / credit card 
• Buy at a station – you will need a completed application form (can be downloaded at 

http://www.twotogether-railcard.co.uk/using-your-railcard/where-to-buy/ ) and two 
separate passport-sized photos (one for each person named on the Railcard) 

• Buy by phone – call on 0345 3000 250, and you will need to submit photos of the named 
cardholders by email 

 
Family & friends Railcard 
 
• For up to 4 adults when travelling with up to 4 children aged 5-15 
• At least one adult and at least one child must be travelling together 
• £30 for a year or £70 for 3 years 
• 1/3 off for adults and 60% off for children on most rail fares 
• Buy online – you will need your address, your email address, the name of the second 

cardholder and a debit / credit card 
• Buy at station 
• Buy by phone – call on 0844 871 4036 
 
k) Student ID card 
 
Once you have registered with Leicester Language Academy, you will be issued with an ID 
Card (unless you are on a short course or on a summer or winter school programme). We 
require a passport sized photograph to scan and use to produce card. This ID card confirms 
that you are a full time student and may be used to confirm your identify when on the Academy 
premises. It cannot however be used to gain discounts at shops and outlets that offer student 
privileges. 
 
Leicester Language Academy is also affiliated with the National Union Students, whose NUS 
Extra Card does provide access to various discounts for cinema tickets, gym membership, 
shop and restaurants and travel. The NUS Extra Card is also an International Student Identity 
Card (ISIC), which provides benefits. 
 
Annual membership of the NUS is £11.  For more information visit www.nus.org.uk 
 
9. Tips for Learning English 
 
• Read a book, newspaper or journal in English 

Choose something you are interested in, but not too difficult for you to understand. Try 
to guess the meaning of the new word from the context and make a note of it, and use 
the dictionary to look up the vocabulary after you finish reading.  
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• Watch English TV programmes or movies 

Choose your favourite and you would like to watch it again and again for both 
entertainment and learning English. You can use the subtitles to learn new words and 
phrases, after you know the story well then try to understand the lines without subtitles. 
 

• Listen to English songs 
Repeat the song you like and read the lyrics along, find out the meaning of the lyrics will 
enable you to understand the song better. After listen to the same song a dozen times, 
you will be able to sing along with it even without reading the lyrics. 
 

• Listen and talk to English native speakers 
Surrounding by English speakers gives you a great chance to practice your listening skill, 
you can learn from other people’s conversation even without yourself noticing. Also, try 
to make conversations with English speakers or people from countries other than your 
own, and you may enjoy speaking English with them. 
 

• Keep a diary in English 
Write your diary in English is a relaxed and enjoyable way for you to express yourself in 
English without worrying about mistakes. You will see your English skills are improving 
day by day. 
 

• Be patient 
“Rome wasn’t built in a day”, you cannot expect yourself to speak English fluently and 
without a mistake just after a month of learning. Appreciate your improvement and hard 
work, believe in yourself that you will get better and better. 
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Appendix 1 Enrolment guide for students 
 
Student’s responsibilities 
 
At enrolment you must present a valid passport with a valid visa to cover the whole course 
you intend to study. If you do not have the correct type of visa or your visa does not cover the 
whole course, you should seek immigration advice immediately. Please see the following for 
details: www.UKBAhomeoffice.gslgov.uklstudyingintheukl 
 
We expect you to join your course on day one of the course. However, if you have difficulties 
you must communicate with us and in any event you MUST enrol and join your course within 
the first 2 weeks of the course starting AT THE LATEST! You will not be allowed to enrol until 
you have completed a STUDENT REGISTRATION form. 
 
You MUST be aware of, understand and comply with the conditions of your visa. Generally 
the conditions of your “students” visa are that: 
• You must be studying full-time; part time study is not allowed, although you are allowed 

to apply for a visa to re-sit exams or resubmit a dissertation or thesis. 
• You must not work more hours than allowed 
• If you suspend or withdraw from your course, we will advise the UKVI and you will be 

expected to return to your home country. 
• You must always ensure that you apply to extend your visa before your visa ends 
• Please seek advice from the Registrar if you do not understand the conditions attached 

to your visa. 
 
Register promptly with the police if you are required to, and update your police registration if 
you change address, get a new passport or visa, change course or change your place of study. 
 
Do not work more than the hours permitted by your visa, and comply with Academy regulations 
on hours of employment while studying. If you seek or obtain employment with the Academy, 
you must declare any other employment that you already have in the UK and keep the 
Academy informed of any changes to that employment. 
 
If you have a “student visa”, you can work full-time only during the holiday if your visa permits 
this. Holidays periods may vary depending on the type/level of your studies.  
 
You must comply with the attendance monitoring systems that the Academy has in place and 
attend all timetabled classes, meetings with tutors and any other arranged sessions, unless 
you have good reason to be absent. 
 
Under the terms of your visa the Leicester Language Academy is considered your “sponsor” 
to study in the UK you must report any intention to change your sponsor (place of study) and 
to the UKVI promptly. You must email the UKVI at MigrantReporting@UKBA.gslgov.uk to tell 
them of your plans and ask for their permission. You can start the new course before you get 
their permission, but you must be aware that they may refuse permission. 
 
You must report to the UKVI if your course of study at the Academy becomes shorter than 
was intended. Use the email address above to report. 
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You must report any change in your contact details to the Registrar’s office immediately and 
as noted above inform the police. Report any change in your contact details to the UKVI using 
the designated form. 
 
You should be aware of the implications for your visa of stopping, changing or suspending 
your studies being absent from the Academy without authority and not complying with any of 
the conditions of your visa. 
 
If you do not understand any of the rules, seek help from the Leicester Language Academy 
Registrar’s office. The advisers are the only staff members at the Academy with the experience 
to give immigration advice to international students but such advice is given without prejudice 
and you should seek the advice of qualified professionals should you require. If you break the 
rules because you do not understand them, the UK Border Agency will not accept that excuse 
and it can have serious consequences for you. 
 
The Academy’s duties as a sponsor 
 
The Academy has a licence to sponsor students to study in the UK, granted by the UKVI. This 
licence imposes duties upon the Academy. In order to comply with the conditions of its licence 
the Academy must: 
1. Keep a copy of your passport, visa and/ or UK ID card. This is done by the Registrar’s 

office. If you get a new passport, visa or ID card while you are at the Academy, you must 
go to Registry so that they can take a copy. 

2. Keep an up-date record of your UK and home country contact details. These records 
are held by the Registry. 

3. Report to the UKVI if: 
• You fail to enrol on time 
• You are absent from the Academy without permission for prescribed period 
• The Academy is no longer your licensed sponsor 
• Your circumstances change, for example, if your course of study changes or becomes 

shorter or longer. 
• It has evidence that you are breaking the conditions of your visa. 
 
The Academy must always act responsibly in carrying out these duties. If you feel that 
Academy has not acted responsibly, you have the right to complain to the UKVI. If you have 
any concerns about how the Academy has acted, the Academy would encourage you to use 
its internal complaints procedures. In the first instance you should raise your concerns with 
your personal tutor (academic) or the Registrar administrative. 
 
If you wish, you may contact the UKVI on the following for details: 
 
http://www.UKBA.homeoffice.gov.uk/visas-immigration/studying/adult-students/ 
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Appendix 2 Student disability policy 
 
Introduction 
 
Leicester Language Academy is firmly committed to offering a first class education to all 
students. This policy outlines the ways in which the Academy addresses the needs of disabled 
students. It is designed to be read by prospective and current students as well as members of 
Academy staff. 
 
Central to the student Disability Policy is the intention to take account of individual need and 
to work with disabled students to find appropriate and practical solutions to problems that 
might arise. 
 
Leicester Language Academy recognises its responsibility to make anticipatory and 
reasonable adjustments to all police, procedures and provision of services, including teaching 
and learning. 
 
Definitions of Disability 
 
By ‘disability’ we mean any impairment, medical condition, mental health difficulty or specific 
learning difficulty that has an impact on the ability to study or on any other aspect of academic 
life. If a student is unsure whether a particular difficulty would be considered a disability they 
are welcome to discuss this in complete confidence with the Principal. 
 
Pre application information 
 
All students with a disability who are considering whether to apply to Leicester Language 
Academy are encouraged to contact the Principal to find out about the range of services 
available. Students with a mobility difficulty are strongly advised to visit us and discuss their 
requirements in detail with the Principal before application. Our premises are accessible for 
wheelchair users with assistance. 
 
Admissions 
 
Offers of paces to study at Leicester Language Academy are made on academic merit. 
Applicants who declare a disability on the application form will be contacted by the Registrar’s 
Office to seek further information. This is to help us put reasonable adjustments in place. 
Tutors are expected to seek advice from the Principal whenever there is a concern about the 
impact of a disability on a student’s ability to follow a course. 
 
Leaving the Building in a Emergency 
 
It is the responsibility of the Registrar to arrange that an Individual Emergency Evacuation 
Plan is completed for all students who may have difficulty making their way out of buildings in 
an emergency (most likely to be students with restricted mobility or sensory impairments). 
 
If a student becomes disabled 
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If a student becomes disabled while enrolled at the Academy, or becomes concerned that an 
illness or other condition is having a disabling effect, they are advised to contact the Business 
Manager or Academic Principal to discuss their needs. 
 
Learning and Teaching 
 
The Academic Principal will liaise with academic staff on a student’s behalf if requested. 
However students are encouraged to discuss their support needs with their personal tutors of 
Heads of Department wherever possible. 
 
Assessment Examinations 
 
Leicester Language Academy has a policy of providing special examination arrangements, 
where necessary, for disabled students. These arrangements may include additional time in 
examinations, the use of readers or amanuenses and the provision of examinations in 
appropriate formats e.g. large print. Students are advised to contact the Academic Principal 
as soon as possible. 
 
All applications for special examination arrangements are considered by the Principal and the 
Business Manager. 
 
Appendix 3 Appeals procedure 
 
Representations from students concerning their examination results can be made as follows: 
 
Academic grounds 
 
• Examinations taken as part of an academic course are external exams subject to the 

exam board regulations and all enquiries must be made directly with the relevant 
provider. 

• Examinations taken as part of internal courses are marked internally and moderated by 
our University partners. The only action that can be taken is a check that the marks 
awarded have been recorded correctly 

• Examinations taken as part of EFL course are marked internally against a proscribed 
marking template e.g. IELTS. All enquiries must be submitted to the Head of Department 
as soon as possible once students have been notified of their results. 

 
Non- academic grounds 
 
Representations from students concerning their examinations results can only be made on 
the following grounds: 
• That there was an administrative error when the marks were being recorded. 
• That the exam(s) was not conducted in accordance with the relevant instructions, 

regulations or requirement. 
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• Where new evidence is provided of circumstances which might have adversely affected 
their performance in the exam. 

 
PLEASE NOTE: 
Students are advised that, in the event of any form of administrative error being discovered as 
the result of a representation against results, this must be corrected, whether it results in the 
mark in question being adjusted upwards or downwards. 
 
Students are reminded that if they believe their performance in exams may be affected by 
illness (or by other personal circumstances) they must report the matter to their tutor before 
sitting the exams, or soon as possible thereafter. Students must not wait for their results before 
deciding to notify Leicester Language Academy of the situation. 
 
Information regarding extenuating circumstances received after the exams will not be 
considered as the grounds for an appeal, unless there are exceptional reasons why this 
information could not be provided at the time. All appeals due to extraordinary mitigating 
circumstances are only valid when accompanied by comprehensive supporting evidence, 
including detailed medical certificates where appropriate, and full explanation of the reason 
for the original non-declaration. 
 
Representations should be made to the Academic Principal who will consider each case on 
the available evidence, including any medical certificates, in light of the above. The Academic 
Principal’s decision is final. 
 
Appendix 4: Students complaints procedure 
 
The Academy endeavours to provide and maintain a high standard of academic and pastoral 
care. However, if students or parents do have a concern, they can expect it to be treated by 
the Academy confidentially and in accordance with the following: 
 
Stage 1 Informal Resolution (Personal or Subject Tutors/ Course Coordinator) 
 
It is hoped that most complaints and concerns will be resolved quickly and informally. 
 
If parents or students have a concern they should normally contact their Personal Tutor or the 
appropriate Subject Tutor or the Course Coordinator. In many cases the matter will be 
resolved immediately by this means. To resolve the matter, it may be necessary for the Tutor 
or Course Co-ordinator to consult the Principal.  
 
A written record of all concerns and complaints and the date on which they received will be 
kept.   It is intended that the matter should be resolved within 7 days. In the event that the 
matter is not resolved satisfactorily, the students or parents will be advised to proceed with 
their complaint as follows in Stage 2. 
 
Stage 2 Formal Resolutions (Subject Manager) 
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If the concern cannot be resolved on an informal basis, the student or parents should put their 
complaint in writing to the Subject Manager. After considering the complaint, the Subject 
Manager will decide on the appropriate course of action to take. 
 
In most cases the Subject Manager will contact the student or parents concerned, normally 
within 5 working days of receiving notice of the concern, to discuss the matter. If possible, a 
resolution will be reached at this stage. 
 
It may be necessary for the Subject Manager to carry out further investigations. A written 
record of all meetings, correspondence and telephone calls in relation to the complaint will be 
kept. Once the Subject Manager is satisfied that all the relevant facts have been established 
as far as possible, a decision will be made and the student or parents will be informed of this 
decision in writing. 
 
If the student or parents are not satisfied with the decision, they should proceed to Stage 3. 
 
Stage 3 Principal/Chief Executive Officer 
 
If parents seek to invoke Stage 3, the matter will be referred to the Principal/Directors. 
 
If it is deemed necessary, the further particulars of the concern or any related matter may be 
requested. It is intended that a response will be made within 5 working days. If parents wish 
to meet in person with the Subject Manager and discuss their concern, this can be arranged. 
 
If possible the concern will be resolved immediately without the need for further investigation. 
 
Appendix 5 Attendance policy 
 
Policy Aim 
 
The aim of this policy is to ensure a consistent approach to the treatment of student attendance 
in all areas of the academy and to ensure that all students understand their attendance 
expectations. The academy recognises that in order to obtain maximum benefit from their 
programme students need attend 100% of the programme sessions, including tutorials, 
essential skills and enrichment modules, where applicable. This policy sets out clearly the 
expectations and constraints on attendance. 
 
The Academy further recognises its responsibilities as a visa Sponsor (UKVI Tier 4 PBS) to 
report to the UKVI any and all instances of students failing to comply with the terms of their 
visa. 
In addition many students are funded/ sponsored by official government/ commercial agencies 
that may need to be made aware of student attendance and progress records. 
 
Scope and Objectives of the Policy 
 
• This policy applies to all students enrolled on an Academy programme of any duration. 
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• Where a course has an attendance requirement specified by its validating body, the 
UKVI or sponsoring body the more stringent attendance requirement will take 
precedence. 

• Separate arrangements may be applied for international students here under a study 
visa with specifically stated attendance requirements. 

• This policy articulates the Academy’s underpinning principles regarding Attendance and 
Punctuality 

• This policy clearly states standards attendance and punctuality 
• This policy outlines actions to be taken to achieve the aim. 
 
Principles 
• The Academy expects attendance to 100% for all of its students whether full or part time, 

adult or young. This expectation extends to all classes in all areas. 
• The Academy believes that good attendance and punctuality are necessary in order to 

promote achievement in learning. 
• The Academy believes that good attendance and punctuality are integral part of working 

life and expected by employers and that our policy should reflect this. 
• The Academy believes that good attendance and punctuality are integral part of 

citizenship and that are policy should reflect this. 
• The Academy believes that the staff of the Academy are its greatest asset in acting as 

role models for our students. 
• The Academy recognises its responsibilities as a UKVI licensed establishment and 

the obligation to achieve satisfactory learning outcomes for students and their 
sponsors.  

• All data related to student attendance will be carefully recorded to ensure that 
the information provided to external agencies is accurate and meets 
requirements.  

• The Academy recognizes that in dealing with attendance and punctuality a number of 
different strategies may be applied according to student category 

• The Academy believes that in order to ensure high standards of attendance and 
punctuality that they require close monitoring and corrective action where performance 
falls below standards. The Academy believes that parents/carers, sponsors and 
employers* have a role to play in supporting high standards of attendance and 
punctuality. (Under current legislation parents/carers of students aged less than 18 
years of age can be kept informed of issues relating to the progress of their children 
whilst at Academy. Progress on students over the age of 18 can also be divulged but 
only with the express permission of the student information on student progress can 
also be released to employers if the employer pays student fees or facilitates day-
release arrangements for the student.) 

 
ATTENDANCE 
 
Standard  
 
Student attendance is expected to be 100% for all classes and timetabled activities. (Some 
students due to disability may have approval for agreed absence/lateness as a reasonable 
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adjustment).  
 
PLEASE NOTE Special regulations apply to students from overseas (see section headed 
International Students, with special reference to UKVI) 
  
Students’ responsibilities to attain this standard 
 
Students enrol to undertake an agreed programme of study. Student attendance at lessons is 
the single most important factor in helping their achievement. It is important that they come to 
Academy on a regular basis and attend all classes. All students are expected to achieve full 
attendance.  
 
The Registrar should be made aware at enrolment if there is any possibility that regular 
attendance may pose a problem due to a disability or caring responsibilities etc. In such 
circumstances with the agreement of the Academic Principal, adjustments can be made to 
accommodate students but these must be agreed in advance with the Academy. Students 
will be advised about the process required to put this arrangement in place. However once in 
place, students will be expected to adhere to this policy taking into account the adjustments 
made.  
 
The same applies to punctuality; if students are continually late, they will miss important parts 
of the curriculum, therefore, putting themselves at a disadvantage and in the long term not 
achieving the grades/qualifications that they will need to progress to higher education and/or 
employment. 
 
The Academy understands that occasionally students and their family circles may have 
problems, but we expect students to make their attendance in class a priority. They should 
only take time off if they are ill, or if there is a major family emergency or bereavement.  
 
Authorised (Planned) and Unauthorised Absences 
 
Absences are unauthorised unless proven otherwise. It is the responsibility of the student to 
provide a reason as to why absence should be authorised. In circumstances where no official 
adjustments have been made for a student, absences can be authorised only for specific 
reasons when evidence is produced to the Registrar.  
• If an absence is known in advance then it is expected that a student should 

seek authorisation for this absence. 
• Only the Registrar or nominated deputy may give authorisation and try to 

ensure that all relevant staff are informed staff know in advance of any 
authorised absence.  

 
[Further details of authorised and unauthorised absences are contained in Appendix 1]  
 
ACTIONS THAT WILL BE TAKEN WHEN A STUDENT IS ABSENT  
• Tutors will mark the attendance register at the start of each session of the Academy 

day.  
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• Registers will be marked no later than 15 minutes after the start of each session.  
• When a tutor completes the register at the start of each class, he/she will mark the  

student either:  
- P - Present (including those who attend start of session) 
- A - Authorised Absence 
- U - Unauthorised Absence 
- S - Sick 
- L - Late (those who appear after the start of the class but within the first 15 minutes of 

the start of a session) 
- H - Holiday / Annual Leave  
• If the student is absent the Academy will only authorise their absence post facto when 

it has been informed of the reason and if it is justified. Students who do not contact the 
designated person they will be marked and recorded as an 'unauthorised' absence.  

 
ABSENCES 
 
Appointments 
 
If a student needs to leave Academy during timetabled classes because they have an 
appointment, they must inform the Registrar or course tutor at the time of leaving. As far as 
possible, appointments should be made outside timetabled hours, so that their programme 
of study is not interrupted.  
 
Illness whilst in the Academy 
 
If a student should fall ill during the timetabled day, they should report to their course tutor, 
who will decide whether they should go home, and will contact your parent/carer if 
appropriate. They should not go home during the Academy day without informing their course 
tutor and/or Programme Area Student Records Administrator. 
 
Accident whilst in the Academy  
 
• If a student cannot attend classes following an accident necessitating medical 

intervention then the matter should be reported using current Academy procedures. 
It should be reported also to the Registrar who will also inform the parent/ carer/ 
partner/ employer of what has occurred as well as appropriate staff.  

• If a student is marked present at the start of a morning session, and then absent during 
the day without permission, the Student Records Administrator will follow up their 
absence, and if it is unjustified, the parent, carer/ employer, as appropriate, will be 
notified.  

• If a student has a reason for being absent which the Academy decides is justified, 
then they will be marked as an 'authorised' absence. 

• If their reason for absence is unjustified, and if their parent/ carer/ employer, as 
appropriate, does not provide a reason for their absence, they will be marked as an 
'unauthorised' absence.  
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[Further details are contained within Appendix 6: Authorised absence] 
 
Academy Responsibilities to help students attain this standard 
 
Students must be made aware at induction about Academy standards and the 
consequences of failure to meet the standards. This message should be reinforced at 
all opportunities throughout their period of study in at the Academy.  
 
The Registrar will identify an "at risk" register for students who show patterns of poor 
attendance. These patterns may vary but could include:  
• failure to attend any 3 classes in a week without suitable explanation; even 

where explanations are offered these may be inconsistent or of a nature to give 
cause for concern;  

• a pattern of missing particular days  
• A pattern of particular classes.  
 
Prompt action will be taken to address attendance and punctuality issues especially at the 
start of each academic term. Consistent monitoring of "at risk" students will continue and 
will involve the class-room teacher, Personal Tutor, Registrar and Academic Principal.  
 
If no improvement results then the Disciplinary Policy (see Appendix 7) will be enacted. 
Failure by students to offer satisfactory explanations or to inform the Academy about 
absences will result in action under this policy.  
 
Students who are dismissed or who voluntarily withdraw will have exit counselling offered, and 
may be 'withdrawn'. Employers/ sponsors/ carers will also be informed where appropriate. 
[See also International Students below]  
 
Students, who fail to attend classes for more than 4 weeks or 4 classes, whichever is 
the longer, will be considered withdrawn and notified accordingly in writing. This would 
normally be when the student has offered no explanation for absences and has not 
responded to contact from the Academy.  
 
Attendance Requirements - ad hoc  
 
Should the level of absence for any student exceed 15% at any time then the personal tutor 
or equivalent will arrange for the student to have an interview with their course leader or Head 
of Department, with whom they will agree necessary action should improvements not occur 
within one month then the student will be referred to the Academic Principal who will 
determine further action and issue a final warning to improve attendance. 
  
Should attendance remain poor for a further two weeks then the student's place on the 
course may be withdrawn and the appropriate parties advised as above.  
 
Attendance Requirements - at semester/ year end 
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Should a student's attendance over the period drop below 85% actual attendances against 
attendances possible then progression to further study for the next semester/ academic year 
may not be permitted. In these circumstances an interview with the student and a senior 
member of Academy staff, will be required before progress can be considered. In cases where 
progress is permitted this will be conditional on the production to the required standard of any 
missing work of relevance to the programme or student and the monitoring of performance 
during the first term/ semester of the next semester/ academic year. 
 
Absence from Examinations 
 
Students must attend all exams that are allocated to them on their examination timetable. 
Misreading their timetable will not be accepted as a satisfactory explanation for absence. 
They will be charged the entry fee if they fail to attend an exam that may have been paid for 
by the Academy. If they are going to miss an exam due to illness, they must telephone the 
Academic Principal or nominated deputy, as soon as possible on the morning of the exam. A 
voicemail message can be left if no-one answers. A medical certificate/ letter must also be 
given or sent to the Academic Principal within three days of the exam missed.  
 
PUNCTUALITY 
 
Standard 
 
Students are expected to be on time for all classes and timetabled activities. Some students 
due to their disability may have lateness approved as a reasonable adjustment. 
 
Student’s responsibilities to help attain this standard 
 
Students should allow sufficient time to leave home/ place of work and arrive prior to the 
start of classes.  
 
Students should familiarise themselves with their course timetable. 
 
Students who know that they will be late for class should inform the Registrar or deputy.  
 
Responsibilities of the Academy to help students attain this standard  
 
The Academy will ensure that this Policy is communicated to all students. Students must be 
made aware of this standard at induction and of the consequences of failure to reach this 
standard. This message should be reinforced at all opportunities throughout their period of 
study in the Academy. 
 
It is important that classes start, and finish, at the scheduled time. It is the responsibility of the 
class tutor to ensure that all classes start and finish on time. Students will be issued with a 
copy of their timetable at the start of the semester/ year showing start and finish times of 
classes and their location. They should be notified of any subsequent changes and timetabled 
sessions will be cancelled only in exceptional and unavoidable circumstances. 
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Class registers should be marked 15 minutes after the start of class as set out above.  
 
Tutors should deal with students who come late in a manner in keeping with good class-
room management practice. Monitoring of punctuality should be carried out as for "at risk" 
students as above.  
 
Persistent late-coming will result in the application of disciplinary measures.  
 
Tutors will provide reports on punctuality and attendance where required by academy policy 
and quality assurance systems.  
 
Parents/ carers/ sponsors will be informed if punctuality falls below what is expected.  
 
Likewise, where appropriate, other external agencies/ authorities may be informed.  
 
Attendance and Punctuality 
 
Summary of the Attendance and Punctuality Policy  
• Students must attend Academy punctually and regularly. (Reasonable adjustment 

may apply as appropriate)  
• Any issues such as disability, caring etc. which might impact a student's attendance 

should be discussed with the Academy formally and at the earliest possible stage so 
that where possible the Academy can make all reasonable adjustments to 
accommodate attendance on the course or programme.  

• Students need to let the Academy know why they are absent on the first day, 
by telephone or e-mail.  

• Absence can be authorised by the Academy under certain circumstances.  
• Medical and dental appointments should be made out of timetabled hours. If 

unavoidable, a student should bring evidence to their course tutor in advance of 
an appointment.  

• Lecturers will mark a register for each class they take during the day. Lateness or 
absence will be recorded and followed up.  

• Holidays should not be taken in term time.  
• If attendance at Academy falls below 85% the Student Disciplinary Procedure 

will be invoked. 
 
INTERNATIONAL STUDENTS  
 
All students on student visas are subject to immigration regulations the Academy ADDS the 
following conditions on attendance for international students who are subject to visa 
conditions and immigration controls to keep both the students and the Academy in full 
compliance with the law. These are in addition to all the standards outlined in this policy for 
all students. Attendance and punctuality are important for student success and progression 
but they are also a condition of their visa to study and remain in the UK. 
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The Academy is required by law to report on the attendance of international students to the 
UK Border Agency (UKVI) if the student fails to meet the conditions of their visa. The Academy 
will report non-attendance in the following circumstances  
• Attendance drops below 80%, including absence due to lateness  
• Failure to enrol on a course or withdrawal from a course  
• Unauthorised absences of greater than 2 consecutive weeks OR 10 missed contacts. 
 
These standards are minima and more stringent Academy standards may apply according to 

specific courses  
• Student changes of course (only with the agreement of the Academic Principal)  
• Other significant circumstances which may affect their visa conditions (see 

ENROLMENTSTUDENT GUIDANCE)  
 
The Academy will report unauthorised absence and withdrawals to UKVI in the above 
circumstances within 10 working days of their occurrence. Where an appeal process applies 
the Academy will not inform UKVI until this process is complete.  
• All genuine reasons for non-attendance must be reported or agreed in advance as 

already outlined in this policy. Medical evidence will be required for illnesses lasting 
longer than 3 days.  

• Authorised absences may be taken into account when reporting to UKVI or for visa 
renewals. The number of absences may affect the success of visa renewals. 

 
Monitoring & Review  
• The Academy has established appropriate information and monitoring systems to 

assist the effective implementation of our Student Attendance policy.  
• The Academy will ensure that adequate resources are made available to implement 

this policy effectively and are committed to reviewing this procedure on a regular basis.  
• This procedure may be revised in the light of changes made by UKVI  
 
Appendix 6 Authorised absence  
 
The guidance below for authorised (planned) and authorised absences corresponds to 
current EMA guidance:  
 
The following would be considered suitable reasons for an authorised absence:  
• Medical appointments which could not be made outside of Academy hours  
• Visits to university/ HE Open Days or career-related interviews  
• Work placement which is an integral part of the student's course  
• Attendance at a funeral or wedding of a close family member  
• Attendance at a probation meeting or a meeting with a social worker which cannot be 

arranged outside of Academy time  
• Severe travel disruption that leaves students with no method of travel  
• A driving test  
• A Academy representative meeting  
• Genuine family emergencies  
• Religious Holidays (this does not include travel)  
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• Exceptional extra-curricular activities such as representative sport at national, regional 
or county level  

 
The following would be considered unacceptable reasons for authorising absence:  
• Holidays in term  
• Part or full-time work which is not part of a programme of study  
• Leisure activities  
• Birthdays or family celebrations  
• Babysitting  
• Driving lessons  
 
The above lists are not exhaustive and each request should be considered on its merit. 
Illnesses may also constitute an example of authorised absence; however students under the 
age of 18 must produce a letter/ note from their parents/ carer.  
• If they are absent for up to 5 days with illness. After 5 days all students must produce 

a medical certificate.  
• Care must be taken to monitor patterns of requests for authorised absence as these 

in themselves may constitute "at risk" behaviour.  
 
Appendix 7 Disciplinary policy  
 
Minor misconduct and minor breaches of Leicester Language Academy's rules and 
requirements regarding academic standards and behaviour will be addressed in the first 
instance by giving informal counselling. This is not part of the formal disciplinary procedure 
and is not a precondition to formal disciplinary action.  
 
For more serious or subsequent offences, a formal meeting will be set up between the 
student and the Head of Department, who will investigate the offence and will provide the 
student with the opportunity to explain the circumstances surrounding any such breach.  
 
Should the student's performance or behaviour fail to improve or should there be other 
disciplinary breaches, a formal meeting will be set up between the student and the 
Academic Principal and/ or the Principal.  
 
Where the facts warrant disciplinary action being taken, the sanctions imposed may take one 
of the following forms:  
• Written warning  
• Formal written warning  
• Suspension or withdrawal of the student from their course  
 
All sanctions/ actions will be recorded and kept on the student's record and parents and/ or 
sponsors will be notified.  
 
Note: breaches of the requirements regarding will be dealt with as outlined in Appendix 5:  
Attendance Policy. 
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Appendix 8 Equal opportunities & discrimination  
 
Leicester Language Academy is committed to equality of opportunity.  
 
Our policies are designed to ensure that no applicant or student receives less favourable 
treatment on the grounds of race, colour, nationality, ethnic or national origin, religion or 
philosophical belief, disability, age, sex, sexual orientation, marital status or on any other 
unlawful basis.  
 
We will ensure that students are accepted and taught on the basis of their relevant 
aptitudes, skills and abilities.  
 
Whilst encouraging students to familiarise themselves with aspects of British culture, 
Leicester Language Academy will never discourage students from retaining and 
expressing elements of their own culture. The Academy will not tolerate racist or sexist 
behaviour, whether the latter takes the form of overt verbal or physical bullying, 
insensitivity to alternative lifestyles and cultures, a lack of respect towards different 
traditions or a disrespectful attitude towards any culture.  
 
Leicester Language Academy will deal with such instances through the appropriate 
disciplinary procedure (see Appendix 7).  
 
If a student feels that they are the victim of discrimination, they should in the first instance 
contact their subject tutor or course coordinator as per the student complaints procedure 
(see Appendix 4). 


