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Information, rules and conditions 

 

 opening hours - the school is open from 09:00 Monday to Friday, except on public holidays and during 

the Christmas and New Year period. We close at 17:30. 

 

 punctuality - please be on time for your classes. Students who arrive late for any lesson will be refused 

entry to the classroom.  

 

 placement tests - all students must take a placement test before they start at the school, to help us as-

sess their level and place them in the right class.  This also applies to students who have passed the 

FCE, CAE, IELTS or TOEFL. 

 

 course books - all students must have the textbook for their level. These usually cost around £40 and 

are sold in Reception. Ask in Reception for the price. 

 

 student lounge - you can use the student lounge at any time. You can eat and drink there. Please do 

not take food or drink into the classrooms or the self-study room. 

 

 internet access - free Wi-Fi  is available for all students; please ask at Reception for the password. 

 

 self-study room – room 7 is for you to use at almost any time.  It has five computers with pronunciation 

folders to help you improve your pronunciation, listening and speaking. 

 

 library—our library contains grammar books / textbooks with CDs that you can borrow, and a selection 

of novels in original English as well as graded readers (designed for students at all levels). You can bor-

row or use any of these free of charge, but you must leave a £10 deposit with Reception if you want to 

take items home. Please ask the Director of Studies for help and advice. 

 

 chewing gum is not permitted in the school. 

 

 smoking - smoking is not permitted anywhere in the school building and shopping centre. 

 

 student cards - if you would like an ISIC student card, please ask at school Reception. The ISIC organi-

sation requires students to be registered as full-time, studying a minimum of 16 hours per week, and to 

have paid for a minimum of six months. 

 

 illness – if you are ill and won’t be able to attend class, please call Reception to tell us as soon as possi-

ble.  You may be able to transfer your lesson to another day if you let us know early. 

 

 photocopier – students are not permitted to use the photocopier in the Teachers’ room. If you need to 

photocopy something, please ask at Reception.  There is a small charge. 

 

 certificates & reports – if you would like a certificate at the end of your course, please ask Reception 

for a certificate and report form, at least one week before your course ends. Please note that certificates 

will not be issued AFTER YOU HAVE LEFT. 

 

 CAS applications—for General Student Visa extensions need to be made BEFORE your visa expires.  

Please ask at Reception for details. 
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Attendance 

We expect all students enrolled in our school to attend class every day. 

 

Illness or Absence 

Phone or email the school if you are going to miss lessons for any reason. 

 

Missing lessons 

If you miss lessons and do not tell reception you may end up with a written warning or have to speak 

to the Principal. 

If you miss class often you could be expelled and reported to the UK Visa and Immigration  

 

Holiday 

If you want to take a holiday from school please fill in a holiday form and hand it in at reception. 

Holiday forms can be found at reception. 

 

          Complaints Policy 

 

At Oxford School of English, we are committed to providing an excellent service to all our students. 

However, if a student has any complaints, the following options are available: 

 Students are encouraged to contact or speak directly to a member of the management team* with 

 any concerns they may have 

 Teachers are encouraged to refer students to a member of the management if a complaint is 

 received 

*The management team is: Peter Thompson, Haydar Albasri and Rosa Lucia 

Please see the Safeguarding Policy  on the website on complaints relating to accommodation 

 If you are not satisfied with our response, or if you feel that you are unable to raise your concerns 

 with us directly, you may contact our accrediting body English UK at: 

  English UK 

  47 Brunswick Court 

  Tanner St 

  London SE1 3LH  

   info@englishuk.com 
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Living in a homestay 
 

We always do our very best to ensure you enjoy your stay with our homestay in Oxford. It is an important part of 

your visit and we go to a lot of trouble to make you as comfortable as possible. We very much hope you like your 

homestay and soon feel ‘at home’. 

 

But we also understand that it is not always easy to adjust to a new family. If you booked homestay before your arri-

val you should already have received information about homestay accommodation from us, but here are a few 

guidelines to remind you and to help you settle in: 

 

 remember that all the differences - even the differences you don’t like - are an opportunity to experience a new 

way of life and to learn new things. 

 you are a guest in a private home. Please respect your family and take care of their property. 

 English food will be different from food in your home country. (All students are required to tell us of any special 

dietary requirements when they book.) If you don’t like the food, tell your host family (but tell them politely! If you 

need any help or advice, ask us). 

 meal times may also be different. Please ensure that you know what time meals are served, and be there on 

time. Tell the homestay family what you are doing each day and if you are going to miss a meal, tell them at least 

24 hours in advance. If you are delayed or if you change your plans, please phone them as soon as possible to 

let them know. 

 keep your room clean and tidy. Remember that you are a temporary member of a family and are not in a private 

hotel. 

 do not leave wet clothes to dry in your room. Ask to use the homestay’s laundry facilities. 

 be reasonable with your use of hot water. Ask your homestay family about convenient times to use the bathroom, 

take only short showers (5—10 minutes), and leave the bathroom clean. 

 if your homestay is non-smoking, do not smoke in the house — even if you open the bedroom window. Many 

homestay families will not allow smoking even in the garden. 

 most homestay families do not allow students to use their telephone. If you want to use the telephone in your 

homestay, you must ask for permission and you must pay for all your calls. 

 take care of your money and valuables at all times. We trust our homestay families but even so, the school can-

not take responsibility for any loss or damage. It is important that you report any loss to the school immediately 

 your homestay family will tell you what time they would usually like you to be home in the evening. If you are go-

ing to be late, please let them know before you go out and take care not to disturb them when you return. If you 

are given a key to the door, make sure you keep it safe. They are trusting you with their property: do not abuse 

this trust. 

 provide your own shampoo, toothpaste and any other toiletries you need (towels and bed linen are provided by 

the homestay). 

 if you are ill or unable to come to school for some other reason please telephone the school to let us know. 

 keep the names, addresses and telephone numbers of the school (especially the emergency numbers) and your 

homestay family with you at all times (not only in your mobile phone!). 

 

 

For more information please see:  

Accommodation guidelines 
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Safety and emergencies 

 

   General safety 

   Oxford - like all towns and cities in Britain - is usually a very safe place to be but,                                             

  just as in most large towns and cities in the world, it is important to be sensible 

  and to avoid taking any unnecessary risks. In particular: 

   

 take care when you are walking at night, especially late on Friday  

      or Saturday nights 

 avoid carrying large amounts of money, jewellery or other valuables 

 never leave your bags unattended 

 

Road safety 

Remember that in Britain we drive on the left. When  you are walking about any town: 

 take special care when crossing the road 

 look in both directions 

 use pedestrian crossings at all times 

 

Pubs 

Please note that in the UK it is illegal for people under 18 years old to buy or to drink alcohol. 

 

 

 

Emergencies 

If you need the police, an ambulance or fire services the emergency tele-

phone number is 999. 

 

You should already have two emergency numbers for the school. If not, 

please ask us for them. 

 

Keep the names, addresses and telephone numbers of the Oxford School of 

English and your host family with you at all times and NOT just in your  

mobile phone. In any emergency telephone the school and the host family to 

tell us what is happening and where you are.. 
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Information for our students aged 16 and 17  

A warm welcome to you!  We wish to make your experience at Oxford School of English memo-

rable and rewarding and so would like you to read and understand this important information  

 

As you will learn from living in Oxford, under British law, anyone below the age of 18 (U18) is 

considered to be a child and all schools, including ours and we need to make sure that you are 

and feel safe at all times.  We therefore have special measures in place and take special care of 

you but you will be studying and mixing with all other students in the school. Most of our stu-

dents are usually aged 19 – 24, although some are older (in fact, our oldest-ever student was 

80!). 

 

Supervision in school and on school activities 

You will supervised during lessons by our teachers, and to some degree by other staff when on 

the school premises.  

You will not always be supervised during school activities and at weekend excursions that are 

organised by the school or by a tour operator, e.g UK Study Tours.  You may be given free time 

during these excursions and in the evenings after dinner but please follow our guidelines rules 

and advice for your safety.   

 

Free time 

In your free time, and when not engaged in any school activity, you will not be supervised, but 

you will have to follow our advice for your safety.  

 

Daily sign-in 

You MUST sign an attendance record every morning when you arrive in school.  If you do not 

sign this register we will call you.  If you are ill, you must call the school and in most cases you 

will have to come to school so that we can look after you. 

 

Help! 

We have a specific member of staff responsible for your welfare, who will chat to regularly and 

continually checks for any problems or anxieties. 

 

Living in homestay 

You must be home by 22:30.  Make sure you never travel alone and that you have the emergen-

cy numbers and the homestay number with you at all times. 
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Misconduct and Anti-Bullying  

 

We are very proud and happy to say that Oxford School of English has always been a wonderfully friendly insti-

tution and has a lovely family atmosphere, where staff and students work and study in mutual respect and har-

mony. Each year, more than 1,000 young people from over 50 different countries spend time in our school, 

make friends, improve their English and thoroughly enjoy themselves. The school’s design and our approach to 

education mean that we have a close relationship with our students, and we very rarely have serious problems 

of any kind. Being part of the school is a constant pleasure. 

 

Nonetheless, we are required to specify reasons under which we might ask a student to leave, and the process 

for doing so. We understand that many of our students will be concerned by the list below, and that it might 

make you feel anxious about the place in which you have come to study – but please don’t be alarmed. Our 

school is a very safe environment, and these points are here for your protection and peace of mind. 

 

So: students may be asked to leave the school when they are found guilty of misconduct (unacceptable behav-

iour). 

 

The following are examples of misconduct: 

 Students using the school computers for any illegal activity, eg copying files illegally or viewing illegal images 

 Students who disrupt classes or social activities 

 Students who commit fraud, are dishonest, do not tell the truth about their qualifications or background or 

use false documents (visas, passports, qualifications) to enter the school 

 Students who have not paid or do not pay their fees on time without a valid reason 

 Students whose behaviour on the premises endangers the lives of other students or staff members 

 Students who are violent, swear, or threaten other students or are indecent 

 Students who damage school property 

 Students who are noisy and/or disruptive to the neighbours in the building 

 Students who harass other students or staff members. This includes bullying, and sexual or racial harass-

ment 

 Students who smoke, drink alcohol or take or possess illegal drugs on the premises 

 Students whose behaviour at their homestay or other accommodation is unacceptable 

 Students whose attendance is below the school’s requirements or students who frequently arrive late for 

class 

 

If an incident is reported to the Director of Studies, a meeting is held with the student and complainant (if appro-

priate) to discuss the misconduct. The Director of Studies will then decide what course of action to take. For 

serious incidents, students will be asked to leave immediately. 

 

The Director of Studies and/or the Principal will make the final decision. Please note that students who are 

asked to leave the school for misconduct may not receive a refund for any fees paid in advance.  
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Language Levels and Exams 

IELTS iBT TOEFL OET 
GLOBAL REFERENCE LEVELS 

GLOBAL SCALES 

7.5 — 9.0 113 — 120 
500- 

400 

Can understand with ease virtually everything 

heard or read.  Can express himself or herself 

spontaneously, very fluently and precisely, differ-

entiating finer shades of proficient meaning even 

in more complex situations. 

6.5 — 7.0 92 — 112 
390-

300 

Can understand a wide range of demanding, 

longer texts, and recognise implicit meaning.   

Can produce clear, well-constructed detailed texts 

on complex subjects. 

6.0 — 5.5 62 — 91 
290-

200 

Can understand the main ideas of complex text 

on both concrete and abstract topics, including 

technical discussions in his or her field of speciali-

sation.  Can produce clear, well-constructed de-

tailed texts on a wide range of subjects. 

5.0 — 4.0 43 — 61 

Can understand the main points of clear and 

standard input on familiar matters regularly en-

countered at work, school, leisure etc.  Can de-

scribe experiences, events and dreams, hopes 

and ambitions and briefly give reasons for opin-

ions and plans. 

 

 

190-  

0  

3.0 32 — 42 

Can understand sentences and frequently used 

expressions related to areas of most immediate 

relevance.  Can describe in simple terms aspects 

of his/her background, immediate environment 

and matters in areas of immediate basic need. 

  

Can understand and use familiar and everyday 

and very basic phrases aimed at the satisfaction 

of needs of a concrete type.  Can interact in a 

simple way provided the other person talks slowly  

and clearly and is prepared to help. 
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Changing level, testing & student tutorials 
 

Your teachers and the Director of Studies will decide whether you are ready to move up to the next lev-

el.  This decision is based on: 

 ongoing assessment of your overall progress (and not only on the progress tests)  

 the standard of English in each level (as this can vary from term to term)   

 

Criteria for changing levels 

Attendance: 

 You can benefit fully from your course only if you attend all or most of your classes.   

 If you are absent for any number of classes, you will naturally miss out on important aspects of 

the course, leaving ‘gaps’ in your knowledge and stopping you from advancing in English. 

 Students who are absent from classes and return the following term, will be required to sit anoth-

er placement test or may be placed in the same level as before. 

 Attendance can affect your participation. 

 

Participation: 

 Teachers will also take into account how well you have participated in class when deciding stu-

dent movement. This includes: 

 completing set homework regularly 

 contributing to class discussions 

 actively participating in class activities 

 showing initiative and willingness to learn 

 a positive attitude to learning 

 

Progress tests: 

 Every second Monday you will have a test lasting 60—75 minutes.  They are marked in class 

time and marks recorded. 

You do not automatically qualify for level C1 if you have taken and passed the FCE.  Your achievement 

will be measured using the above criteria. 

If you feel you are in the wrong class and want to change level, you should speak to the Director of 

Studies who will then discuss this with your teachers.  However, decisions can only be changed if there 

is improvement in the above criteria. 

The Director of Studies is the only person who can authorise any change in level.  

 

Student tutorials: 

Students will have an opportunity to discuss their general academic progress and their individual learn-

ing plan with their teachers during students  tutorial sessions held every term during progress test times. 
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Sample Writing Correction Code 
 

 

 

 

NB: Your teacher may use their own writing correction code.   

 

CODE USE 

EXAMPLE 

 

WW Wrong word 

     As our plane flew on the mountains we saw snow. 

WT Wrong time 

As our plane flew over the mountains we see snow. 

WF Wrong form 

As our plane flew over the mountains we was seeing snow. 

WO Wrong order 

As our plane over the mountains flew we saw snow. 

SP Spelling 

As our plane flue over the mountains we saw snow. 

P Punctuation 

As our plane flew over the mountains; we saw snow. 

X Extra word 

As our plane flew over to the mountains we saw snow. 

M Missing word 

As our plane flew over the mountains __ saw snow. 

RW Try re-writing 

Our vehicles flies, we snow find, over mountains you saw it 
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Consonant sounds 

p 
apple 

b 
banana 

t 
bottle 

d 
door 

ʧ 
choco-
late 

ʤ 
jeans 

k 
cat 

g 
girl 

f 
flower 

v 
love 
 

θ 
three 

ð 
them 

s 
seven 

z 
zoo 

ʃ 
shoes  

ʒ 
television 

m 
monkey  

n 
nice 

ŋ 
king 

h 
happy 

l 
love 

r 
read 

w 
water 

j 
yes 

Vowel sounds 

iː 
sheep  

ɪ 
ship  

ʊ 
good 

uː 
too 

  ɪə 
near 

eɪ 
make 

  i 

happy 

e 
bed  

ə 
sister  

ɜː 
bird   

ɔː 
horse 

  ʊə 
tourist 

ɔɪ 
boy 

əʊ 
boat 

 

æ 
cat  

ʌ 
mother  

ɑː 
start  

ɒ 
dog 

  eə 
hair 

aɪ 
fly 

aʊ 
brown 

 

Phonetic Symbols 
Our teachers use these symbols in class, and most dictionaries and coursebooks 

use them.  They show you how to pronounce sounds in English. 
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Recording Grammar & Vocabulary 

It is important to take notes in a way that will help you remember.  Here are some suggestions for record-

ing vocabulary and grammar: 

 Vocabulary by topic: 

Write the key word (“Shopping”) in the middle of the page.  Then write related words round the outside, 

and write related words next to these words: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Collocations 

A collocation is two or more words that often go together. When you write down a new word, also write 

down some of its collocations.  It is also a good idea to write an example sentence: 

Shopping 

bakery butcher 

supermarket newsagent 

bread 
cakes 

beef 

lamb 

newspapers 
magazines 

groceries 
canned food 

Shopping 

Collocations:  go shopping, a shopping bag, shopping centre 

Example sentences 
At the weekend, I usually go shopping with my family. 

There are a lot of big shopping centres in my city. 

 How to use the word 

Other information that is important includes: 

what are the other words in the word family? 

how is it pronounced? 

Shopping (noun) /‘ʃɒpɪŋ/ I like shopping for clothes. 

Shop (verb) /ʃɒp/ I need to shop  

Shop (noun) /ʃɒp/ I like to shop in small places for my clothes 

Shopper (noun) /’ʃɒpə/ The market was full of shoppers buying food 
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Grammar 
Form, Function, Phonology 

There are three important things to write in your notebook.  They are: 

 

 

 

 

 

 

Remember to write example sentences. 

Present Perfect  

Form Function Phonology 

The structure of the grammar.  Think 

about how a verb changes after I, you, he/

she/it etc.  Also, think about the positive 

(+), negative (-) and interrogative (?).   

Why, when and how we use the 

grammar 

How we pronounce the grammar.  

Remember, in spoken English we 

use a lot of contractions (I’ve in-

stead of I have) 

Form Function Phonology 

+ subject + (have) + past participle 

I have been to France/I’ve been to 

France 

- subject + (have not) + past participle 

I haven’t been to Korea. 

? (have) + subject + past participle 

Have you been to Mexico? 

We use the present perfect to 

talk about something that hap-

pened in the past, but we do not 

say when.  The time we are talk-

ing about is not finished, and the 

thing we are talking about might 

happen again. 

I’ve been to France 

/aɪv bɪn tə ‘fræns/ 

I haven’t been to Korea 

/aɪ ‘hævənt bɪn tə kə’riːə/ 

“Drawing” grammar 
 

You will see that a lot of teachers use pictures and diagrams to represent grammar.  They will also ask ques-

tions to see if you understand.  It is a good idea to write these down to help you remember: 

 

Present Perfect and Past Simple 

 

 

 

 Past simple: I had 3 cups of coffee this morning 

 Present perfect: I’ve had 3 cups of coffee this morning 

Now 

   No - the time is finished.  PAST SIMPLE 

What time is it now - is it still the morning?     

   Yes - the time is not finished.  PRESENT PERFECT 
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Using dictionaries and reference books 

An English Dictionary 

It is a good idea to have (and use) a monolingual dictionary - we have them in all the classrooms, and they are for sale 

at Reception.  You can get a lot of information from a dictionary.  For example: 

Increase 
1 
  /ɪn’kriːs/   verb [I]   to become larger in number (= GO UP) Our profits 

increased during the first half of the year. 
 

Increase 
2 
  /’ɪnkriːs/   noun [C/U]   a rise in the number of something  There has 

been an increase in the number of people studying English. 

A B   C  D 

       

E   F  G  

A The word - if the noun, verb or adjective are the same, they will have a separate entry. 

B The pronunciation - see page 8 for more information. 

C The definition of the word. 

D Some dictionaries will also include synonyms. 

E What kind of word it is - verb, noun etc..  After verbs you will sometimes see [T], [I], [I,T] - this tells you if the verb 

is Transitive (it has an object after it), Intransitive (there is no object after it), or it can be both.  For example, in-

crease is Intransitive - you can’t increase something.  After nouns, you will see [U], [C], [U,C] - this tells you if the 

noun is countable, uncountable or if it can be countable or uncountable. 

F Some dictionaries tell you how much people use the word - for example,  means we don not use the word very 

much, but  means we use it quite a lot. 

G An example sentence to show you how to use the word. 

Some of the best dictionaries available are: 

Reference Books 

A lot of students also like to use grammar and vocabulary books to study and practice on their own.  Some of the 

best books available are: 

Dictionary Level 

Oxford Wordpower Dictionary A1 - B1 

Oxford Advanced Learner's Dictionary B1 - C2 

Longman Active Study Dictionary A1 - B1 

Longman Dictionary of Contemporary English B1 - C2 

Cambridge Essential English Dictionary A1 - B1 

Cambridge Advanced Learner’s Dictionary B1 - C2 

Book Level 

Essential Grammar in Use A1 - A2 

English Grammar in Use B1 - B2 

Advanced Grammar in Use C1 - C2 

Grammar for FCE B1 - B2 

Grammar for CAE and CPE C1 - C2 

Grammar for IELTS Two levels available - Intermediate and Advanced 

English Vocabulary in Use Different levels available from Elementary to Advanced 
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The Internet and Multimedia 

The Internet 

There are lots of websites that can help you improve your English - many of the 

coursebooks we use have their own websites for students (look on the back cover 

of your book). 

Here is a list of a few websites you may find useful - and tell your teachers and 

friends if you find a good website. 

BBC Learning English Site www.bbc.co.uk/worldservice/learningenglish/ 

British Council Learning English Site https://learnenglish.britishcouncil.org/ 

The Oxford Test of English   

100% online, available at Approved Test 

Centres worldwide.  

Certified by the University of Oxford.  Oxford Test of English 

Cambridge English Examinations www.cambridgeesol.org 

IELTS 

https://www.cambridgeenglish.org/exams-and-

tests/ielts/ 

TOEFL www.ets.org/toefl 

OET https://www.occupationalenglishtest.org/ 

Cambridge Learners’ Dictionary 

www.dictionary.cambridge.org/dictionary/learner

-english/ 

Cambridge Business English Dictionary 

www.dictionary.cambridge.org/dictionary/

business-english/ 

Grammar rules, exercises and lessons www.englishgrammar.org/ 

Online grammar and spelling proofreader www.gingersoftware.com/ 

Oxford School of English Facebook https://www.facebook.com/ose.oxford/ 
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Coursebook Software 

Most of our coursebooks come with online student website and resources.  Check the inside  of 

the from cover of your course book or ask your teacher. 

Smartphone and Tablet apps 

There are a lot of apps available - some are free, but you need to pay for others.  Here is a list of 

some of our favourite apps.  Please add a few of your own - and tell your teachers and friends if 

you find a good app. 

All these links are also on our website at www.oxfordschoolofenglish.com/web-links 

App Website Platform Free or Paid For? 

Improve your pronunciation https://youglish.com/ YouTube Free and paid for 

Improve your pronunciation by watching 

a 5 minutes video every day. Real per-

sons, real situations, easy and fun to use.  

https://youglish.com/lesson Twitter or email Free and paid for 

Oxford University Press Apps 

Grammar and Vocabulary 

Grammar and Vocabulary Android 

Apple 

Windows 

Phone 

Paid For 

Oxford University Press Apps 

Graded Readers 

Graded Readers Android 

Apple 

Windows 

Phone 

Paid For  

Cambridge University Press Apps 

Including dictionaries, pronuncia-

tion, graded readers and course-

books 

English Language Learning Android 

Apple 

Windows 

Phone 

 

Paid For 

English Grammar in Use  English Grammar in Use 

5E 

Android 

Apple 

Windows 

Paid For 

Grammarly - grammar and spelling 

proofreader 

Grammarly Android 

Chome 

Free 

English Dictionary from diction-

ary.com 

www.bit.ly/

EnglishDictionaryApp 

Android 

Apple 

Windows 

Phone 

Free and Paid 

For 

Dictionary, Translate, Grammar, 

Thesaurus, + Plus 

Cambridge Dictionary Android 

Apple 

Windows 

Free and Paid 

For 

Say It: Pronunciation from Oxford 

app iOS App (Improve your pronun-

ciation, fluency and confidence in 

English 

https://apps.apple.com/gb/

app/say-it-pronunciation-

from-oxford/id919978521?

mt= 

iOS devices 

iPhone & iPad 

Paid for 


