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CLAC is looking for teachers of EFL,
French, German or Spanish as well as
also Social organisers, Mini Bus Driv-
ers and Swimming pool Lifeguards for
the coming summer courses at both
Lavant house and Slindon College.

Current Vacancies at CLAC

Language Teacher
Language teachers will be employed on a fixed-
term, temporary contract for the duration of the
course, subject to satisfactory performance. The
courses are residential and, unless in agreement
with the Director, all teachers are required to live
in the school for 6 days a week. Teachers are
entitled to one full day’s holiday per week, which
will either be a Sunday or the day of the full-day
excursion.

Teachers will be required to teach for up to 20
contact hours per week during the period of
employment, as required by the Director and as
set out on the timetable. They will also be
required to undertake associated duties, such as
attendance at staff meetings, lesson preparation,
marking, setting a weekly progress test and
writing student reports. In addition to their
teaching duties, all teachers will be expected to
fulfil pastoral duties, as required specifically on
the duty rota and as required generally on a
children’s or teenage residential course. They
may also be expected to escort CLAC students
to and from airports and railway stations on
course arrival and departure days.

Participation in after-class sports and recreation
activities will be on a sign-up basis, where
teachers will be expected to take an active role
and work together as a team with the rest of the
course staff to ensure that all activities are well-
prepared, supervised and supported. Whilst
every effort will be made to give teachers some
free time each teaching day for lesson
preparation and some free leisure time
throughout the working week, the needs of the
students both in and out of class must come first.

The salary* will be paid as a fee for the whole period
of employment and is payable fortnightly in arrears.
Teachers will be given free board and lodging in the
school for the duration of their employment. Tax will
be deducted at the basic rate on a PAYE scheme.
Teachers are not entitled to paid sickness leave, nor
compensation in cases of dismissal for
unsatisfactory work or enforced redundancy.
Any such payments are made at the discretion of
the directorate.

* approx. £275.00 per week + free board and lodging

TO APPLY
If you are interested if any of the postitions, fill out the

job application form on the back page,and return to:

Anne George, CLAC, 10 Shelford Park Avenue, Great

Shelford, Cambridge CB22 5LU

E-mail: anne@clac.org.uk

Phone/ Fax: +44 (0)1223 240340
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Social Organiser
The Social Organiser will be employed on a fixed-
term, temporary contract for the duration of the
course. The course is residential and, unless in
agreement with the Director, all staff are required to
live in the school for 6 days a week. They are
entitled to one full day’s holiday per week.

The SO will be required to organise the sports and
activity programme, which will take place from the
end of language lessons at 3.15pm to bedtime on all
teaching days, the evening of the full day excursion,
Saturdays from 2pm, and all day Sundays.
Organisation will entail working out a projected
programme a week in advance, discussing it with
the Course Director and then with the other tutors at
a staff meeting and recruiting staff ‘volunteers’ to
help supervise these activities – signing up sheets
for the week ahead must be displayed in the staff
room so staff can clearly see what they’re signing
for and plan their time.

The SO will attend the students’ daily morning
assembly to explain the day’s programme, put up
signing up sheets for the students by break time
each day (or a few days in advance if it is an outing
or tournament) and having final lists on the notice
board by lunch time so that the students know
exactly what they are doing, where they should
meet, at what time, if they need any special clothes,
pocket money etc. etc. Activities that cost extra
money and/or need booking in advance or that
require the use of the mini bus or coach must be
agreed with the Director first.

While the sports and activity programme will remain
flexible on a day to day basis, depending on such
factors as weather, the SO is responsible for
devising a fun, varied and interesting weekly
programme that the students can look forward to
and happily take part in knowing events and outings
will be efficiently organised and well supervised. The
students’ notice board is a focal point of the whole
course and a discreet method of extending the
students’ learning and practice of English whilst
being practical and informative. It is vital therefore
that it is displayed attractively, with simple but clear
instructions and graphics (some of the students may
not understand much English). It must be changed
regularly and kept up to date.

Good planning and organisation are of the
essence in this job.
The SO may be required to take part in the
timetabled lessons and/or afternoon ‘option’
classes, depending on his/her experience and skills.
The SO must also attend all staff meetings and write
a short report on each student at the end of their
stay. An integral role of all staff on a residential
course for children or teenagers will be their
constant supervision and pastoral care. Whilst the
SO is a very popular and much loved figure amongst
the students, he/she must be able enforce control
and keep order.

“Be fun but firm”
The SO is also responsible for making sure that the
sports equipment is signed in and out by students,
kept in good condition and, if necessary, replaced.
All damages, breakages, misuse or loss of
equipment must be reported to the Director
immediately so that appropriate action can be
taken.

The SO should have a full UK driving license and be
able to drive a mini bus as the job may entail
escorting students by mini bus on outings and to
and from airports on arrival and departure days. Also
going shopping for items for events, parties and
prizes.The salary* will be paid as a fee for the whole
period of employment and is payable fortnightly in
arrears. Staff will be given free board and lodging in
the school for the duration of their employment.
Employees are not entitled to paid sickness leave.
Any payment is at the discretion of the Director.

* Currently £250 - £280 per week depending on
experience and qualifications



Student Manager
- Assist with moving in and setting up the course on the
first weekend. Help with orientation sessions of the school
and local area for new staff. Help to organise and supervise
the display of CLAC instructional notices and signs and
ensure ‘No Go’ areas are clearly marked and the staff
rooms, staff and student’s bedrooms, classrooms and
recreation rooms have all been set up to CLAC
specifications.

- Set up a record system, devise an overall plan and
organise the arrival and departure transfers for all students
on both courses. Liase with the Junior Director to inform
her of independent arrivals/departures and airport transfers
for junior students. Make out precise written instructions
and organise briefing meetings for both junior and senior
course staff involved in transfer duties. Print out a clear
overall plan for each Course Director.

- Take overall responsibility for student transfers on the
senior course. Ensure staff involved are equipped with their
instruction forms, student travel detail forms (with student
photograph), letters of authority, green badge, crocodile flag
and sufficient money to cover expenses. Insist on receipts
to validate such expenses. Where staff are driving to
airports, ensure they are well-informed of routes, journey
times and parking procedures. For mini-buses arrange for
the Director to issue petty cash for petrol. Instruct drivers to
keep receipts to give to the Director on return. For own cars
issue Mileage forms for payment by Director on return

- Inform the coach company of CLAC requirements for
arrival and departure days and check bookings are correct.
Additional coach bookings or cancellations must be
discussed with the Course Director.

- Oversee the whole transfer operation at Heathrow Airport
on the first and last day of the courses and on changeover
days on Sundays. Be the first to arrive and the last to
depart. Be available at all times to deal with any eventuality.
Man the CLAC mobile phone and keep in constant touch
with the Course Directors.
-
Check students’ flight tickets, which will have been

secured in individual envelopes following each student’s
arrival at the school, and record departure details. Confirm
flight departures as required. Throughout the course
oversee interim arrivals and departures and deal with any
anomalies, changes or problems in any matter relating to
students’ travel on both courses. Keep the Course Directors
informed.
- Print and laminate student Identity Cards with the school
address, contact telephone numbers and date of birth for
each student on the senior course. Ensure they have
provided photographs. Where students have sent
photographs in advance, have the cards ready for issue by
the Director on the arrival day on their course (ready in

student envelopes). For others ensure their cards are issued
prior to the student’s first CLAC excursion. Instruct all
students on the use of these cards.

- Oversee the social programme and assist the Social
Organiser with the planning of the weekly programme. Give
advice and help with the display of the weekly signing up
sheets for the staff and the presentation of the notice boards
for the students. Liase with the Director to make decisions on
major events such as the weekly excursions, shows,
competitions and activities involving the whole course or
additional costs such as coach bookings or equipment hire.

- Be prepared to teach some skills classes between 11.30 –
12.45 and some afternoon ‘option’ classes where possible –
airport transfers take precedence.

- Take an active part in the sports and activity programme
outside classes. Offer suggestions and support to other staff
supervising activities where necessary. Take the lead when
required in the preparation, organisation and presentation of
major events such as sports afternoons, evening shows and
competitions.

- Devise and assist with the Duty Rota and help ensure staff
are fulfilling their duties as required by CLAC. Be present
wherever possible at bedtime duty in the boys’ dormitory
area to lend an extra hand and be especially supportive to
new staff. Give help and advice with Late Night patrols.
Report any problems to the Course Director.

- Be available to students for any problems they might want
to discuss with regard to their stay at CLAC such as their
travel arrangements, bedrooms, classes, health or problems
of a personal nature which they may need to confide in
someone in CLAC authority whom they can trust and identify
with.

- Oversee the mini-buses, specifically when they are on site
at Slindon College and generally for both courses. Ensure
they are fuelled and the logbooks kept up to date. Check
they are maintained in good condition. Organise any eventual
repairs or cleaning. Ensure they are locked at night.

- Instruct any staff qualified to drive the mini-bus on CLAC
mini-bus procedure. Take them out in one of the buses
before the start of the course to give them a practice lesson,
assess their capabilities and familiarise them with the
immediate surroundings of the school.

- Oversee the Tuck Shop and supervise its efficient running
with the assistance of the Course Helpers. Buy in necessary
supplies and set up a pricing system in liaison with the
Course Director.

- Assist with the locking up at night of the school building,
classrooms, squash court and barrier
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CCCLLLAAACCC   SSStttaaaffffff   IIInnnfffooorrrmmmaaatttiiiooonnn  
 

First of all a bit about CLAC ……. 
 
CLAC was ‘created’ in 1985 by Elfrida Heath, who had the great idea to mix British children with foreign 
children on language learning and activity holiday courses. That first year there were 14 students – 11 of 
them Egyptian! These days there are up to 85 13-17 year olds weekly at Slindon College and up to 50 8-
13 year olds at nearby Lavant House. The name ‘Cambridge Language and Activity Courses’ gradually 
evolved into CLAC, as the schools rented each summer to run the courses in moved further and further 
from Cambridge. The two present schools are ideally suited to the ‘family’ ethos that has become CLAC’s 
trademark. This year is CLAC’s 25th Anniversary. It is the 13th year at Slindon College, a boys’ boarding 
school during the school year, and the 11th year at Lavant House, normally a girls’ boarding school. 
The routines and organisation at CLAC have evolved with it, through tried and tested means. Whilst 
adapting to modern trends and technology – generally through young staff! – there is a strong emphasis 
on encouraging the students to participate in team games and group activities that require 
communication – and outdoors as much as possible. The kids love it that CLAC staff always take part 
too. The friendship bonds that form are unbelievable and very touching - there are copious tears when 
any student, or staff member, is leaving! As many as 60% of students return each year and some have 
come from 8 years old to 17 years old. 
 
  Dates: Lavant House 12th July – 9th  August    Slindon College 12th July - 16th August  
 

• Daily Routine  
 
07:50   Wake up (duty staff) 
08:30   Breakfast 
09.00                              Short meeting for all staff in the staffroom with DOS  
09.15                           Student Assembly – Director and Animation Leaders (staff only on Mondays) 
09.30-11.00  Language Lessons  
11.00-11.20  Break, Tuck shop & activities signing up  
11.20-12.15               Skills lesson / 
12.15–12.50                                           Diary / study  (varies at Junior or Senior course) 
12.50-13.45                     Lunch  
13.45-15.00                     Options such as craft, art, drama, cookery, music etc. 
15.15-17.30                     Sports/Games/activities/short excursions by mini bus 
18.00    Supper 
18.30                               Staff meeting wherever possible 
19.30-22.00               Activities on site & off site . Break for drink and biscuits midway – sometimes  
                                         with a change of activity eg. running around outdoor to quieter indoor one 
22.00 onwards               Student bedtime - patrolling by duty staff until all quiet – bedtimes vary at two  
                                         schools 
 
The class timetable is fixed but the times of the after class activities have to be flexible.  Sometimes all 
staff will be required in games or an evening session if there is a whole course activity, such as a wide 
game, Casino evening, Hunt the Teacher etc.   
 

Workshops 
An interest based lesson. All staff may be asked to run an Option session up to two or three times per 
week, depending on any personal skills and interests. Often it is linked to the theme of the week – such 
as: British Week, Comedy Week; Fashion Week; International Week; Mystery or Horror Week;  
      Adventure Week, 
Staff are asked to think of ideas and come prepared - bringing any special equipment etc. to the course.  



• Afternoon and Evening Activities 
Chosen and managed by the Animation Team, but with input from all the staff. Students are told about 
the activities of the day at their morning meeting and sign up for them at break. Staff sign up for 
supervision in the staffroom at the start of each week – staff too have a morning meeting daily and often 
decide together on who does what so there is a fair distribution of participation and everyone gets some 
time off throughout each day and some opportunity to participate in the more popular activities such as 
bowling, cinema etc … obviously these are governed slightly by staff who can drive the mini bus – but a 
supervisor always goes too. 
• Staff Duties 
There is a duty rota detailing which staff are on duty and who has which days off. All staff are allocated 
slots through the week as evenly as possible. 
Duty staff are expected to wake up/put to bed, keep an eye on the students at break times and generally 
deal with any problems that occur. 
Each member of staff has 24 hours off each week, as well as non-contact time (some games, morning 
skills lessons, evening activities).  Most staff have either the excursion day or Sunday off.  Time off 
usually begins at 18.00 and finishes at 18.00 the next day but this can be flexible – personal time off 
requirements can be arranged in advance with the Director and honoured wherever possible – with as 
much notice as possible. 
• Excursion Day and Trips Out 
Excursion day is usually on Wednesdays at Lavant and Thursdays at Slindon. 
All students and supervisors go by coach or occasionally mini bus. Lavant students wear ID labels and 
Slindon students carry CLAC ID cards. Pocket money is organised the day before and handed out in 
envelopes on the morning of the trip. Staff are given necessary expenses and detailed instructions.  
• Minibuses 
There are 2 minibuses at Lavant and 2 at Slindon.   Drivers will inevitably go out on trips more than those 
who don’t drive although non-drivers may go as the second adult! 
If staff do any mileage for CLAC in own cars, mileage is reimbursed. 
• Weekends 
Saturday and Sunday have different routines to the other days at CLAC.  The students live in fear of their 
Saturday test in class!  The afternoon is more flexible than other days, with possible trips out. 
Sunday has a skeleton staff – some have their day off and some are at airports. Lavant has a day of 
activities. At Slindon the day often starts later with brunch at 11.00am.  These students usually prefer 
some free time but there are organised activities from 12 onwards or trips out locally (walks, picnics, 
beach).  In the evening each course organises a BBQ with games involving ‘old’ and new students and 
staff participate too 
• Tuck shop 
Organised and run by the Animation Team. Open every morning break, lunchtime and after supper. Also 
available to staff. All profits to some chosen good cause 
• Mobile Phones 
Student mobiles are collected in every evening around 10.30pm and kept in special envelopes overnight 
– returned in the mornings from 8am onwards. Any student not handing in their phone will have it 
confiscated for 24 hours - likewise if their phones ring in classes, meetings or activities. All staff are urged 
to help to be strict about this.  
 Staff Conduct 
All staff will be expected to behave in a responsible manner, both when working directly with the students 
and during time off.  Clothing must be appropriate at all times. 
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