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EJEF STATEMENT OF EDUCATIONAL PURPOSE  

EJEF is a British educational organisation, established in 1973 in Britain, with the 

express purpose of improving understanding between Japan and the international 
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community. Through its principal activities of teaching English and Japanese, and the 

provision of training programmes on Japanese and English-speaking business and 

cultural backgrounds, EJEF provides participants with the basic tools of cross-

cultural, international communication. 

EJEF aims to provide students with well-structured, well-rounded courses and a 

customised standard of teaching in a professional environment combined with an 

overall approach that is highly personal in nature.  This personal approach is 

exemplified by the small class size (maximum 4) which allows for specific attention to 

students’ needs, regular feedback sessions and individual relationships with the 

Managing Director, Teruko Iwanaga, the Director of Courses, Katherine Robinson and 

the course tutors.  One-to-one sessions are a feature of the EJEF courses, providing 

further opportunities to address particular areas for development to achieve the 

specific personal, academic and professional goals of each student.  In addition, almost 

every student is accommodated in a homestay, which enables full immersion into 

English language and culture. This combined approach leads to the fulfilment of each 

student’s and his/her employer’s requirements and promotes cross-cultural 

understanding. 

Most students who come to EJEF have a common reason for doing so in that they are 

highly motivated to improve their understanding of English. Approximately 90% of 

our students are sponsored by Japanese Ministries, the remainder consisting mainly 

of business people.  EJEF aims to provide such students with linguistic skills and, 

where necessary, a suitable band/score in the IELTS (International English Language 

Testing System), TOEIC (Test of English for International Communication) or TOEFL 

(Test of English as a Foreign Language) exams to achieve and better pursue their 

goals. 

Other students study English in order to facilitate their integration into global society 

and need a higher level of competence to do this.  EJEF aims to equip such students 

with the necessary linguistic skills and cultural background needed to enhance their 

understanding of international society. 

EJEF is based at the Lane End Conference Centre. Lane End Conference Centre and 

EJEF are both trading names of HTS Management Holdings Limited. 

 

EJEF’S GOVERNANCE ARRANGEMENTS 

Teruko Iwanaga, Managing Director / Proprietor / Principal founded EJEF in 1973 to 

further relations between UK/ Europe and Japan especially in the field of business. 

EJEF offers English language courses to adult, professional Japanese learners and 

Japanese language courses to British and business people of other nationalities. 
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The EFL curriculum is set by Katherine Robinson, Director of Courses, in consultation 

with the Managing Director, and teaching and learners’ achievements are monitored 

closely by both of these key personnel as well as by course tutors. Courses range from 

one or two weeks to eight months.  

 

The Director of Courses is involved in frequent communications and informal and 

occasional formal meetings with her team of English language tutors and she reports 

to the Managing Director on a regular basis. The Managing Director is in close touch 

with all the learners’ sponsoring ministries and institutions as well as the learners 

themselves and problems relating to courses and welfare, if any, are dealt with 

immediately.  

All learners from various ministries are aware of the fact that they are studying with 

Japanese tax payers’ support and, consequently, their motivation is high. Learners 

from private institutions and companies are selected carefully by their sponsoring 

organisations and their desire to learn is equally high. Apart from official absences for 

such reasons as attending conferences and meetings or absences due to illness, no 

student has ever missed any lessons in the 48-year history of EJEF.  

EJEF forms part of HTS Management Holdings Ltd which is primarily owned by The 

William Barry Trust. The Trust has an annual meeting of the Trustees  (the Managing 

Director is one of the Trustees) at which progress towards any strategic objectives is 

discussed. Operational objectives are discussed regularly and accounted for between 

the Directors of HTS Management Holdings Ltd.  

 

ADMISSIONS POLICY 

All applications are dealt with on a case by case basis by the Managing Director. An 

application form can be downloaded from our EJEF website (www.ejef.co.uk) and can 

be accepted via e-mail or in person. EJEF does not accept anyone under the age of 18. 

 

EJEF may be unable to accept a student if we feel that we cannot meet the needs of 

the student on medical or disability grounds. EJEF may also refuse to accept a student 

if we feel we cannot meet their academic needs, for example if the student’s level is not 

high enough for entry into the English for University Studies course. 

 

 

CHARGING, CANCELLATION and REFUND POLICY 

On receipt of the completed application form, a certificate of enrolment (for those 

coming to EJEF Study Centre) and an invoice covering tuition fees and 

accommodation fees will be sent to the participant or his/her sponsoring organisation. 

http://www.ejef.co.uk/
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Payments can be made by bank transfer or by credit card. Payments should reach 

EJEF at least one week in advance of the course starting date. 

Should there be a need to cancel the booking, EJEF office must be informed at least 

one week in advance of the course starting date. Otherwise, the full tuition and 

accommodation fees for the first week will be charged. 

In case of termination of a course due to illness or any unforeseen reasons, EJEF will 

refund the amount of tuition and homestay accommodation fees of the remaining 

period. However, cancellation fee of one week will be deducted. If cancellation occurs 

after fees are fully paid and before the course starting date, EJEF will refund the 

amount paid in full. However, if the cancellation is notified less than one week in 

advance of the course starting date, cancellation fees of one week will be deducted. 

 

CURRICULUM POLICY 

EJEF is committed to the development of each individual student. We offer a broad, 

well-balanced curriculum to ensure learners’ linguistic skills and intercultural 

awareness are enhanced. We aim to provide a curriculum that will foster and promote 

learners’ intellectual, cultural, social and professional development and allow them to 

establish the necessary skills to enhance their careers and/or integrate into 

international society. 

The purpose of this policy is to ensure that all students are treated equally. It sets out 

the steps taken to ensure all learners receive appropriate support to develop their 

proficiency in English and benefit fully from their education at EJEF.   

The School recognises the importance of meeting student needs, both academically 

and professionally. For this purpose, the EJEF application form contains sections on 

pre-arrival questions to enable us to identify student needs and expectations and thus 

learner objectives. This is followed up by a needs assessment interview with the 

Director of Courses which may be online from the UK or in person in Tokyo or on 

arrival at EJEF.  The participant's level of English will be assessed and the course 

content discussed.     

 

EJEF provides an effective orientation programme to those students who come to 

study at EJEF Study Centre. Prior to enrolment, a handbook is given detailing 

information about EJEF.  Explanation is given regarding School structure and 

staffing, School policies, homestays, course content, School and community social 

activities.  Furthermore, cultural differences are highlighted to enable a smoother 

integration into British society. 
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In addition to the academic objectives of the School, there is provision for 

enhancement of cultural understanding through both class provision and extra-

curricular activities such as sports, entertainment and excursions.  We recognise that 

students may have different interests and, therefore, in addition to those provided by 

EJEF, we actively encourage participation in the local sports and cultural activities.  

This has the added benefit of further immersion into British society, cross-cultural 

understanding and enhancement of linguistic skills. 

The welfare of students is paramount. Because of EJEF’s size, Teruko Iwanaga 

(Managing Director) and Katherine Robinson (Director of Courses) together with the 

tutors are able to establish personal relationships with each individual student and 

thus ensure pastoral support.  

Ongoing assessment by tutors is conducted to monitor individual progress and 

evaluate proficiency. Students’ placement may change during the course to reflect 

increased skill. For longer stay students, mid and end of course tests will be 

administered to determine progression. This information is communicated to students 

through one-to-one sessions, in which students can discuss their progress and raise 

any issues of concern. Interim test results are sent to the students’ sponsoring 

institution. 

With regards to academic objectives, all students will receive support as their needs 

dictate.  Because of small class sizes (maximum 4) and weekly one-to-one sessions, 

tailor-made and challenging activities can be provided to stretch students who excel or 

support weaker students. Additional one-to-one sessions may be offered as necessary. 

To expand the four key skills of Reading, Writing, Listening and Speaking, the 

curriculum draws on a wide range and content of materials, including authentic 

materials dependent on level. Throughout, students have the opportunity to acquire 

and practise key receptive and productive skills or processes (for example, expressing 

opinions and discussion, listening and reading for gist and detail). As learners 

progress, so do the range and scope of these skills and the students’ levels of accuracy 

and fluency. Pronunciation is regularly checked and remedial assistance is given when 

necessary to enable students to develop clear and comprehensible speech. 

Independent Learning / Self-Study is a key component of all courses. During these 

periods, students are expected to undertake homework assignments and review 

activities set by their class tutors. Students are also encouraged to use Independent 

Learning / Self-Study time to work on specific areas of interest or weakness and 

receive support and guidance from their assigned tutors. 

This policy is supported by syllabuses and schemes of work relevant to each specific 

course of study. 
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ATTENDANCE POLICY 

The vast majority of our students are Japanese executives and civil servants including 

diplomats sent by their employers on full-time courses at EJEF.  Unauthorised 

absences have never occurred in our 48 years of existence. 

If a student wishes to be absent from EJEF, for example in order to attend a 

conference or business meetings, prior authorisation must be obtained from the 

student’s employer. 

In cases where students are 15 minutes late or more for a class or absent without 

authorisation, the class teacher or Director of Courses informs the Managing Director 

of the individual’s absence. The Managing Director telephones the student and / or the 

student’s home stay family to determine the reason for absence. In the unprecedented 

event of absence without satisfactory reason (such as sickness or transport problems) 

the student’s employer is to be informed. 

 

SOCIAL ACTIVITIES POLICY 

Sport and fitness – there is a gym, tennis courts, footgolf course, fitness trail and 

snooker tables available on site at the Lane End Conference Centre.  Equipment such 

as racquets and clubs and a gym access card can be obtained from the Lane End 

Conference Centre’s Main Reception, free of charge. Virtual golf is available with a fee.  

Table Tennis club - Held regularly on Tuesdays after school free of charge. 

‘English Speaking Lunches’ operate daily from 12 noon at the LECC restaurant. The 

lunches are subsidised by EJEF/LECC and students only pay 5 pounds for a set of 

soup, main dish and salad. In addition, lunches may occasionally take place in local 

pubs/restaurants.   

Long term students can be encouraged to avail themselves of the many opportunities 

offered by the Buckinghamshire Adult Education programme and local communities. 

This develops not only their speaking skills but enables them to mix with ‘real British 

people’ as well as learning something new. It is advisable to select a recreational 

course rather than an academic course. Recent students have enjoyed courses in 

pottery, cooking, jewellery making, stained glass making, badminton, drumming and 

flower arrangement.  

For musical students – EJEF is happy to make arrangements for students to join local 

choir or orchestra groups in Marlow or High Wycombe.   

Educational trips and excursions – these vary but include afternoon tea at Danesfield 

House or Compleat Angler hotels, EJEF Barbeque, punting on the River Cherwell in 

Oxford, EJEF Christmas Lunch Party, carol singing with members of the local 
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community, Theatre excursion & meal in London, visits to the Houses of Parliament 

and BMW Mini plant in Oxford.  Many of these events are linked to a specific learning 

objective and form part of the students ‘Language Challenge’ course. 

Towns in the local area (Marlow, Henley, Windsor, High Wycombe, Beaconsfield, etc) 

may be also visited as part of the Language Challenge.  

In addition, students may also take part in small group excursions such as to 

Blenheim Palace, Chiltern Valley Winery, Rebellion Brewery, Chelsea Flower Show or 

activities such as horse riding, ten pin bowling or shopping at Bicester village. 

 

 

RECRUITMENT POLICY 

Business English Courses 

Candidates must be experienced teachers holding a first degree and EFL qualifications 

of at least certificate level which is externally validated by a recognised examination 

body (eg Cambridge CELTA or Trinity CertTESOL).  If a first degree or appropriate 

EFL qualifications are not held, there must be exceptional over-riding reasons for 

recruiting the candidate. Preference is given to candidates possessing a diploma 

(DELTA or DipTESOL) or Master’s in an EFL-related subject and to candidates with 

the following attributes: a high level of cultural awareness; a solid track record 

teaching business people, particularly Japanese nationals; business qualifications and 

business-related work-experience. 

 

General English Courses 

Candidates must be experienced teachers holding a first degree and EFL qualifications 

of at least certificate level which is externally validated by a recognised examination 

body (eg Cambridge CELTA or Trinity CertTESOL).  If a first degree or appropriate 

EFL qualifications are not held, there must be exceptional over-riding reasons for 

recruiting the candidate. Preference is given to candidates possessing a diploma 

(DELTA or DipTESOL) or Master’s in an EFL-related subject and to candidates with a 

solid teaching track record, particularly teaching Japanese nationals, and with a high-

level of cultural awareness. 

 

English for University Studies Courses and English for Diplomats Courses 

Candidates must be experienced teachers holding a first degree and EFL qualifications 

of at least certificate level which is externally validated by a recognised examination 

body (eg Cambridge CELTA or Trinity CertTESOL).  If a first degree or appropriate 

EFL qualifications are not held, there must be exceptional over-riding reasons for 

recruiting the candidate. A strong preference is given to candidates possessing a 

diploma (DELTA or DipTESOL) or Master’s / Phd in an EFL-related subject or a 
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subject related to our students’ specialisms and to intellectually-minded candidates 

with a solid track record teaching study skills to academic students.   Candidates are 

also required to be well-versed in international, political and current affairs topics. 

Senior Citizens Courses 

Candidates must be experienced teachers holding a first degree and EFL qualifications 

of at least certificate level which is externally validated by a recognised examination 

body (eg Cambridge CELTA or Trinity CertTESOL).  If a first degree or appropriate 

EFL qualifications are not held, there must be exceptional over-riding reasons for 

recruiting the candidate. While preference is always given to candidates possessing a 

diploma (DELTA or DipTESOL) or Master’s in an EFL-related subject, for this course 

in particular, the following attributes are sought: a high level of cultural awareness, 

sensitivity towards and ability to engage in the teaching of Japanese senior citizens, 

ability to create a lively and enjoyable atmosphere. 

 

 

POLICY DOCUMENT ON CONTINUING PROFESSIONAL DEVELOPMENT  

EJEF is committed to the professional development of its tutors. This policy is 

demonstrated with the provision of continuing professional development activities as 

below: 

 

Annually 

IATEFL: Attendance at the IATEFL Conference. Tutors are encouraged to 

attend the conference and the follow-up workshops to exchange information on 

the ideas generated. Costs and expenses are met by EJEF. 

 

Observation: Classroom observation is conducted every six months to a year by 

the Director of Courses and followed by observation feedback. Training needs / 

targets are identified and discussed at annual appraisals. 

Peer observation and team teaching are encouraged to develop teaching 

methods and exchange ideas. 

 

Appraisals: Conducted on a one-to-one basis with the Director of Studies to 

assess the tutor’s role at EJEF and identify any issues or training needs. The 

Managing Director may also attend if required. 
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 At regular intervals 

Meetings are held at regular intervals and may be formal or informal in nature. 

There are three types: 

Course meetings: For course tutors to plan and review specific programmes, 

discuss approaches to the teaching of individual courses, deal with other 

teaching issues and respond to student feedback.  

 

General meetings: These cover areas affecting the tutor body as a whole, such 

as technology and testing. 

 

Tutor development seminars: Led by individual tutors, these cover a specific 

area of interest or training need. 

 

Occasionally 

Visits by outside speakers: These may be related to teaching methodology or to 

areas of specific interest to teachers of English to Japanese nationals. 

 

Visits by EFL publishers: These visits are intended to exchange ideas and keep 

tutors up-to-date with the latest materials and methods.  

 

Other 

Independent CPD and log 

Staff are encouraged to exploit the vast range of online CPD webinars (and 

other resources) and methodology books and to keep a CPD log.  

 

 

In March 2014, Teruko Iwanaga invited 17 members of staff to attend the 

EJEF’s 41st Anniversary Party in Tokyo, Japan. This six-day visit to Japan gave 

all the staff a great insight into Japanese cultural aspects and we were also 

invited by the Parliamentary Vice-Minister for Foreign Affairs (a former EJEF 

student) to visit his office in the Ministry of Foreign Affairs for a discussion 

meeting. 

******************************* 
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STAFF APPRAISAL POLICY 

 

Staff are appraised by the following methods: 

1. Observation 

Classroom observation and feedback by the Director of Courses. 

2. Student feedback 

Ample student feedback is obtained in the form of feedback interviews 

conducted by the Director of Courses and questionnaires. Feedback is also 

obtained on a regular basis through close contact between the Managing Director and 

students at lunchtime and on informal occasions. 

3. Peer appraisal 

Classroom observation by other tutors. 

4. Self-appraisal 

EJEF is currently looking at introducing a system of self-appraisal by means of 

video recording classes. This may also be extended to peer-appraisal, where 

tutor and colleague watch and comment on individual classes. 

 

PAY POLICY 

 Tutors are remunerated on a scale commensurate with qualifications, skills, 

 experience and length of service.   Wages are calculated weekly according to 

 hours worked and payment is remitted at the end of the week by BACS 

 transfer. Rates of pay are reviewed annually according to contract dates. Any 

 queries about wage calculations should be directed to Teruko Iwanaga or 

 Katherine Robinson. 

 Tutors are paid to attend evening extra-curricular activities when these events 

 form part of the students’ curriculum. The rate of pay is calculated according to 

 hours worked. 

 

HOLIDAY POLICY 

 Tutors and staff are entitled to 25 days’ paid holiday a year, seven days of 

 which must be taken over the Christmas and New Year period. Bank holidays 

 are paid in addition to this. Holiday entitlement for tutors and staff on part-

 time or temporary contracts is calculated pro-rata. In these cases, bank 

 holidays are paid if they fall on a day upon which a tutor would normally be 
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 working during an extended period of employment. Tutors’ holidays must be 

 agreed in advance with the Director of Courses. 

 

EXPECTATIONS FOR TUTORS AND STAFF 

Our students (clients) are mainly Japanese professional persons and, as such, 

following aspects must be observed. 

• Be punctual 

• Maintain a degree of formality 

• Sitting on tables or crossing legs is seen as disrespectful 

• No food or drink (except water) permitted 

• Distribute hand-outs individually (both hands with writing facing the student 

and the correct way up is ideal). 

• ‘Throwing’ hand-outs or anything across the table is seen as disrespectful 

• Students are conscious of personal space and are uncomfortable with touching 

• Check students’ understanding by asking them to explain rather than accepting 

their assurances 

 

EQUAL OPPORTUNITIES POLICY 

EJEF is committed to providing an environment in which all students and staff are 

treated fairly, with dignity and respect. We acknowledge the unique contribution that 

all individuals can make. It is our policy to ensure that no one is treated less 

favourably in terms of race, gender, age, religion, sexual orientation, disability or any 

other inappropriate or irrelevant criteria or distinction. 
 

 

SPECIAL EDUCATION NEEDS, LEARNING DIFFICULTIES AND DISABILITIES 

EJEF asks that all applicants declare any special needs, learning difficulties and 

disabilities when they apply for a course. The school treats all declared special needs 

on a case by case basis.  EJEF will assess the needs of each student and make a 

judgement about the ability of the School to meet those needs. EJEF will try to 

accommodate the requirements of students with special needs as much as possible, but 

in rare cases where EJEF cannot adequately cater for a student’s needs, we reserve 

the right to refuse admission. 

 

EJEF has some limited wheelchair access and disabled toilet facilities.  
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FIRST AID POLICY  

  

EJEF is committed to providing a safe environment for staff and students.  

 

EJEF and Lane End Conference Centre have a number of trained first-aiders who can 

administer basic first aid treatment.  Lists of first aiders are on a display around the 

EJEF building. 

 

On arrival at EJEF, all students are given emergency phone numbers of the Managing 

Director, the LECC Security Guard and the emergency services. All students are given 

personal alarms.  

 

 

HEALTH AND SAFETY POLICY  

 

It is EJEF's policy to give the greatest importance to the safety of its clients and 

employees. 

 

In the design, construction, operation and maintenance of all equipment and 

facilities, it is the duty of the Directors of EJEF and the Lane End Conference Centre 

to do everything possible to prevent personal injuries. To this end, the Directors will  

provide basic safety training for employees, and maintain risk assessments and 

records of health and safety training. For all educational visits and excursions, risk 

assessments are undertaken and EJEF makes every effort to minimise risk to all 

participants. It is also part of EJEF policy to undertake regular discussion of safety 

and health in staff meetings where appropriate. 

 

It is equally the responsibility of every employee to exercise responsibility and to do 

everything possible to prevent injury to her or himself and others, and to report 

accidents or hazards to the Director of Courses or Managing Director. 

 

ACCIDENT REPORTING and INVESTIGATION POLICIES 

All accidents involving students and staff whether or not resulting in injury, damage 

or disease, must be reported in the first instance to either the Managing Director or 

the Director of Courses, who will then carry out the accident notification procedure as 

laid down under health and safety legislation.   

All reported accidents will be investigated and appropriate action taken, if necessary, 

to prevent a recurrence. All accidents will be recorded in the Accident Book.  
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RISK ASSESSMENT POLICY 

 

EJEF places upmost importance on the health and safety of students and staff. To this 

end, written risk assessments must be undertaken for all activities and excursions. 

Each risk assessment involves the following parties: (1) the Managing Director 

(Teruko Iwanaga) and / or the Director of Courses (Katherine Robinson); (2) the 

excursion or activity leader; and (3) participating staff.  Permission will not be given 

for an activity or excursion which has not been risk assessed or which is considered to 

involve an unreasonable level of health and safety risk. 

 

 

COMPLAINTS POLICY 
 

EJEF takes all feedback and complaints seriously. All complaints are handled in a 

positive and open way and we will respond to feedback promptly and courteously.  The 

procedure for students is as follows: 

If a student is unhappy with any aspect of their course, they should speak to the 

Director of Courses, Katherine Robinson or the Managing Director, Teruko Iwanaga.  

If a student is unhappy with any aspect of their accommodation / homestay, they 

should speak to the Managing Director, Teruko Iwanaga. 

Most complaints are resolved at the first point of contact with information and/or an 

explanation, together with an apology and recognition of the effect the situation has 

had on the person. Some complainants may also want an undertaking that action will 

be taken to prevent the problem recurring. 

A complaint can be made with the assistance of an advocate or by a third party (as 

agreed between the complainant and the Managing Director). In this case staff will 

receive and clarify a complaint from more than one person.  

If a student is not satisfied with the response, they may address their complaint to an 

independent third party, Mr Bryan Edgley (bryan.edgley@kenshamfarms.com). If  

their complaint is still not resolved, they may contact the British Council.     

The school documents all complaints.  

 

Summary of Complaints Procedure for students  

If you have a problem or complaint, then:    

 

 

mailto:bryan.edgley@kenshamfarms.com
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Complaints Procedure Diagram 

 

If you have a complaint about your life at EJEF: 

Step 1  Please speak to your tutor (for lesson matters) or  

   Teruko Iwanaga (for homestay matters) 

NO SOLUTION ACHIEVED? 

 

 

 

Step 2  Please speak to Katherine (for lesson matters) or 

   Teruko (for any other matters) 

NO SOLUTION ACHIEVED? 

 

 

 

Step 3  Please give written details of your complaint to 

   Mr Bryan Edgley who is independent from EJEF.  

   His e-mail  address is       

   bryan.edgley@kenshamfarms.com  and EJEF office  

   can arrange for you to have a meeting with him to  

   discuss your issue further. 

 

   He will listen carefully to your complaint and look  

   into the matter both from your point of view and   

   EJEF’s. He will then give us a judgement based on  

   his unbiased findings. You can bring your    

   colleague / friend with you to the meeting. 

 
 

mailto:bryan.edgley@kenshamfarms.com
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PERSONAL HARASSMENT AND BULLYING POLICY  

 

We believe that the dignity of all students and staff must be respected. Staff and 

students should be courteous and considerate towards everyone and the School 

environment should be welcoming to all. 

 

All staff and students at EJEF have a responsibility to establish and maintain an 

environment free from bullying and harassment. All forms of harassment or bullying 

are therefore unacceptable. 

 

Personal harassment or bullying is any kind of unwanted, unwelcome or uninvited act 

which makes the recipient feel uncomfortable, embarrassed, unsafe or frightened. 

Examples include: 

• Suggestive or offensive remarks about physical appearance, gender, 

colour, ethnicity, sexuality or disability 

• Behaviour which excludes, disadvantages or isolates someone 

• Being looked at or touched or subjected to any unwanted sexual 

behaviour 

• Sexual images being displayed 

• Racist literature, language or behaviour whether in email, text or letter 

If the student experiences any type of harassment or bullying, or see this happening to 

another student, they should immediately: 

Speak to your tutor or Director of Courses 

OR 

Speak to the Managing Director 

 

When students report instances they will be kept confidential and their complaint or 

concern will be dealt with promptly and effectively. 

 

VULNERABLE ADULTS PROTECTION POLICY 

EJEF is committed to ensuring that vulnerable people who use our services are not abused 

and that working practices minimise the risk of such abuse. The Managing Director and 

Director of Courses have a duty to identify abuse of any kind and report it.  

All those making a complaint or allegation or expressing concern are reassured that they will 

be taken seriously and that their comments will usually be treated confidentially, but their 
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concerns may be shared with the appropriate authorities if they or others are at significant 

risk.  

 

DISCIPLINE AND EXCLUSION POLICY 

 

We expect all students to deal with members of staff and other students politely and 

with respect.  

Students’ behaviour should not cause offence or distress to others in the School based 

on racial, sexual or religious differences.  

It is also unacceptable to use abusive behaviour, such as harassment, bullying, actual 

or threatened violence and damage to personal property.  

In serious cases we may expel a student from the school immediately.  

If a student’s behaviour in School is not acceptable, we will take the following steps:  

1. We will give the student a verbal warning (we will speak to them about the 

problem). 

2. We will give the student a written warning (sponsoring organisations, agents 

and colleagues may be informed).  

3. We will give the student a final written warning.  

4. We will expel the student from School (refunds will not be given in this case). In 

serious cases we may expel the student from the School immediately. 

 

 

LANE END CONFERENCE CENTRE and EJEF 

BUSINESS CONTINUITY PLAN  (November 2020)  

Overview 

Despite the benefit of insurance coverage, any organisation can still suffer 

considerable material damage losses, business interruption, loss of market share, etc 

which are not fully recoverable from the insurance industry. 

This BCP is therefore intended as a tool to help reduce the potential for loss and the 

subsequent impact on the business if a serious loss occurs. 

This BCP is a working document and should not be considered in isolation; continuous 

updating is essential to ensure that the risks are minimised.  
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For the purposes of this document “Centre” refers to the entire site, including EJEF 

 

Personnel – the Crisis Team 

The following are the contact numbers of the key personnel involved in the day to day 

running of the business. This is the Crisis Team and it is their responsibility to meet 

as soon as possible if any of the business threatening events outlined below should 

occur. In the event that the Centre has been sealed off, the crisis meeting point is The 

Grouse & Ale Pub in Lane End. Should this meeting point be also affected, the second 

alternative is The Yew Tree Pub in Frieth. 

 

Teruko Iwanaga –   07968-247830 

Katherine Robinson – 07941-175324 

Mike Gough –  07824-345087 

Belinda Gardner –   07809-395062 

Sally Webb –   07500-802220 

Louise Altin –   07947-851439 

 

All personnel in this team should ensure that all the above numbers are stored on 

their mobiles or are quickly and easily able to be obtained even when not at work.  

 

 

 

Potential Risks 

For the purpose of this plan, a disaster is an incident or event which: 

1. threatens personnel, buildings or the organisational structure of the Company, 

and 

2. requires special measures to be taken to restore things back to normal. 

 

There are many possible causes of a disaster or disruptive event which occurs or 

threatens to occur to the premises and the extent of their impact will vary from 

incident to incident. The most likely causes that the Centre will face are as follows: 
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1. Fire 

2. Flood 

3. Storm or inclement weather and possible damage from falling trees 

4. Power failure 

5. IT loss – loss of essential data or systems and Cyber attack 

6. Loss of essential services, like telephones, water, gas, power 

7. Boiler or major appliance failure 

8. Murder 

9. Suicide 

10. Food Poisoning 

11. Legionella Poisoning   

12. Air-conditioning failure 

13. Vandalism 

14. Theft 

15. Terrorist threats 

16. Terrorism damage 

17. Travelling community visit 

18. Other Considerations 

 

Recent Past 

Whilst past events do not have a direct impact on future events, the future should still 

be seen within the context of what has happened historically and how the business 

was affected. Fortunately the Centre has dealt with a number of issues and potential 

disasters without suffering crippling or disabling loss.  There have been, on various 

scales, a significant fire, several small floods, damage from falling trees, power & 

major appliance failures, thefts, suicide, etc. 

 

Site Overview 

The primary reason for the Centre’s ability to deal with many of the above threats to 

its business without major upheaval lies in the modular design of the premises. The 

Centre is made up of several separate and distinct business units as follows: 

 

1. Wycombe Hall (43 bedrooms, 1 lounge, bar and dining room and 2 main 

Conference areas comprising 10 meeting rooms) 

2. Wycombe Court (26 bedrooms, 1 lounge, bar and dining room and 1 main 

Conference area comprising 4 meeting rooms) 

3. Wycombe Lodge (35 bedrooms, 1 lounge, bar and dining room and 1 main 

Conference area comprising 7 meeting rooms) 
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4. Wycombe Lodge South (7 bedrooms) 

5. Wycombe Quadrangle (1 main Conference area comprising 7 meeting rooms and 

a coffee lounge) 

6. The Pavilion (2 large function and/or meeting rooms and 2 smaller meeting 

rooms) 

7. The Cedar Club (Bar, kitchen, lounge, gym, sauna, steam room, admin office)  

8. EJEF (12 teaching rooms and several admin offices) 

 

The advantage of this modular design is that, if one area is impacted, the Centre is 

able to fall back on other areas to provide short-term relief until the problem or 

situation can be rectified. 

 

The Centre also benefits from a duplication of design that ensures it is able to deal 

with minor crises without major upheaval. It has: 

1. 1 reception 

2. 4 kitchens 

3. 5 bars 

4. 4 dining rooms plus a coffee lounge and other rooms that can be used for dining 

if required 

5. 6 boiler houses – 4 with back-up boiler (The Quadrangle has only one boiler but 

can be heated with air-conditioning). 

 

 

In addition each Kitchen has several ovens so, if there is a breakdown with one oven, 

the back-up can be used. Each kitchen has a number of fridges and freezers and the 

benefit is the same. 

 

Specific Plans 

1. Fire    

In the event of a major fire, it is possible one or more of the residential modules 

that Lane End Conference Centre (LECC) benefits from, would be unusable. 

Fire damage, smoke damage and/or water damage associated with 

extinguishing a fire, are very likely to be severe and render part of the Centre 

unusable.  

 

By utilising the Centre’s alternate buildings to house residents and conferences, 

it is possible that such damage can be minimised and we would seek to reassign 
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business within the premises wherever possible before seeking other solutions. 

However, it is very likely that alternative venues would need to be found in the 

short to medium term to accommodate meetings, conferences and residential 

delegates that have bookings with the Company.  

 

Should a fire damage or destroy the EJEF building it is likely that the Centre 

would be able to house many of the teaching commitments at least in the short 

term until other arrangements can be made.  

 

The Centre would probably be able to utilise its meeting rooms and/or bedrooms 

for one-to-one teaching in the immediate aftermath. In the longer term, it is 

likely that porta-cabins would be purchased or rented during the rebuilding 

process.  

 

The Company takes the threat of fire very seriously indeed and has a full fire 

risk assessment and fire plan in place to minimise the risks and control the 

effects of fire.  

 

2. Flood 

In the event of a major flood which damages areas of the business to a similar 

extent as a fire, the Company would react in a very similar way as above. The 

Company would seek to retain whatever business it could in unaffected areas of 

the site, and place the remainder of clients elsewhere at appropriate and similar 

venues 

 

3. Storm or inclement weather and possible damage from falling trees 

In the event of such damage, the Company would again react in a similar way 

to the above – seeking to retain whatever business it could in unaffected areas 

of the site and place the remainder of clients elsewhere at appropriate and 

similar venues. 

 

The Company has a number of very large trees on site that have preservation 

orders protecting them. The Company pays for regular pruning to take place to 

ensure that the trees are in good condition and are not likely to collapse or drop 

heavy branches under normal circumstances. The most recent survey was 
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conducted throughout 2007 and early 2008 and, on the basis of the survey, 

severe pruning of a major tree was conducted in late July 2008.   

                                                          

4. Power failure 

In the event of power failure, all areas of the site including the EJEF building 

benefit from having an on-site diesel fuelled electricity generator which 

automatically starts and provides a seamless switch from externally provided 

power to the generator supplied power. The generator is serviced and tested 

every 6 months to ensure that it is maintained in good working order.  

Although some workstations on the site do not have uninterrupted power 

supplies, all of the servers and essential equipment items do have UPS. 

 

5. IT loss – loss of essential data or systems & cyber attack 

All important servers and significant computers at Lane End Conference 

Centre, are protected by Uninterrupted Power Supply back-up packs. These 

UPS ensure that, in the event of a temporary loss of power, the system will 

remain unaffected until the generator restores power.  

 

Vital servers are all located in the computer room opposite room 61 in Court. 

This room is climate controlled. 

 

The Company uses a PMS (Property Management System) to help run the 

business. This system allows access to the network from any computer on the 

premises (approx 15 computers) and this has minimised the risk of local 

problems with a workstation since any such workstation can be easily replaced. 

The system is very stable but, in the event of a breakdown, the system suppliers 

are able to dial in and rectify any problems via a VPN connection. 

 

The system is backed up automatically on a daily basis. Should the main server 

fail, it will only take the time it takes to replace the server, install the software 

and the last back-up position and re-input any fresh data that was lost between     

back-up time and failure time, before the complete system has been restored. A 

new back-up data storage unit was installed on site in November 2015.  

Other data and IT systems benefit from the same systems and, furthermore, the 

Company has a long standing and very close business relationship with the IT 

specialists IBT. 
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Despite such precautions, it is conceivable that the Company could suffer a loss 

of data which, in the short term, could potentially be harmful to the business. In 

the long term, back-up procedures should lessen the impact of such losses.  

 

Furthermore, there is a very real risk of damage and corruption from computer 

viruses. With this in mind, antivirus protection is reviewed annually and with 

assistance from IBT. 

 

Similarly IBT are charged with protecting our systems from cyber attacks and 

malicious IT viruses. It is conceivable that the Company might be the victim of 

such an attack – however, we consider ourselves to be a relatively low risk 

target and therefore our spending on ensuring our systems are robust is guided 

by advice from our specialist partner IBT.  

 

6. Loss of essential services, like telephones, email, water and gas 

In the event of loss of other essential services, the Company would react in the 

following ways 

a. Telephone Loss 

Lane End Conference Centre uses Orbiss to maintain its telephone 

system (IPECS). Calls are primarily on SIP trunks and are digital 

although the company has an ISDN 2 back up. If a problem cannot be 

solved calls can be forwarded temporarily to a fax line.  

 

Whilst maintenance of telephone supply is vital to the Company, a short 

term loss, with the above back up in place, is unlikely to be more than an                                                

irritating and frustrating distraction, than a major disruption of 

business. A significant amount of business is dealt with over the internet 

and via email so it will be possible to continue some business transactions 

even whilst the telephone is out of operation. 

                                                    

b. Email & Broadband connectivity loss 

Loss of email provision and access to the internet does occur from time to 

time but the Company has reduced some reliance on external providers 

by installing its own email server.  
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Current email interruptions are intermittent and short term so pose little 

more than an irritation rather than a major disruption. The same applies 

for loss of Broadband connectivity.  

 

c. Water Supply 

The Company’s water supply is, like all such residential businesses, vital. 

Lane End Conference Centre relies on water for its customers and staff 

alike and a major disruption or loss of supply would cause major 

problems for the entire site.  

 

Although such an event has not occurred before in more than 40 years of 

trading, it is not inconceivable that somehow water supply may be 

disrupted. Disruption for a short period during normal office hours would 

not be problematic with advance warning. However, longer periods of 

disruption would require the Company to purchase water in tanks from 

licensed suppliers. 

 

In the event of a full failure of water supply for over 24 hours, it is likely 

that, with the whole site affected, and depending on the prognosis, the 

Centre may need to source external venues to house its business during 

the crisis. 

  

d. Gas Supply 

Gas supply failure would be disruptive because the boilers that heat 

water for showers and control most of the heating in the Centre are gas  

fired. All meeting rooms including those in EJEF, are heated by air-

conditioning.  

Some bedrooms benefit from hot and cold air-conditioning and the others 

would be able to be heated by using electric fan heaters. Unfortunately 

all the showers on site are supplied by gas-heated hot water. However, it 

is deemed that the likelihood of the gas supply being off for more than 24 

hours is not significant and therefore the Directors have taken the 

decision not to turn any of the boilers into electric boilers.   
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Any gas-supply failure arrangements would only work for small numbers 

and on a short term basis and, in the scenario of a longer term loss of 

supply, the Company would pursue other alternatives and, depending on 

the prognosis, would either search for viable alternative accommodation 

at alternative venues or, if the failure is likely to be over 10 days, 

examine the possibility of using diesel-fired boilers to resolve the 

situation on a temporary basis. 

 

7. Boiler or major appliance failure 

In the event of one boiler failing in any of the 4 boiler houses where there 

are 2 boilers, the second boiler should be able to cope with normal 

demand in the short term. In the event of both boilers failing in one area, 

then, once again, Lane End Conference Centre would do all it possibly 

could to avoid loss or disappointment of clients. Whilst at the same time 

exploring repair possibilities, the Company would try to ensure that as 

few people as possible are affected by moving any events and delegates to 

unaffected areas of the site.  

In addition, the centre has a number of small portable heaters which can 

be put in delegate rooms, and the Leisure area has hot water showers.  

 

As a last resort the Company would outsource bedroom supply to nearby 

hotels if required. All conference rooms are heated with air-conditioning 

and other heaters. 

 

 

8. Murder 

The idea of a preconceived murder occurring on our site is considered to be a 

remote possibility since the likelihood of being caught and found guilty of such 

an event on premises with large numbers of personnel & CCTV cameras around 

is fairly high. We consider that anyone planning such an event would be 

unlikely to choose Lane End Conference Centre as the best place to commit such 

a deed.  

                                                       

The possibility of an anger-inspired or passion-inspired manslaughter, however, 

though hard to imagine, is a remote possibility. We often have many different 

people, both staff and customers, on our site, of different ages, creeds, colour, 

religion, etc. It is conceivable that these differences could give rise to an attack 
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motivated, for example, by racial, ethnic or religious differences. We have 

functions on our site as well as conferences and training meetings and we also 

sell alcohol on our site. All these events have potential inherent stress related 

anxieties of one kind or another – all of which can conceivably result in physical 

violence and potentially, in extreme circumstances, it is remotely possible that a 

death could result.  

 

It should be stressed that the Company operates a policy of not serving drunken 

guests with alcohol – to minimise alcohol-related issues of any kind. This policy 

and how to effectively implement it and follow it, is communicated to the 

managers and bar staff.  

 

In the event of a premature death occurring on our premises, it is likely that 

there would be a significant short-term disruption of business. Police would 

need to be called and they would need to conduct their investigations without 

interference from the staff. We would give whatever space they would require to 

set up an incident room to manage the situation, handle the media, interview 

suspects and conclude their investigations.  

 

Depending on the nature of the death and the level of public interest, the 

Centre would attempt to continue its operations as well as it possibly could and                                                        

would be hopeful that only those staff or customers immediately involved, would 

be significantly affected. If the death occurred in the Pavilion, for example, we 

would close that building off but attempt to continue to do business in the other 

buildings.   

 

It is likely that there may well be some adverse publicity and media attention 

from such an event happening on our premises and we would seek to minimise 

this by banning staff from speaking with the media or using social media to 

make comments - with the exception of the sales manager who would be 

attempting to dampen any sensationalism as far as would be possible.  

 

9. Suicide 

The idea of a preconceived suicide occurring on our site is considered to be a 

fairly remote possibility. However, it has happened in the past when one of the 

maintenance team, having run up significant debts prior to his retirement, was 

found hanging from a tree behind the workshop in 1995.  
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The stresses and strains of modern life, particularly at a Conference Centre 

where some of our clients choose to give their employees redundancy news 

and/or failed application/appraisal/promotion results and where some 

organisations conduct very intense and stressful training courses, are well 

documented. We have many different people, both staff and customers, on our 

site, of different ages, creeds, colour, religion, etc. We have functions on our site 

as well as conferences and training meetings and we also sell alcohol on our 

site. All these events have potential inherent stress related anxieties of one kind 

or another – all of which can conceivably result in depression and, away from 

loved ones and home, this has the potential, in extreme circumstances, of 

resulting in a suicide attempt.  

                                                    

10. Food Poisoning 

Lane End Conference Centre is very aware that the adverse publicity that an 

outbreak of food poisoning would result in could be potentially fatal to the 

business. It therefore takes its statutory obligations with regard to the hygienic 

production of foods extremely seriously and operates a robust Food Safety 

Management System under the control of the Head Chef. Regular visits from 

the environmental health officer together with the use of first class food 

suppliers, also help to minimize the risk.  

 

If an outbreak of food poisoning occurred at the Centre it would immediately be 

reported to the EHO. Unless a death had occurred, it is likely that the Centre 

would be able to continue to trade although clearly adverse media attention 

would need to be carefully managed.  

 

Depending on the severity it is imagined that business would continue largely 

unaffected due to the geographical dispersion of our client base. Local business, 

particularly functions and weddings, would suffer because local media attention 

would be significant.  

 

11.Legionella 

Lane End Conference Centre takes its statutory obligations with regard to 

Legionella poisoning extremely seriously and operates a robust risk 

management policy in conjunction with an external firm of Legionella control 

experts, currently SMS Environmental Limited. 
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If an outbreak of Legionella occurred at the Centre it would immediately cause 

the cessation of business for the foreseeable future and it is very likely that the 

business would be unable to sustain itself without the ability to trade. Once 

investigations had been concluded it is further likely that the bad publicity 

would prove extremely hard to overcome and it is difficult to conceive how the 

business would manage to continue in the long term.  

 

12. Air-conditioning failure 

The Company operates air-conditioning units in every one of its 33 meeting 

rooms and 9 out of 12 EJEF teaching rooms. Despite regular servicing and a full 

maintenance contract, the units do sometimes fail. However, since they are 

separate units, generally only one machine fails at a time. In this event, fans 

are supplied until the unit can be repaired. The Company has also invested in a 

mobile air-conditioning unit for emergencies. In the event of exceptionally hot 

weather and a prolonged period waiting for a unit to be repaired, the Company 

would hire in any additionally required replacement units.     

                                                        

13. Vandalism 

Vandalism can take many forms including material damage to the premises or 

vehicles parked here, graffiti, arson, theft, etc. It is unlikely that such activity 

would affect more than one of the Centre’s modules and therefore such events, 

though potentially disruptive, should not be considered disasters. In the event 

of arson, for example, continuity planning should follow the Fire response 

above. 

Prevention and minimisation of vandalism is controlled through 24 hour on-site 

presence – 7 days per week, 52 weeks per year. The Company operates a 38 

Camera CCTV system covering the whole site internally and externally, 

including EJEF (externally). The system has night-vision technology and 

significant (over 2 weeks for all cameras) digital recording and playback 

facilities.  

 

The Centre is on a reasonably open site although this is balanced by the fact 

that it is in a rural setting and not on a main road; it is located on the Lane End 

to Frieth road. However, the situation is constantly monitored, particularly as 

the nearby housing estate is relatively deprived and is well known locally for 

having a significant number of crimes associated with it. 
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14. Theft 

The circumstances of a theft of a significant item that would cause loss of 

business, or disrupt our operations significantly, are difficult to envisage. Most 

items that would prove so disruptive to lose are too large to be stolen easily. 

Amongst smaller items, the network servers are probably the most significant. 

The Company’s response to the theft of one of our servers would be the same as 

in the scenario of loss of IT Systems above. 

 

15. Terrorism threats 

In these days of terrorism and threats against the “West” on the increase, it is 

wise to consider the possibility of a terrorist attack or a bomb threat to be 

within the bounds of reality.  

 

It is hard to conceive of a less likely target for any potential terrorist as our 

Company. Although we often have many hundreds of people here, there are 

even softer targets with more unarmed civilians that would make equal or 

better targets to terrorists bent on destroying or disrupting our way of life or 

the humiliation of the Government. Most terrorist atrocities appear to take 

place in built up areas with high population densities in order to maximise 

casualties. It is not beyond the realms of possibility that a lunatic might decide 

to attack the Centre, but we hope it is unlikely.  

 

The directors have considered the possibility of a terrorist targeting the Centre 

within the context of the cost of attempting to negate the potential mayhem 

such an occurrence might cause. They have deemed it almost impossible to 

justify the expense of trying to secure the site against an armed and determined 

terrorist attack. In short an attack by armed and determined terrorists on a soft 

and undefended target with several access points such as our site is almost 

impossible to plan for or defend against.  

 

In the unlikely event of a serious and credible terrorist threat or bomb threat, 

the Centre would have no hesitation in evacuating the site until such time as 

the threat can be substantiated or discounted. 

This would clearly cause a great deal of short term disruption to the business. 

Once the safety of all personnel, staff and customers alike, was no longer a 

factor, the Company would begin searching for suitable venues to accommodate 

delegates if this were required whilst the threat is substantiated. 
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16. Terrorism damage 

For the reasons above, gunfire damage, bomb or heavy weapons damage to the 

site is considered to be an unlikely event; however, it cannot be completely 

discounted. In these days of “lone wolf” and group-planned terrorist atrocities 

such as in Paris in November 2015 and in Nice and Berlin in 2016, one would be 

a fool to believe that the Centre would not make a viable and attractive target 

to those bent on death and destruction.  

 

The current advice from the Police and anti-terrorist agencies such as the South 

East Counter Terrorism Unit (SECTU) in the event of a terrorist attack is 

simply RUN, HIDE, TELL …. Run from danger if you can, Hide if you cannot 

run away and Tell – call 999.  

 

In the event of a terrorist attack, the damage is likely to be cataclysmic and 

could well result in the Company ceasing to exist since personnel would be 

likely to killed and/or injured and the site damaged or destroyed. In the event of 

bomb damage to any part of the site, the entire Centre would immediately be 

closed down, alternative venues sought for existing bookings and any current 

training programmes or conferences re-housed in alternative venues if 

appropriate (although it is perceived that it is highly unlikely that this would 

need to happen as it is likely that most events would be immediately cancelled 

by their organisations). 

 

Subject to proper investigation which potentially would take months, the 

Company would be eager to return to normal trading as quickly as possible but 

would clearly need to take advice from the Police and other organisations before 

this can continue. 

 

Depending on the damage sustained and the loss of life, it is very likely that the 

Company would be unable to trade properly for a considerable period. The 

Company would therefore need to consider every option and opportunity in an 

attempt to minimise costs during such a period and to ensure that every client 

affected is able to return to Lane End Conference Centre as soon as possible. 

 

17. Travelling community visits 

Being a rural site with an open gate to the main road and 26 acres of grounds 

together with some tarmac car-parking areas, it is considered that Lane End 
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Conference Centre could potentially be an attractive site for a travelling 

community to decide to invade and set up home. Newspapers are frequently full 

of horror stories of such invasions, the disruption that they cause and the 

damage and loss that is often sustained. Police powers seem rather limited in 

such events and there are reports of organisations going out of business due to 

the disruption and damage.   

 

We therefore monitor the situation carefully and take security of the site very 

seriously with CCTV covering the front gate which is locked securely at night 

time or when the Centre is not trading. There are personnel always on site – 

with instructions to call the police in the event of any incident such as this.  

 

Our colleagues at Risk Management Ltd who provide our night time and 

Christmas close down cover have procedures in place to deal swiftly and 

effectively with such unwanted site invasions and we would rely on their advice 

on how to proceed.  

 

18. Other Considerations 

Lane End Conference Centre has a flat management structure and it has been 

noted that the loss of one or two key personnel could prove devastating if 

knowledge and procedures are not fully passed on. Senior managers have a 

great deal of autonomy and this has helped to alleviate some of the concerns 

about the loss of key managers at short notice.   

Lane End Conference Centre is owned by a charitable Trust – The William 

Barry Trust (named after the Company’s founder who passed away in January 

2012). There are 6 Trustees who meet once a year to discuss how the 

organisation is being run and to ensure that the people entrusted to run the 

Company do so with the highest possible ethics and to the highest possible 

standards.  

 

 

PREVENT POLICY 
 

EJEF understands its responsibilities under the Counter Terrorism & Security 

Act 2015 to prevent people of all ages being radicalised or drawn into terrorism 

and seeks to meet its obligation by giving appropriate advice and support 

against radicalisation and extremism.  
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Background 

 

EJEF is located in Lane End, a village with a predominantly white British 

population.  Lane End is located about five miles from High Wycombe, a town 

with a diverse multicultural population. EJEF accepts students from the age of 

18 throughout the year.  The EFL’s student body is composed solely of Japanese 

adults, the vast majority of whom are sponsored by Japanese ministries and 

private companies.  EJEF has always encouraged multi-cultural awareness 

amongst both staff and students, where respect for and tolerance of others 

beliefs is required.  We promote a safe and supportive international 

environment via clear expectations of accepted behaviours; radicalisation and 

extremism will not be tolerated. The School promotes core British values, 

British culture and traditions. Depending on the class subject matter, this may 

be incorporated as part of class delivery and forms an intrinsic part of the 

culture and ethos of the school. 

 

 

Terminology  

 

Radicalisation: act or process of making a person more radical or favouring of 

extreme or fundamental changes in political, economic or social conditions, 

institutions or habits of the mind.  

 

Extremism*: holding extreme political or religious views which may deny right 

to any group or individual. These views may be expressed in vocal or active 

opposition to core British values: eg democracy, the rule of law, individual 

liberty, and respectful tolerance of different faith or beliefs.  

 

*NB: extremism can refer to a range of views, e.g. racism, homophobia, right –

wing ideology, as well as any religious extremism.  

 

 

Leadership and Values  

 

EJEF aims to provide an ethos which upholds core values of shared 

responsibility and wellbeing for all students, staff and visitors and promotes 

respect, equality and diversity and understanding. This will be achieved 

through:  
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1. Promoting core values of respect, equality and diversity, democratic society, 

learner voice and participation.  

2. Building understanding of the issues and how to deal with them.  

3. Meaningful engagement with local communities.  

4. Strong and effective student support services.  

5. Listening to what is happening around and in the School and in the local 

community.  

6. Implementing anti-bullying strategies and challenging discriminatory 

behaviour.  

7. Supporting students at risk through safeguarding and crime prevention 

processes.  

8. Understanding the nature of the threat from violent extremism and how this 

may impact directly or indirectly on the School  

9. Understanding and managing potential risks within the School and from     

      external influences.  

10. Responding appropriately to events in local, national or international news 

that may impact on students and communities.  

11. Ensuring measures are in place to minimise the potential for acts of violent 

extremist within the School.  

12. Ensuring plans are in place to respond appropriately to a threat or incident 

within the School.  

13. Ensure that extremist speakers do not use premises to distribute material   

       or expound views. 

14. Ensure staff and Homestay Families are observant and vigilant in            

                 noticing any signs of radical or extremist behaviour.  

15. Ensure that all EJEF staff and Homestay Families will work together to     

                 support any students identified as vulnerable.  

 

 

Signs to look for that may cause concern 

 

1. Students talking about exposure to extremist materials or views outside 

school (in this event, information must be shared with relevant local 
authorities)  

2. Changes in behaviour, eg becoming isolated  

3. Fall in standard of work, poor attendance, disengagement  

4. Changes in attitude, eg becoming intolerant of differences, becoming 

aggressive or withdrawn                                                   

5. Asking questions about certain topics (eg connected to extremism)  
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6. Offering opinions that appear to have come from extremist ideologies  

7. Attempts to impose own views or beliefs on others  

8. Use of extremist vocabulary to exclude others or incite violence  

9. Accessing extremist material online or via social network sites  

10. Overt new religious practices  

11. Drawings or posters (eg in accommodation) showing extremist ideology, 

views or symbols  

12. Students voicing concerns about anyone  

 

How and when to react to concerns:  

 

1. Any staff member of EJEF or Homestay Family with concerns should either 

talk directly to Teruko Iwanaga (Managing Director), Katherine Robinson  

(Director of Courses) or complete the Radicalisation and Extremism Referral 

Form which is confidential and will be dealt sensitively and carefully.  

 

2. The Radicalisation and Extremism Referral Form will be forwarded 

immediately to the Prevent Leads – Teruko Iwanaga (Managing Director) 

and Katherine Robinson (Director of Courses).  

 

3. The Police and Social Services will be contacted, if necessary.  

 

EJEF maintains a vigilant attitude with regards to radicalisation and 

extremism and will monitor any students who may be at risk of radicalisation 

and extremism.  

 

This Policy will be reviewed after 12 months or earlier if there are changes in 

relevant legislation, in response to any significant incidents or changes in 

circumstances.  

 

 

Related documents:  

Personal Harassment and Bullying Policy 

Vulnerable Adults and Protection Policy 

Discipline and Exclusion policy 

Lane End Conference Centre and EJEF Business Continuity Plan 

 

                                                                                  Reviewed on 14th October 2021 
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Radicalisation and Extremism Referral Form  

Name of the student:  

Name of the person completing the Form:  

Date of referral:  

Nature of concern (please tick):  

 

 Inappropriate content on mobile 

phone  

 Overheard conversation  

 Propaganda material  

 Gang mentality  

 

 

 

 Inappropriate material held by 

student  

 Change in behaviour  

 Other  

 

Please use the space below to provide details of your concern based on facts 

you have noticed, seen or overheard:  

 

 

 

 

 

 

 

THE BELOW TO BE COMPLETED BY PREVENT LEAD 

Action taken by:  Date and time:  

Referral to the police:  Name of contact:  

Date and time  

Discussed with Mike Gough 

(Director):  

Date and time:  

Phone call to Homestay Family:  Date and time:  

Prevention Lead follow up (describe the outcome and next steps):  

 

 

 
 

FIRE & EVACUATION POLICY 

EJEF Study Centre takes the responsibility of ensuring the safety of staff and 

students extremely seriously. Therefore, we comply with and ensure all 

staff/students are aware of the key elements. 

In doing this we ensure:- 
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1. All students are informed of the fire evacuation procedure as per EJEF 

guidance on induction, including the location of emergency exits and assembly 

points. 

 

2. All staff are aware of the fire evacuation procedure as per EJEF guidance on 

induction including the location of emergency exits and assembly points. 

 

3.   All staff are made aware of the Health and Safety Policy 

4.   Fire exits in our building are clearly signed. 

5.   Fire exit maps are clearly displayed on the doors of all classrooms. 

6.   Fire extinguishers are readily available and regularly maintained by a    

licenced company. 

7.  We have an appointed, trained Fire Marshal, Mike Gough. 

8.  A fire drill is conducted by the building every 6 months. 

9.  The student register is completed to keep a record of students in the building. 

10. The staff register book is completed as a record of who is in the building.  

11.  Student and staff registers are kept in the office. In the event of fire this is 

taken by the appointed member of staff on duty provided it does not slow their 

evacuation, and checked at the assembly point. 

     12. Regular area visual checks are made to minimise risk of fire. 

     13. All electrical equipment is PAT tested yearly. 

 

HARASSMENT AND BULLYING POLICY INFORMATION FOR STUDENTS           

 

The following information is provided to students in their Student Handbook and / or 

displayed in the classrooms: 

 

EJEF PERSONAL HARASSMENT AND BULLYING POLICY 

 

We believe that all students and staff should be respected. 
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Staff and students should be polite and considerate to each other. The School 

atmosphere should be friendly and welcoming to all. 

 

At EJEF we do not accept any type of harassment or bullying. 

 

 

What is personal harassment or bullying?  

 

Personal harassment or bullying is language or actions which make you feel 

uncomfortable, scared or unhappy.    

 

It may take place in different ways, for example: 

 

• Face-to-face comments  

• The way someone looks at you or talks to you 

• Emails or letters  

• Comments or posts on social media eg Facebook. 

• Showing pictures or photographs 

 

Examples of bullying or harassment include: 

• Comments about your appearance, gender, skin colour, ethnic origins, 

sexuality or disability 

• Behaviour which excludes or isolates someone 

• Sexual touching or comments 

• Sexual images (eg photographs) being shown 

• Racist comments or behaviour  

What should I do about harassment or bullying? 

In any case of bullying or harassment towards you or someone else, please 

immediately: 

Speak to your tutor or Director of Courses (Katherine Robinson) 

OR 

Speak to the Managing Director (Teruko Iwanaga) 

 

When you report problems, we will keep your comments confidential. We will deal 

with your complaint or concern quickly and effectively. 

 

*********************************************************************** 
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COVID POLICY AND PROCEDURES 

It is the policy of EJEF to remain vigilant at all times and to adhere to the latest 

government recommendations regarding Covid Health and Safety protocol in 

educational settings to protect our students, staff and host families. 

To this end, our Covid measures are updated regularly to keep abreast of the 

constantly changing circumstances in relation to the Covid risk. These measures are 

communicated to staff and students regularly and are published on the EJEF website. 

The current policies and measures are in place as of 20th October 2021. 

- It is expected that all students and staff will have received two doses of a UK-

recognised vaccine and kept up-to-date with booster jabs as appropriate. 

- Staff and students are advised to wear masks in environments where there are 

people close together indoors or when moving around the EJEF indoor 

premises. 

- Staff and students are to take their temperature twice daily, when arriving at 

and departing EJEF. 

- Sanitisers are provided in all classrooms and regular hand washing / hand 

sanitising is encouraged. 

- Classrooms should be kept well-aired with the windows open whenever possible 

/ practicable. 

- Group classes to be taught in larger classrooms (ECR1 and G) with seating 

arranged to allow for social distancing between tutor and students and between 

students themselves. Tutors are to put on masks when closer contact with 

students is necessary eg when checking writing. 

- All students and staff are required to take lateral flow tests twice weekly. 

Students are given assistance in obtaining lateral flow tests via government 

channels. 

- Contact-tracing and self-isolation procedures are followed in the case of possible 

exposure to the Covid virus. 

- Enhanced cleaning protocol to remain in place throughout the site. Strict Covid 

prevention measures are followed in relation to the serving of student lunches 

at Lane End Conference Centre. 
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- In the case of increased risk of contracting Covid, such as a member of staff or 

student testing positive, classes may be taught remotely. 

 

 

CAPABILITY POLICY FOR TEACHING STAFF 

Definition 

Capability refers to an employee's ability to perform the work expected of them to the 

standard required.  

Fundamental principles 

EJEF has a responsibility for setting realistic standards of performance and for 

supporting employees to achieve the standards set.  

All members of staff are required to perform their duties to an acceptable standard. 

Whilst the majority of staff meet or exceed the standards required of them, 

performance problems may arise.  

It is recognised that capability problems may result from underlying work problems or 

personal issues that may be outside the employee's direct control. Consequently, there 

is a need to treat all capability issues with care and sensitivity and to identify and 

(where appropriate) address the underlying causes. 

In the case where a capability issue with a member of the teaching staff arises, the 

following procedures are followed: 

 

A. Investigate 

The Director of Courses investigates the matter to determine the exact nature 

and cause(s) of the capability issue. Depending on the nature of the issue, the 

investigation may consist of a classroom observation, feedback from students or 

colleagues and discussions with the Managing Director and tutor concerned. 

 

B. Address 

EJEF will make every possible attempt to resolve the capability issue to the 

satisfaction of all parties. After determining the cause of the underperformance, 

a clear action plan and targets are discussed and agreed with the tutor.  These 

may consist of one or more of the following: 
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- CPD in the form of discussion with Director of Courses, CPD meetings, peer 

observation, self-observation, team-teaching or guidance towards CPD 

resources such as training webinars and resource books. 

- Establishment of a mentoring system with a more experienced tutor. 

-    Re-assignment of the tutor to other courses / classes 

-    Adjustment of the tutor’s schedule to accommodate the capability issue 

-    Arrangement of time off if helpful 

 

       A review date and / or further observation is agreed. 

 

       B.  Monitor 

The tutor is monitored providing further assistance / CPD / observations / 

guidance where useful / possible. Progress is discussed at review meetings. 

  

C. Formal proceedings 

Should the above measures to support the tutor in their attempts to improve 

not be met with success (or should the tutor not be willing to make any 

attempts to develop), then the matter may need be taken to more formal 

proceedings. The matter would be referred to the Managing Director with a 

view to entering more formal disciplinary proceedings.  

 

 


