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Applicant information pack

Job title: Social Programme Co-Ordinator~ D
Job type: Full-Time, Temporary Now -
Supported by: Social Programme Manager

Safeguarding Commitment:
Elac prioritise the welfare of children. All employees must:

Provide two professional referees and two proofs of ID

Read and follow our safeguarding policy

Undergo reference checks and explain CV gaps

Complete an enhanced DBS check (paid by Elac) or

equivalent Police check

o Ensure they have a copy of the Policies (in the Temporary
Staff Handbook)

* Present original certificates and documents upon arrival

Apply online or send us your CV: il elac.co.uk/application-form = recruitment@elac.co.uk



https://elac.co.uk/application-form/
https://elac.co.uk/application-form/
mailto:recruitment@elac.co.uk
https://elac.co.uk/application-form/

elac

Contents

DDD.

Your
Development

Role &
Overview

5

Support & Additional
Wellbeing

Responsibilties

Pay &

Conditions Cent.re
Details

Our Centres

Apply online or send us your CV: @ elac.co.uk/application-form = recruitment@elac.co.uk



mailto:recruitment@elac.co.uk
https://elac.co.uk/application-form/

= elac

R Why Work With Os
<< —

v’ 35 years’ experience

v~ Caring dedicated team
v~ Independently owned
v~ Professional development
v~ Progression opportunities
v Support

1=
Integrity
% Our
7@/ V&‘UCS Sl
Relationships @
Innovation

Social &
Environmental
Ambition
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~ Your Development

What you will gain from working with us:

% A Strong Sense of Community: Build lasting friendships and connections

Global Exposure & Cultural Enrichment: Work in an international environment
(‘ﬁ : :
and meet diverse people from around the world. Learn about and appreciate
N .
different cultures

@ Skill Development: Enhance your soft skills e.g., leadership, problem-solving,
teamwork, and intercultural communication, and acquire many more in-demand

transferable skills

_o—| Career Advancement: Access better opportunities to progress in various fields
such as education, business, management, leisure, and sports leadership.

Opportunities to progress within the Elac team

We are proud to provide ample opportunities for professional
development. We offer:

Apply online or send us your CV: @ elac.co.uk/application-form = recruitment@elac.co.uk
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B About Us

Vision Statement

Our goal is to be an independent, ethical, and environmentally-aware organisation
dedicated to the teaching of English, and more generally to the nurturing of positive
values in young people in an international setting.

To achieve this goal, we aim to provide a secure, welcoming, inclusive and fun
environment where students can feel at ease with each other and our staff, whilst on a
course which they find both stimulating and challenging.

We believe that this will provide the platform we need to deliver the following outcomes
for our students:

A development of their language skills and confidence

A deepening of their knowledge and understanding of British life and culture

A broadening of their outlook on the world and awareness of other perspectives

New, wide-ranging and long-lasting friendships that cross cultures

Discover more about our
vision, values, and story
here
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http://elac.co.uk/why-choose-elac
mailto:recruitment@elac.co.uk
https://elac.co.uk/application-form/

= elac

R Support & Wellbeing

Our Commitment to Support

We recognise the importance of robust support in a fast-paced summer school
environment. To ensure our staff feel confident and prepared, we offer comprehensive
support both before and during the course. This includes:

e Thorough pre-employment training and induction
* Role-specific handbooks

e Extensive academic resource materials

* Pre-prepared lessons and activities
e Activity and excursion handbooks

* Experienced managers

e Collaborative working environment
¢ Trained mental health First Aiders

¢ Wellbeing strategies

We are dedicated to
addressing any concerns,
reacting to feedback, and
stepping in whenever
necessary to support our
team.

Apply online or send us your CV: @ elac.co.uk/application-form = recruitment@elac.co.uk
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— Role Overview

The Social Programme Co-ordinator works alongside the Social Programme
Manager to oversee a fun, inclusive, and engaging activities programme. You will
assist in managing a team of activity leaders, supporting them in delivering a
high-quality schedule and observing activities to ensure standards are met. The
role may also involve supporting or organising the education excursion
programme or developing the student leaders . In addition, you will take charge of
running selected evening activities and key events, such as cultural exchange.
Strong organisation, efficiency, approachability, and motivational skills are
essential. Effective communication with the activity team, senior staff, teachers,
students, and group leaders is key to success in this role.

Apply online or send us your CV: @ elac.co.uk/application-form = recruitment@elac.co.uk
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- Additional
Responsibilities

e Complete Elac’s online staff induction before arrival

P
re Course o Attend all pre-course staff training (online and at the centre)
e To support the Social Programme Manager.
e To take on responsibility of Social Programme Manager when
necessary.
Management e To prepare feedback for the Head of Social Programmes and

Educational Excursions
e Agree to be observed by Head of Social Programmes and Educational
Excursions

e To support the Social Programme Manager & Assistant Centre
Manager in the planning & management of the educational excursion
programme.

e To support & guide staff in the preparation & delivery of sessions, as
well as providing them with feedback.

Activities & Educational Visits e To run activity sessions and/or accompany students on educational
excursions when required to meet operational demands.

e To communicate effectively with the centre management team,
Group Leaders, Activity Leaders, Teachers and students.

e To encourage student involvement in extra-curricular activities.

e To be involved in pastoral and/or meal time supervision duties.

e To liaise with support staff and group leaders on student welfare.

Safeguarding and Pastoral e To adhere and to implement Elac’s Safeguarding policy at all times.

e To communicate with students to help improve their English skills.
General e Undertake any reasonable duties as and when required
e Read and adhere to the Elac policies

Apply online or send us your CV: @ elac.co.uk/application-form =N recruitment@elac.co.uk
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 Are you right for us?

Essential Desirable

e A-Level's or Degree

e Experience working in residential
language schools for Young
Learners

¢ Coaching qualifications

¢ A First Aid certificate

e Child Protection Training

e Full driving licence

e Have GCSE's
e Have experience in sports, drama
&/or arts & crafts

e Have experience in Dance, sport,
Drama &/or Performing Arts or

Art & Craft
Have experience working with e Experience supervising on
Young Learners educational visits

e Experience working with single &
mixed nationality groups

Have a proficient level of fluency

in English

Have good communication skills ¢ Leadership Skills

Be flexible & motivated ¢ Organisational skills

Be willing and able to work as ¢ Communication with all ages

part of a team

¢ Confident
Persona‘ Have an interest in working with ¢ Adaptable (think on your feet )
Gua“t.es Young Learners & student welfare ¢ Reflective

Apply online or send us your CV: @ elac.co.uk/application-form = recruitment@elac.co.uk
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R Pay & Conditions

Level 1 Level 2 Level 3 Level 4 Level 5

Basic Weekly Pay £615.00 £630.00 £645.00 £660.00 £675.00

+12.07% Weekly Holiday Pay

. +£74.23 +£76.04 +£77.85 +£79.66 +£81.47
If no holiday taken

Total Weekly Pay

i 10 iy e £689.23 £706.04 £722.85 £739.66 £756.47

Work Schedule: The Social Programme Co-Ordinator
works six days a week

Flexibility: Due to the nature of summer schools,
flexibility in working hours is expected.

Activity Programme: The programme runs from 8:30
to 22:30. While the Social Programme Manager

Key Staff Meeting:

oversees the programme, they can delegate Arrive in Bath: Evening of June 25
o ; _Ordi Management Training: June 26—-27

supervision to the Social Programme Co-Ordinator or First Aid Training: Morning of June 28

other team members. UK travel, accommodation & meals

Training: Attendance at both online and on-site provided.
training sessions is required. A payment of £80 will be
paid to staff who complete all training sessions. Those
who do not attend the on-site training will receive a
reduced payment of £30. These payments will be paid
at contract end.

There is also a Key Staff Meeting, see on the right.
Salary Levels: There are five salary levels based on
experience in the EFL field, summer schools, and
loyalty to Elac Study Vacations.

Residential Post: The position includes residential
board and accommodation.

Holiday Pay: Pay in lieu of any untaken holiday
(12.07% of total gross salary) will be added at the end
of the contract.

Apply online or send us your CV: @ elac.co.uk/application-form = recruitment@elac.co.uk
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Centre

Contract
Dates

Centre Details

First night
stay from

elac

Onsite staff

training

Ardingly 30th June to 12th 29th June 2026
11-17 28th 202
(Ardingly College) years August 2026 8th June 2026 at 9.30am
Bath University 30th June to 12th 29th June 2026
(University of Bath) 11-17 years August 2026 28th June 2026 at 9.30am
Bath Prior Park 5th July to 3rd 4th July 2026
(Prior Park College) 1-17years August 2026 3rd July 2026 at 9.30am
Cirencester 1st July to 13th 30th June 2026
(Royal Agrlgultural 7 - 17 years August 2026 29th June 2026 at 9.30am
University)
Eastbourne 30th June to 12th 29th June 2026
1-17 28th 202
(Eastbourne College) years August 2026 8th June 2026 at 9.30am
Horsham 7th July to 5th 6th July 2026
(Christ's Hospital School) 11-17 years August 2026 Sth July 2026 at 9.30am
Nottingham 30th June to 12th 29th June 2026
(Nottingham University) 1-17years August 2026 28th June 2026 at 9.30am

We also run 2 - 3 week Spring
courses at our centres in
Eastbourne and Bath. If you are
interested in working on our
Spring course please make this
clear in your application.

= recruitment@elac.co.uk
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