
Mornings 

Teachers’ meeting:  Meet teachers in the staff room 

and check they are all prepared for their lessons. Ensure 

that teachers are following the scheme of work and using 

the LSE Passport in their lessons. Log any issues         

reported by teachers and ensure action is taken at the 

earliest possible convenience. 

Group Leaders’ Meeting: Daily meeting with all        

non-teaching staff.  Academic issues will be discussed 

during the meeting as well as activities, accommodation, 

catering and other welfare issues. 

Afternoons  

Teacher Support: Teachers who are not participating 

in afternoon excursions will have time to plan lessons. 

This is a good time for the Academic Manager to answer 

any questions the teachers may have, solve any issues 

or help them find materials that they might require for  

upcoming lessons. 

Afternoon Lessons: Depending on your centre you 

may have to organise afternoon lessons. This will involve 

ensuring that classrooms and resources are available 

and that it is appropriately staffed.  

Full Day Excursions 

On a weekday and at the weekends staff and students 

will go on full day excursions which you may need to  

support. This is a good opportunity to get to know some 

of the students and also visit some great places such as 

Chester, London or Brighton, depending on your centre. 

You may also be required to support with student arrivals 

and departures and help the rest of the management 

team with the check-ins and check-outs. 

Placement Testing and Induction 

The busiest day for the Academic Manager is Placement 

Test Day which is when the students need to be tested 

and placed into appropriate classes. All materials and 

rooms need to be prepared in advance. Teachers will 

invigilate exams and conduct speaking tests to ensure 

that students are placed in the correct level. 

Once tests have been completed, they are marked by the 

teachers and the Academic Manager and students are 

classed according to level. If you are in mixed nationality 

centre you will also need to ensure that there is a good 

nationality mix in each class. 

Students will also have an induction, which will include 

school and excursion rules, health and safety policies 

and other essential information about their stay.  

Evenings 

If all the day’s tasks are complete, it is a choice of having 

the evening off or going along to the evening activity. It’s a 

good opportunity to get to know the students. 

Mealtimes 

Have lunch/dinner with the other staff and students. You 

may be required for lunchtime duty, assisting students 

and ensuring good behaviour in the dining hall. 
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