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The Faculty comprises the departments of Classics (Latin and Classical
Civilisation), French, German, Italian, Mandarin Chinese and Spanish.
Each department or subject has its own dedicated website or website
page – see Subjects for further details.
Much of this handbook relates specifically to Modern Languages. Please
see the website under Subjects – Classics for the Classics handbook.
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This handbook should be read in conjunction with the schemes of work
produced for each of the modern languages taught at the School:
French, German, Spanish, Italian and Mandarin Chinese.
The schemes of work, which can be found on the KES website, contain
information specific to each language, including detailed resource lists.
This handbook contains information relevant to the teaching and
learning of all modern foreign languages in the School's curriculum.
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Aims
The aims of the Modern Languages departments throughout
the School are:
•

To foster the enjoyment of language learning.

•

To develop each pupil to his or her potential in the
use and understanding of modern foreign
languages at a level appropriate to the learner’s
experience.

•

To promote understanding and appreciation of the
cultures and ways of life of other countries.

•

To promote the importance of learning languages
as an essential life-skill for the future
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Curriculum provision
Diversification
In line with our policy of diversification, there is a choice of French, German or Spanish as a first
modern language (ML1) in the First Year (Year 7). Where possible, all pupils are given their first
choice language, but where this would not result in viable teaching sets it may be necessary to take
the first-choice language as an option (ML2) in the Second Year (Year 8) instead. All pupils are
required to take a modern language to IGCSE, with many pupils taking two languages. A language
studied as a ML2 can replace the original ML1 as the only language studied to IGCSE if wanted.

Period allocation, homework and access to FLAs
Five periods (50 mins each) per fortnightly cycle are allocated to the ML1 in the First Year (Year 7);
four each to ML1 and ML2 in the Second Year (Year 8); four to ML1 and six to ML2 in the Third Year
(Year 9); and six to each modern language studied in the Fourth and Fifth Years (Years 10 and 11).
There are two homeworks per cycle in all years up to IGCSE.
By the Fourth Year (Year 10) at the latest, each pupil also has regular contact with one of the Foreign
Language Assistants (FLAs).
In the Sixth Form, twelve periods per fortnight are allocated to the subject in the Lower Sixth year.
There is a directed study programme for those students studying 3 A-levels, which is equivalent to
three periods per cycle. In the Upper Sixth year there are twelve allocated periods. In addition, each
pupil has at least 25 minutes per week with one of the FLAs. The Sixth Form are expected to
undertake approximately five hours per week of private study in addition to their timetabled
commitments. Period allocations may change for smaller sets.

Public examinations
All pupils taking French, German or Spanish sit their International GCSE (EDEXCEL) examinations at
the end of the Fifth Year (Year 11). In Italian pupils also sit their International GCSE examination
(CIE) at this time.
In the Sixth Form, a two-year linear course to A-Level (AQA) in French, German or Spanish is offered.
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Spanish
In the current First Year, three of the six forms study Spanish (ML1). The language is also available
as an option (ML2) starting in the Second Year. In the current Second Year, there are five sets
studying Spanish and there are seven sets in the Third Year. In the Fourth Year, there are five sets
and in the Fifth Year, there are four sets. There is one set in the Lower Sixth and one in the Upper
Sixth.

French
In the current First Year, two of the six forms study French (ML1). The language is also available as
an option (ML2) starting in the Second Year. In the current Second Year, there are five sets studying
French and there are six sets in the Third Year. In the Fourth Year, there are two sets and in the Fifth
Year, there are four sets. There is one set in the Lower Sixth and one set in the Upper Sixth.

German
In the current First Year, one of the six forms studies German (ML1). The language is also available
as an option (ML2) starting in the Second Year. In the current Second Year, there are three sets
studying German and there are two sets in the Third Year. In the Fourth Year, there are three sets
and in the Fifth Year there are two sets. There is one set in the Lower Sixth and one in the Upper
Sixth.

Italian
Italian is offered from the Third Year to the Fifth Year. There are currently two sets of students in
the Third Year, one in the Fourth Year and one in the Fifth Year. All pupils take their IGCSE (CIE) at
the end of the Fifth Year. Where numbers allow, this provision may in future be extended to include
a Sixth Form course.

Mandarin Chinese
As part of the Foundation Studies programme, students in the Upper Sixth may take a two-term
beginners’ qualification, the AQA Unit Award Scheme in Chinese (Mandarin). There is also a similar
beginners’ course available as a co-curricular option for the Upper School and Lower Sixth, and a
taster club for the Lower School.

2

Course books
We use a wide range of course books (some of them digital versions) and our own language-specific
physical and intranet resources to deliver the curriculum.
For Spanish, we use Mira, Spanish for Edexcel International IGCSE and AQA Spanish A Level. For
French, we use Studio, French for Edexcel International GCSE and AQA French A Level. For German,
we use Stimmt!, German for Edexcel International GCSE and AQA A-level German. For Italian, we
use Amici d’Italia 1, Cambridge.
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ICT
The amount of available ICT-based teaching material has been rapidly expanding during recent
years, and it is the policy of the Modern Languages departments to investigate and use the best of
this material.
Each classroom has an interactive whiteboard or touchscreen display to present spoken and written
language, encourage speaking and writing practice and to provide stimulating visuals to motivate
learning in students of all abilities. Internet research, DVD playback and instant access to audio files
in the target language are just some of the benefits of ICT in the MFL classroom.
The introduction of iPads has also greatly increased students’ own access to ICT-based resources in
all classrooms. Students can now access the internet whenever it is needed and are making use of
a range of apps to support their language studies and encourage them to develop as independent
learners. Tasks, including homework, are also set via the Firefly student planner and on Google
Classroom.
All schemes of work make reference to ICT resources, with each class having access to electronic
resources within a dedicated language-specific section of the KES website via a PC or an iPad. These
provide material that students will use alongside their text books, which they can work on either in
class or at home. Where digital text books are used, they allow students to complete exercises at
their own pace. Thus, students can practise the work completed in class independently.
In addition to material that supplements the text books, there are links on the website to sources of
background material, and for older students there are news feeds to current online news sites. This
promotes independent learning and encourages students to keep up to date with events in Spain,
France, Germany, Italy and other countries where their languages are spoken.
Classes also use our multimedia classroom, L7, which contains 25 pupil workstations connected to
and controllable from the teacher’s main computer. The Sanako software can be used for listening
to and recording tasks, enabling students to work on their spoken Spanish, French, German and
Italian at their own pace, and allows teachers to collect in audio files and listen to them once the
lesson is over. All workstations in L7 are connected to the School network and the internet.
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List of useful websites
The following websites are used on a regular basis by both teaching staff and students:
• Pearson Active Learn https://pearsonactivelearn.com/app/Home: French – Lower School;
German – Lower School.
• Dynamic Learning https://my.dynamic-learning.co.uk: French – Upper School; Spanish –
Upper School; German – Upper School, Sixth Form.
• This Is Language https://www.thisislanguage.com/: French – Upper School; Spanish – Upper
School; German – Upper School, Sixth Form; Italian – Third Year, Upper School.
• Vocab Express https://www.vocabexpress.com/login/: German – Upper School, Sixth Form;
Italian – Third Year, Upper School
• Kerboodle https://www.kerboodle.com/: French/German/Spanish Sixth Form
Each of the individual subjects maintains its own list of useful websites which can be accessed on
the intranet at the following locations:
French: https://intranet.kes.hants.sch.uk/languages---french/student-resources
German: https://intranet.kes.hants.sch.uk/languages---german/student-resources
Italian: https://intranet.kes.hants.sch.uk/languages---italian/student-resources
Spanish: https://intranet.kes.hants.sch.uk/languages---spanish/student-resources/internet-links
The school makes extensive use of the Google Drive and Classroom platforms. All staff and
students have a Google account and electronic work is often set, stored and shared by using these
platforms in conjunction with Firefly student planner, which is the app currently used to set
homework.
https://www.google.co.uk/drive/

https://classroom.google.com/
List of useful apps for Ipads
Word Reference

Vocab Express

AirServer Connect

Socrative

Memrise

Book Creator

Quizlet

Duolingo

Comic Life

Kahoot

Padlet

Explain Everything

Linguascope

Notability

Puppet Pals
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Teaching rooms
Modern Foreign Language lessons take place in the Faculty area, which comprises classrooms
starting with L and CL namely L1, L2, L3, L4, L5, L6, L7, L8, L9, L10, L11, CL1, CL2 and CL3. The area
contains a multimedia centre in L7.
Most pupils below the Sixth Form who have five or six periods per cycle are timetabled in L7 for one
period per cycle per language. Other teaching sets can be booked into L7 or one of the other IT
rooms by their teacher whenever required . Sixth Form students can also be booked into one of
these rooms.
Interactive whiteboards or touchscreen displays with inbuilt speakers and fixed PCs with DVD
players are installed in teaching rooms.
FLAs are timetabled in FL1, next to the MFL office, or FL2, which is at the top of the stairs leading up
from the Atrium.
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Language teaching policies
Equal opportunities
The MFL classroom is one in which communication is paramount, both between teacher and pupil
and between pupil and pupil. Teachers are careful to ensure that no pupil is disadvantaged in the
business of communication or in any other aspect of the learning of modern foreign languages due
to his or her gender, race, abilities, or particular characteristics.

Special Educational Needs (SEND) and gifted linguists
Whilst being a school with academically selective entry, we do have pupils with SEN when it comes
to language learning, for example those with literacy difficulties or impaired hearing or speech.
Special arrangements are made on an individual basis for such pupils after discussion with Tutors,
the Curriculum Support department, parents, and, when appropriate, the pupils themselves. In the
first instance, the Curriculum Support team make Heads of Department and subject staff aware of
any SEN, and action is then discussed, agreed, and taken. All teaching staff must ensure that they
are familiar with and have put in place any of the teacher recommendations (TREX, available on
ISAMS under pupil profiles) for all of the pupils that they teach who have been identified as having
a SEND
Any subject teacher who feels that an individual pupil may have a SEND, of which the Tutor has not
made him or her aware (e.g. dyslexia), consults with the Head of Department and Tutor concerned,
they should also notify the Curriculum Support department. Any necessary action is then agreed
and taken.
Access arrangements will include those required during the sitting of examinations, both internal
and public. Teaching staff should make sure that they are familiar with the list of students who are
entitled to extra time, the arrangements should be applied to all internal assessments.
The Modern Languages departments take care to ensure that particularly gifted pupils or those with
language-advantaged backgrounds are appropriately catered for and challenged.
The needs of native speakers or semi-native speakers are met following individual assessment by
the member of staff who is in charge of the relevant language. It is possible to take IGCSE early,
provided that the student is in adequate command of the language.
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Setting
In Spanish and French, setting is practised in consultation with subject teachers in the Lower and
Upper Schools, when considered appropriate by the Head of Department. Setting is not practised
in either German or Italian.

Target Language (TL)
TL is frequently used in routine classroom situations when a teacher considers it appropriate to do
so. Complex grammatical explanations and some disciplinary matters are dealt with in English unless
a teacher considers the use of TL to be more effective.
Pupils and teachers are encouraged to use TL as much as is reasonably possible for all
communication within the classroom. Routine classroom instructions are normally given in TL.

Pupil behaviour
Successful MFL learning depends upon an atmosphere of open co-operation within the classroom.
Expectations of pupil behaviour are high and are made clear.
Staff promote an atmosphere of co-operation by encouraging and praising successful linguistic
achievement, and by using the School reward systems of Merits, Commendations, Digniora and
Dignissima.
When pupil behaviour falls short of expectation, action is taken commensurate with the seriousness
of the offence. Pupils may be asked to spend part or all of their breaktime or lunchtime detained by
a member of staff; they may be put in an official weekday or Saturday detention (this can be done
on ISAMS); or, in exceptional circumstances, they may be sent from the classroom to the School
Office, where they will be dealt with by a senior member of staff. In all cases other than those
involving an official detention, of which parents are officially notified, subject teachers contact the
pupil's Tutor about any action it has been necessary to take. Support can also be sought from Heads
of Department or the Head of Faculty.
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Marking, grading and reporting
Homework
Below the Sixth Form, pupils have two allocated homeworks fortnightly. It is the normal expectation
that at least one homework per fortnight will be used for formal written work, the other for
vocabulary or grammar learning, reading, informal writing, or other appropriate tasks. There is
some flexibility, according to circumstances. In the earliest stages of learning a language, for
example, written assignments may be considered less productive.
In the Sixth Form, each teacher normally sets approximately two and a half hours of work per week
to be done outside the classroom, giving a total per language of five hours. Staff are careful to
ensure that deadlines for the submission of work are realistic in view of pupils' commitments, and
normally a week's notice is given for anything other than a minor piece of work; more than a week's
notice will be given for a major piece of work.

Reporting, Recording and Assessment
The Modern Languages departments follow School policy on recording and reporting, which are in
excess of legal requirements. One written report is sent to parents each year. Parents also have the
opportunity to meet their child's teacher at least once a year at a Parents' Evening. In addition to
the continuous recording of achievement in individual teachers' mark books, regular formal and
informal assessments are carried out in each language and results are kept in the departmental
databases (located in each language’s section of the T Drive) and monitored by the Head of
Department or Co-ordinator responsible for the language.

Marking
Formal written work is marked as soon as practicable after it is handed in. Mistakes are identified
and corrections are made by the teacher where appropriate.
Various methods are used to encourage pupils to correct their own work. Pupils may be required
to write out formal corrections or they may be asked to write a fair copy of a piece of work or of a
section of a piece of work. It is left to the individual teacher’s discretion as to which correction
system to use in a particular case, the decision being based on a view as to the best way to encourage
high standards and maximum the progress of individual pupils.
Ticks are used to indicate elements of merit within a piece of work.
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Homework can be given a mark (e.g. out of 10 or 20) or graded, depending on the task and what the
teacher considers to be appropriate (for example, grades may be preferable in the run-up to an
examination). With Fourth Year, Fifth Year and Sixth Form classes, the examination boards’ mark
schemes and grading systems will often be used for typical examination-based tasks.
A brief comment in TL should be made on each piece of work, the comment being as positive as is
reasonable. More detailed comments, starting with the positive and continuing with suggestions
for development, together with any necessary explanations, may be made either in TL or in English,
as appropriate.
A dialogue between the student and the teacher should be in evidence. This could be in the form
of corrections, which the teacher checks next time.
In the Sixth Form, teachers may require a pupil to re-submit a “fair copy” of a piece of work when it
is considered that this will be beneficial.
Work submitted electronically via iPads may also be marked and returned electronically. Students
should check their e-mail, Firefly student planner or Google Classroom for feedback in this case. A
note should be made in the student’s exercise book indicating where the work can be found.

Grading
In line with whole-school policy, the following general grade descriptors should be used by all
colleagues when writing school reports and when providing grades for half-termly progress checks:
4 – Excellent, above the expectations for pupils at KES
3 – Good, in line with the usual expectations for pupils at KES
2 – Concern, generally below the usual expectations for pupils at KES
1 – Serious Concern, well short of the minimum expectations for pupils at KES.
Staff should write a short comment should any
grade 1s be recorded.
Half-termly grades
Lower School to receive half-termly grades reporting on:
• Attainment
• Attitude to learning
• Behaviour
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Upper-School to receive half-termly grade reporting on:
• Progress (via GCSE grade, not the internal four point scale)
• Attitude to Learning
• Behaviour
Sixth-Form to receive half-termly grade reporting on:
• Progress (via A level grade, not the internal four point scale)
• Attitude to Learning
Should a grade 1 be recorded for Behaviour, Attitude, or Attainment (Y1-3 only) a short comment /
explanation to be included. No other grades to have comments

2
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Continuing Professional Development
Teacher training
The Faculty has worked regularly and successfully with the Education School at the University of
Southampton in the training of MFL teachers in Spanish, French and German. Our own KES Initial
Teacher Training Scheme was introduced in September 2016 and is available to trainees where
vacancies exist.

INSET
The Faculty has a selection of INSET materials available for staff use. These can be found in the MFL
office and in the MFL area on the T Drive.
The MFL Department also subscribes to various periodicals and is a member of ISMLA (Independent
Schools’ Modern Languages Association) and ALL (Association for Language Learning). Recent
publications from these bodies can be found in the MFL office. Faculty representatives also attend
the annual Trinity Group meeting.
All MFL staff are encouraged to attend relevant courses and conferences and report back to
colleagues either during Faculty / departmental meetings or via a Twilight session. Details of current
courses can also be found in the MFL office and will be sent occasionally by e-mail. Colleagues can
also get information and advice from SGH, AJMS, EML, KMC, MJG, RLH and SRP as appropriate.
The School's INSET days are used to examine particular issues in depth, and to devise follow-up
plans. INSET Days are divided up into sessions, which usually include Faculty and departmental time
for discussing major developments, practising new skills or preparing suitable teaching materials.
A chief focus for the MFL Faculty this year will be to review our current practices and curriculum
offer. Ensuring that marking policy is adhered to will also be key. Faculty and departmental time
will be made available to discuss such developments as appropriate. The use of iPads for teaching
and learning, which has now been fully rolled out across all year groups including the Sixth Form,
will also continue to be a focus for development and the sharing of ideas.
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Health and safety
Classrooms and equipment
All Modern Language classrooms are equipped with interactive whiteboards or touchscreen
displays. L7 is equipped with teacher and student computers and monitors, printers, and audio
equipment, all of which are permanently located on purpose-built furniture. Computers and
monitors should not be moved except by technicians; similarly, wiring, whether mains or lowvoltage, must only be connected or disconnected by technicians. However, headphones may be
connected or disconnected by staff but not by pupils. Care should be taken by staff and pupils when
moving any desktop wiring.
Care should be taken to minimise any risk when moving portable items both between and within
rooms and to ensure that they are operated safely both in terms of trailing leads and position and
security of mounting while in use. In particular, these items should not obstruct entry or exit to a
room or be put in a position where they are liable to be accidentally dislodged.
Any apparent defects in rooms or equipment which pose a potential hazard must be notified as soon
as practicable to the Head of Faculty, and action taken to minimise risk.

Instructions in case of fire
Rooms L1 and L2 to exit through the quadrangles to the North Exit.
Rooms L3, L4, L5, L6, FL1, FL2, L7, L8, L9 and L10 to exit by the link door near the Art department.
Room L11 to exit by the main PE entrance/exit
POINTS TO REMEMBER
1.
2.
3.
4.

Close all windows and doors behind you.
Leave the School in an orderly fashion, but without wasting time.
Leave the School quietly, you may need to hear instructions as you make your way to safety.
In case of a real fire, the emergency services will be coming, rapidly, along the main drive. To
reach the assembly area, you need to cross the drive. Take care when doing so.
5. The assembly area is on the grass. Pupils should line up in Tutor Groups with 1/1 closest to
the School building. The Lower School will follow along the drive and the Upper School and
Sixth Form on the field.
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Contact with native speakers
Foreign Language Assistants (FLAs)
Each year the Faculty welcomes FLAs to assist with speaking practice and examination preparation.
There are two French FLAs, two Spanish FLAs, one German FLA and one Italian FLA.
Their main role is to give pupils – both individually and in small groups – regular, structured contact
time with a native speaker. In so doing, they give valuable guidance in pronunciation and intonation,
encourage the idiomatic use of language and make a major contribution to preparation for IGCSE
and A-Level speaking tests. They bring the reality of contact with speakers of other languages into
the daily lives of our pupils.
The FLAs help members of staff and pupils in numerous other ways. Through them, the Faculty
keeps up to date and is in constant contact with both the evolution of the languages and the cultures
they represent.

Current trips
Pupils have a choice of trips as they progress through the School. All current trips are subject to
postponement or cancellation due to restrictions imposed upon travel due to Covid 19.
The Spanish Department offers learners of Spanish an annual trip to Catalonia for pupils in the First
and Second Years (Years 7 and 8) during the May half-term break. For pupils in the Third and Fourth
Years, there is a homestay programme with language tuition which takes place in Córdoba during
the Easter holidays, whilst for Sixth Form students there is a Study Trip to Salamanca, which also
involves language tuition and takes place in the February half-term holiday.
The French Department offers a four-day residential visit to Normandy for pupils in the Second Year
(Year 8), a study trip to Paris every other year for Upper School pupils, and a Sixth Form French trip
every other year to Montpellier.
The German Department offers an annual day trip to the Goethe Institut in London for First Years,
then a weekend trip to the Aachen Christmas market to pupils in the Second and Third Years (Years
8 and 9), with additional places available for others on a first-come first-served basis.
For Italian, there is usually an annual trip to either Florence or Milan.
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Guidelines for trips and visits
The following guidelines have been taken from the staff handbook.
The School places great importance on following the correct procedure for organising and running
ventures. The Educational Visits Co-ordinator (EVC) and the Co-curriculum Administrator are always
pleased to help Trip Leaders (TL) with the procedural aspects of organising a venture.
All ventures, of an academic nature or otherwise, must be approved in principle by the Assistant
Head (Co-curriculum) or the EVC before they are advertised to pupils. Approval is obtained by
submitting the online form via EVOLVE, which can be found on the School home page.
The Assistant Head (Co-curriculum) looks primarily at the relevance, worth and value for money of
the trip, the impact of absent students and staff on the School day and clashes within School or
between ventures in holiday time.
The EVC gives approval from a health and safety aspect. The EVC may wish to discuss a number of
issues at the preliminary stages including staffing arrangements and suitability, transport
arrangements or appropriate venues. The School has regard for DfE guidance and the HSE advice in
the organisation of Trips and Visits. The more complex the venture, the more time consuming this
stage will be.

Procedure for organising a trip
• Enter the trip in EVOLVE (online trip planning and evaluation tool available on the school
intranet) for outline approval.
• Read B19 (in the staff handbook, which can be found on the T-drive).
• Advertise trip and draw up electronic pupil list.
• Risk Assessment (where appropriate).
• The Co-curriculum Administrator will check payments have been made in full and collect
online consent, where appropriate.
• Liaise with staff regarding pupil absence two weeks in advance.
• Complete all the boxes on EVOLVE and submit.
• Await signed-off authorisation from EVC (Education and Visits Co-ordinator/Co-curriculum
Administrator.)
No trip may go until it has been authorised by the EVC.
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Initial planning
All trips and visits are expected to be entered into the calendar by the calendar deadline for the
coming term. There may be instances where this is not possible for a Trip leader and these cases
will need to be discussed with the Assistant Head (Co-curriculum).
Disruption to lessons through pupil absence is limited to one trip per year group per academic year
in any one department, unless specific permission has been granted by the Head / Assistant Head
(Co-curriculum). Trips out of school should not be planned post-half term in the Spring Term. If
there is an exceptional circumstance this must be discussed in advance with the Assistant Head (Cocurriculum).
Once agreement has been given, the visit may proceed conditional upon the detailed planning and
preparation being completed. Details of any requirements will be given by the Assistant Head (Cocurriculum) or the EVC or via EVOLVE. The B19 acts as a check list for organisers of off-site activities.
All ventures, once authorised, can be viewed on the School electronic calendar. Authorised and
unauthorised trips can be viewed on Calendar Manager in iSAMS, where unauthorised events are
shown in pink. This allows individual staff to identify particular pressure points in the year and plan
accordingly.

Costing school trips
The cost of a school trip should include:
•
•
•
•
•
•
•
•
•
•
•

accommodation (if appropriate)
coach hire or minibus costs
entrance or admission fees
incidental travel
incidental expenses
allowance in case of pupil cancellation
non-returnable deposit
over-charges can always be refunded – it is more difficult to recover losses!
some pupils cancel for no good reason, thus causing the trip to be under-funded
insurance
staff expenses should also be included when working out costs

At least one week’s notice should be given to the Accounts Office if cash / currency is required.

Staffing
The EVC (Education and Visits Co-ordinator) will advise regarding appropriate staffing ratios on
ventures which will depend on the nature and location of the venture. The guidelines for the
number of staff required on a venture follow best practice taking account of guidance from HSE, DfE
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and the HCC (Safety in Adventurous Activities) as well as accepted previous publications such as DfES
HASPEV (since superseded, but still relevant), which sets a minimum for safety purposes. For some
ventures, more staff than the minimum may be appropriate. Accompanying staff will normally be
current members of the School staff. Where NTS are asked to attend trips their line manager must
first be consulted. All parents and other responsible adults who accompany residential trips must
be DBS checked.

Advertising and letters
After the initial authorisation the Trip leader can begin the organisation and publicity of the venture.
The TL distributes a parental letter to interested children which must be checked by the Assistant
Head (Co-curriculum).
The letter must make it clear that the child’s place on the venture is not confirmed until payment
(deposit or total as appropriate) has been made, and that payments are not normally refundable
once the child has been offered and accepted a place.
The letter will give a clear date on which KESpay will start to accept payment for the trip. The
opening date for KESpay will be far enough in advance to give parents sufficient notice and to cater
for short-term pupil absence. (Suggestion – letters distributed at the start of the week, KESpay
opened on the following evening).
Payment by cheque is still possible, but should not be encouraged. Cheques should be delivered to
the Accounts Office and will then be hand-entered into KESpay so that it remains up-to-date. This
inevitably introduces a delay which is why online payment is quicker and more efficient.
Example insert for initial parental letter regarding allocation of places
Please note that your child’s place on this activity is not confirmed until the School has received
payment of … (insert deposit/full amount here as appropriate). Places are allocated in the order in
which payment is received and the quickest method of payment is by using the School’s online
KESpay facility on the School website.
KESpay for this activity will be available from … (insert date here as agreed with Accounts) and has
the code … (ESP will supply this unique number).
If you wish to pay by cheque then please contact the trip leader.
(Delete if this is not appropriate for your activity). For a popular activity, places may be limited. If
you find that your payment is not accepted, you should contact the Accounts Office by e-mail or
phone to be placed on the waiting list for the activity. I shall contact you in the event that a place
becomes available.
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Budgeting and payments
All ventures must be planned to break even financially; the School does not normally subsidise
ventures. Any budgeting issues or problems should be discussed with the Assistant Head (Cocurriculum).
Staff may be reimbursed for reasonable expenses incurred during their supervisory activities,
however leaders should bear in mind that ultimately it is the students who pay for the venture, and
that all ventures must provide value for money.
The KESpay facility will accept payments up to the maximum number set for an activity. When the
allocated number of places has been filled, more payments will be blocked. It may be appropriate
to put pupils on a waiting list.
Parents who have paid will receive an automated e-mail confirming payment has been received.

Risk assessments
Appropriate risk assessments (where required) should be made in conjunction with the EVC who will
indicate on the e-mail that the Trip Leader receives whether this is required. Copies of generic risk
assessments may be found with the EVC and also on the School website. The following trip types
MUST have a valid risk assessment:
• all residential trips
• all trips of an adventurous nature
• any trip that involves swimming

Important administration
Once pupil names are known, the TL creates a list of pupils in EVOLVE. This important step allows
medical and pastoral information for the participants to be available to the venture staff. Details on
how to do this can be found on the School website.
It may be appropriate or advisable to hold an information evening for pupils and parents prior to
the trip. This gives the TL the opportunity to give practical information to participants and answer
any questions. It is a good time to reinforce the behaviour expectations on the trip and chase any
remaining paperwork. When arranging an information evening make sure you have booked a venue
on the School website and informed the Caretaker using a D3 form.
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Once the TL has submitted the trip form in EVOLVE an automated e-mail requesting confirmation
that the currently-held details for the venture are correct. Pupil names are automatically circulated
to the relevant Heads of Year, which allows them to flag up any concerns they might have. Finally,
when everything is in place, the EVC / Co-curriculum Administrator will sign off the venture and print
off a register and medical info and give to Trip Leaders.
Medical information held by the School (as provided by parents) is printed when it is signed off by
the EVC. Trip Leaders should look closely at this: some items may need to be collected from the
School Nurse’s office for individual students, or further confidential information obtained.
The TL must complete the register on EVOLVE when the venture leaves the KES site, or must phone
the Main Office during working hours to give an update. The Assistant Head (Co-curriculum) / Cocurriculum Administrator should be notified as soon as possible of any staff changes.
The EVC will indicate on initial authorisation whether specific parental consent is required for a pupil
to take part in the venture. If so, the Co-curriculum Administrator will e-mail parents via EVOLVE
asking for consent. Under no circumstances can a pupil participate in the venture without a returned
consent form.
The Wednesday breaktime meeting provides an opportunity to flag up in advance outings affecting
a number of different classes. In normal circumstances, advance notice of at least two weeks of
intended absence by pupils should be given. It may also be appropriate to e-mail relevant staff pupil
lists of who is attending the trip.

Passports
Trip Leaders should obtain black and white copies of passports well in advance of a foreign trip to
check their validity for the duration of the trip and for an appropriate length of time after return.
Pupils should provide the copy themselves. Passports should not be brought to School, and staff
should not handle passports.
Pupils must not leave the UK on a school trip without their passport (a copy is NOT sufficient). If a
pupil arrives at the trip departure point without a valid passport and this cannot be resolved before
departure, the pupil CANNOT accompany the trip. If necessary, the Trip Leader should contact a
member of the SMT to arrange suitable supervision for the pupil until collected by their parents.
Consideration should be given as to the safety of the passports whilst abroad; staff should issue clear
reminders to pupils about being careful with valuable items.
It is important that parents and pupils are made aware of these guidelines in the trip letter. In
particular, the School cannot accept responsibility for passports. We do not collect them in before
a trip, and it is the responsibility of the pupil and / or their parents to ensure that passports are
brought to the trip departure point. The School accepts no responsibility for loss or damage to
passports.
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Swimming
Where swimming is planned on a School trip, there MUST be a risk assessment.
Where the activity of swimming is offered on school trips the following mandatory control measures
are to be enforced by the Trip Leader:
• permission gained prior to trip from AHCC
• informed consent gained from parents via initial letter with a response required, also
informing Trip Leader of swimming ability
• activity covered in the risk assessment
• correct supervision in force throughout; this will either be:
o qualified staff at the venue (i.e. swimming pool lifeguard)
o KES qualified staff to supervise at controlled times
N.B. KES qualified staff will be Royal Life Saving Society (RLSS) Emergency Responder – Swimming
Pool (ER-SP) qualified with a valid First Aid certificate.

Student conduct letters
Some activities – e.g. foreign overnight visits – may require a student conduct letter. This is to be
signed by both pupil and parent. It sets out the School’s expectations of a pupil’s behaviour both
before the activity, i.e. in School, and during the activity. It allows for the removal of a pupil from
an activity if it is thought that his / her inclusion might jeopardise the safety and enjoyment of the
rest of the group. Please see the EVC if you are unsure about the need for a letter or its contents.
A sample letter can be found on the T-drive under Co-curricular/Forms.

The Reg Burns Language Exchange Fund
This fund exists primarily for bursary students at KES to enable them to take part in language
exchanges. However, academic achievement and language aptitude are also taken into account
when assigning funds. Please contact RVM or AJMS for further details.

2

Co-curricular programme
The Faculty has a wide range of co-curricular activities in place in addition to the trips programme.
This aims to encourage our pupils to expand their own knowledge of and interest in language and
culture.
As part of the co-curricular programme, the Faculty organises a variety of clubs catering for the
needs of current learners of the core languages and also a range of beginners’ classes (see the table
below for details).
We also offer a range of clinics for IGCSE students as they approach their public examinations, which
take place at lunchtimes or after school, and are designed to fill in any gaps in knowledge at a critical
time. We also invite a theatre company to perform a play in Spanish, French and German once a
year, if considered desirable by the member of staff in charge of each language. The material on
offer is appropriate to pupils' studies and to their broader understanding of the respective culture.
For the Sixth Form in particular, the Faculty arranges occasional visits to plays, films, exhibitions and
further talks by visiting speakers. During recent years we have also established excellent links with
the University of Southampton and have invited lecturers to give literature or careers talks to the
Sixth Form.
The Sixth Form are also encouraged to borrow DVDs from a library in the MFL office in order to
develop their knowledge and add to their enjoyment of Spanish, French, German and Italian cinema.
Participation in the UK Linguistics Olympiad is encouraged, too, for advanced learners in the Upper
School and Sixth Form via the weekly Linguistics Olympiad Club, where students can practise their
linguistic skills together, and the now firmly-established Polyglots, meeting at least once per term,
allows Sixth Formers to research and present a linguistic topic of their choice to an audience of their
peers.
Students at all levels are encouraged to extend their language skills by taking part in occasional
competitions. These will be publicised in class, on the website or on the MFL display board. There
are also prizes awarded at Speech Day for excellence in languages.
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MFL Faculty Clubs and Activities 2020-2021
Catalonia trip
Córdoba trip
Salamanca trip
Theatre and cinema
trips
Onatti Productions
visit
IGCSE Spanish clinic
L4

Summer half term
2021
Easter holiday 2021

AJMS

Tuesday 1.30pm
Wednesday 1.30pm

Language acquisition /
cultural experience
Language acquisition /
cultural experience
Language acquisition /
cultural experience
Language extension /
cultural benefit
Play in Spanish by visiting
theatre company
Support for those looking
for help with IGCSE and
exam preparation
Language acquisition /
cultural experience
Language acquisition /
cultural experience
Play in French by visiting
theatre company
Language extension /
cultural benefit
Conversation practice and
exam preparation

June 2021

Cultural experience

MJG

Upper School
and Sixth
Form
First Years

January 2021

Play in German by visiting
theatre company
Creative fun with the
language
Conversation practice and
exam preparation

SJBA

Fourth Year

RLH

Language extension /
cultural benefit
Language club for Lower
School pupils

SRP

First and
Second Years
Upper School
and Sixth
Form
All ages

ECH

Lower School

tbc

Conversation practice and
exam preparation

ECH

Upper School

Wednesday Week B
1pm

Language classes for
beginners

GSPL

All ages

Spring half term
2021
Various
Tbc
Monday 1pm
Tuesday 1pm

Normandy trip

Endeavour 2021

Montpellier trip

Easter holiday 2021

Onatti Productions
visits
Theatre and cinema
trips
French conversation
practice
L8
Goethe Institut trip to
London
Onatti Productions
visit
German Kultur Klub
L10
German conversation
practice
L10
Theatre and cinema
trips
Italian Club for the
Lower School
L4
Italian conversation
practice
L4
Japanese Club for
beginners
L1

tbc
Various

Wednesday 1pm
Friday 1pm

Various
tbc
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EML

First and
Second Years
Third and
Fourth Years
Sixth Form

EML

Sixth Form

SJBA

Third Year

Spanish
staff /
FLAs
EFB

Upper School

KMC

Sixth Form

SJBA

First and
Third Years
Sixth Form

GSPL

KMC /
SJBA
French
FLAs

German
FLA

Second Year

Japanese Club for
advanced learners
L1
Mandarin Chinese for
Upper School and
Lower Sixth
L5
Mandarin Chinese
continuation
L5

Wednesday Week A
1pm

Language classes for
improvers

GSPL

All ages

Tuesday 4.05pm

AQA Unit Award Scheme
Mandarin Chinese course

HXD

Upper School
and Lower
Sixth

Tuesday 1.30pm

HXD

Lower School

Mandarin Chinese for
beginners
L5
Polyglots
L6

Tuesday 1pm

AQA Unit Award Scheme
Mandarin Chinese course
for those with some
experience of Mandarin
AQA Unit Award Scheme
Mandarin Chinese course
for beginners
Programme of talks and
activities

HXD

Lower School

UK Linguistics
Olympiad Club
L5

Friday 1pm

University of
Southampton
lectures

As scheduled

Thursday 1.30pm
Once a term

Preparation for UK
Linguistics Olympiad
competition in February
2021
Extension days for able
linguists

MFL staff Upper School
/ pupils
and Sixth
Form
AJMS
Upper School
and Sixth
Form
AJMS

Various ages

AJMS
Updated August 2020
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