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[bookmark: _bookmark0]Policy Statement
The English Experience welcomes students from different countries, cultures and backgrounds; all students are 18 years of age or under (young learners). The school is committed to safeguarding and believes that all young learners, without exception, are entitled to protection from harm, regardless of age, gender, ethnicity, disability or sexuality. The English Experience is also wholeheartedly engaged in promoting a multicultural environment where other people’s beliefs are respected and valued, while offering a safe environment to study and live without prejudice. The school therefore recognises its duty of care to these young learners throughout their stay and has in place policies and procedures to ensure staff, group leaders and homestay hosts always act in the best interests of the child and assure their overall well-being.
[bookmark: _bookmark1]Purpose of the Policy
· To provide a safe and secure environment for the young learners who visit our school.
· To raise awareness of safeguarding and child protection issues throughout the school
· To provide all responsible adults including staff, group leaders and hosts with the key principles, appropriate information and procedures to ensure this safe and secure environment is maintained.
· To promote the core British values of democracy, and encourage all to respect other people with particular regard to the protected characteristics of the Equality Act [2010]
[bookmark: _bookmark2]Context
	
	Main school

	Location
	The English Experience School of English
8-10 Upper King Street Norwich
NR3 1HA

	Ages of students
	11-18

	Accommodation type
	Homestay

	Length of stay
	1-4 weeks



[bookmark: _bookmark3]Terminology
The following terms will be used throughout this Safeguarding document:
· Safeguarding refers to ensuring the highest standards in all areas of looking after young learners and will include fire safety, medical needs, pastoral care, supervision and security, bullying (including cyber bullying), visitors to the site, smoking, alcohol and substance abuse, food and eating, first aid, abusive behaviour, e- safety and child protection.
· Child protection is the protection of young learners from direct harmful behaviour.
· Prevent is safeguarding people and communities from the threat of terrorism.
· The safeguarding team refers to the staff members who have a responsibility to deliver the Safeguarding Policy.
· Responsible adult refers to staff, group leaders and hosts. All responsible adults are required to read, abide by and actively support all aspects of this Safeguarding policy.
· The English Experience UK Ltd will be referred to as the school.
· Any school premises will be referred to as the building.
· Staff include all permanent and temporary employees including teachers and activity leaders. All adults accompanying groups are referred to as group leaders.
· Adults who provide accommodation are referred to as hosts.
· Young learner refers to anyone who has not yet reached their 18th birthday or is 18 but part of a group of the same academic year. All young learners will be made aware of safeguarding issues in the Student Handbook and during ‘first day’ activities. They are encouraged to support each other and report any concerns to a responsible adult.



· Other adults refer to all people over the age of 18 who have contact with young learners through the school, for example, staff at attractions included in the social programme.
[bookmark: _bookmark4]Documents and Legal Frameworks
The following documents taken from the Department of Education and Home Office (printed versions can be found in the Safeguarding Policy and Procedures folder) were referred to when writing this policy:
· Keeping children safe in education (September 2018)
· Working Together to Safeguard Children (July 2018)
· What to do if you’re worried a child is being abused (March 2015)
· Information sharing advice safeguarding practitioners (July 2018)
· Prevent duty departmental advice (July 2015)
· Revised Code of Practice for Disclosure and Barring Service Registered Persons (November 2015)
[bookmark: _bookmark5]Legislation and Guidance
· Legal Framework Children Act 1989 Section 47 of the Children Act 1989 places a duty on the local authority to make an investigation if they believe a child in their area is suffering or is likely to suffer from significant harm. The local authority must also decide whether to seek an order, provide services and/or review the case later.
· Section 17 of the Children Act 1989 places a duty on local authorities to provide a range of services for children in need.
[bookmark: _bookmark6]Organisations
· NSCB is Norfolk Safeguarding Children Board which is run by the local authority and is in place to ensure all children are protected and to promote child welfare. NSCB are an independent organisation that ensures people working with children carry out their safeguarding responsibilities as required by law. To get in touch with the NSCB there is a link on the homepage (www.norfolklscb.org) or you can call 0344 800 8020.
· LADO is the Local Area Designated Officer who works as part of the LADO team within Norfolk County Council Children’s Services, they are the initial port of call for allegations of abuse against a person working with children. To contact the LADO the contact number is 01603 223473.
· CADS is the Children’s Advice and Duty Service, which is made up of senior social workers, who will provide advice and support to other professionals and ask key questions about the risks and strengths within families. Together we will then agree together who is best placed to meet the needs of the child. If deemed necessary, the MASH team will be contacted to take the case further. To contact CADS the daytime number is 0344 800 8021 and the out-of-hour number is 0344 800 8020. If there is an emergency call 999.
· MASH is the Multi Agency Safeguarding Hub which deals with the referrals for children most at risk. They consist of a partnership between Norfolk County Council Social Care, Police, Probation Services and Health Services who work together to safeguard children and vulnerable adults in the community. This organisation also deals with any Prevent issues; this means any concerns regarding terrorism and radicalisation of individuals. You will be transferred to MASH should CADS think it is necessary, but the contact number is 0344 800 8020.
[bookmark: _bookmark7]Specific Roles and Responsibilities
A summary version of this Safeguarding Policy is included in all handbooks and is covered in the induction of all responsible adults. It is made clear during the induction of all responsible adults and the ‘first day’ sessions with young learners that everyone associated with the school has responsibility to notice and report safeguarding concerns, promote the Core British Values, as well as promote a positive and welcoming atmosphere.

The following members of staff form the Safeguarding team and have a responsibility to ensure all aspects of the Safeguarding Policy are followed. Any of these members of staff can be contacted regarding a safeguarding matter by calling 01603 622300 or 07775707951, visiting the office or emailing (email addresses shown below).


Sylvia Davies (PA & Welfare Officer) - Designated Safeguarding Lead. Involved in policy writing, training and ensuring that the Safeguarding team are upholding all areas of the Safeguarding Policy. Ensures the day-to-day requirements of the Safeguarding Policy are met with particular reference to Activity Leaders. info@englishexp.co.uk
Lauren Higginson (Director of Studies) - Designated Safeguarding Deputy and PREVENT person. Involved in policy writing, training and ensuring that the Safeguarding team are upholding all areas of the Safeguarding Policy with regard to Teachers. Present in the welcome talk for students and Group Leaders. directorstudies@englishexp.co.uk
Carol Syder (Director) - Designated Safeguarding Deputy. director@englishexp.co.uk
Karen Dack (Accommodation Officer)- Designated Safeguarding Person. Ensures that the day-to-day requirements of the Safeguarding Policy are met with particular reference to homestay hosts. She makes herself known to young learners and group leaders on arrival and maintains a presence during the school day as someone the young learners can come to should they have a problem. hosting@englishexp.co.uk
All other adults/staff that have contact with young learners are trained to Level 1 (Basic Awareness) and recognise their duty of care and responsibility to safeguard. This is achieved by following the safeguarding policy, sharing the organisations commitment to safeguarding, undertaking appropriate training, being ready to report concerns, however small, or allegations and knowing who to contact inside the organisation and outside of the organisation.
[bookmark: _bookmark8]Associated Policies
This Safeguarding Policy refers to further policies within the organisation (Please find full policies in Appendix A)
· Health and Safety General Policy
· E-safety Policy
· Safer Recruitment, Induction and Training Policy
· Pending DBS risk assessment
· Policy on the recruitment of ex-offenders
· Student Absence Policy and Procedure
· Missing Student Policy and Procedure
· PREVENT Policy
· Driving for The English Experience Policy and Procedures
· Bullying and Abusive Behaviour Policy and Procedure
· Adult – U18 Interaction Policy
· Complaints Policy and Procedure
· Student Absence Policy – for any incident
· Policy and Procedure for taking students out on Street Surveys
· School Discipline Procedure
· PREVENT/Emergency Safety Measures Policy and Procedure
· Emergency Action Plan Procedure
· Policy for Care of Under 18s
· Policy and Procedure for Supervision Ratios for Leisure Activities
· Policy on Free Time for Under 18s
· On call Policy and Procedure
· Procedure for Calling the Emergency Phone – Homestay Hosts

[bookmark: _bookmark9]Procedure Policy Review
There is a formal annual review meeting involving the Safeguarding and Management Team to inform a review of this Safeguarding Policy. Extraordinary review meetings will be held as necessary in response to issues. Attendees will gather and present feedback from young learners, staff and group leaders. 
The use of feedback from young learners helps with the ongoing development of the safeguarding policy. This feedback is gathered when appropriate (usually when groups are enrolled on a course for 2-4 weeks).
[bookmark: _bookmark10]Policy Availability and Formats
The full policy is available in the Safeguarding information folders at reception, available digitally via email and on the website. The summary version of the Safeguarding Policy is included in all handbooks, leaflets for visitors upon arrival and there is a display covering the issues in the Student Area.
[bookmark: _bookmark11]Record keeping procedures
Training, concerns or referrals to outside agencies are securely logged and kept in a locked cupboard.

[bookmark: _bookmark12]Code of Conduct
All staff read and sign a code of conduct before commencing any work with the company. A copy of the code of conduct is presented along with the terms and conditions of employment to the member of staff and must be read, signed and returned.
All code of conduct for each specific role can be found in the handbooks. Group leaders are asked to read and sign their code of conduct during their induction to the school on their first day and during the student’s induction/welcome lesson teachers talk through the code of conduct and get the class to discuss what is classed as appropriate behaviour.
All role specific codes of conduct can be found in Appendix B.
[bookmark: _bookmark13]Essential Code of Conduct
Our Essential Code of Conduct, listed below, sets the standards for the way we work in all areas of our school. All responsible adults involved with the school must understand and adopt these standards with the overall aim of building mutual respect and creating a welcoming, safe and positive atmosphere, both for young learners and everyone involved with The English Experience.
Essential Code of Conduct The English Experience:
· encourages an atmosphere of mutual respect amongst everyone we work with including all staff, group leaders and homestay hosts, as well as all students.
· executes all courses offered in our publicity to the highest standard.
· ensures the school always offers a secure and safe environment.
· provides training and development to ensure all involved are confident and competent in their roles and understand their responsibility to notice and report any safeguarding concerns.
· expects that all those involved will work for the overall benefit of the organisation.
· expects all staff to understand and adhere to all company policies and procedures.
To aid in maintaining and promoting the above ethos, we expect all staff to understand and follow both the Essential and role specific Codes of Conduct.

All staff at the school must:
· adhere to and support the school policies set out in the Staff Handbook
· always be vigilant and report any concerns regarding safety, security or safeguarding to a manager
· promote cultural awareness and understanding.
· treat all colleagues and individuals always associated with the school with professional respect, particularly in the presence of young learners.
· demonstrate the same positive attitudes, values and respectful behaviour expected of students.
· ensure that their appearance and attire is appropriate to the role being undertaken, taking into consideration the culture and age of the young learners.
· be aware that personal choices regarding smoking, alcohol and drugs should not be shared or visible to the young learners. Smoking outside the front of the building is prohibited.
· not swear in front of young learners or condone the use of inappropriate language between young learners.
· be conscious of maintaining professional boundaries, be aware of their body language and keep physical contact with young learners to a minimum. If physical contact is unavoidable, try to take reasonable precautions to ensure this is in public and unreciprocated.
· try to avoid spending time alone with young learners. Try to ensure other young learners or a colleague is around, or the door is left open.
· not disclose personal contact details, including email, to young learners. This includes friending, following or similar on social media. If young learners ask, they can be directed to the school Facebook page.
· not take photographs or videos of the young learners for personal records. Any images taken of the young learners during their stay for the purposes of teaching or marketing remain the property of the school.
· respect school property and facilities and ensure they are used appropriately and with care by themselves and the young learners.
· should be committed to the underlying principles of equality and diversity encompassing all, regardless of race, gender, disability, religion/belief and age.
· Confidentiality is a legal requirement, and any information obtained about students should not be disclosed unless this serves a compelling professional purpose.
· be familiar of risk assessments associated with your area of the business.


Building on the Staff Code of Conduct, there are specific ones in place for different positions within the school. These are found in the relevant handbooks and form part of the induction process.
Legal obligations
1. Legal obligations of Staff:

· All staff are in a position of trust and must understand that under the Sexual Offences Act 2003 all young learners under 18 are classed as minors. As such, to cause or incite a minor to engage in any sexual activity, or to conduct any sexual activity in the presence of a minor is defined as an abuse of trust and is against the law. The school considers any breach of this position of trust with a young learner to be gross misconduct and the responsible adult involved would be subject to disciplinary procedure.
· Staff must not enter into any illegal activity that contravenes the criminal code of the country he/she is resident in.

Print name		Signed	

[bookmark: _bookmark14]Adult- U18 Interaction
· At no time can a member of staff be alone (out of sight of others) with an U18.
· There must be at least two members of staff in the building with U18s.
· 	There must be no socialising out of School between members of staff and U18s at any time other than during designated social events.
· Physical contact between staff and U18s is to be avoided where feasible (n.b. in a busy classroom situation a degree of physical contact may become unavoidable, for example, whilst setting up activities or directing movement. This must be restricted to necessary physical guidance such as, e.g., a hand on the shoulder. A handshake is also acceptable.
· 	Under no circumstances may a member of staff embrace or make any form of physical contact with an U18 which goes beyond these forms of contact.
· Members of staff may not exchange private messages with U18s which do not directly and exclusively refer to matters which form part of the lesson material.
· Members of staff may not ask for or receive personal information from U18s except where this forms part of the teaching process.
· All staff must always use appropriate language when talking with U18s.
· 	The giving of praise or other such verbal guidance as may be appropriate must be restricted to matters relating exclusively to school matters.
· Any other form of interaction between staff and U18s will not be tolerated.
[bookmark: _bookmark15]Appearance
Staff should consider the manner of dress and appearance appropriate to their professional role. A professional appearance is always expected of staff. Staff should ensure their appearance and clothing:
· Promotes a positive and professional image, including ensuring that for male staff facial hair is either well shaved or trimmed and neat.
· Is not likely to be viewed as offensive, revealing or sexually provocative.
· Does not distract, cause embarrassment or give rise to misunderstanding.
· Is absent of any political or otherwise contentious slogan.
[bookmark: _bookmark16]Alcohol, Drugs and Smoking
· You should not drink any alcohol when you are working unless your manager has agreed you can, on specific special occasions.
· You should make sure that if you drink any alcohol when you are not working but during your working day, it will not affect your ability to carry out your work or damage the reputation of the English Experience.
· You should not take any drugs that may impair your performance or affect your behaviour. In this context, the term, ‘drugs’ is used to include all drugs and substances, legal or illegal, which adversely affects behaviour or performance. If your doctor gives you any medication that may have a negative effect on your performance, you should tell your manager.
· Breaches of these rules may render an employee liable to disciplinary action up to and including dismissal. For example, if you:
· Create a health and safety risk to yourself and others because of drinking alcohol or taking drugs.
· Display conduct in the workplace which can be offensive, hostile or generally unacceptable as a result of drinking alcohol or taking drugs.
· Are found to be incapable of carrying out your normal duties satisfactorily because of drinking alcohol or taking drugs.
· Possess, take, deal, sell or store-controlled drugs either on work premises or are involved in these activities outside of work.
· Make malicious or untrue allegations that a colleague is drinking alcohol or taking drugs.

[bookmark: _bookmark17]Electronic contact with U18 students
Electronic contact is defined as the communication, publication or exchange of information, including images and videos, between two or more people using an electronic device. This may occur using text and voice text, instant messaging, emails, blogs, social networking services, such as Facebook, and social media apps, such as WhatsApp, snapchat.
· This applies to the relationship between U18 students and staff before, during and after their course.
· All staff must ask the DSL’s or DSP’s permission for any electronic contact with a U18 student which is not work-related, whether during or after the course.
[bookmark: _bookmark18]Accommodation
· All Homestay Hosts are provided with a handbook outlining all aspects of being a Homestay Host. This is then backed up with an Induction session from the Accommodation Officer.
· They are all provided with the role specific code of conduct (Appendix B) which explains what acceptable and appropriate behaviour is. All Homestay Hosts must sign this to acknowledge they have read, understood and will adhere to it.
· All Homestay Hosts must have a valid DBS and sign a contract before they are able to accept students into their home.
· All residential staff are provided with a handbook outlining all aspects of working on a residential course. They have an induction prior to the start of the residential from a member of the management team.
· Residential staff are already members of English Experience staff and will have a valid DBS and had the necessary training.
[bookmark: _bookmark19]Transport
All coach and taxi companies confirm in writing annually that all drivers used to transport our students have up to date DBS checks and are safe to work with under 18’s. All coach and taxi companies also confirm, in writing, that all vehicles used to transport our students are in roadworthy condition.
[bookmark: _bookmark20]Gifts/Favouritism
· Should gifts be given to any member of staff by a student, the member of staff is expected to assess whether the gift is appropriate to accept (cost etc.)
· The member of staff must inform their line manager, even if the gift wasn’t accepted.
· The line manager will speak to the group leader and the director if necessary.
· Members of staff are not expected to give students gifts and should not do so.
[bookmark: _bookmark21]Whistleblowing
· Whistleblowing occurs when a person raises a concern about dangerous or illegal activity, or any wrongdoing within their organisation. All responsible adults have the right to report concerns regarding how child protection issues are being handled. The NSPCC has a helpline.
· Staff understand their responsibility to inform management should they have a concern about a colleague’s behaviour.
· Students are aware that they can talk to a member of staff about any inappropriate behaviour from an adult. We work to make the environment in the school as comfortable as possible. (Use line from other part of policy)
· All staff are given the whistleblowing policy in the staff handbooks.

[bookmark: _bookmark22]Child Protection
[bookmark: _bookmark23]Responsibilities
All responsible adults have a duty of care to protect from harm any young learners visiting the school. The school recognises that the length of the stay of most of the young learners in our care and the language barrier involved mean it can be difficult to recognise signs of abuse. However, it is the responsibility of all responsible adults working with the organisation to have an awareness of different types of abuse, know how to recognise the signs and understand their responsibility to report any concerns and how this is done.
All responsible adults are in a position of trust and must understand that under the Sexual Offences Act 2003 all young learners under 18 are classed as minors. As such, to cause or incite a minor to engage in any sexual activity or to conduct any sexual activity in the presence of a minor is defined as an abuse of trust and is against the law. The school considers any breach of this position of trust with a young learner to be gross misconduct and the responsible adult involved would be subject to disciplinary procedure.
The following members of staff form the Safeguarding team and have a responsibility to ensure all aspects of the Safeguarding Policy are followed.
             Sylvia Davies (PA & Welfare Officer) - Designated Safeguarding Lead. 
             Lauren Higginson (Director of Studies) - Designated Safeguarding Deputy and PREVENT Person
             Carol Syder (Director) - Designated Safeguarding Deputy
             Karen Dack (Accommodation Officer) - Designated Safeguarding Person 
             
One of the Safeguarding Team is always ‘on call’ and can be contacted 24 hours a day, 7 days a week via the
emergency phone (07775707951). All under 18’s and group leaders are given this number on arrival into the UK.
All other adults/staff that have contact with young learners are trained to Level 1 (Basic Awareness) and recognise their duty of care and responsibility to safeguard. This is achieved by following the safeguarding policy, sharing the organisations commitment to safeguarding, undertaking appropriate training, being ready to report concerns, however small, or allegations and knowing who to contact inside and outside of the organisation.
[bookmark: _bookmark24]Definition of Abuse
Abuse is defined by Working Together to Safeguard Children (July 2018) as
‘A form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting harm, or by failing to act to prevent harm. Children may be abused in a family or in an institutional or community setting by those known to them or, more rarely, by others. Abuse can take place wholly online, or technology may be used to facilitate offline abuse. Children may be abused by an adult or adults, or another child or children.’

[bookmark: _bookmark25]Types of Abuse and How to Recognise the Signs
There are four main types of abuse: physical, sexual, emotional and neglect. Bullying can be a major cause of emotional abuse; this increasingly includes cyber bullying. Please see our separate Policy on Bullying and Abusive Behaviour for more information (Appendix A). Below is a summary of what to look out for in each instance.
[bookmark: _bookmark26]Physical:
This form of abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating or otherwise causing physical harm to a child. Physical harm may also be caused when a parent or carer fabricates the symptoms of, or deliberately induces, illness in a child.


It is important to remember that it is perfectly normal for young learners to have bumps and bruises. Cause for concern might be:
· If the injury doesn’t fit the explanation of how it happened
· Wearing clothes to cover injuries, even in hot weather
· Refusal to undress for sports or join in activities like swimming.
· Injuries with patterns
· Delayed presentation of injuries
· Injuries to both sides of the body; it would be very hard to accidentally get two black eyes.
· Injuries in unexpected locations; it is unusual to accidentally injure some areas of the body. Key examples are the soles of the feet, the inside of the arms, back and side of trunk, the ‘triangle of safety’ (ears, side of face and neck and top of shoulders).
[image: ]Diagram of signs of physical abuse
[bookmark: _bookmark27]Sexual:
This involves forcing or enticing a child or young person to take part in sexual activities, not necessarily involving a high level of violence, whether the child is aware of what is happening. The activities may involve physical contact, including assault by penetration (for example rape or oral sex) or non-penetrative acts such as masturbation, kissing, rubbing and touching outside of clothing. They may also include non-contact activities, such as involving children in looking at, or in the production of, sexual images, watching sexual activities, encouraging children to behave in sexually inappropriate ways, or grooming a child in preparation for abuse (including via the internet). Sexual abuse is not solely perpetrated by adult males. Women can also commit acts of sexual abuse, as can other children.

Cause for concern might be:
· Acting in an inappropriate sexual way with objects or peers
· Nightmares or other sleeping problems
· Becoming withdrawn or clingy
· Personality changes including seeming insecure or becoming secretive.
· Unexplained fear or dread of particular people or places
· Changes in eating habits
· Evidence of self-harm
· Physical signs such as sexually transmitted infections or pregnancy


[bookmark: _bookmark28]Emotional:
This is the persistent emotional maltreatment of a child such as causing severe and adverse effects on the child’s emotional development. It may involve conveying to a child that they are worthless or unloved, inadequate, or valued only insofar as they meet the needs of another person. It may include not giving the child opportunities to express their views, deliberately silencing them or ‘making fun’ of what they say or how they communicate. It may feature age or developmentally inappropriate expectations being imposed on children. These may include.
interactions that are beyond a child’s developmental capability as well as overprotection and limitation of exploration and learning or preventing the child participating in normal social interaction. It may involve seeing or hearing the ill-treatment of another. It may involve serious bullying (including cyberbullying), causing children frequently to feel frightened or in danger, or the exploitation or corruption of children. Some level of emotional abuse is involved in all types of maltreatment of a child, although it may occur alone.
Cause for concern might be:
· Delayed physical or emotional development.
· Shows extremes of passivity or aggression
· Sudden speech disorders
· Overreaction to mistakes, or continual self-deprecation
· Neurotic behaviour (rocking, hair twisting, self-mutilation)
[bookmark: _bookmark29]Neglect:
The persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in the serious impairment of the child’s health or development. Neglect may occur during pregnancy because of maternal substance abuse. Once a child is born, neglect may involve a parent or carer failing to: provide adequate food,
clothing and shelter (including exclusion from home or abandonment); protect a child from physical and emotional harm or danger; ensure adequate supervision (including the use of inadequate caregivers); or ensure access to appropriate medical care or treatment. It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs.
Cause for concern might be:
· Often hungry, may beg or steal food.
· Badly dressed in ill-fitting/dirty clothes

[bookmark: _bookmark30]Further Understanding of Abuse
[bookmark: _bookmark31]Vulnerable Students
· Staff have a responsibility to be aware of groups of students who could be vulnerable, and to help identify individuals.
· Some vulnerable groups include:
· Babies up to 18 months (highest risk group) & unborn babies
· Students with Special Educational Needs and Disability (SEND)
· Students with existing emotional / behavioral / mental health difficulties
· Children from homes with ongoing domestic violence or alcohol/drug misuse
[bookmark: _bookmark32]Importance of Early Help
· Staff are in a good position, seeing students regularly and building strong relationships with them, to notice signs of a safeguarding concern at an early stage.
· Staff have a responsibility to notice when early help might be necessary, identifying emerging problems, and sharing concerns with the Designated Safeguarding team who can follow up.
· Early help in many cases leads to positive outcomes from potentially harmful situations.
· Early help is particularly important for vulnerable students.
[bookmark: _bookmark33]More Types of Abuse
Abuse, neglect and safeguarding issues rarely exist as standalone events that are easily covered by one definition. In most cases, multiple issues will overlap with one another.
[bookmark: _bookmark34]Peer-On-Peer Abuse
· Abuse is not only done by adults against children. Under 18s, notably teens, abuse their peers.
· Gang violence, gender-based violence – particularly against girls, hate and revenge crimes, bullying in all its forms are often done by peers to each other.
· Staff to be trained to understand peer-on-peer abuse; how it may manifest itself in your organisation and signs to notice/look for.
[bookmark: _bookmark35]Teenage Relationship Abuse
· Typically starts with two teens in a consensual close relationship.
· However, if one is very needy and the other starts to dominate and manipulate their needy partner, it becomes an abusive relationship.
· Signs may be repeated insults/put downs, stopping partner from seeing friends/family, checking partner all the time (texts/social media), forced sexual activity, physical violence, taking money, controlling what partner wears.
· The dominant partner will probably use threats, humiliation and intimidation to harm or ‘punish’ the other one.
[bookmark: _bookmark36]Bullying
· In the simplest definition, bullying can be identified as ‘the act of making somebody else unhappy, done deliberately and repeatedly’ (If done just once or unintentionally, the action still needs addressing by staff so that it isn’t repeated and thus become bullying).
· Many languages do not have a direct translation of the English word ‘bullying’, suggesting that the concept is not clear in that culture. Students need guidance first to know what bullying is.
· It can take a myriad of forms that may include some or all of the four recognised forms of abuse. Sometimes bullying, especially cyberbullying, is identified as a fifth form of abuse.
· Bullying is sometimes explained as; ‘having fun’, ‘part of growing up’ or a ‘cultural difference’. In every situation it is a form of abuse.

[bookmark: _bookmark37]
Guidelines for the Prevention of Bullying and Abusive Behaviour
All responsible adults and young learners are made aware of the school policy regarding bullying and abusive behaviour during their training and First Day lesson. Responsible adults and young learners are made aware of how important it is to respect those around them by having positive posters and slogans around the school. There is also an emphasis in the school philosophy of working together and understanding and learning about different cultures. It is the responsibility of all responsible adults and students to be aware of and work together to prevent bullying and abusive behaviour. (Please see the Bullying and Abusive Behaviour Policy in Appendix A)
[bookmark: _bookmark38]Dealing with Complaints of Bullying and Abusive Behaviour
All responsible adults and young learners must report any form of bullying or abusive behaviour to a member of the Safeguarding team (DSL/DSPs). This will be by way of a completed Safeguarding Concern Form; there are instructions and advice on how to do this on the back of the form. These forms are available for photocopying in all handbooks, are included in teachers/activity leader folders and in the Safeguarding Folder at reception. The concern must be kept confidential, and they will then be investigated by the relevant people and resolved appropriately.
All investigative notes and outcomes will be confidentially stored if the information is relevant.
[bookmark: _bookmark39]Informal Approach
If a concern is not of an especially serious nature, an informal interview with the person causing offence may be deemed appropriate by the Safeguarding team. Often, an explanation that the noted behaviour is unwelcome, causing offence/embarrassment and unacceptable, will resolve the situation. A member of the Safeguarding team will work with all parties, either separately or together if appropriate, to mediate and work towards a satisfactory solution which will be continually monitored.
If mediation is unsuccessful or the level of concern escalates through investigation, a formal approach will be taken. This decision will be taken by the Safeguarding team.
[bookmark: _bookmark40]Formal Approach
If the level of complaint is deemed to be serious by a member of the Safeguarding team, appropriate formal measures will be taken. Measures taken will depend on the people involved and will follow procedures set out in the relevant handbook and the Safeguarding Policy. The appropriate disciplinary action will be taken, and the situation monitored.
Under the Children Act 1989 a bullying incident should be addressed as a child protection concern when there is ‘reasonable cause to suspect that a child is suffering, or is likely to suffer, significant harm’. Where this is the case, the Director or DSL will report their concerns to their local authority, children’s social care.
[bookmark: _bookmark41]Child Sexual Exploitation
· Exploitation happens when under 18s receive ‘something’ (attention, gifts, money, alcohol, drugs) initially without needing to give anything in return, but at some point, sexual activity is required by the exploiter in return for the ‘something’ being given.
· The power of the exploiter is based on gender, age, physical strength, intellect, economic resources; it’s not a balanced relationship. Violence, coercion and intimidation are common.
· Signs might be students missing education, unexplained gifts, and older boy/girlfriends.
[bookmark: _bookmark42]Sexual Abuse and Sexual Harassment
· Any kind of sexual activity, even grooming, done by a person in a ‘position of trust’ to an under 18 is a crime.
· Sexual harassment is usually male-to-female.



· ‘Low-level’ incidents are unacceptable e.g. skirt raising, up-skirting, touching breasts. It is not just ‘a bit of teenage fun’.
[bookmark: _bookmark43]So called ‘Honour Based’ Violence (HBV)
· Crimes committed to protect the honour of a family and/or community; may include FGM or forced marriage.
· Whatever the motivation, these are abuse according to UK law.
· Signs might be persistent absence, decline in engagement/behaviour/performance, lower than expected exam results, depression, family member keeping close eye on student.
[bookmark: _bookmark44]Female Genital Mutilation (FGM)
· Non-medical, partial or total removal of external female genital organs, typically done to young girls from African countries.
· Illegal if done in UK, or if UK resident taken overseas to have it done.
· Duty on professionals (e.g. teachers) to report if they discover FGM has happened to girl under 18 (known from disclosure, not examination)
· Staff report to DSL and must also report direct to police themselves.

[bookmark: _bookmark45]Guidance on Handling a Disclosure from a Child
There are four steps when handling a disclosure from a child, Step 1 – Receive, Step 2 – Reassure, Step 3 – React and Step 4 – Record. These 4 steps are explained on every safeguarding concern form and form the basis of how you record a disclosure.
It is vital to present only the facts that are available to you. You should not include your opinion or pass judgement in any way. Particularly if you are reporting a concern brought to you by a young learner, it is of paramount importance that you record only what they said, as close to verbatim as possible. Try not to paraphrase or summarise.
After a student has spoken to you, you should record the conversation as soon as possible. You should not necessarily record this while the student is speaking to you.
What should you do if a child comes to you and tells you that they are being abused? It’s normal to feel overwhelmed and confused in this situation. Child abuse is a difficult subject that can be hard to accept and even harder to talk about. Children who are abused are often threatened by the perpetrators to keep the abuse a secret. Thus, telling an adult takes a great amount of courage. Children must grapple with a lot of issues, including the fear that no one will believe them. So, care must be taken to remain calm and to show support to the child throughout the disclosure phase. The following guidelines will help lessen the risk of causing more trauma to the child and/or compromising a criminal investigation during the disclosure phase.

[bookmark: _bookmark46]STEP 1 - Receive:
· Listen to what is being said without displaying shock or disbelief. A common reaction to news as unpleasant and shocking as child abuse is denial. However, if you display denial to a child, or show shock or disgust at what they are saying, the child may be afraid to continue and will shut down.
· Accept what is being said without judgement.
· Take it seriously.
[bookmark: _bookmark47]    STEP 2 - Reassure:
· Reassure the child, but only as far as is honest and reliable. Don’t make promises that you can’t be sure to keep, e.g. "everything will be all right now". Reassure the child that they did nothing wrong and that you take what is said seriously.
· Don’t promise confidentiality – never agree to keep secrets. You have a duty to report your concerns.



· Tell the child that you will need to tell some people, but only those whose job it is to protect children.
· Acknowledge how difficult it must have been to talk. It takes a lot for a child to come forward about abuse.
[bookmark: _bookmark48]    STEP 3 - React:
· Listen quietly, carefully and patiently. Do not assume anything – don’t speculate or jump to conclusions.
· Do not investigate, interrogate or decide if the child is telling the truth. Remember that an allegation of child abuse may lead to a criminal investigation, so don’t do anything that may jeopardise a police investigation. Let the child explain to you in his or her own words what happened, but don’t ask leading questions.
· Do ask open questions like "Is there anything else that you want to tell me?"
· Communicate with the child in a way that is appropriate to their age, understanding and preference. This is especially important for children with disabilities and for children whose preferred language is not English.
· Do not ask the child to repeat what they have told you to another member of staff. Explain what you must do next and to whom you must talk. Refer directly to the named child protection officer or designated person in your organisation.
· Do not discuss the case with anyone outside the child protection team.
[bookmark: _bookmark49]    STEP 4 - Record:
· Make some very brief notes at the time and write them up in detail as soon as possible.
· Do not destroy your original notes in case they are required by Court.
· Record the date, time, place, words used by the child and how the child appeared to you – be specific. Record the actual words used; including any swear words or slang.
· Record statements and observable things, not your interpretations or assumptions – keep it factual.
[bookmark: _bookmark50]Reporting a Safeguarding Concern or Serious Issue
The school encourages an atmosphere of openness and collaboration amongst all responsible adults and young learners in order to ensure the safest and best possible experience for the young learners in our care. The difference between a concern (something seems to be not right; however no immediate danger to U18) and a serious issue (U18 could be in danger of harm/abuse and a quick/urgent response is required) Not all safeguarding concerns will be child protection issues; however, the procedure for reporting them is the same.
[bookmark: _bookmark51]Managing a concern
All staff and other adults are to be aware of their responsibility to keep Designated Safeguarding Staff informed of any safeguarding concerns they have.
Sometimes it is hard to distinguish between a general welfare concern and a safeguarding concern. If in doubt, report to Designated Safeguarding Staff who will investigate further to understand better.
[bookmark: _bookmark52]Reporting a Concern
All concerns need to be reported, no matter how small, as they may make up a bigger picture. They are reported using the Safeguarding Concern Form (Shown in appendix…	) which can be found in Teacher/Activity Leader
folders, at Reception and online. Once the form is completed with as much information as possible, it needs to be given to a member of the Safeguarding team as soon as possible.
[bookmark: _bookmark53]Responding to a Concern
Once a concern is raised, it is the designated staff’s responsibility to respond. The response will depend on the nature of the concern however the process is often:
1. Sensitively gather more information
2. Record
3. Inform – Who needs to know.
4. Act according to investigations and discussions.
5. Monitor as required until No Further Action (NFA) can be noted.

[bookmark: _bookmark54]Keeping Records
· Concerns must be recorded. This single piece of information may be part of a larger, possibly ongoing, situation.
· The person raising the concern needs to write, sign and date the initial report.
· Designated staff then take over and continue recording as required.
· All records need to be easy to access but not necessarily by everyone.
· Information recorded as a concern is not usually confidential, but it may become so after further investigation.
· Records can be helpful in identifying patterns.
[bookmark: _bookmark55]Managing a Serious Issue/Allegation
[bookmark: _bookmark56]What is an Allegation?
Information which indicates an adult may have:
· Behaved in a way that has/may harm a child.
· Possibly committed criminal offences against or related to a child.
· Behaved towards a child in such a way that indicates s/he would pose a risk of harm if working closely or regularly with a child.
[bookmark: _bookmark57]Responding to an Allegation:
A member of the Designated Safeguarding team should respond as follows:
· Is the child safe? Find the child, stay calm and support the child.
· Inform the Designated Safeguarding Lead/Senior Manager immediately.
· If the allegation is about the Designated Safeguarding Lead/Senior Manager discuss with other Designated Safeguarding Staff
· Record, ensure written record is made by the person who made the allegation.
· Contact Local Authorities for guidance. To be done by the Designated Safeguarding Lead/Senior Manager
· Next steps depend on Local Authority Guidance
· If safe and appropriate return child to normal routine
[bookmark: _bookmark58]What Happens Next?
· In serious cases, the police and/or Children’s Services may be involved.
· In most cases local authorities may offer guidance, but direct our organisation to deal with the allegation.
· The organisation has two duties:
· A duty of care to properly safeguard the under 18
· A duty of care to employees
· An employee facing an allegation must be provided with effective support and the matter dealt with quickly and fairly, following the organisations disciplinary procedure.
· Suspension is not automatic but may be necessary if children face a risk of harm or if the allegation is so serious it could result in a dismissal.
· If suspension happens, a named staff contact is required to support the person facing investigation. The reason for suspension must be communicated within 24 hours.
If the allegation is regarding an under 18 the same process will be used, however a member of the designated safeguarding team will be available to support the accused.
[bookmark: _bookmark59]Confidentiality
· Designated Safeguarding staff remind anyone who has reported an allegation that confidentiality is required as it is a child protection/serious issue and must not be discussed with colleagues.

· Designated Safeguarding staff may discuss allegations amongst themselves but not with anyone outside, including their own partners or friends outside work.

[bookmark: _bookmark60]Training
All staff receive Safeguarding training before starting work with young learners. This is overseen by the Designated Safeguarding Team, but the training may be carried out by Designated Safeguarding Staff.

· Staff and hosts are initially instructed to undertake an online training session (https://prosperoteaching.com/free-accredited-online-safeguarding/) and provide a copy of the ensuing certificate.
· This is followed up by an in-house training session by a member of the Safeguarding team. All staff and hosts must be aware of and comfortable with the contents of this Safeguarding Policy and how to report a concern.
· If they are not, they have a responsibility to raise this issue and request further training.
· All relevant policies and procedures are made available in the appropriate handbooks and are available digitally on request.
· A general Safeguarding training session is run annually preceding the busy spring and summer season. This is not only for new staff but also serves as a refresher session for existing staff.
· Additional training sessions are provided as necessary throughout the year to ensure all new staff members are trained and clear of their responsibilities.
· All safeguarding training, whether online or in-house, is recorded showing the date of training, who completed the training, the content of the training and evidence that it was completed and understood.
Members of the Safeguarding team receive their training from external bodies and training needs are reviewed at the annual policy review meeting. The Safeguarding Team are trained to Level 2 and 3 (Advanced Safeguarding for Designated staff and Specialist safeguarding for Designated Lead).
[bookmark: _bookmark61]Safer Recruitment

The school fully recognises and understands its responsibility to have arrangements in place to safeguard and promote the welfare of the young learners in its care through safe recruitment practices. All reasonable steps are taken to ensure unsuitable people are prevented from working with or having access to young learners. A statement is included on the website sharing our commitment to safeguarding; the Safeguarding Policy is also included. Full
details of the school’s commitment to safer recruitment are covered in the Recruitment Policy which covers staff and homestay hosts (Appendix A).
From application through to employment, safeguarding is a focus. Safeguarding is introduced to the applicant on the application form when they must confirm they are suitable to work with under18’s unsupervised and they are willing to have an enhanced DBS check.
During the interview, themes of safeguarding are used throughout with specific questions focusing on safeguarding and how the applicant would deal with potential safeguarding situations. The need for a DBS is discussed with the applicant and (if a teacher) the use of the barred list so employment can start straight away.
If the applicant is successful an induction session will take place where the new member of staff will be given the appropriate handbook, code of conduct and children’s act. The safeguarding policy is discussed in detail and the new member of staff must complete Level 1 online training. There will then be the opportunity for in-house safeguarding training.
If the DBS returns with a criminal conviction each case will be dealt with individually and sensitively. The overall decision will be with the Director.


All departments keep a record of each new member of staff e.g. Start date, DBS number, Safeguarding training date.
[bookmark: _bookmark62]Group Leaders
All group leaders are required to provide appropriate documentation to assure their suitability to work with young learners. The nature of the documentation will vary depending on the nationality of the leader.
On arrival they are provided with the Group Leader Handbook to ensure they are fully aware of their role and responsibilities during their stay. This includes information on relevant risk assessments and the summary of this Safeguarding Policy. They are asked to sign off to indicate that they have read and understood this information.
[bookmark: _bookmark63]Things to look out for during an interview.
Abusers can be anyone and anywhere. When interviewing applicants, it is important to ask the correct questions to make sure that any signs are not missed. Below are examples of what to check during interviews.
Sexual Abusers
Some arrive in a job with a pre-mediated desire to abuse children; others develop it while in the job. Therefore, safer recruitment alone is not enough to provide adequate safeguarding.
· A sexual abuser typically goes on a journey:
· Feeling emotionally connected to children and having few adult relationships/pastimes.
· Overcoming his/her own conscience, by, for example, seeing that child porn is available on the Internet so it must be OK and/or by re-interpreting children's behaviour to be sexual and flirtatious when it isn’t.
· Grooming adults so they see the abuser as normal/respectable/responsible.
· Grooming children, especially needy ones, testing their boundaries in minor ways at first, so that should there be any complaint, it would be easy to explain away.
· Slowly develop a relationship with the child, pushing the boundaries of sexual behaviour gradually further

Therefore, to be checked at interview:
· If the applicant can recognise/respect boundaries of physical contact with children
· If applicant can understand/describe appropriate boundaries for a professional relationship with under 18s

Physical Abusers
· Are not usually pre-meditated (unless sadists) but are usually reactive abusers.
· They typically lack self-restraint and don’t have appropriate strategies for managing conflict and/or difficult children.

Therefore, to be checked at interview:
· Applicant's attitude to managing conflict and dealing with difficult children.
· Applicant's attitude to displays of violence.

Emotional Abusers
· All sexual abusers are emotional abusers.
· Other forms of emotional abuse include failing to provide support to children who need it, and through constantly directing negative attention to a particular child.
· Bullying is the classic form of emotional abuse.
Therefore, to be checked at interview:
· Applicant's attitude to staff responsibilities in protecting children.
· Applicant's attitudes to using positive reinforcement.

[bookmark: _bookmark64]Student Welfare
[bookmark: _bookmark65]Risk Assessments
Risk assessments are a fundamental part of maintaining the safety of young learners and all staff are trained to understand the importance of both following and helping to maintain the school’s risk assessments.
All responsible adults are required to read the risk assessments provided for the activities they are undertaking either in the building or offsite. They are also responsible for ensuring that pertinent information is passed on to the young learners in an accessible manner.
Activity Leaders are required to carry out the risk assessment for the activity they are leading. It is their responsibility to notice and report to the school any new hazards that were not included in the original risk assessment.
[bookmark: _bookmark66]Informing Young Learners
The school aims to provide as much information as possible to the young learners by a variety of means to ensure their safety and well-being.
[bookmark: _bookmark67]First Day Lessons
During the first lesson the teacher presents key information to the students in the language graded to the appropriate level. This includes, but is not limited to, information on fire safety in the building, being safe while traveling to and from school, how the students can keep themselves safe when unsupervised, e-safety, information on British culture, the school rules and the consequences if these are broken and scenarios they may come across in their homestay.
[bookmark: _bookmark68]Student Handbook
This document is available to all students and contains everything they need to know about their stay in Norwich; it aims to educate young learners about all aspects of their stay and includes a simplified summary of this Safeguarding policy. There is a copy available in their homestay, as well as many copies available at the school.
[bookmark: _bookmark69]Displays
There are displays in the student area, as well as posters around the school informing the students more visually of various safeguarding issues, the atmosphere we aim to create and what they can expect while they are at the school.
[bookmark: _bookmark70]Supervision of Students
Students are never placed in Homestay Hosts with more than 3 other students. During lessons the maximum number of students is 15 per class. When out on Activities the ratio of staff to students is 1:15. Group Leaders are included in this ratio and are made aware of this prior to arrival via the Group Leader Handbook and in their welcome talk at The English Experience on their first day.
These ratios ensure that any emergencies can be dealt with whilst ensuring the safety of the group.
The ratio of adult supervision to students is continually monitored and is subject to change depending on the ability/needs of the group but will never exceed 15 students to 1 adult.
Group Leaders will never be asked to supervise students who are not from their group. Please see the full Supervision Policy in Appendix A.
[bookmark: _bookmark71]Welfare Provision and Dealing with Welfare Concerns
The Welfare Officer is Sylvia Davies (PA to the Director). Any welfare concerns are passed directly to her or via your line manager.

On the first day of the course the Welfare Officer will conduct an induction with the group leaders, this covers a wide range of things but importantly it is a chance to check the welfare of the students. Often the students will talk more openly with their group leaders than the English Experience staff, so any concerns or worries may have been told to the group leaders already.
At the beginning of the first lesson of every day, teachers will conduct a welfare check by talking to the students and asking how they are finding their homestay host, if they like the food they have had so far, if they have a packed lunch with them etc.
If there are any problems the Welfare Officer and the Accommodation Officer will work together to solve any issues. This may result in a house move.
[bookmark: _bookmark72]Missing students
[bookmark: _bookmark73]Missing from a Lesson
· At the beginning of each lesson a register is taken to ensure all the students are present. If there are any missing students, the teacher will inform the members of staff carrying out lesson checks. This member of staff will then inform the Welfare Officer, the Accommodation Officer and the Group Leader.
· The Accommodation Officer will then call the students directly to find out where they are. The group leader will also try as the student may recognise their number and answer.
· If there is no answer from the student, the Homestay Host will be called to find out what time the student left home, what time bus they were catching etc.
· This information will then help us pinpoint where the student is most likely to be.
· Staff members will continue trying to contact the students.
· Management is informed and if needed the local authorities will be contacted.
[bookmark: _bookmark74]Missing from an Activity
As soon as you become aware a student is missing.
· Call the missing student’s mobile phone number which you will find on the group mobile phone list.
· Contact The English Experience and inform staff of who is missing, where you are and how long they have been missing for.
· If you are at an activity site or tourist attraction, alert official representatives that you are missing a student.
· Work with Group Leaders to work out where the student may have become lost.
· Work with Group Leaders to ensure the rest of the group remains supervised whilst tracking the student.
· Groups must stay together until the missing student is located.
· If the group has an activity booked or needs to move to another location, speak with a Group Leader, who is contactable by mobile phone, to remain at your current location until the student is located.
· Keep your phone on you to communicate with all parties.
· If a student gets lost and the group needs to leave the location to return to Norwich or go home, the Activity Leader must stay at the location until the student is located where practicably possible.
· The English Experience will guide you on what to do if you have lost a student. You must communicate with The English Experience, or On-Call person at the weekend and evenings, so they can help you.
· If a student cannot be located and you are unsure of what to do, The English Experience or On-Call person and a senior member of staff will take control of the situation to contact the authorities. If the situation gets to this point, you will be informed of what to do by The English Experience.
[bookmark: _bookmark75]Missing from a Homestay
· If you feel that your student is ‘missing’ e.g. does not return at their curfew time or at an arranged time with yourself, you should firstly try phoning their mobile.
· Within 15 minutes maximum of not hearing anything, you need to call the emergency phone.
· We do ask you to also use your initiative, for example, if you know they have missed a bus and there is another one due imminently, you could wait.

· However, if they are young and it is dark you may need to react quicker than normal. If you have any doubts, please phone the emergency number.
· Group leaders will be phoned as they may have had contact with the student.
· The On Call person will continue trying to contact the student while liaising with the homestay host and group leaders.
· The On Call Manager is informed and if needed local authorities will be contacted.
[bookmark: _bookmark76]Emergency contact details
All students and group leaders are given the emergency number upon arrival via a student card. They are told to write their homestay address on the back and keep the card safe in their wallet or purse.
If a student gets lost or feels in danger, they can call the emergency number or if they are unable to call this number, they need to find help (go into a shop, find police officer or person of authority etc.) and show them the card and explain what has happened.
[bookmark: _bookmark77]Accommodation
· All Homestay Hosts are provided with a handbook outlining all aspects of being a Homestay Host. This is then backed up with an Induction session from the Accommodation Officer.
· They are all provided with the role specific code of conduct which explains what acceptable and appropriate behaviour is. All Homestay Hosts must sign this to acknowledge they have read, understood and will adhere to it.
· All Homestay Hosts must have a valid DBS and sign a contract before they are able to accept students into their home.
· No students are permitted to spend any nights away from their Homestay Accommodation unless it is a house move authorised by the Accommodation officer.
[bookmark: _bookmark78]First Aid and Medical
[bookmark: _bookmark79]First Aid
· Specific staff members complete regular ‘First Aid in the Workplace’ training and the Health and Safety Officer ensures all medical kits/first aid kits are complete and in date.
· Activity Leaders are provided with travel First Aid kits. These are always kept on them when leading a group in case of an emergency to administer very basic first aid. The Activity Leaders are advised to contact any First Aiders on site at the attraction to assist them.
· The first aid procedure they work by is listed below:
1. Assess the seriousness of the injury.
2. Contact 999 if serious attention is required.
3. Use equipment in your first aid kit (wearing latex gloves) to compress any wounds.
4. Use equipment in your first aid kit if the injury is not serious.
5. Contact The English Experience regarding any injury to get advice and assistance from the team.
6. Work with Group Leaders to control the entire group. They will be able to help you understand the problem with the student.
7. Work with Group Leaders if the injured student needs to be taken to the walk-in clinic for treatment (located on Rouen Road, 5 minutes’ walk from The English Experience). Inform The English Experience of any action made. Remember the rest of the group must be supervised at all times.
8. The English Experience must complete incident report forms regarding injuries so we will need your assistance with this.

9. Remember that each injury is an individual case and common sense must prevail. Contact The English Experience for assistance.
· First Aid within the school is undertaken by any of the trained First Aiders.
· If an incident happens within a class a sensible student is sent to get help. The first aiders available will then go to the classroom and assess the situation.
· First aid will be administered based on the condition of the student.

[bookmark: _bookmark80]Medication Homestay Hosts
Medical care of under 18s is one of the most important parts of hosting, therefore vigilance is necessary regarding how the situation is dealt with.
Our current policy states that hosts are not allowed to administer any medication to students, even common drugs like paracetamol or medicated throat lozenges unless they have consent from their guardian.  The confirmation email to hosts asks them to contact the school for advice.
If needed, contact the on-call staff who will talk to the group leader who can advise on the best action to take/contact the student’s guardians.
Within School/On an Activity

Activity Leaders/Teachers are not allowed to administer over-the-counter drugs to students. If a student requires paracetamol or ibuprofen during an activity a first aider on location should be approached and their policy should be followed. Activity Leaders will not carry paracetamol or ibuprofen in their First Aid kits.
Group Leaders must only administer over-the-counter drugs following the procedures set in place by the party leader.
Any additional medication given to a student, or decisions made on a student’s behalf by a Group Leader, which differs from The English Experience policy, must be documented on an Accident Report Form and signed off by the Group Leader who takes full responsibility of the change.
Activity Leaders/Teachers must always check the register to ensure students can take medication.
[bookmark: _bookmark81]Behaviour and Discipline
Please see the School Discipline Procedure in Appendix A.
· All students’ behaviour is dealt with using the School Discipline Procedure whether inside the school, on activities, in their free time or at their Homestay Hosts.
· A card system is used to implement the discipline procedure (Yellow, Orange and Red).
· If a serious incident occurs or behaviour does not improve then the student could be sent home.
[bookmark: _bookmark82]Fire Safety
All staff undertake Fire Safety training during their induction. If they have a specific role (Panel, Roll Call, Sweeper etc.) they will have had training from the Health and Safety Officer. All teachers will have an up-to-date register for their class, so they are able to check that all the students are present once leaving the building. Regular fire alarm tests and fire drills are conducted.
[bookmark: _bookmark83]Responsibilities of the person on Panel and Roll Call
· The staff member on Panel is responsible for establishing if there is a fire and investigating what caused the alarm to sound (the panel box displays where the alarm was activated). When the alarm sounds the person on Panel signs in at the Panel point and investigates the cause of the alarm. Next, they check that each
sweeper has signed the Zone sign in sheet. When the sweeper for each zone has signed the sign in sheet and the building is empty, they silence and reset the alarm before going to the meeting point to liaise with the person on Roll Call.

· The person on Roll Call, when they have arrived at the meeting point, is responsible for checking everyone is accounted for. They do this by collecting the zone discs from the sweepers, liaising with teachers to check everyone is present and referring to teacher’s/weekly timetable from kitchen and the sign in books from reception.
· The staff members on Panel and Roll Call liaise at the meeting point to establish that the building is safe, and everyone is accounted for, before allowing re-entry.
· On hearing the alarm, Sweepers, take the disc and sweep their zone. At the Panel point they sign their name and take the disc to the meeting point and hand it over to the person on Roll Call.
[bookmark: _bookmark84]Sweeper Procedure
· When the alarm sounds the sweeper for each zone should take their disc and sweep the areas, they are responsible for (details of which are printed on the disc)
· As the sweeper passes each disc point they check that the disc has been taken off the hook and ensure that the building is being evacuated.
· The staff member sweeping the Blue zone mans the fire escape into Bank St and ensures all people from classrooms 2 & 3 have left the building before passing by the front entrance, and briefly re-entering to sign the Panel/Zone sign in sheet.
· When their zone has been swept the sweeper signs their name on the Panel/Zone sign in sheet, which is under the fire panel behind the front door and takes the disc to the meeting point to give to the Roll Call person. The Roll Call person will then know that the building has been evacuated, even if the Panel person is not yet at the meeting point.
· Teachers lead their classes to the meeting point (with their register). The Roll Call person then checks with them that all students are present.
[bookmark: _bookmark85]Evacuation Procedure for Students with Limited Mobility
Any students with limited mobility use classroom one. This is because Classroom One is on the ground floor and therefore easily accessible.
In the event of a fire or the evacuation of the building, students with limited mobility would be led out of the classroom by their teacher. Across the students’ area, through the reception and out of the main fire exit (the front door).
[bookmark: _bookmark86]Airport Transfers
All transfers are booked in advance using reputable local coach and taxi companies who use modern, safe vehicles. All drivers have DBS certificates.
So that we ensure the correct size coach is booked for the correct time and date we ask for the flight details and student list from the group leader well in advance of the arrival of the group.
On transfer dates, the English Experience sends a representative to meet the group at the arrival airport/station and accompany them back to Norwich.
The member of staff who is On Call will be in contact by mobile with our member of staff meeting the group. We monitor flight arrival times both on the displays at the airports and the Internet. If there are any delays The English Experience representative who is meeting the group will inform the On Call member of staff who will then pass the message onto the Homestay Hosts.

The English Experience representative and the group will be met in Norwich by the On Call member of staff who will introduce the students to their Homestay Host.
Arrangements will have been made in advance for independent students via the Welfare Officer.
Students must be aware of their luggage allowance, especially on the return trip. Exceeding the allowance can cause long delays at check-in and significant expenses. In extreme cases students may not be allowed on the plane unless they dispose of excess baggage.
[bookmark: _bookmark87]Parental Consent
Prior to a student joining the course, information (handbooks including safeguarding information, school rules, consent forms etc.) are sent to the group leader who then shares this with the parents. This usually happens at a parent-teacher meeting. If any questions are raised by the parents, the group leader will get in touch and the answers will be fed back to the parents.
All parents are asked to fill in a registration form for their child, which includes medical and welfare information, emergency contact numbers, any special requests in regards accommodation and travel information. All parents are asked to sign to confirm they understand the English Experience terms and conditions, that both they and their child will comply with UK laws and the English Experience School Discipline Policy, there child can partake in all aspects of the planned programme and that this may be subject to minor changes and that they agree to the curfew time set by the group leader.
Group Leaders fill in a group registration form which details specifics like the curfew and emergency contact numbers while the leaders are in the UK. They also sign to confirm they understand the English Experience terms and conditions, that they will comply with UK laws and the English Experience School Discipline Policy, they will partake in all aspects of the planned programme and that this may be subject to minor changes, that they agree to the curfew time set and that they will take full responsibility for the actions, safety and discipline of the students in their care.
All individual students and their families are sent the entire booking pack directly (handbook, school rules, registration forms etc.). As with a group booking all parents are asked to sign to confirm they understand the English Experience terms and conditions, that both they and their child will comply with UK laws and the English Experience school discipline policy, their child can partake in all aspects of the planned programme and that this may be subject to minor changes and that they agree to the curfew time set. As the student will be travelling independently it is paramount that we get travel arrangements as far in advance as possible. These bookings are made directly with the welfare officer who oversees the arrivals, departures and courses for the individual students.
[bookmark: _bookmark88]Private Fostering
The definition of private fostering as defined by Norfolk County Council is shown below:
‘A private foster carer is someone other than a parent or a close relative who cares for a child for a period of 28 days or more, in agreement with the child's parent. It applies only to children under 16 years, or under 18 if they are disabled.
A private fostering arrangement is not a when a child is Looked After by the Local Authority or placed in any residential home, hospital or school.’
When a group of students who are under 16 years of age book a course in the UK which will last longer than 28 days the English Experience notifies the Local Authority of the date the group is arriving and how long they are staying for, provides a list of student names and if known straight away, the homestay hosts the student have been allocated to (or provided as soon as homestay hosts have been confirmed).

The local authority will visit the students within 7 working days of their arrival into the UK. The local authority will run background checks, speak to the student and group leaders/s and to the guardian/parents of the student if needed. The local authority will check the suitability of the accommodation and ensure that the student is in a safe environment. If this is satisfactory then the student will remain with the host families with regular checks from the local authority.
[bookmark: _bookmark89]GDPR
Personal data can be shared with relevant authorities if there are safeguarding concerns. This may be to register a concern with an official body or relevant authority or if responding to a request from an official body or relevant authority regarding a safeguarding concern.
As with any data sharing, ideally consent to share the individual’s data should be obtained. However, if the concern is time sensitive or if seeking consent would place the individual at harm or cause harm or distress to the individual, data can be shared without consent. In these instances, it should be checked that the company is acting within its legal obligations relating to the protection of children.
Steps should be taken to ensure that the data is accurate, shared in a timely manner and sufficient. Data shared should be relevant and directly related to the concern without being excessive. As this data may include sensitive data it should be securely shared in line with the company Data Transfer Policy.
Upon sharing the data, the Safeguarding Data Sharing Log should be completed. This details the date, if consent was obtained, who the data was shared with and what the data was, who shared the data and the reason why the data was shared.
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    Policy
Internet, e-safety and PREVENT are now becoming major issues as social media and internet interaction grows rapidly. The English Experience proactively promotes e-safety and the prevention of cyber bullying. Bullying in any form has no place at the school and we have numerous measures in place to help in preventing young learners coming under threat. This links with both our Bullying and Abusive behaviour Policy (Appendix A) and the Safeguarding Policy to help create a safe and secure environment for young learners. All staff are aware that this may be the first time their students have encountered any form of e-safety training, so they are encouraged to help students consider cyber actions and consequences.
[bookmark: _bookmark92]Procedure In the school
· All public Wi-Fi is protected so students and responsible adults are limited to a filtered system. All wired PCs are password protected; this includes all PCs in the classrooms, offices and Group Leader area.
· During the students first morning in class all students are made aware of e-safety as part of their induction process (First Day Induction-Teachers’ Handbook)
· All classrooms and student access areas have posters and information regarding e-safety.
· All staff working within the school are vigilant about how people are using the internet and students are monitored during break periods. It is mentioned in all handbooks.
· During Safeguarding training, e-safety and PREVENT is highlighted and reinforced to make sure staff are aware of their roles in keeping students safe online.
In the Homestay
· Hosts are made aware of e-safety in their handbook. They are informed that if they give students their Wi-Fi code, they need to take some responsibility for what is being accessed.
· We recommend to hosts they place parental blockers on any PCs they make available to young learners. If not, they should monitor what students are doing online.

· Hosts are advised to switch their Wi-Fi off overnight.
· All hosts are asked to raise awareness of e-safety and the dangers.
On activities
· All activity leaders are made aware of e-safety and cyber bullying during their Safeguarding training.
· Both Activity Leaders and Group Leaders must show due diligence when accompanying students on activities and trips. Looking for inappropriate use of the internet and signs of bullying
· Relevant handbooks mention the hazard of in-group e-bullying.
[bookmark: _bookmark93]Better online safety
[bookmark: _bookmark94]Background
· There is a tendency for people to behave online in a way they never would face-to-face.
· Under 18s (and young adults) are usually more comfortable and savvier using technology
· Under 18s are generally trusting and believe what they read; this makes them more vulnerable to grooming, sharing personal information/passwords, meeting strangers.
· Cyberbullying is common; at least 20% of UK under 18s receive unwanted sexual/nasty comments online Under 18s often lack well-developed moral and health awareness; they do not understand why sexting is wrong/know it is illegal/realise health implications of spending too long online.
[bookmark: _bookmark95]Areas where education and limits are needed.
· Do not disclose any personal information, including financial.
· Things online are forever.
· Things online are for the world to see, not just a few friends. Including the police; they can trace anything sent online, even when you think it is deleted.
· Inappropriate pictures/words online (text/email/social media) are cyberbullying, not a joke.
· It is easy to lie online, using false words and images; many people do.
· Never ‘access or share’ illegal or inappropriate sites whilst on the course
· Learn how to block people online and tell staff if receiving unwanted/sexual messages.
· Copyright issues and downloading
· Time spent online, gaming etc. (health issue)
· And more …
[bookmark: _bookmark96]Educating young people to manage their online behaviour safely is one of today’s great challenges.
Sexting or ‘youth-produced sexual imagery’
Recent guidance identifies that, in most cases, this is a safeguarding issue rather than a criminal one, even though there are laws around it.
· Making, possessing, and distributing any imagery of someone under 18 which is indecent is illegal. This includes imagery of yourself if you’re under 18.
· An image covers photographs, videos and streaming.
· Indecent is not succinctly defined in law, but would probably include the following images.
· a naked young person/a topless girl/an image displaying genitals.
· sex acts including masturbation/overtly sexual images even if wearing underwear.
· Sharing sexual images between under 18s is illegal and risky, but often the result of teenage curiosity. Young people need education and safeguarding support rather than criminalisation.
· Adults sharing sexual imagery of under 18s is child abuse and must be reported to the police.
[bookmark: _bookmark97]Handling an incident - involving two under 18s
· Refer to Designated Staff (usually lead person), who meets young people involved.

· Do not view images, rather discuss the circumstances around producing them, e.g. Shared with knowledge of the person? Any adults involved in sharing? Pressure to make image. Impact on those involved. Additional vulnerabilities of person
· If unavoidable to view images, do so with another Designated Staff present and do not print off.
· If other agencies do not need to be involved (e.g. the police), get young people to delete images; this is recorded and signed by them. If refuse, remind them it is illegal to keep.
· UK Safer Internet Centre may be able to get inappropriate images removed from internet sites.
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All responsible adults need to understand their role within preventing radicalisation and promoting the Core British Values which are as follows:

· Democracy
· The rule of law
· Individual liberty
· Mutual respect
· Tolerance of those of different faiths and beliefs.

The Prevent duty is an important tool in safeguarding learners. Schools and childcare providers should be aware of the increased risk of online radicalisation, as terrorist organisations seek to radicalise young people using social media and the internet.
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· A government strategy to reduce the likelihood of people becoming involved in violent extremism and/or in supporting terrorism.
· Prevent applies to all forms of extremism; racism, far-right ideology, religious, homophobia.
· It involves everyone (staff, students, homestays) and applies to everyone, not just under 18s.
[bookmark: _bookmark100]What are the signs?
· Distribution of extreme or terrorist propaganda, posters, leaflets.
· Possession of extremist literature.
· Extreme comments on social media.
· Racist comments.
· A significant change in a young person’s behaviour and/or appearance.
· Favouring extremist ideas and the use of violence.
· Expressing opinions that seem to be influenced by extremist ideologies.
As with managing other safeguarding risks, staff should be alert to changes in children’s behaviour which could indicate that they may need help or protection. Children at risk of radicalisation may display different signs or seek to hide their views. School staff should use their professional judgement in identifying children who might be at risk of radicalisation and act proportionately.
[bookmark: _bookmark101]PREVENT Safety Measures in an Emergency – On an Excursion
· Run – to a place of safety. This is a far better option than to surrender or negotiate. If there’s nowhere to go, then…
· Hide – it’s better to hide than confront. Remember to turn your phone to silent and turn off vibrate. Barricade yourself in if you can. Then finally, and only when it is safe to do so…
· Tell – the police by calling 999.
· Get people away from immediate danger.
· Summon and assist emergency services.
· Handle casualties

· Deal with those who have been displaced but not injured (e.g. at a festival camping)
· Liaise with the emergency services and other authorities and, where the situation is serious, hand over responsibility for the incident/emergency.
· Protect property.

[bookmark: _bookmark102]PREVENT Safety Measures in an Emergency – At the English Experience
· Follow the Fire and Safety procedures.
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[bookmark: _bookmark103]The English Experience Safeguarding Policy – Summary Document
The English Experience welcomes students from different countries, cultures and backgrounds; all students are 18 years of age or under (young learners). The school is committed to safeguarding and believes that all young learners, without exception, are entitled to protection from harm, regardless of age, gender, ethnicity, disability, sexuality or belief. The school therefore recognises its duty of care to these young learners throughout their stay and has in place policies and procedures to ensure their wellbeing.
[bookmark: _bookmark104]Purpose of the Policy
· To provide a safe and secure environment for the young learners who visit our school.
· To provide all staff, group leaders and hosts with the key principles and appropriate information to ensure this safe and secure environment is maintained.
[bookmark: _bookmark105]Keeping Students Safe
The English Experience is committed to a safer recruitment policy and aims to restrict unsupervised access to students to those who have been correctly vetted. All responsible adults must provide an Enhanced Disclosure and Barring check (DBS) before working with any of our young learners.
[bookmark: _bookmark106]Essential Code of Conduct
Our Essential Code of Conduct, listed below, sets the standards for the way we work in all areas of our organisation. All responsible adults involved with our school must understand and adopt these standards with the overall aim of building mutual respect and creating a welcoming and positive atmosphere, both for our students and everyone involved with The English Experience. Building on the Essential Code of Conduct, there are specific Codes of Conduct in place for different roles within the organisation, from students through to teachers, which are available in the relevant literature.
The English Experience:
· encourages an atmosphere of common understanding and tolerance amongst everyone we work with; all responsible adults which includes staff, group leaders and homestay hosts, as well as all students.
· executes all courses offered in our publicity to the highest standard with the best possible value for money.
· ensures the school always offers a secure and safe environment.
· offers training and development to ensure all involved are confident and competent in their roles.
· expects that all those involved will work for the overall benefit of the organisation.
[bookmark: _bookmark107]Recognising Signs of Abuse
The organisation recognises that the length of the stay of most of the young learners in our care and the language barrier involved mean it can be difficult to recognise signs of abuse. However, it is the responsibility of all responsible adults working with the organisation to recognise and react appropriately to signs of abuse. Some signs might be that the young learner:
· seems underfed.
· has bruises or injuries in unusual places.
· talks about violence at home.
· acts in age-inappropriate sexual ways.
Please familiarise yourself with the more detailed information within the relevant handbook.
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[bookmark: _bookmark108]What to do if you have a safeguarding concern:
To report a safeguarding concern regarding a young learner from The English Experience, you must specifically ask to speak to one of our Designated Safeguarding People named below. Please do not discuss any details of your concern with anyone else.
Designated Safeguarding Lead; Sylvia Davies (PA & Welfare Officer), Designated Safeguarding Deputies; Lauren Higginson (Head of Teaching), and Carol Syder (Director). Designated Safeguarding Person; Karen Dack  (Accommodation Officer)
Monday to Friday (08:30-17:00) - 01603 622300	Out of hours - 07775707951
[bookmark: _bookmark109]What to do if a young learner wants to tell you something
If a young learner starts to tell you something that you think is a safeguarding concern:
· Tell them that you want to ensure that they are safe.
· Do not promise to keep anything a secret – tell them you will have to pass on what they tell you in order to keep them safe.
· Listen to what they have to say but try not to ask any questions.
· Contact The English Experience and speak to one of our Designated Safeguarding People as soon as possible.
· Do not talk to anyone else about the concerns raised by the young learner.
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Please complete if there are any safeguarding issues that concern you about an under 18 students. You must complete the boxes in bold; the other information can be filled in by Designated Staff.

	Date
	

	Student first name
	

	Student family name
	

	Gender
	

	Date of birth
	

	Nationality
	

	Group / individual
	

	Student ID
	

	Name of person noting concern
	

	Role/connection with school
	

	Date and time concern noted
	

	Location
	

	Concern (please provide as much detail as possible)
NB: If reporting a disclosure / allegation made by a student, please use this space to describe verbatim (or as close as you can remember) the conversation. Use the other side to write more.
	

	Signed
	


Please give to a designated Safeguarding staff member: Sylvia Davies, Lauren Higginson, Carol Syder, Karen Dack
Response to concern - This section is to be filled in by the DS.
Do parents / group leader / agent / homestay / others need to be informed?

	Response & follow up
	By whom (full name)
	When (date & time)

	
	
	




[bookmark: _bookmark111]GUIDANCE ON HANDLING A DISCLOSURE FROM A CHILD

This form can be used to raise any level of safeguarding concern; from being worried about potential bullying you have seen, to reporting a serious child protection concern. Likewise, this form can be used to report both something you are concerned about or something that has been brought to you by a student either about themselves or a fellow student.
When completing this form, it is vital to present only the facts that are available to you. You should not include your opinion or pass judgement in any way. Particularly if you are reporting a concern brought to you by a young learner, it is of paramount importance that you record only what they said, as close to verbatim as possible. Try not to paraphrase or summarise.
If you are completing this form because of a student speaking to you, it should be completed as soon as possible after the conversation has happened. You should not necessarily complete this form while the student is speaking to you.
What should you do if a child comes to you and tells you that they are being abused? It’s normal to feel overwhelmed and confused in this situation. Child abuse is a difficult subject that can be hard to accept and even harder to talk about. Children who are abused are often threatened by the perpetrators to keep the abuse a secret. Thus, telling an adult takes a great amount of courage. Children have to grapple with a lot of issues, including the fear that no one will believe them. So, care must be taken to remain calm and to show support to the child throughout the disclosure phase. The following guidelines will help lessen the risk of causing more trauma to the child and/or compromising a criminal investigation during the disclosure phase.

STEP 1 - Receive:
· Listen to what is being said without displaying shock or disbelief. A common reaction to news as unpleasant and shocking as child abuse is denial. However, if you display denial to a child, or show shock or disgust at what they are saying, the child may be afraid to continue and will shut down.
· Accept what is being said without judgement.
· Take it seriously.
STEP 2- Reassure:
· Reassure the child, but only as far as is honest and reliable. Don’t make promises that you can’t be sure to keep, e.g. "everything will be all right now". Reassure the child that they did nothing wrong and that you take what is said seriously.
· Don’t promise confidentiality – never agree to keep secrets. You have a duty to report your concerns.
· Tell the child that you will need to tell some people, but only those whose job it is to protect children.
· Acknowledge how difficult it must have been to talk. It takes a lot for a child to come forward with abuse.
STEP 3 - React:
· Listen quietly, carefully and patiently. Do not assume anything – don’t speculate or jump to conclusions.
· Do not investigate, interrogate or decide if the child is telling the truth. Remember that an allegation of child abuse may lead to a criminal investigation, so don’t do anything that may jeopardise a police investigation. Let the child explain to you in his or her own words what happened, but don’t ask leading questions.
· Do ask open questions like "Is there anything else that you want to tell me?"
· Communicate with the child in a way that is appropriate to their age, understanding and preference. This is especially important for children with disabilities and for children whose preferred language is not English.
· Do not ask the child to repeat what they have told you to another member of staff. Explain what you must do next and whom you have to talk to. Refer directly to the named child protection officer or designated person in your organisation (as set out in the organisation’s child protection policy).
· Do not discuss the case with anyone outside the child protection team.
STEP 4 - Record:
· Make some very brief notes at the time and write them up in detail as soon as possible.
· Do not destroy your original notes in case they are required by Court.
· Record the date, time, place, words used by the child and how the child appeared to you – be specific. Record the actual words used; including any swear words or slang.
· Record statements and observable things, not your interpretations or assumptions – keep it factual.

[bookmark: _bookmark112]Appendix A - Policies and Procedure

[bookmark: _bookmark113]The English Experience Health and Safety General Policy Statement

At The English Experience UK Ltd we recognise our duties under current health and safety legislation, and we will endeavour to meet the requirements of this legislation and maintain a safe and healthy working environment. Our Managers and Supervisors are informed of their responsibilities to ensure they take all reasonable precautions, to ensure the safety, health and welfare of those that are likely to be affected by the operation of our business.
The English Experience UK Ltd recognises its duty to make regular assessment of the hazards and risks created in the course of our business.

We also recognise our duty, so far as is reasonably practicable:
· to meet our legal obligations to maintain safe and healthy working conditions.
· to provide adequate control of the health and safety risks so identified.
· consulting with our employees on matters affecting their health and safety.
· to ensure the safe handling and use of substances.
· to provide information, instruction, training where necessary for our workforce, taking account of any who do not have English as a first language.
· to ensure that all workers are competent to do their work, and to give them appropriate training.
· to prevent accidents and cases of work-related ill health.
· to actively manage and supervise health and safety at work.
· to have access to competent advice.
· to seek continuous improvement in our health and safety performance and management through regular (at least annual) review and revision of this policy.
· to provide the resources required to make this policy and our Health and Safety arrangements effective.

We also recognise:
· our duty to co-operate and work with other employers when we work at premises or sites under their control to ensure the continued health and safety of all those at work.
· our duty to co-operate and work with other employers and their workers, when their workers come onto our premises or sites to do work for us, to ensure the health and safety of everyone at work.

To help achieve our objectives and ensure our employees recognise their duties under health and safety legislation whilst at work, we will also inform them of their duty to take reasonable care for themselves and for others who might be affected by their activities. We achieve this by explaining their duty and setting out our company health and safety rules in an Employee Safety Handbook which is made available to every worker employed by us.

In support of this policy a responsibility chart and more detailed arrangements have been prepared.

The policy is reviewed on a periodic basis.

[bookmark: _bookmark114]E-Safety Policy and Procedure
Policy
Internet and e-safety are now becoming major issues as social media and internet interaction grow so rapidly. The English Experience proactively promotes e-safety and the prevention of cyber bullying. Bullying in any form has no place at the school and we have numerous measures in place to help in preventing young learners coming under threat. This policy links with our Bullying and Abusive Behaviour Policy and the Safeguarding Policy to help create a safe and secure environment for young learners. All teachers are aware that this may be the first time their students have encountered any form of e-safety training, so they are encouraged to help students consider cyber actions and consequences.

Procedure
In the school
· All public Wi-Fi is protected so students and responsible adults are limited to a filtered system. All wired PCs are password protected; this includes all PCs in the classrooms, offices and Group Leader area.
· During the students first morning in class all students are made aware of e-safety as part of their induction process (First Day Induction-Teachers’ Handbook)
· All classrooms and student access areas have posters and information regarding e-safety.
· All staff working within the school are vigilant about how people are using the internet and students are monitored during break periods. It is mentioned in all handbooks.
· During Safeguarding training, e-safety is highlighted and reinforced to make sure staff are aware of their roles in keeping students safe online.
In the Homestay
· Hosts are made aware of e-safety in their handbook. They are informed that if they give students their Wi-Fi code, they need to take some responsibility for what is being accessed.
· We recommend to hosts they place parental blockers on any PCs they make available to young learners. If not, they should monitor what students are doing online.
· Hosts are advised to switch their Wi-Fi off overnight.
· All hosts are asked to raise awareness of e-safety and the dangers.
On activities
· All activity leaders are made aware of e-safety and cyber bullying during their Safeguarding training.
· Both Activity Leaders and Group Leaders must show due diligence when accompanying students on activities and trips. Looking for inappropriate use of the internet and signs of bullying
· Relevant handbooks mention the hazard of in-group e-bullying.
Electronic contact with U18 students
Electronic contact is defined as the communication, publication or exchange of information, including images and videos, between two or more people using an electronic device. This may occur using text and voice text, instant messaging, emails, blogs, social networking services, such as Facebook, and social media apps, such as WhatsApp, Snapchat etc.
This policy applies to the relationship between U18 students and staff before, during and after their course.
All staff must ask the DSL’s or DSP’s permission for any electronic contact with a U18 student which is not work-related, whether during or after the course.

[bookmark: _bookmark115]Safer Recruitment, Induction and Training Policy
Introduction
The English Experience is an equal opportunities employer and its recruitment procedures guard against discrimination based on race, colour, disability, ethnic or national origin, sex, age, marital status, sexual orientation or political beliefs. The English Experience fully recognises and understands its responsibility to have arrangements in place to safeguard and promote the welfare of the young learners in its care through safer recruitment and good training practices. All reasonable steps are taken to ensure unsuitable people are prevented from working with or having access to young learners.
The English Experience regards employees as a valuable resource and as such take stringent measures to ensure the correct person is recruited for each position and appropriate training provided to ensure a staff member can fulfil their potential. To ensure this, the criteria for employment are based on relevant knowledge, skills and ability to successfully complete the job as detailed in the job description.
All staff involved in the interview process should ensure everything told is factual, unambiguous and does not contain errors; continual checking and counter checking needs to be employed.
Documentation
All documentation pertaining to recruitment, induction and training is confidential and kept locked in a secure location. Records are only kept for as long as they are necessary and then destroyed.
An induction and ongoing training record is created at the commencement of employment. This covers initial standardised induction training, role specific information to be delivered during induction and areas of training to be covered in the future. This is designed to be a working document that can be added to as the training needs of the staff members change. Once initial induction is complete and signed off, this document is securely stored but the staff member can ask to see and discuss it at any time.
Processing DBS checks
DBS application is carried out with the utmost confidentiality following the steps set out in the DBS Application Procedure. All identity documents required for a DBS check are checked, copied and immediately returned to the applicant. The copies are signed and scanned. The signed photocopies are securely stored, and the scans saved in a location with secure access. Once the DBS check has been done and the certificate seen all copies of identity documents kept for the purposes of getting the DBS are destroyed or deleted.
Clear DBS checks are not stored. The pertinent information is recorded in a spreadsheet saved in a secure access location and the certificate returned to the applicant. Update service information is stored in the same location and staff and hosts are asked to sign to indicate their permission for The English Experience to access the update service.
If there is an issue on a DBS, it will be reviewed by the Safeguarding team and a copy will be securely stored for our records.
Staff Recruitment Process
Vacancies occur throughout the year, but predominantly in the early spring for the spring and summer positions. Vacancies are advertised on appropriate forums and relevant staff are informed of positions available. Details of vacancies are listed on the company website. For all non-managerial roles, a job description and person specification is available for download and details of the application procedures are provided. For managerial positions, general information is provided, and applicants advised to get in touch for more details.
Application forms and reference forms can vary slightly depending on the role and the information required. However, both contain standard declarations about suitability to work with under 16s which are always included for any vacancy.

To apply for a position candidate are requested to send in their CV’s and a completed application form. As soon as possible after the closing date of the applications the shortlist of interviewees is drawn up and emails are sent out to all applicants informing them of the interview time and date and any other pertinent information about the format of the interview. Unsuccessful applicants are informed as soon as possible after the role has been filled.
Pre-selection checks
All potential staff complete an application form explaining all the gaps in their employment. Details of two referees must be provided. Both references will be checked either before or after the interview (depending on the situation of the applicant). The application form includes a declaration of a candidate’s right to work in the UK, suitability to work with under 18s, their willingness to undergo a DBS check and giving permission to follow up references pre- interview. If permission to check references pre-interview is not given, this is discussed at interview and a timescale for checking references agreed.
Interview
Interview objectives are to provide candidates with information about the school and the job, to provide the interviewer(s) an opportunity to find the most suitable applicant and for both to have the opportunity to ask and answer questions. Interviews also play in key part ensuring safer recruitment standard are met; they provide the forum for any concerns or inaccuracies presented in the application to be raised and satisfied and a candidate’s attitude towards working with young learners gauged. Different sets of questions are used for different roles, but the format of the interview must remain the same for all applicants applying for the same role. There are always 2 members of staff interviewing.
Pre-employment
If an applicant is successful, they will undergo a DBS check (or a police certificate of good conduct, where appropriate), sign a self-declaration (Children’s Act 1989) as well as providing identity documents for our records. Proof of relevant qualifications will also be required.
Under normal circumstances employment should not commence until all suitability checks have been completed. In an exceptional case, in agreement with the Designated Safeguarding Lead, an applicant whose DBS check or references have not been returned at the commencement of employment may be allowed to work but will not be allowed unsupervised access to young learners. A self-declaration (Children’s Act 1989) must be completed, and a barred list check and a pending DBS risk assessment must be done. Any duties will be carried out under the supervision of a fully vetted member of staff while the suitability checks are expedited.
DBS or equivalent checks:
We will get a new DBS for new applicants, except in the following circumstances:

· if applicant is on DBS Update Service and the provider sees the original DBS certificate and checks their status online and there is ‘no change’ to status (if there is a change to status, then a new DBS is required)
· if the applicant is not on the update service, but for work with another organisation has a DBS check that is less than three months old and is for a similar role in the children’s workforce. In this event, a
separate Barred List check is still required.
· If DBS has been applied for but not yet received, the applicant must not be allowed to engage in ‘regulated activity’ (unsupervised); while checks are pending any deployment must be risk assessed and
clearly documented measures set out in the safeguarding policy. Measures include:
i) a separate Barred List check (legal requirement)

ii) a risk assessment to show how keeping the unchecked adult out of regulated activity is being	managed and the levels of supervision in place (for example, residential staff cannot sleep in the same area as under 18 students)

· Homestays will not be used until their new DBS has been returned

DBS renewals:
Checks are renewed every three years unless the person has joined the Update service.
DBS checks for homestays: All adults in the homestay must have individual criminal record checks. 

A home-based role DBS check allows the police to provide information on other adult residents at the same address and whether any of them are unsuitable to be hosting under 18s.
Staff recruited from outside the UK must also have police certificates from the last country they worked in.

Staff who have been DBS-checked, work abroad during the year and return in subsequent years (i.e. for summer work) must provide one reference from an employer in the intervening period (as long as a full check done in first year of employment in the UK, and records still on file).
Group leaders appointed by an agency must be checked by the agency in their own country and the agency must confirm to the provider that these checks have been carried out and that the person concerned has been cleared; group leaders coming with their own group (i.e. not sent by agency or by a school) must send in advance or bring with them evidence that they have been police checked and have been cleared.

Host recruitment should include asking whether the host(s) or any of their children have been involved with Children’s services.
References:
The referee should be asked to confirm whether the applicant has been the subject of any disciplinary sanctions and whether the applicant has had any allegations made against him/her concerns raised which relate to either the safety or welfare of children and young people or about the applicant's behaviour towards children or young people. Details about the outcome of any concerns or allegations should be sought.
Oral references are acceptable if a suitable checklist is followed, and a record is kept of responses.
References for host need not be an employer – suitable referees include neighbours, business acquaintances, family friends, teachers, and clients; leaders or other members of an organisation where the person volunteers or is a member. Family members are not suitable referees.
Induction
Induction begins when the applicant accesses information about the role and the company to apply for the role and continues during the interview process. All new staff receive an official induction session at the commencement of employment appropriate to their role. During the session they will receive a verbal explanation of key policies and procedures, as well as an overview of their job description and key duties. During this session staff will be provided with the relevant handbook which details this information in writing. They will also be directed to the Staff Handbook which contains all the policies and procedures in full. Both the new staff member and the trainer must sign off to indicate induction training was given and understood. Signing off may not be done on the day of induction to ensure that the new staff member has had time to ingest all of the new information given to them verbally and read any relevant documentation.
Training Safeguarding
All staff must receive Safeguarding training. Staff are initially instructed to undertake an online training session (https://prosperoteaching.com/free-accredited-online-safeguarding/ ) and provide a copy of the ensuing certificate. This is followed up by an in-house training session by a member of the Safeguarding team. All staff must be aware of and comfortable with the contents of the Safeguarding Policy and how to report a concern. If they are not, they have a responsibility to raise this issue and request further training.

A general Safeguarding training session is run annually preceding the busy summer season. This is not only for new staff but also serves as a refresher session for existing staff. Additional training sessions are provided as necessary throughout the year to ensure all new staff members are trained and clear on their responsibilities.
Members of the Safeguarding team receive their training from external bodies and training needs are reviewed at the annual policy review meeting.
Role-specific training
Role-specific training is generally provided in-house by the relevant department. For a role carried out by one person, this will be carried out through shadowing or on-the-job training with the guidance of an experienced member of staff. For teachers and activity leaders, a group training session is provided before the commencement of the busy summer period. Top-up sessions are also carried out during the summer to make sure standards are still being met and to offer continuing professional development opportunities.
All new starters are provided with health and safety and fire safety training at the commencement of employment, usually as part of the induction process.
On-going training
The English Experience is committed to the continuous professional development of all staff. On-going training needs are determined departmentally by staff and their line managers. Any training needs that can be addressed in-house will be agreed within the department. External training must be agreed by the Director.
Homestay Hosts
Homestay hosts must complete a detailed application form to assess the suitability of both the host and their home. This includes the provision of two referees and a declaration that they are happy for us to contact the referees and that they will be willing to undergo a DBS check and register for the update service. Self-declaration forms
(Children’s Act 1989) are required for all members of the household who are 16 or over, as well as the main carer signing a declaration themselves and stating the suitability of the other over 16s in the household. They are provided with a Homestay Host Handbook to ensure they are aware of the details and responsibilities of the role before an application is submitted.
Following receipt of a suitable application, an inspection visit is carried out on all new hosts. During the inspection, the visiting member of staff provides an induction session to ensure that the host is fully aware of all their responsibilities and comfortable with all the information provided in the Homestay Host Handbook, including the summary of this Safeguarding Policy. The visiting staff member also checks the risk assessment carried out on the accommodation by the host and provides guidance where necessary. Both the homestay host and the visiting member of staff member are asked to sign off on all areas of the induction and a contract signed.
Further visits are carried out every two years as a matter of course, or more frequently should any concerns arise. New documentation is made available to and completed by the hosts every year to ensure they are aware of any changes and that The English Experience maintains up to date records.
Should there be a significant gap between young learners accommodated by a host, The English Experience may carry out a check using the DBS update service to assure continued suitability. Permission to do so is given by the host when the reference number is provided.

[bookmark: _bookmark116]PENDING DBS CHECK RISK ASSESSMENT PROFORMA

[bookmark: _bookmark117]To be completed by interviewer and designated safeguarding person

A. BACKGROUND INFORMATION CHECK
Name:	

	[bookmark: _bookmark118]Information required.
	[bookmark: _bookmark119]Notes/Confirmation.

	Has the Induction Checklist been completed, including all of the following?
Application Form/CV- check gaps, discrepancies or anomalies
	

	Appropriate and satisfactory references
	

	Qualifications – Have you checked and verified that the candidate’s qualifications fulfil the requirements in the selection criteria?
	

	Confirm that you have actively asked the person if they have any convictions, cautions, reprimands, warnings, bind-overs, pending prosecutions or disqualifications.
	

	Have they filled in the Children Act 1989?
	

	Has a separate Children’s Barred list check been done?
	



	Criminal Records Bureau Disclosure Checks
	Comments

	Does the candidate already hold a DBS certificate? If not, please go to Q6.
	

	Who was the DBS certificate obtained by?
	

	3.Was the DBS certificate issued within the last 3 months?
	

	4.Is the DBS certificate “Enhanced level”?
	

	5a. The DBS certificate must indicate “None Recorded” against the ISA Children’s Barred list information.
	

	6. Has the candidate completed a new DBS certificate Application form?                                                                                          Confirm date that the application form has been forwarded to the DBS or Recruitment team in the Shared Service Centre for processing. Failure to provide a date may mean delays in the person commencing work.
	



	



Date completed DBS application returned:
	




	7.	Has the candidate been a resident outside of the United Kingdom?
If yes, is the candidate able to produce the Police Check or DBS equivalent from other countries lived in?
If no, is a Police Check or DBS equivalent from that country being sought?
	



ASSESSING THE RISKS

	Question
	Applicable
(Please delete as appropriate)
	Comments

	Did the applicant declare the matters on the DBS Application form and The English Experience Application form?
	Yes / No
If ‘No’ state reason
	

	Does the individual agree that the information detailed on the DBS Certificate is correct?
	Yes/ No
If ‘No’, What do they think is incorrect and why?
	

	Can safeguards be implemented to reduce/remove any risk e.g. no unsupervised contact?
	Yes / No
If ‘Yes’ specify what
	

	What supervision is available and how readily?
	Give details
	



	Any further information

	Is there any other information relevant to this Risk Assessment regarding the candidate, the work itself or the location/environment where the activities will take place?


Risk Assessment completed by:
Signed	Date:
Print Name
Risk Assessment Authorised by: Signed	Date
Print Name

[bookmark: _bookmark120]Policy on the recruitment of ex-offenders

As an organisation assessing applicants’ suitability for positions which are included in the Rehabilitation of Offenders Act 1974 (Exceptions) Order using criminal record checks processed through the Disclosure and Barring Service (DBS), The English Experience complies fully with the code of practice and undertakes to treat all applicants for positions fairly
· The English Experience undertakes not to discriminate unfairly against any subject of a criminal record check based on a conviction or other information revealed

· The English Experience can only ask an individual to provide details of convictions and cautions that The English Experience are legally entitled to know about. Where a DBS certificate at either standard or enhanced level can legally be requested (where the position is one that is included in the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 as amended, and where appropriate Police Act Regulations as amended)

· The English Experience can only ask an individual about convictions and cautions that are not protected

· The English Experience is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependents, age, physical/mental disability or offending background

· The English Experience has a written policy on the recruitment of ex-offenders, which is made available to all DBS applicants at the start of the recruitment process

· The English Experience actively promotes equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates, including those with criminal records

· The English Experience select all candidates for interview based on their skills, qualifications and experience

· an application for a criminal record check is only submitted to DBS after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned. For those positions where a criminal record check is identified as necessary, all application forms, job adverts, and recruitment briefs will contain a statement that an application for a DBS certificate will be submitted in the event of the individual being offered the position.

· The English Experience ensures that all those in The English Experience who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences.

· The English Experience also ensures that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974
· at interview, or in a separate discussion, The English Experience ensures that an open and measured discussion takes place about any offences or other matter that might be relevant to the position. Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment.

· The English Experience makes every subject of a criminal record check submitted to DBS aware of the existence of the code of practice and makes a copy available on request

· The English Experience undertakes to discuss any matter revealed on a DBS certificate with the individual seeking the position before withdrawing a conditional offer of employment.

[bookmark: _bookmark121]Student Absence Policy and Procedure – For any Incident Policy
The English Experience takes the welfare and safeguarding of young learners very seriously and has procedures in place to ensure the school knows the whereabouts of students during the course.
Procedure
Student attending school or activity
1. If a student is ill on a day they are attending school or an activity, the host is asked to contact the school between 08:30 and 09:00. Whoever answers the phone takes details and informs the Accommodation Officer who makes a note and informs the Academic Team, who in turn inform the teacher and the student is marked as absent on the class register.  If the student is on an activity, the activity leader is phoned, and they then mark the student absent on the register.

2. The teacher takes the register at the beginning of the lesson. A staff member checks the classrooms 10-15 minutes after the start of the lesson.  If a student is absent, they inform the Accommodation Officer who will then liaise with the group leader.  If there is no reason for absence the host is phoned.  If there is a possibility it might be due to a late bus (several students missing from the same area), staff normally wait until 0930 before phoning the host.  The school requests foreign leaders to be present each morning before lessons start to help with any missing students.

3. The activity leader takes the register at the beginning of each activity, before leaving the meeting point. If a student is missing, they are advised to take the quickest option to find where the student is. If none of the students or group leaders know where the missing student is, the Group Leader should phone the student directly or phone the school for advice. The school will make enquiries and then make the decision whether the group leaves or wait.

4. If a student is off sick, they are monitored by the Welfare Officer and their group leader throughout the illness.

[bookmark: _bookmark122]Missing students Policy and Procedure
Missing from a Lesson
· At the beginning of each lesson a register is taken to ensure all the students are present. If there are any missing students, the teacher will inform the member of staff who is doing the lesson checks. This member of staff will then inform the Welfare Officer, the Accommodation Officer and the Group Leader.
· The Accommodation Officer will then call the students directly to find out where they are. The group leader will also try to make contact as the student may recognise their number and answer.
· If there is no answer from the student, the Homestay Host will be called to find out what time the student left home, the time of the bus they were catching etc.
· This information will then help us pinpoint where the student is most likely to be.
· Staff members will continue trying to contact the student.
· Management is informed and if needed the local authorities will be contacted.

Missing from an Activity
As soon as you become aware a student is missing.

· Call the missing student’s mobile phone number which you will find on the group mobile phone list.
· Contact The English Experience and inform staff of who is missing, where you are and how long they have been missing for.
· If you are at an activity site or tourist attraction, alert official representatives that you are missing a student.
· Work with Group Leaders to work out where the student may have become lost.
· Work with Group Leaders to ensure the rest of the group remains supervised whilst tracking the student.
· Groups must stay together until the missing student is located.
· If the group has an activity booked or needs to move to another location, speak with a Group Leader, who is contactable by mobile phone, to remain at your current location until the student is located.
· Keep your phone on you to communicate with all parties.
· If a student gets lost and the group needs to leave the location to return to Norwich or go home, the Activity Leader must stay at the location until the student is located where practicably possible.
· The English Experience will guide you on what to do if you have lost a student. You must communicate with The English Experience, or On-Call person at the weekend and evenings, so they can help you.
· If a student cannot be located and you are unsure of what to do, The English Experience or On-Call person and a senior member of staff will take control of the situation to contact the authorities. If the situation gets to this point, you will be informed of what to do by The English Experience.

[bookmark: _bookmark123]Missing from a Homestay
· If you feel that your student is ‘missing’ e.g. does not return at their curfew time or at an arranged time with yourself, you should firstly try phoning their mobile.
· Within 15 minutes maximum of not hearing anything, you need to call the emergency phone.
· We do ask you to also use your initiative, for example, if you know they have missed a bus and there is another one due imminently, you could wait.
· However, if they are young and it is dark you may need to react quicker than normal. If you have any doubts, please phone the emergency number.
· Group leaders will be phoned as they may have had contact with the student.
· The On Call person will continue trying to contact the student while liaising with the homestay host and group leaders.
· The On Call Manager is informed and if needed local authorities will be contacted.

[bookmark: _bookmark124]Emergency contact details
All students and group leaders are given the emergency number upon arrival via a student card. They are told to write their homestay address and phone number on the back and keep the card safe in their wallet or purse.If a student gets lost or feels in danger, he/she/they can call the emergency number or if unable to call this number he/she/they then need to find help (go into a shop, find a police officer or person of authority etc.) and show them the card and explain what has happened.
[bookmark: _bookmark125]Accommodation
· All Homestay Hosts are provided with a handbook outlining all aspects of being a Homestay Host. This is then backed up with an Induction session from the Accommodation Officer.
· They are all provided with the role specific code of conduct which explains what acceptable and appropriate behaviour is. All Homestay Hosts must sign this to acknowledge they have read, understood and will adhere to it.
· All Homestay Hosts must have a valid DBS and sign a contract before they are able to accept students into their home.
· No students are permitted to spend any nights away from their Homestay Accommodation unless it is a house move authorised by the Accommodation officer.

PREVENT Policy and Procedure
Statement
The English Experience recognises its responsibilities under the Counter Terrorism and Security Act 2015 which aims to prevent people of all ages being drawn into terrorism. The English Experience is committed to promoting a multicultural environment where other people’s beliefs are respected and valued, while offering a safe environment to study and live without prejudice.
This policy promotes the core British values of democracy and encourages all to respect other people with particular regard to the protected characteristics of the Equality Act [2010].
The Language of Prevent
Core British values.
Whilst opinion on what constitutes 'Being British' and 'British values' may be varied, these are defined under Prevent as:
· democracy
· the rule of law
· individual liberty
· respectful tolerance of different faiths or beliefs

Extremism
According to the government, this is the holding of extreme political or religious views which may deny the right to any group or individual. Extremism can refer to a range of views, e.g. racism, homophobia, right- wing ideology, animal rights as well as any religious extremism.
Extremism is expressed in vocal or active opposition to the Core British Values and may also include calls for the death of members of the armed forces, whether in this country or overseas.
Radicalisation
Is the 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, eventually leading the person to support terrorism and extreme ideologies associated with terrorist groups.
Understanding the risk of extremism
    Group leaders and learners may arrive at The English Experience already holding extremist views. Or,    whilst  attending the school, they may be influenced by a range of factors: global events, peer pressure, media, family views, extremist materials (hardcopy or online), inspirational speakers, friends or relative being harmed, social networks, and more. Often it is vulnerable people who are more likely to be influenced. This vulnerability could stem from a range of causes, including loss of identity or sense of belonging, isolation exclusion, mental health problems, sense of injustice, personal crisis, victim of hate crime or discrimination, and bereavement. 


Ways to counteract risks
All responsible adults should understand the factors that make people vulnerable to being drawn into extremism and how to challenge extremist ideas which are used by terrorist groups and can purport to justify terrorism. They should also understand how to recognise signs of potential problems and what to do with these concerns.
Procedure
All Responsible adults working with The English Experience must understand their Prevent related responsibilities, especially in the context of Safeguarding. This will ensure the welfare of learners, staff, visitors and Homestay Hosts. The English Experience encourages all those who are involved with the school to promote the British Values.
All responsible adults must:
· undertake Prevent duty training as identified by the Designated Safeguarding Lead
· understand the risk of radicalisation.
· know how to refer an individual who is vulnerable within the organisation.
· exemplify British values such as tolerance and mutual respect for different faiths and beliefs and encourage the development of British values within the school.
· report concerns the Designated Safeguarding Lead or member of the Safeguarding Team.
· read and understand the Prevent risk assessment.
· ensure students feel safe and have a good understanding of how they can raise concerns if they do not feel safe.
· enable students to distinguish right from wrong and to respect the civil and criminal law of England.
· encourage students to accept responsibility for their behaviour, show initiative, and to understand how they can contribute positively to the lives of those living in society.
· use safeguarding Concern Form to report any PREVENT concerns.
Role

Prevent training is available online at https://www.elearning.prevent.homeoffice.gov.uk/edu/screen2.html All staff should complete this awareness training and then the certificates need to be seen by the Designated Safeguarding Lead.

Driving for The English Experience Policy and Procedure
Policy
Driving is the most dangerous work activity that most people do. Research indicates that over 100 people are killed and seriously injured every week in crashes involving someone who was driving, riding or otherwise using the road for work.

The purpose of this policy is to ensure that adequate controls are in place to protect both members of staff and the company from the risks of work-related driving and to provide a set of standards to which all parties may confidently operate. It applies to all members of staff who drive for work. This policy recognises that there are distinct categories of employees who drive as part of their work activities:
· those who are required to drive vehicles owned or leased by the company as part of their employment; and
· those who use their own private vehicles to undertake some element of their role.
The Health and Safety at Work Act 1974 requires employers to ensure, as far as reasonably practicable, the health and safety of all employees and anyone who may be affected by their work. This includes taking steps to control the risks from driving at work. These requirements are in addition to duties employers and drivers have under road traffic law. Health and safety law does not apply to commuting, unless the employee is travelling from their home to a location which is not their usual place of work.

Procedure
· All responsible adults who drive for business purposes must be in possession of a full and valid driving licence and are personally responsible for ensuring that they are qualified to drive the relevant type of vehicle within the UK or any country they may be visiting.
· All staff who drive company-owned or leased vehicles should present their driving licence to the director for inspection on initial employment and thereafter on an annual basis, to ascertain their continued qualification to drive.
· It is the responsibility of individual drivers to inform the Director immediately if for any reason they have their licence removed.
· All responsible adults, who use their own vehicles for business purposes on an occasional basis, including homestay hosts who transport students, should ensure that their personal insurance policy states “for business use”. They should inform their insurer that they intend to use their private vehicle for “occasional business use” to avoid invalidating their insurance. This does not normally incur any additional expense but does ensure that the individual is adequately covered in the event of an accident or personal injury. Managers/Accommodation officer should be provided with a copy of a valid insurance certificate stating “for business use” on an annual basis.
· All staff who drive leased vehicles as any part of their employment are automatically covered by the company’s insurance policy.
· Responsible adults using their own private vehicle for work-related purposes are responsible for ensuring that the vehicle is properly maintained in accordance with the manufacturer’s recommendations and roadworthy and has a valid MOT certificate (where applicable). This must be shown to their Line Manager/Accommodation Officer
· Vehicles may be used for a variety of purposes, so it is important to ensure that the type of vehicle used is fit for its purpose. If combined loads of passengers and goods are carried, then the type of vehicles used should enable goods to be secured properly and passengers should each have a seat and seat belt. Unsecured loads in cars can greatly increase the severity of injuries to the occupants in collisions.
· It is the responsibility of Line Managers/Accommodation Officer to ensure that private vehicles used for work purposes comply with the ‘fit for purpose’ rule.

· Any responsible adult who transports a young learner under the age of 12 or under 135cm in height (whichever comes first) must seat the student on a booster seat. The English Experience can provide these if necessary.

· All responsible adults must ensure that they are medically fit to always drive on the public highway and must declare to their manager if they are suffering from any medical condition which might adversely affect their ability to drive safely or if they are required to take medication that might affect their judgement. No member of staff should drive at any time while under the influence of alcohol or drugs. Homestay Hosts should report any concerns to the Accommodation Officer.

· The safety of any driver is affected by eyesight defects and all drivers have a legal duty to satisfy the eyesight requirements in the Highway Code. All permanent members of staff who use VDUs are entitled to a subsidised annual eye test.

· It is illegal to use a hand-held mobile phone while driving. Depending upon the individual circumstances,
drivers could be charged with ‘failing to have proper control of their vehicle’. In more serious cases, the use of any type of mobile phone could result in prosecution for careless or dangerous driving. For this reason, responsible adults driving on company business must never make or receive calls on a handheld mobile phone while driving. Persistent failure to do so will be regarded as a disciplinary matter for staff.
· Where staff are required to undertake work-related driving, it is expected that the schedule of driving, work activities and periods of rest are mutually agreed and determined so as not to place an undue burden upon the person concerned.

· The Safety of drivers and passengers is of paramount importance to the company, therefore responsible adults are advised to check weather conditions and suitability of route well in advance of starting any journey. The company relies on drivers using their initiative but should contact their Line Manager/ Accommodation Officer if at all unsure.

· Any member of staff involved in a road traffic accident or incident while driving a leased vehicle which results in damage to the vehicle, loss or damage to property or injury to persons must report the incident immediately to the Director who will record details of the circumstances. Any member of staff involved in a road traffic accident or incident while driving their own private vehicle for work-related purposes should deal with any claims which arise from this directly with their own insurer. They should also report the incident immediately to the Director who will record details of the circumstances.

· Any responsible adult who has been disqualified from driving will be relieved of all driving duties immediately. It is the responsibility of the person to inform the company of any changes to their license.

The company will periodically review this policy to ensure that it is being adhered to.
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[bookmark: _bookmark127]Bullying and Abusive Behaviour Policy and Procedure
Company policy statement
The English Experience is committed to maintaining a safe and healthy environment for all its young learners and responsible adults. Any form of bullying, harassment or abusive behaviour is unacceptable and will not be tolerated. All such issues will be thoroughly investigated by the relevant persons and dealt with in the appropriate manner.
Scope of the policy
Bullying and abusive behaviour may be verbal, physical or psychological. It includes harassment, actual or threatened violence, damage to personal property, and verbal and other abuse based on racial, sexual or religious differences. Any action which makes a person feel uncomfortable, insecure or threatened may also be defined as abusive. The English Experience condemns bullying and abusive behaviour in all its forms and considers it a most serious offence.
Purpose of the policy
The purpose of this policy is to provide an outline of what is considered unacceptable behaviour and how this behaviour will be dealt with by the school. It aims to offer a framework to ensure all young learners and responsible adults understand and adhere to the correct behaviour whenever they are involved with the school.
Forms and signs of bullying and abusive behaviour
There are endless ways of bullying, but forms include-
· physical contact
· theft or damage to personal property
· jokes, tricks, insults, slander, offensive language, gossip, ridiculing
· social media comments, texts, emails, notes
· pestering, stalking, intrusion
· isolation, negative peer pressure
· cyber bullying

Some of the reasons bullying occurs are-
· race, nationality
· sexual orientation, gender
· religious or personal beliefs
· disability, medical condition, learning difficulties
· physical appearance

Signs that might indicate bullying is occurring may include-
· change of friendship groups
· prone to tears or mood swings
· excuses for not attending school/activities
· lack of friends
· become withdrawn, lack confidence
· have possessions go missing or broken
· refuse to talk about what's wrong
· begin to bully others
· change of eating habits
· give improbable excuses for any of the above





Responsibilities within the organisation

· Safeguarding team – This consists of the Director, the Designated Safeguarding Lead (DSL) and the Designated Safeguarding People (DSPs). The DSL will oversee all reports of abusive behaviour/bullying and work with the relevant people to ensure a full investigation takes place, reports are completed, and the correct procedures are followed. They will work with the relevant parties to implement any outcomes from investigations and liaise with the Director to establish the policy is continually fit for purpose. Designated Safeguarding People (DSPs) may also be involved in both investigations, reporting and procedural changes.
· Line managers – All managers have the responsibility to ensure the policy and related procedures are available to and understood by their staff. They may be involved in assisting the DSL in their investigation or any other aspect within their remit.
· Staff – All staff within the organisation must comply with this policy and report any bullying or abusive behaviour they encounter to their line manager, the DSL or DSPs. They have the responsibility of implementing this policy through lessons or during activities and ensuring all young people understand what is deemed unacceptable behaviour by the school.
· Students, homestay hosts, group leaders and visitors – Other responsible adults and all young learners will comply with this policy and must report any acts of bullying or abusive behaviour immediately to an appropriate person.
All responsible adults need to understand the significance of bullying and abusive behaviour. Any issues must be dealt with in a sympathetic and understanding manner and with complete confidentiality by the relevant people.
Guidelines for the prevention of bullying and abusive behaviour
All responsible adults and young learners are made aware of the school policy regarding bullying and abusive behaviour during their training and First Day lesson. Responsible adults and young learners are made aware of how important it is to respect those around them by having positive posters and slogans around the school.
There is also an emphasis in the school philosophy of working together and understanding and learning about different cultures. It is the responsibility of all responsible adults and students to be aware of and work together to prevent bullying and abusive behaviour.
Dealing with complaints of bullying and abusive behaviour
All responsible adults and young learners must report any form of bullying or abusive behaviour to a member of the Safeguarding team (DSL/DSPs). This will be by way of a completed Safeguarding Concern Form; there are instructions and advice on how to do this on the back of the form. These forms are available for photocopying in all handbooks and are also included in teachers/activity leader folders. The concern will then be investigated by the relevant people and resolved appropriately.
All investigative notes and outcomes will be confidentially stored if the information is relevant.
Informal approach
If a concern is not of an especially serious nature, an informal interview with the person causing offence may be deemed appropriate by the Safeguarding team. Often, an explanation that the noted behaviour is unwelcome, causing offence/embarrassment and unacceptable, will resolve the situation. A member of the Safeguarding team will work with all parties, either separately or together if appropriate, to mediate and work towards a satisfactory solution which will be continually monitored.
If mediation is unsuccessful or the level of concern escalates through investigation, a formal approach will be taken. This decision will be taken by the Safeguarding team.
Formal approach
If the level of complaint is deemed to be serious by a member of the Safeguarding team, appropriate formal measures will be taken. Measures taken will depend on the people involved and will follow procedures set out in the relevant handbook and the Safeguarding Policy. The appropriate disciplinary action will be taken, and the situation monitored.

           Under the Children Act 1989 a bullying incident should be addressed as a child protection concern when there is                                   ‘reasonable cause to suspect that a child is suffering, or is likely to suffer, significant harm’. Where this is the           case, the Director or DSL will report their concerns to their local authority, children’s social care.





Adult - U18 Interaction Policy
· At no time can a member of staff be alone (out of sight of others) with an U18.
· There must be at least two members of staff in the building with U18s.
· Teachers must leave the door open if they find yourself alone with a student in a classroom
· 	There must be no socialising out of School between members of staff and U18s at any time other than during designated social events.
· Physical contact between staff and U18s is to be avoided where feasible (N.B. in a busy classroom situation a degree of physical contact may become unavoidable, for example, whilst setting up activities or directing movement). This must be restricted to necessary physical guidance such as, e.g., a hand on the shoulder. A handshake is also acceptable.
· 	Under no circumstances may a member of staff embrace or make any form of physical contact with an U18 which goes beyond these forms of contact.
· Members of staff may not exchange private messages with U18s which do not directly and exclusively refer to matters which form part of the lesson material
· Members of staff may not ask for or receive personal information from U18s except where this forms part of the teaching process.
· All staff must always use appropriate language when talking with U18s.
· 	The giving of praise or other such verbal guidance as may be appropriate must be restricted to matters relating exclusively to school matters.
· Any other form of interaction between staff and U18s will not be tolerated.
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English Experience Complaints Policy and Procedure
Policy
The English Experience is committed to providing a high standard of customer care and every effort is made to ensure comments are listened to and complaints dealt with as sensitively, and effectively as possible. Confidentiality is a key factor when dealing with complaints and so the company adopts a strict need- to -know policy. The school welcomes all feedback; this will be used to help us improve all aspects of what we do.

Homestay and Accommodation
The Accommodation officer deals with all concerns regarding homestay hosts and accommodation. She is available between 8.30-5.00pm weekdays and will do her best to help. If she cannot solve the problem directly, the complaint will pass to her line manager – P.A to the Director, Sylvia Davies and Welfare Officer. Subsequently, if it is a serious matter or the complaint is still not resolved, the Director - Carol Syder - will be informed and will take over the investigation.

Lessons and Teaching
Any complaints regarding lessons, this including levels, content and class size, should be taken to The Director of Studies or a member of the academic team. They have an ‘open door’ policy when talking to students, group leaders or party leaders. If they cannot deal with the complaint, it will be passed to the Director.

Activity Programme
The Activity Co-Ordinator will endeavour to solve any problem regarding activities and excursions either before the students arrive, or as soon as the issue has been raised. If she cannot solve the problem, it will be passed to her line manager. Again, if the solution is unsatisfactory, the issue will be passed to the Director.
All complaints will be recorded and filed after being investigated and are treated with respect and privacy.



British Council
The English Experience is a British Council accredited school and as such, you may contact them if you feel the complaint has not been handled to your satisfaction. For further details please look on the website www.britishcouncil.org. You can also contact The British Council by post or email:

· British Council, Accreditation Unit, Bridgewater House, 58 Whitworth Street, Manchester M1 6BB, UK
· accreditation.unit@britishcouncil.org
(The British Council cannot deal with complaints from Party Leaders or Group Leaders, they can only deal with direct student complaints.)
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Policy and Procedure for Taking Students out on Street Surveys

Policy
The English Experience believes it is beneficial for all young learners to immerse themselves within the ‘real world’ throughout their stay in Norwich. Having the opportunity to successfully communicate with strangers in English will be a massive confidence boost for them and is also an excellent way to improve both their listening and speaking skills. To ensure their safety when talking to strangers in the streets of Norwich, the following procedures need to be carefully adhered to.
Procedures
Before leaving the school
· Register must be taken at the start of the lesson so that the teacher is aware of who is present. The register should then be taken out onto the street survey by the teacher.
· Surveys should not be started at the end of lessons; they need time for rounding up/ feedback/conclusions and also ‘what did we do today’. Also, this stops students ‘disappearing’
· Check the weather to ensure conditions are suitable for proposed activities
· Teachers cover social conventions and Stranger Danger, this can be done as role-plays
a. Don't walk with strangers
b. Don't accept gifts from strangers
c. Don't accept food, drinks or sweets from strangers
d. If ever approached by a stranger in a threatening way, they should tell a responsible adult
e. Don't get into a car with strangers
f. If students are approached by a stranger near the school, they should immediately return to school and tell a responsible adult
g. Don't give strangers any contact details- phone number, address etc.
· Ensure students are briefed on basic road safety, i.e. opposite direction of flow (Look Both Ways) and pedestrian crossings
· Students should NEVER take part in a street survey alone – ideally in a group of 3
· Ensure that each group has a mobile phone and watch to tell the time.
· The teacher should also carry a mobile phone whilst on the street survey
· Ensure students are in suitable attire to be outside
· Teachers MUST sign out on the Street survey form found in the reception, they need to give the time of departure and location of street survey. NB Teachers should also sign in once returned
During the street survey

The teacher should make sure all students walk together to the meeting point; students should be monitored while crossing any road – see appropriate risk assessment.
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[bookmark: _bookmark133]PREVENT/ Emergency Safety Measures Policy and Procedure
On an Activity/Excursion e.g. London
In an Emergency
· Run – to a place of safety. This is a far better option than to surrender or negotiate. If there’s nowhere to go, then…
· Hide – it’s better to hide than to confront. Remember to turn your phone to silent and turn off vibrate. Barricade yourself in if you can. Then finally, and only when it is safe to do so…
· Tell – the police by calling 999
· Get people away from immediate danger
· Summon and assist emergency services
· Handle casualties
· Deal with those who have been displaced but not injured
· Liaise with the emergency services and other authorities and, when the situation is serious, hand over responsibility for the incident/emergency
· Protect property
At The English Experience
· Follow the Fire and Safety Procedure
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EMERGENCY ACTION PLAN PROCEDURE
The English Experience Emergency Action Plan is intended to assist agents, students, parents and staff to understand our procedure during an emergency due to extenuating circumstances, such as disasters, either natural (e.g. hurricane), or man-made (e.g. terrorism). As every situation is different and may require a different response, please note that this procedure is intended as a guideline only.
Responsibilities of EE staff
Director
· To coordinate emergency response and liaise closely with other key staff members
· To always ensure that the Director has a record of home telephone numbers, mobile phone numbers and email addresses of all administrative staff and management to contact in the event of the emergency. This information should be kept confidential.
Director of Studies
· To contact all academic staff and instruct them, accordingly, considering such issues as when to return to work, whether the school buildings are safe to use.
· To liaise with Welfare officer and Designated Safeguarding lead to establish the well-being of existing student
· To maintain a list of all teacher contact details
· To pass on information of any teachers or students who are unaccounted for

Assistant Director of Studies
· To assist or deputize for the Director of Studies as required

Student Programmes Co-Ordinator


· To contact all current Activity Leaders and update them on the nature of the emergency and how it affects the school including whether we are running activities and whether the building is accessible and safe to use
· To pass on to the Welfare Officer emergency contact information of any AL’s and students who are unaccounted for

Welfare Officer
· To contact agents, and wherever possible the students’ families and/or prospective students who may be affected by the emergency and keep them informed about our response and the wellbeing of their students
· To contact agents or emergency contacts of students who remain unaccounted for

Accommodation – Homestay
· To contact and update hosts and Foreign Leaders about emergency and the way we are dealing with it
· To liaise with the Welfare Officer, Designated Safeguarding lead and Group leaders to establish the well- being of existing students
· To advise on whether and when it is safe to return to the school for classes
  











Information for Staff
All efforts will be made to keep staff updated on the status of the emergency and staff should check emails/telephone regularly for the latest information on the closure of the school and when it is expected to reopen (if applicable). Where there is a breakdown in communication staff should follow official advice on TV and radio as to whether it is safe to travel. At all times, staff should exercise discretion and not travel if they feel it is unsafe to do so. Contacting Existing Students, Their Agents, and Their Emergency Contacts
The English Experience has a duty of care to keep their families fully informed about their welfare. Therefore, it is essential that accurate information about the emergency, and those affected, is passed on to agents and/or emergency contacts at the very earliest opportunity. Those contacted will need to know the nature of the emergency, how the students are affected, when to expect the school to reopen (if applicable), and how to contact the school.
Emergency Point of Contact for Agents, Students, and Other Concerned Parties
EMERGENCY NUMBER 24 HRS 00447775707951
Note: In the event that communications are affected, and the above contacts are unreachable, all enquiries should be directed to Carol Syder
Email: director@englishexp.co.uk
Tel: +44 7798743491

The English Experience Safeguarding Policy
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[bookmark: _bookmark135]POLICY FOR CARE OF UNDER 18s

The English Experience welcomes students from different countries, cultures and backgrounds; all students are 18 years of age or under (young learners). The school is committed to safeguarding and believes that all young learners, without exception, are entitled to protection from harm, regardless of age, gender, ethnicity, disability or sexuality. The English Experience is also wholeheartedly engaged in promoting a multicultural environment where other people’s beliefs are respected and valued, while offering a safe environment to study and live without prejudice. The school therefore recognises its duty of care to these young learners throughout their stay and has in place policies and procedures to ensure staff, group leaders and homestay hosts always act in the best interests of the child and assure their overall well-being.

The safety and wellbeing of our students is a top priority, and we aim to provide an environment where the students feel comfortable, safe and can fully enjoy their experience of English life.
Below are questions we are regularly asked about how we care for our students:

Who Looks After the Students?
Everyone at The English Experience – teachers, activity leaders, administrative staff and homestay hosts are all involved in the welfare of our students. Good communication between all staff and regular meetings ensures any problems are swiftly dealt with.

Who Supervises the Students Outside the Classroom?
Our Welfare Officer, Student Programme Co-Ordinator and Accommodation Officer work together with Activity Leaders, Homestay Hosts and members of staff to ensure students are always supervised. We have a ratio of one adult to 15 students.

How Do Students Get to School?
Teenage Students
Most homestay hosts are situated on the outskirts of the city so students will take one bus to and from school. The bus journey can be between 15-30 minutes. Homestay hosts help students on the first day and the students are given instructions i.e. bus number, route, map showing where to get on and off the bus.

Younger Learners
Depending on age and if requested; the students can be brought to and collected from the school by their homestay hosts.

Do Students Have to Attend Activities and Excursions Shown on Their Programme?
Yes. All Activities and Excursions are led and supervised by our Activity Leaders and all students must attend.

What Do Students Do in The Evening?
Teenage Students
We have a school curfew of 2100. This can be earlier if requested by their Group Leaders. Students can arrange to meet other students from the school but must be home by the set curfew time.

Young Learners
All evenings are spent with their Homestay Hosts.

When the school is busy, we offer one evening activity a week from 1900-2100. Homestay hosts take and collect.

What Do Students Do on Sundays?
Sunday is a day spent with the homestay hosts.
Teenage students can make their own plans with the agreement of the Homestay host who will arrange ‘check-in’ times which their student and these times must be obeyed. All students must be with other students from the school and return to their homestay not later than 1800.

Do Students Have Any Unsupervised Free Time?
Teenage Students have some unsupervised time. They walk or take the bus to and from school and can go into the city at lunchtime. In the evenings and on Sunday they can make their own arrangements although they must inform their homestay host where they are going and obey the ‘check-in’ times given by the homestay host.
Young learners can go into the city at lunchtime. They must sign out with their group leader before they go and must go with another student from the school. They can also go shopping in small unsupervised groups when on excursions in places agreed between their Group Leader and the English Experience Activity Leader.

What Time Should A Teenage Student Return to their Homestay Host?
Students should return to their homestay hosts in time for the Evening Meal – normally 1800 but as agreed with their Host.
All students should be home by 2100 at the latest or the curfew time shown on their programme. The Homestay Host will contact the school emergency number if a student is late.

Who Can a Student Talk to If They Have a Problem?
They can speak to their Teacher, their Activity Leader or any other member of the school staff. The students will be made aware of the names and roles of all key staff on their first day in school.

What Happens If a Student Is Ill?
There is a ‘Medical Drop-in Centre’ five minutes from the school and either the Group Leader or a member of staff will accompany the student to the Centre. Doctors, Dentists and a hospital are nearby, and a member of staff will help to make appointments.

What about the Homestay Hosts for our Students?
All Homestay Hosts are carefully selected and have an up-to-date DBS (Disclosure & Barring Service Police check). Every Homestay Host is visited on a regular basis by the Accommodation Officer.

Please Note: All Teenage Students Must:
· Attend all classes, activities and excursions and arrive on time
· Make sure their homestay host and the school have their mobile number
· Keep their phone with them, always charged and switched on when not in class or with their Group Leader or school staff

· Always carry their school ID card with them during their stay
· Be with at least one other student from the school during any unsupervised free time
· Tell their homestay host where they will be when they have free time
The English Experience aims to ensure all students are safe and have a happy and enjoyable time both at our school and with their Homestay Hosts. We work as a strong team – staff and homestay hosts and any problems are dealt with and resolved quickly to the benefit of the students.


[bookmark: _bookmark136]Policy and procedure for Supervision Ratios for Leisure Activities

The ratio followed by The English Experience for adult supervision to students is 1:15.
Group Leaders are included in this ratio and are made aware of this prior to arrival via the Group Leader Handbook and in their welcome talk at The English Experience on their first day.
This ensures that any emergencies can be dealt with whilst ensuring the safety of the group.
The ratio of adult supervision to students is continually monitored and is subject to change depending on the ability/needs of the group but will never exceed 15 students to 1 adult.
Group Leaders will never be asked to supervise students which are not from their group.
The safety of our students is paramount, and all staff members are made aware of policies and procedures when they first join The English Experience during their induction, with hard copies being found in the Activity Leader Handbook, and through face-to-face training. Activity Leaders are given hard copies of the policies and procedures relevant to the group/programme they will be leading prior to the arrival of the students.
All activities have up to date risk assessments which are given to Group Leaders upon their arrival in the UK. They must read the risk assessments and sign to say they understand and accept them. If there are any concerns/questions these are dealt with straight away.
English Experience staff members are familiar with all risk assessments and Activity Leaders are given the relevant hard copies to be carried throughout the duration of the groups programme.

[bookmark: _bookmark137]Policy on Free Time for Under 18s
During free time students can explore Norwich and go shopping without being led by their Group Leaders or English Experience Activity Leaders.
Student safety is paramount and to ensure that students always remain safe there are several procedures in place which are followed to keep the students safe:
On arrival in Norwich each student is provided with a QR code which gives access to a Map of Norwich, their programme and a welcome letter which includes important information about UK laws, staying safe etc. This information is then repeated and reiterated to all students during their welcome talk on their first day at The English Experience.
Before the journey to Norwich all students and Group Leaders will have exchanged mobile numbers. A list of all students and Group Leaders mobile numbers will be given to the English Experience member of staff who meets the group. These will then be given to the member of staff who is On Call so they can get in touch with the students if needed.

Once the students have been paired with their homestay host, the homestay will make sure that they exchange numbers and save them into their phones (as explained in the Homestay Host handbook). Often the easiest way for students and Homestay Hosts to get in touch is via What’s App but a discussion about this will be held between the student and the Homestay Host.
During the students first lessons they are given Student Emergency Cards which have important information printed on them; The English Experience Emergency Number which will be answered 24 hours a day 7 days a week, UK emergency services numbers (999/112), an area for students to write their Homestay address and contact number.
All students are fully aware of their curfew time however this is again reiterated during their welcome talk and prior to each time the students are given free time. All homestay hosts know the procedures to take if their students do not return on time (please see the missing student policy).
To ensure regular checks on the students while the students have free time, Group Leaders often set a meeting point and time for the students to meet and register with the leaders. This keeps track of the students and means that they do not stray too far.
We always recommend that one group leader stays at an agreed meeting point so that, should the students need them, they know where to find them.
If there are any specific areas the students cannot go to the students are told prior to free time being given. Any forbidden areas may be monitored by a group leader.
All students are told and are aware that they need to stay in groups of three or more when having free time and that they need to have each other’s mobile numbers, along with the group leaders’ number and their homestay host’s number. Should there be an accident/emergency one student should stay with the injured student while the third finds help. All students are given advice on emergency situations in both their welcome letter and in their welcome talk.
The School Discipline Procedure also outlines to students and group leaders what is and isn’t acceptable behaviour during free time. This is available to both students and Group Leaders through their Handbooks.
If behaviour prior to free time has been unacceptable and the School Discipline Procedure hasn’t been followed this may jeopardise the student’s allowance of free time.

[bookmark: _bookmark138]On Call Policy and Procedures
Policy
The English Experience takes student welfare very seriously and makes it a top priority to ensure students are cared for by a team who understand their role and responsibilities, while also offering support to all who work with and for the school. Employees of The English Experience have a ‘Legal Duty of Care’ to always safeguard under 18s, particularly when they are outside the security of the school building. All on-call staff and managers hold an enhanced DBS check, have Safeguarding training and understand the company procedures for their on-call role.
Terms and conditions for being on call are laid out as part of their contract of employment. All On Call Staff and Managers have car insurance which covers business use, and they understand the procedures for driving with young learners.
Role of the On Call Manager
The role of the On Call Manager is to offer 24-hour support to the On Call Staff. Managers on call will be informed of their schedule via the On Call Rota; this is completed in advance by the PA to the Director. If there is any problem with the manager’s availability, it is their own responsibility to find appropriate cover. They should ensure they have

some knowledge of the number of students and the general activities of the on-call period. The On Call Manager should be aware that they may need to drive, attend hospital or the police station while they are on call.
On Call Staff should contact the On Call Manager if, after following their own procedures, they still feel there is a situation which could put students, group leaders, visitors, activity leaders, hosts or themselves in danger.  On Call Managers must be called if
· a student has an accident which involves calling emergency services
· a student has been arrested
· a student needs to attend hospital (the On Call Manager should go to the hospital to support the group leader and facilitate)
· there is a safeguarding issue
· 	a student is missing, cannot be contacted by the group leaders and the situation is deemed unusual or there is any cause for concern
The On Call Manager will call the Director if they feel it is deemed necessary, this will entail any incident involving emergency services and emergency situations.
Procedures for the On Call Manager
1. General Support
The On-Call Manager must always be available by phone while they are on duty. This means they must try to always be within a mobile signal. If for any reason this is not possible, they should advise the On Call staff to contact the Director instead.
Generally, the On Call Manager should deal with each situation according to the risk and hazard involved. They need to think of the danger to the people involved and repercussions and implications for both the people and the company. Managers should check that the On Call Staff have followed their procedures and then make an informed decision of what to do next. This could be, ensuring a student visits a doctor, informing the police of an incident or accompanying group leaders to hospital. Once the On Call Manager becomes involved, they may need to also liaise with relevant group leaders/agents/parents and should ensure the On Call Staff keep them informed of any updates to situations. The On Call Manager should complete their own incident report if the instance requires it.
There are numerous reasons why the On Call Manager may be called, and often the situation can be dealt with quite easily. Both On Call Managers and Staff need to remember that communication is very important throughout any incident, and that logical steps need to be followed. If there is any doubt or real concern, then the On Call Manager should not hesitate to call emergency services and inform the Director.
2. Financial support
The On Call Manager has access to company funds so they can organise payments for emergency changes to activities and pay entrance fees. They can book emergency taxis if needed and may be able to access certain files at the school. The On Call Staff should contact the On Call Manager if they feel there is no other solution to payments, or problems may occur due to cancellations and missed bookings.
3. Safeguarding Support
All On Call Managers are level 2 Safeguarding trained so they should be contacted if any issues regarding the safeguarding of under 18s arise.
Role of the On Call Staff

The role of the On Call staff is to offer support and be available 24/7 to all young learners, homestay hosts, group leaders, parents and working staff. The Role includes meeting groups on arrival, seeing them off when they leave and attending the weekly disco.
As representatives of the company, they are expected to behave in a calm, courteous and professional manner always. If at any time they feel unprepared for their On Call role, they should speak to their Line Manager regarding further training.
The emergency phone should be always kept to hand and needs to be answered immediately if practicable. This is an emergency phone so if for any reason an emergency response cannot be offered, the On Call Staff needs to discuss this and ensure another On Call member of staff can cover. If a situation makes it dangerous (e.g. driving) to answer the phone immediately, the On Call Staff member needs to return the call as soon as it is safe to do so. We will aim to call back within 10 minutes of the missed call.
General Guidelines for On Call Staff
· On Call Staff should not drink alcohol during their On Call period as they may be required to drive at certain times.
· All On Call Staff need to remember that communication is very important throughout any incident, and that logical steps need to be followed.
· All on Call staff should have Business Use added onto their car insurance. See The Staff Handbook for details regarding Business Use.
· As mentioned above, all calls to the emergency phone should be answered immediately or as quickly as is safely possible (the On Call staff aims to call back within 10 minutes). If there is a delay the reason why should be given to the caller in a polite manner. If there are periods when the On Call Staff is unavailable, cover should be organised in advance.
· When returning an unanswered call, the On Call Staff should apologise and explain and should always remain tactful and calm. If the call is not an emergency the host should be politely asked to call the office during working hours.
· On Monday, or the first day a group arrives at the school, the On Call Staff needs to be available at the office until 17: 15 (or until the last student leaves) to assist any students who do not know how to get back to their homestays.
Procedures for On Call Staff
1. On Call staff handover
· Before leaving the school on their first day of being on call, the On Call staff member should ensure they have all the information and paperwork needed for the on-call period plus chargers, phone and tablet. They need to familiarise themselves with scheduled activities and movements and ensure they are aware of where to find all necessary information.
· The On Call Summary should be read and understood with any queries being addressed by the relevant English Experience staff.
· Each morning the complete on call bag should be returned to the Welfare Office and any incident forms and notes handed in to the Accommodation and Welfare Officer who will decide on any further action.
Checklist
· Check the phone has
· All homestay details in their relevant groups,
· charger
· contact details for group leaders, activity leaders, bus drivers
· incident form

· safeguarding form
· back up homestays

· Check the bag has
· On Call float
· any student packs and host programmes for new arrivals

2. Throughout the On Call period Arrivals and Departures
· The Activity Leader who meets the group at point of entry, should update the On Call Staff once the group leaves, or immediately if there is a delay. The Activity Leader should then update the On Call Staff again 40 minutes before they are due to arrive in Norwich. Updates need to be passed on to the hosts (including those with landlines) as soon as possible.
· On Call Staff need to be at the arrival/departure point at least 20 minutes prior to arrival/departure time.
· 	On arrival, the Activity Leader will hand over the clipboard with student/leaders’ mobile phone numbers. This needs to be stored with the on-call paperwork.
· The Activity Leader is expected to assist with ensuring a smooth introduction of students to Homestay Hosts; they are especially useful with larger groups.
· Most hosts will want to collect their students as quickly as possible, the On Call Staff needs to ensure they take control of the situation and not let Hosts just take their students without checking first.
· The most safe and efficient way is for the On Call staff to board the bus and call each student. If the bus needs to leave, take the students to a safe area and proceed with uniting Hosts and families
· If a Host cannot collect, and sends either taxi or friend, the student cannot leave until the On Call Staff member is happy the pick-up is legitimate (ask the name and full address of the Host family). If unsure, the Homestay Host must be called
· The Accommodation Officer will normally give back up families, if there are none available ask a couple of hosts to stay behind in case they are needed in an emergency. Always note any changes to the paperwork and inform the Accommodation Officer.
Dealing with problems General
· House moves should be avoided over a weekend unless there is a real emergency i.e. serious illness in the Homestay or safeguarding concerns. The On Call Manager needs to be informed of any serious issues before students are moved.
· Make a note of any action required by the school on the On Call Incident Form – the Accommodation and Welfare Officers will check these notes the following morning and take action where necessary.
· If an excursion is going to arrive back early or late by more than 10 minutes, the Homestay Hosts should be sent a text. The Activity Leader needs to inform the On Call Staff of any changes to scheduled programmes.
· If a coach does not arrive for an excursion/departure, phone the driver. If you cannot get a response or he is later than 10-15 minutes, phone the On Call Manager. This is paramount for a departure.
Accident/ serious illness/safeguarding incident/arrest


· If the On Call Staff is informed of a situation which is classed as a serious situation, they should contact the On Call manager who will advise and support them through the situation. They should also speak to the Group Leader and keep them informed of what is happening.
· A student may need to be moved, there should be a list of hosts who are available to help in this situation. Again, they should check with the On Call Manager to ensure this is the right decision.
· The Homestay Host should be spoken to and kept informed where necessary.
· An Incident form should be filled in with exactly what happened and the outcome.
· If the On Call Manager is unable to go to the hospital/police station immediately, the On Call Staff may need to accompany the student and group leader until relieved.
Missing students
· When students are late arriving to, or missing from the homestay, the On Call Staff needs to ascertain their whereabouts as quickly as possible. The homestay host should also be asked about whether they have any concerns (is this normal behaviour?) and whether they know of their student’s friends within the group. The hosts of these students should be checked, and the group leader should be informed as most of students will answer their Group Leader’s phone call.
· If at any time the On Call staff has any concerns for the welfare of the student, they should call the On Call Manager, especially if it is dark or the student cannot be contacted.
· Homestay Hosts should call the emergency phone if their student misses their curfew, and they are worried. If the student cannot be reached by the On Call staff, they should call the Group Leader who should try to contact the student. The On Call Manager should be called if the problem cannot be solved quickly.
· Homestay hosts should contact the Accommodation and Welfare Officer during office hours for any non- emergency issues.
· Students who go missing on an excursion should be contacted immediately by their Group Leader and then the Group Leader should leave and collect them. If a student cannot be found, the On Call Staff should inform the On Call Manager.
Medication
· The Accommodation and Welfare Officers should have all the students’ medical information. This is recorded in the relevant place on the on-call phone. Information is also sent across to the Homestay Hosts with further details if available. If a Host asks if they can give medication the answer is no, as they will have guardian consent if there is any. In cases where there is no information given by the student’s guardian, nobody is allowed to give any medication.
· In an emergency, when there is no information, the quickest method would be to contact the Group Leader who can contact the guardian to gain consent. This needs to be given in writing (text, email etc.). If the Group Leader makes any decisions, they need to again put this in writing or administer the drugs themselves.
On Call Rota
· Any changes to the allocated Rota need to be organised by the On Call Staff involved and then changed on the On-Call Rota. If there are any issues arising from the scheduling of On Call the relevant people involved need to speak to the PA to the Director.
Training
· On Call training induction is carried out by the Accommodation and Welfare Officers, staff will be informed
· of any changes to procedures as they arise and will become part of the handover process. If any On Call Staff feel they require further training, they should speak to their Line Manager.


Expenses/Lieu
· Expenses will be paid for any costs incurred outside the normal On Call remit.
· If for any reason other than scheduled arrivals, departures and disco, mileage can be claimed at the company rate. This will be added to monthly salaries, details need to be added to the ‘Breakdown of On Call Duties/overtime sheet’
· The cost of adding Business Use to car insurance will be reimbursed by The English Experience upon receipt of the policy.
· All payments for being on call are listed on the ‘Breakdown of On Call Duties/overtime sheet’
· If any On Call staff/Manager is called out between the hours of 12am and 6am, this can be claimed as lieu time from the time of leaving and returning home. Lieu time can also be claimed for arrivals and departures within these hours. Lieu time to be taken within the next 2 working days.
· For any emergency call out which occurs out of office hours and payment is agreed, On Call Staff and Managers will be paid £8 per hour. This will be calculated from leaving and returning home.
· Any additional payments due to exceptional circumstances should be discussed with the Director.

[bookmark: _bookmark139]Procedure for Calling the Emergency Phone - Homestay Hosts
The English Experience aims to ensure all responsible adults know how to safeguard young learners throughout their stay in the UK. The emergency phone should only be used outside of office hours (1700 - 0830), if an emergency occurs during office hours you should call 01603 622300 extension 1. Below we have outlined procedures for when you should call the emergency number.

Missing student
If you feel that your student is ‘missing’ e.g. does not return at their curfew time or at an arranged time with yourself, you should firstly try phoning their mobile, then within 15 minutes maximum of not hearing anything, you need to call the emergency phone. We do ask you to also use your initiative, for example, if you know they have missed a bus and there is another one due imminently, you could wait. However, if they are young and it is dark you may need to react quicker than normal. If you have any doubts, please phone the emergency number.

Rehousing
If you need your student rehousing outside of office hours, this is normally due to a family emergency or unavoidable event. If you have prior knowledge of a need for rehousing, you should call during office hours.

Serious accident
If you feel your student needs hospital attention, you should phone the emergency number and inform the person on call of your concerns. We may ask you to take the person to A&E and arrange to have a company representative meet you there or if an ambulance has been called, they will arrange to be there to supervise and monitor.

Health concerns
You may feel your student needs a visit to a doctor or their guardian has called and asked you to take their child to a doctor. We need to know about this as soon as possible as it will need to be entered in our records. If a student needs medication and you have not got consent from their guardian, the student needs to contact their group leader or guardian.

Safeguarding Issue


Any safeguarding issue which places a student in danger must be reported immediately. If you have any other concerns, this should be reported to one of the safeguarding team (see handbook) during office hours. Please note all reports will be dealt with confidentially.
Serious incident
By this we mean – arrest, shoplifting, alcohol or drugs. This needs to be dealt with immediately. If needed the on-call person will deal with this so will need to have the details as soon as possible.

Miscellaneous
Generally, if you feel a situation is having an effect on yourself, household or young learner and has to be dealt with immediately you need to phone the emergency number.
Throughout the year we have many students and only one person on call at any one time. This person aims to answer the emergency phone or return a call within 10 minutes. Therefore, there is normally a reason when they cannot answer straight away.


Allergy (including Nuts) Policy and Procedure

This policy is concerned with a whole school/staff approach to the management of allergies (especially nut allergies).
At The English Experience we are aware that students may suffer from food, bee/wasp stings, animal or nut allergies and we believe that all allergies should be taken seriously and dealt with in a professional and appropriate way.
The English Experience’s position is not to guarantee a completely allergen free environment, rather to minimise the risk of exposure, encourage self-responsibility and plan for an effective response to possible emergencies.
Prior to the student with the allergy arriving at the English Experience, staff will work with the Group Leader and the student’s parents to gain as much information about the student and their allergy as possible; signs of a reaction, is an EpiPen required, does the student understand their allergy, can they deal with it themselves etc.
Once this information has been received English Experience staff will be informed of the dates of the student’s stay, the student’s name and the specifics of the allergy. All first aiders will refresh their knowledge of allergies and how to deal with them.
The Accommodation Officer will decide on the most appropriate Homestay Host depending on the student’s allergy and will give the homestay host any extra information. If necessary (e.g. nut allergy), the Accommodation Officer will also inform all homestay hosts not to send students with a packed lunch which contains nuts for the duration of the students stay.
Upon arrival of the group and student with the allergy in Norwich, the Welfare Officer and Accommodation Officer will have a meeting with the group leader and the student to double check the information we have is correct and all the procedures put into place are suitable. A plan will be discussed with the student and group leader about action to be taken should a reaction occur e.g. will the student be able to deal with the reaction themselves, do any of the student’s friends know how to spot a reaction and administer medication?
All staff will be reminded of the student’s name, allergy and how to deal with it (calling 999 even if the EpiPen has been used). After the necessary action has been taken the correct members of staff will be informed along with the student’s parents. Advice will then be taken from emergency services and the student’s parents about how to proceed.

All allergic reactions, no matter how small, will be recorded and investigated. If any changes to the procedures for students with allergies need to be implemented this will be done as soon as possible.


Policy and Procedure for dealing with diabetic students.
The English Experience is committed to supporting students with medical conditions so they remain safe and healthy and can make the most of their time in Norwich.
All staff will be made aware of the student’s name, condition and how it affects them specifically prior to the student’s arrival and then again when the student arrives. The student may have medicine such as insulin injections with them and The English Experience will be informed about this prior to arrival.
There are two types of Diabetes, Type 1 and Type 2. Type 1 Diabetes is the most common for children and students. Management of the condition is key, and the student may have to have insulin injections at various times throughout the day or have an insulin pump.
The information below is for general understanding, if you have a diabetic learner in your class and they have any problems- GET ANOTHER STUDENT TO FIND HELP IMMEDIATELY.
· Diabetic students will be highlighted on your register.
· Diabetes affects every student differently and the students visiting the English Experience can usually cope with school as well as any others. However, diabetes can sometimes affect learning if it is not well managed, for example lack of attention, memory loss and organisation skills.
· Information provided by the student’s parent and Group Leader prior to the student’s arrival will mean that the student’s condition can be well managed by all so that learning will not be affected.
· Students with Diabetes will eat a regular balanced diet the same as other students their age. They may need to eat snacks in between mealtimes (which may be during class). It is best if meal and snack times are at a regular time every day.
· Insufficient or delayed intake of food or increased physical activity can lead to sugar deficiency and hypoglycemia, of which the first signs are: sweating, paleness, weakness, knee trembling, unusual lack of concentration, illegible handwriting and slow speech.
· Students can take part in sports but will need to plan for this as exercise uses up glucose. Sometimes the student’s blood glucose levels can be too high prior to exercise, in this case the student may need to check their glucose levels more regularly, alter their insulin dose, ensure good fluid intake etc.
· If the student uses an insulin pump, they may need to disconnect this for some contact sports (including swimming). This is not recommended for longer than 1 hour. If the sport is due to last longer than this the student should check their glucose levels regularly and if needed, re-attach their pump for a short period.
· Students with diabetes can suffer from Hypoglycemia (Hypo) or Hyperglycemia (Hyper)
· Recognising the signs of a Hypo (please be aware that every student will show signs slightly differently):
· Feeling Shaky
· Sweating
· Hunger
· Tiredness
· Blurred Vision
· Lack of concentration
· Headaches
· Feeling tired, stroppy or moody
· Going pale
· Treating a hypo: Do not leave the student alone. Send another student to get their medicine.
· Check the student’s blood glucose level (when possible)
· Immediately give something sugary to eat or drink, e.g. Lucozade, non-diet drink, glucose table
· After 10-15 minutes, check the blood glucose level again. If the level is still low, repeat the stage above.

· Check the blood glucose level again in 20-30 minutes to check the level has returned to normal.
· Some students may need a follow-on snack.
· If the student becomes unconscious: Do not give them anything through their mouth. Put them in the recovery position and call an ambulance stating the student has diabetes. Call the Group Leader who will contact the parents.
· Recognising the signs of a Hyper: The symptoms do not come on quickly and generally build up over a period of hours.
· Thirst
· Passing urine frequently
· Tiredness
· Feeling sick
· Tummy ache
· Blurred vision
· Treating a Hyper:
· Taking an extra dose of insulin
· Drinking plenty of sugar-free fluids
· Allowing the student to use the toilet whenever they need to
· Testing the blood or urine for ketones
· Changing the pump tubing or cannula
· Both the Hypo and Hyper can affect the student’s behaviour. If the student’s behaviour is out of the ordinary it is worth checking their blood glucose levels.
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Our Essential Code of Conduct, listed below, sets the standards for the way we work in all areas of our school. All
responsible adults involved with the school must understand and adopt these standards with the overall aim of building mutual respect and creating a welcoming, safe and positive atmosphere, both for young learners and everyone involved with The English Experience.
Essential Code of Conduct The English Experience:
· encourages an atmosphere of mutual respect amongst everyone we work with including all staff, group leaders and homestay hosts, as well as all students.
· executes all courses offered in our publicity to the highest standard.
· ensures the school always offers a secure and safe environment.
· provides training and development to ensure all involved are confident and competent in their roles and understand their responsibility to notice and report any safeguarding concerns.
· expects that all those involved will work for the overall benefit of the organisation.
· expects all staff to understand and adhere to all company policies and procedures.
To aid in maintaining and promoting the above ethos, we expect all staff to understand and follow both the Essential and role specific Codes of Conduct.
All staff at the school must:
· adhere to and support the school policies set out in the Staff Handbook always be vigilant and report any concerns with regard to safety, security or safeguarding to a manager.
· promote cultural awareness and understanding.
· treat all colleagues and individuals always associated with the school with professional respect, particularly in the presence of young learners.
· demonstrate the same positive attitudes, values and respectful behaviour expected of students.
· ensure that their appearance and attire is appropriate to the role being undertaken, taking into consideration the culture and age of the young learners.
· be aware that personal choices regarding smoking, alcohol and drugs should not be shared or visible to the young learners. Smoking outside the front of the building is prohibited.
· not swear in front of young learners or condone the use of inappropriate language between young learners.
· be conscious of maintaining professional boundaries, be aware of their body language and keep physical contact with young learners to a minimum. If physical contact is unavoidable, try to take reasonable precautions to ensure this is in public and unreciprocated.
· try to avoid spending time alone with young learners. Try to ensure other young learners, a colleague is around, or the door is left open.
· not disclose personal contact details, including email, to young learners. This includes friending, following or similar on social media. If young learners ask, they can be directed to the school Facebook page.
· not take photographs or videos of the young learners for personal records. Any images taken of the young learners during their stay for the purposes of teaching or marketing remain the property of the school.
· respect school property and facilities and ensure they are used appropriately and with care by themselves and the young learners.
· should be committed to the underlying principles of equality and diversity encompassing all, regardless of race, gender, disability, religion/belief and age.
· Confidentiality is a legal requirement, and any information obtained about students should not be disclosed unless this serves a compelling professional purpose.
· Be familiar of risk assessments associated with your area of the business.


Building on the Staff Code of Conduct, there are specific ones in place for different positions within the school. These are found in the relevant handbooks and form part of the induction process.
Legal obligations
1. Legal obligations of Staff:

· All staff are in a position of trust and must understand that under the Sexual Offences Act 2003 all young learners under 18 are classed as minors. As such, to cause or incite a minor to engage in any sexual activity, or to conduct any sexual activity in the presence of a minor is defined as an abuse of trust and is against the law. The school considers any breach of this position of trust with a young learner to be gross misconduct and the responsible adult involved would be subject to disciplinary procedure.
· Staff must not enter into any illegal activity that contravenes the criminal code of the country he/she is resident in.

Print name	_____________________	Signed________________________	


Date________________________________
Student Code of Conduct

As well as all staff and departments having a Code of Conduct, we have also produced a simple, but hopefully effective, student code. This is an acronym of the word RESPECT and is used on the first or second day of the course depending on which course you are teaching. We aim to have all students sign this and then have it pinned in the classroom. This should help with certain discipline issues and hopefully make the learners feel some responsibility for behaviour in the classroom.




Teachers’ Code of Conduct
Our Essential Code of Conduct, listed below, sets the standards for the way we work in all areas of our school. All responsible adults involved with the school must understand and adopt these standards with the overall aim of building mutual respect and creating a welcoming, safe and positive atmosphere, both for young learners and everyone involved with The English Experience.
Essential Code of Conduct The English Experience:
· encourages an atmosphere of mutual respect amongst everyone we work with including all staff, group leaders and homestay hosts, as well as all students.
· executes all courses offered in our publicity to the highest standard.
· ensures the school always offers a secure and safe environment.
· provides training and development to ensure all involved are confident and competent in their roles and understand their responsibility to notice and report any safeguarding concerns.
· expects that all those involved will work for the overall benefit of the organisation.
· expects all staff to understand and adhere to all company policies and procedures.
Building on the Essential Code of Conduct, there are specific ones in place for different roles within the school. To aid in maintaining and promoting the above ethos, we expect all teaching staff to understand and follow both the Essential and role specific Codes of Conduct.
1. Teachers’ responsibilities to their students are as follows:
· Teachers should safeguard children’s wellbeing and maintain public trust in the teaching profession as part of their professional duties.
· All teachers should establish a safe and stimulating environment for the students based on mutual respect.
· All teachers should be committed to the underlying principles of equality and diversity encompassing all, regardless of race, gender, disability, religion/belief and age.
· Clear rules and routines for behaviour should be put in place, which promote respectful behaviour to all, both inside and outside of the classroom.
· Teachers should be consistent in demonstrating the same positive attitudes, values and respectful behaviour expected of students.
· Lessons should be interesting as well as challenging for students, who, irrespective of their backgrounds, abilities and attitudes, should be encouraged to achieve the maximum progress in their English language development.
· Every reasonable effort should be made to protect the students from conditions harmful to health, safety and learning.
· Confidentiality is a legal requirement and any information obtained about students should not be disclosed unless this serves a compelling professional purpose.

2. Teachers’ responsibilities to themselves are as follows:
· Teachers need to ensure they do not place themselves in situations which could cause suspicion or doubt or bring harm to their professional and/or personal reputation.

3. Teachers’ responsibilities to their colleagues and the teaching profession are as follows:
· 

Teachers should respect the professional beliefs and opinions of others and be professional towards other teachers. Teachers need to recognise that it is imperative to work with colleagues to promote the welfare of students.
· Teachers should respect advice given by the academic team who in turn need to respect the teacher’s professional opinion.
· The academic team should be informed of any problems encountered by teachers during the teaching day.
· Teachers should not accept gratuity, gift, or favour that might impair or appear to influence professional decisions or actions.
· Teachers should be aware that they always represent the school and their profession.

4. Teachers’ responsibilities to the company are as follows:
· All teachers should liaise with other members of the teaching team and the Director of Studies in discussing the needs of the students, preparing suitable materials and lessons.
· Schemes of work and weekly timetables, the register for each class and complete a lesson plan for each lesson.
· Teachers will be expected to regularly attend short meetings at reasonable times.
· Any student welfare concerns need to be reported to the Safeguarding Team and Welfare Officer.
· Any student academic problems must be reported to a member of the academic team.
· Contractually teachers need to arrive at least 15 minutes before the beginning of the first lesson in any session.
· If for any reason the teacher cannot come to work, or will be late for class, they should telephone Lauren Higginson on 07522435320 or the emergency phone on 07775707951 as soon as possible.

5. Legal obligations of the teacher:
· All teachers are in a position of trust and must understand that under the Sexual Offences Act 2003 all young learners under 18 are classed as minors. As such, to cause or incite a minor to engage in any sexual activity, or to conduct any sexual activity in the presence of a minor is defined as an abuse of trust and is against the law. The school considers any breach of this position of trust with a young learner to be gross misconduct and the responsible adult involved would be subject to disciplinary procedure.

· The teacher must not enter into any illegal activity that contravenes the criminal code of the country he/she is resident in.

Print name		Signed	


                 Date__________________________









Activity Leaders’ Code of Conduct
Our Essential Code of Conduct, listed below, sets the standards for the way we work in all areas of our school. All responsible adults involved with the school must understand and adopt these standards with the overall aim of building mutual respect and creating a welcoming, safe and positive atmosphere, both for young learners and everyone involved with The English Experience.
Essential Code of Conduct The English Experience:
· encourages an atmosphere of mutual respect amongst everyone we work with including all staff, group leaders and homestay hosts, as well as all students.
· executes all courses offered in our publicity to the highest standard.
· ensures the school always offers a secure and safe environment.
· provides training and development to ensure all involved are confident and competent in their roles and understand their responsibility to notice and report any safeguarding concerns.
· expects that all those involved will work for the overall benefit of the organisation.
· expects all staff to understand and adhere to all company policies and procedures.
Building on the Essential Code of Conduct, there are specific ones in place for different roles within the school. To aid in maintaining and promoting the above ethos, we expect all activity leading staff to understand and follow both the Essential and role specific Codes of Conduct.
Activity Leaders’ Code of Conduct
Activity Leaders’ responsibilities to their students are as follows:
· Activity leaders should prioritise always safeguarding the student’s wellbeing.
· All activity leaders should establish a safe and stimulating environment for the students based on mutual respect.
· All activity leaders should be committed to the underlying principles of equality and diversity encompassing all, regardless of race, gender, disability, religion/belief and age.
· Clear rules and routines for behaviour should be put in place, which promote respectful behaviour to all.
· Demonstrate the same positive attitudes, values and respectful behaviour expected of students.
· All students, irrespective of their backgrounds, abilities and attitudes, should be encouraged to achieve the maximum progress in their English language development.
· Every reasonable effort should be made to protect the students from conditions harmful to health, safety and learning.
· Confidentiality is a legal requirement and any information obtained about students should not be disclosed unless this serves a compelling professional purpose.

Activity leaders’ responsibilities to themselves are as follows:
· Activity leaders need to ensure they do not place themselves in situations which could cause suspicion or doubt or bring harm to their professional or personal reputation.

Activity Leaders’ responsibilities to their colleagues are as follows:
· Activity leaders should respect the beliefs and opinions of others and be professional towards others.
· Activity leaders need to recognise that it is imperative to work with colleagues to promote the welfare of students.
· The school should be informed of any problems encountered by activity leaders during the day.
· Activity leaders should be aware that they always represent the school.

Activity Leaders’ responsibility to their role are as follows:
· All activity leaders should liaise with other members of the activity leading team and Activity Coordinator in discussing the needs of the students and delivering the activities.
· Activity Leaders should ensure they have the correct worksheets, payments, and travel plans for each activity they are leading.
· Activity Leaders will be expected to regularly attend short meetings at reasonable times.
· Any student welfare concerns need to be reported to the Safeguarding Team and Welfare Officer.
· Any student academic problems must be reported to a member of the academic team.
· Contractually Activity Leaders need to arrive at least 15 minutes before the beginning of the activity and wait until the last student is collected by their homestay host or goes to catch their bus.
· If for any reason you cannot come to work, or you will be late for an activity, you should telephone  01603 622300 (Office) or the emergency phone on 07775707951 before 8.30 am. 

Legal obligations
1. Legal obligations of the Activity Leader:

· All activity leaders are in a position of trust and must understand that under the Sexual Offences Act 2003 all young learners under 18 are classed as minors. As such, to cause or incite a minor to engage in any sexual activity, or to conduct any sexual activity in the presence of a minor is defined as an abuse of trust and is against the law. The school considers any breach of this position of trust with a young learner to be gross misconduct and the responsible adult involved would be subject to disciplinary procedure.
· The activity leader must not enter into any illegal activity that contravenes the criminal code of the country he/she is resident in.

Print name		Signed	

	Date______________________
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Group Leader Code of Conduct
Our Essential Code of Conduct, listed below, sets the standards for the way we work in all areas of our school. All responsible adults involved with the school must understand and adopt these standards with the overall aim of building mutual respect and creating a welcoming, safe and positive atmosphere, both for young learners and everyone involved with The English Experience.
Essential Code of Conduct The English Experience:
· encourages an atmosphere of mutual respect amongst everyone we work with including all staff, group leaders and homestay hosts, as well as all students.
· executes all courses offered in our publicity to the highest standard.
· ensures the school always offers a secure and safe environment.
· provides training and development to ensure all involved are confident and competent in their roles and understand their responsibility to notice and report any safeguarding concerns.
· expects that all those involved will work for the overall benefit of the organisation.
· expects all staff to understand and adhere to all company policies and procedures.
Building on the Essential Code of Conduct, there are specific ones in place for different roles within the school. To aid in maintaining and promoting the above ethos, we expect all group leaders to understand and follow both the Essential and role specific Codes of Conduct.
All group leaders must:
· adhere to and support the school policies set out in the group leader handbook.
· always be vigilant and report any concerns with regard to safety, security or safeguarding to a manager.
· promote cultural awareness and understanding.
· treat all colleagues and individuals always associated with the school with professional respect, particularly in the presence of young learners.
· be aware of themselves as role models to the young learners in our care.
· ensure that their appearance and attire is appropriate to the role being undertaken, taking into consideration the culture and age of the young learners.
· be aware that personal choices regarding smoking, alcohol and drugs should not be shared or visible to the young learners. Smoking outside the front of the building is prohibited.
· not swear in front of young learners or condone the use of inappropriate language between young learners.
· be conscious of maintaining professional boundaries, be aware of their body language and keep physical contact with young learners to a minimum. If physical contact is unavoidable, try to take reasonable precautions to ensure this is in public and unreciprocated.
· Try to avoid spending time alone with young learners. Try to ensure other young learners, a colleague is around, or the door is left open.
· respect school property and facilities and ensure they are used appropriately and with care by themselves and the young learners.
Group leaders are expected to:
· fully support and respect the policies and procedures of the school.
· work with their assigned activity leader to assure the best possible experience for the young learners.
· make themselves aware of the contents of the risk assessments for all activities being undertaken by their group and ensure the pertinent information is passed on to the students.



Legal obligations
6. Legal obligations of a Group Leader:

· All Group Leaders are in a position of trust and must understand that under the Sexual Offences Act 2003 all young learners under 18 are classed as minors. As such, to cause or incite a minor to engage in any sexual activity, or to conduct any sexual activity in the presence of a minor is defined as an abuse of trust and is against the law. The school considers any breach of this position of trust with a young learner to be gross misconduct and the responsible adult involved would be subject to disciplinary procedure.
· The group leader must not enter into any illegal activity that contravenes the criminal code of the country he/she is resident in.

Print name		Signed	

  Date___________________________



















Homestay Host Code of Conduct
As shown above, The English Experience has a company Code of Conduct. This is a collection of rules, regulations and expectations of any role within The English Experience. There is also a Homestay Host Code of Conduct which we expect you to understand and abide by


Homestay Host Code of Conduct
The English Experience has a company Code of Conduct. This is a collection of rules, regulations and expectations of any role within The English Experience. There is also a Homestay Host Code of Conduct which we expect you to understand and abide by.

Homestay Host Code of Conduct:
· encourage the student to speak English as much as possible in your home.
· encourage the student to feel at home and to treat him/her as a member of the household rather than a paying guest.
· respect the student’s different cultural background and to be sensitive to the needs of the student.
· develop positive relationships with students which are based on mutual trust and communication.
· provide a clean and comfortable student room, meeting the requirements laid down by the British Council and listed in this handbook.
· provide the student with a balanced and appropriate diet.
· show due concern for the welfare, safety and security of the student during his/her stay.
· give the student reasonable and regular access to bathroom and laundry facilities.
· maintain a close liaison with the Accommodation Officer and so be able to help resolve any problems that the student may encounter during his/her stay.
· take adequate measures to ensure the student is safe including carrying out risk assessments.
· not host another student of the same native language at the same time unless by special arrangement with the students and the school

Legal obligations
7. Legal obligations of the Homestay Host:

· All homestay hosts are in a position of trust and must understand that under the Sexual Offences Act 2003 all young learners under 18 are classed as minors. As such, to cause or incite a minor to engage in any sexual activity, or to conduct any sexual activity in the presence of a minor is defined as an abuse of trust and is against the law. The school considers any breach of this position of trust with a young learner to be gross misconduct and the responsible adult involved would be subject to disciplinary procedure.
· The homestay host must not enter any illegal activity that contravenes the criminal code of the country     he/she is resident in.

Print name	   	     Sign______________________


Date_______________________
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