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(This policy covers International House Ellesmere, International House Oxford and International 

House London (Summer) run by International House London) 

International House London 

16, Stukeley Street, 

Covent Garden, 

London, 

WC2B 5LQ 

 

International House Ellesmere 

Ellesmere College 

Ellesmere  

Shropshire 

SY12 9AB 

 

International House Oxford 

St Edward’s School 

Oxford 

OX2 7NN 

 

International House Moulton 

Moulton College,  

Northamptonshire  

NN3 7RR 

 

International House Newbattle 

Newbattle Abbey College,  

Newbattle Road,  

Dalkeith, Midlothian,  

EH22 3LL 35 
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International House London is a founder member of EAQUALS, a member of English UK, and is 

accredited by EAQUALS, International House World Organisation and the British Council.  It is under 

the Educational Oversight and subject to regular inspections by the Independent Schools 

Inspectorate (ISI).  It is a provider of language and teacher training for students aged 16+.  Students 

from overseas are accommodated in homestay, residential and house share accommodation. It also 

provides seasonal junior programmes for 8-17 year olds from IH Ellesmere, IH Oxford and IH London 

(Summer). 
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1.0 Key individuals involved in safeguarding and child protection at IH 

London 

All members of staff employed by IH London receive appropriate safeguarding and child protection 

training so that they are aware of their responsibilities and know how to act on them. This forms 

part of their induction when they start work with the organisation and is organised by HR 

department.  There are, however, key individuals, Designated Safeguarding Persons (DSPs) including 

the Designated Safeguarding Lead (DSL) to whom any safeguarding and specific child protection 

allegations and concerns should be reported.  A DSP has received advanced (formerly level 2) 

safeguarding training. 

The key individuals / DSPs are: 

Name Title / Role Level Phone 

Number 

Email 

Drew Hyde Designated Safeguarding 
Lead (DSL) 
Prevent Lead 
Welfare Officer 
Head of Customer Services 

3 0207 611 
2411 

Drew.hyde@ihlondon.com 

Eleanor  
Maly (on 
maternity 
leave) 

Deputy Designated 
Safeguarding Lead 
Director of Education 

3 0207 611 
2447 

Eleanor.Maly@ihlondon.com 
 

Pauline 
Loriggio  

Acting Deputy Designated 
Safeguarding Lead  
Director of Studies  

3 0207 611 
2451 

Pauline.Loriggio@ihlondon.com  

Annalisa 
Capobianco 

Human Resources manager 
Recruitment Responsibility 

2 0207 611 
2439 

Annalisa.capobianco@ihlondon.com 
 

Susana 
Vinabal 

Welfare Officer 
Student Services Assistant 

2 0207 611 
2400 

Susana.vinabal@ihlondon.com 
 

Jamie 
Simpson  

Head of Young Learners 
Oversight of all YL Centres 

3 0207 611 
2471 

Jamie.Simpson@ihlondon.com  

Joseph  
Lowe 

Interim CEO 3 0207 611 
2434 

Joseph.Lowe@ihlondon.com 
 

James 
Latimer 

Social Programme 
Organiser 

2 0207 611 
2412 

slpe@ihlondon.com 
 

Stephen 
Buswell 

Young Learners 
Programme Manager 

3 0207 611 
2491 

Stephen.Buswell@ihlondon.com  

Lijana 
Maksvytyte  

Accommodation Manager  2 0207 611 
2409 

Lijana.Maksvytyte@ihlondon.com  

 
Out of hours 
Please use the 24/7 emergency contact number in the case of an urgent safeguarding issue: 
01202 653 787.   
 

 

  

mailto:Eleanor.Maly@ihlondon.com
mailto:Pauline.Loriggio@ihlondon.com
mailto:Annalisa.capobianco@ihlondon.com
mailto:Susana.vinabal@ihlondon.com
mailto:Jamie.Simpson@ihlondon.com
mailto:Joseph.Lowe@ihlondon.com
mailto:slpe@ihlondon.com
mailto:Stephen.Buswell@ihlondon.com
mailto:Lijana.Maksvytyte@ihlondon.com
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2.0 Statement 

 

Child Protection* and Vulnerable Adults Policy Statement 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

* child protection – protecting children from direct harmful behaviour 

* safeguarding – umbrella term meaning ‘looking after’ 

*child/children refers to anyone under the age of 18 

* vulnerable adult refers to 18s and over who have been living in UK for less than 9 months 

*other adults refers to visitors, volunteers, group leaders and accommodation providers and any 

other adult who comes into professional contact with IH students 

 

This policy was revised on 12 September 2018 and is to be reviewed at least every 12 months or as 

necessary following changes to staff or regulations with sign off required by the Designated 

Safeguarding Lead (DSL) after feedback from the DSPs. Safeguarding updates to be circulated 

through staff announcements and an annual report to be produced and distributed by DSL in 

December of each year.  

 

International House London is fully committed to safeguarding* 

the welfare of all children* and vulnerable adults* in line with 

its statutory Duty of Care. It recognises its responsibility to take 

all reasonable steps to promote safe practice and to protect 

children and vulnerable adults from harm and abuse. 

International House London acknowledges its duty to act 

appropriately to any allegations, reports or suspicions of abuse. 

Paid staff and other adults* will endeavour to work together to 

encourage the development of an ethos which embraces 

difference and diversity and respects the rights of all children 

and vulnerable adults.   
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In implementing this child protection and vulnerable adults policy, 

International House London will: 

• Follow safe recruitment procedures to check the suitability of all staff.  

• Have clear codes of conduct in place for staff and other adults. 

• Provide appropriate staff training, guidance and procedures to meet the academic and 

pastoral needs of international students. 

• Ensure that all staff and visitors understand their legal and moral responsibility to follow this 

policy and its procedures and work at all times towards maintaining high standards of 

practice.  This is achieved through induction training and visitors receive information when 

signing into the building. 

• Ensure that all designated safeguarding staff have dedicated additional training and are 

aware of their responsibility to follow this policy and procedures.   

• Provide opportunities for workers to develop their skills and knowledge in this area and to 

promote best practice. 

• Ensure that parents, agents and accommodation providers are encouraged to be involved in 

the work of the organisation, and where appropriate follow this policy and procedures. 

• Endeavour to keep up to date with national developments in this area and review this policy 

every 12 months. 

• Ensure that the full policy is available to download on our website at 

http://www.ihlondon.com/studying-with-ih-london/study-and-welfare/ 

• Ensure that the policy (or a relevant condensed version) is sent out by email to all staff, 

group leaders and accommodation providers. 

 

 

 

 

 

http://www.ihlondon.com/studying-with-ih-london/study-and-welfare/
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3.0 Code of Conduct  

Guidelines for conduct with students 

The code sets out a list of guidelines that International House London expects from staff and all 
adults.  Please note that these guidelines are for your protection and that following them is 
requirement for all staff and other adults working with IH students. 

Definitions for the purposes of these guidelines:  

a) Children – students aged under 18 

b) Vulnerable adults - 18s and over who have been living in UK for less than 9 months  

c) Adults - anyone living here over 9 months 

General Guidelines 

General conduct 

Appropriate attitudes, behaviour and demeanour towards students and colleagues are expected at 
all times. Our general professional responsibilities do not stop in the classroom, and extend to all 
areas of school life, including dealings with administration, respect for the working environment and 
social interaction. Members of staff and other adults are to be excellent role models at all times. 

Being drunk on duty or under the influence of illegal substances or legal highs is a very serious 
offence which will be treated as gross misconduct which is likely to lead to disciplinary action, 
including dismissal. 
 
Dress code 

When in contact with students, all staff and adults are required to dress in a way that is appropriate 
to the professional and cultural context.  For staff, smart, but not necessarily formal, dress is 
expected as the norm. We would expect staff to avoid clothes that are overly casual. For all adults, 
we would also regard clothes that expose too much flesh and have offensive slogans or words on 
them as unacceptable.  

Whistle –blowing  
 
Staff are reminded of their legal duty to report to a DSP or the DSL any concerns they have about 
a) the behaviour of colleagues who may be breaking the Code of Conduct 
b) any company practices that seems unsafe and concerns them 

 
If this happens, the reporting staff member will be supported, the concern sensitively investigated 
and confidentiality will be maintained.    
 
If the issue relates to a colleague breaking the code of conduct relating to inappropriate conduct 
with a student under 18, more support can be found through the NSPCC whistleblowing Helpline 
0800 028 0285. 
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Guidelines for conduct with Children 

Please remember that any member of staff or other adults in a school are in a legal Position of 
Trust.  To engage in sexual activity of any kind, or grooming to prepare the way for sexual activity, 
with a student under the age of 18 is an abuse of trust and against the law (Sexual Offences Act 
2003) and could lead to prosecution 

These guidelines relate particularly to behaviours and conduct in relation to children.  It is vital that 
all staff must understand these guidelines for dealing with U18s as we are in a position of trust and 
have a duty of care.  

There are a number of things we ask you to consider to ensure the happiness and well-being of 
these groups and to protect yourself from any allegations.  

Behave appropriately with students at all times and never put yourself in a situation which could be 
misconstrued: 

• Staff and other adults must never initiate close physical contact with Children.  

• In certain circumstances, e.g. the delivery of first aid, the permission of the student should be 
sought in order to touch them and they should be continually advised as to the treatment 
being given. It is important to communicate and ensure that permission continues to be given 
throughout. 

• Staff and other adults should make themselves aware of what is acceptable/unacceptable 
behaviour in different cultures. When in doubt, staff and other adults should play safe and 
maintain a formal relationship with the student.  

• Staff must not meet Children outside school (or the context in which you would normally meet 
them) for personal reasons on a one to one basis as this leaves the staff member or other 
adult open to allegation. 

• Staff and other adults should be aware that different cultures have different sensitivities to 
various subjects.  Staff and other adults should therefore use their discretion when selecting 
controversial topics. 

• The next few points provide advice relating to technology when dealing with children and 
vulnerable adults. Generally speaking, whilst students are studying at IHL, staff and other 
adults are required to keep communications appropriate to their professional relationship i.e. 
not share passwords or other personal data. 

• Mobile phones: Staff and other adults must not give out their personal telephone numbers to 
Children. However, in some instances this may be acceptable e.g. between the student and 
the homestay host for the purposes of ‘checking in’ or when leading a planned visit / activity 
as part of a lesson.  

• Social Networking sites: staff and other adults should not engage with Children on social 
media.  Children should never be accepted as "friends"  

• Staff must not give Children their personal email addresses.  If students wish to contact staff 
via email, they should use the main IH email, info@ihlondon.com, from which emails will be 
passed onto teachers.  It is strongly recommended that replies are in person but if an email 
reply is necessary it should only ever be from the staff members IH London email address, 
which can be monitored by IT. 
 

mailto:info@ihlondon.com
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• When using the Self-access Centre with your class, Teachers must identify their U18 students 
and regularly monitor any websites being accessed, to ensure they are not looking at 
inappropriate sites. Please also be alert to cyber bullying 

• Permission to photograph or film Children in class will be sought using the Parent Permission 
Form, before the student arrives. Photos and videos will only be used: 
 
a) To support learning 
b) For promotional material 
c) For training 

 

• If leading a group visit during a lesson, or a Social Programme activity, the responsible adult 
must complete the document used for visits, and ensure that any under 18s are clearly listed. 

• The responsible adult must ensure that they have the mobile telephone number of any U18s 
in the group and the telephone number must be used for no other purposes and deleted 
immediately after the completion of the visit.  The responsible adult should clearly explain the 
destination, the route and what to do should they be separated from the group. 

• It is against the law for any students under 18 to have alcohol. Staff, other adults or students 
(18 or over) must never provide alcohol, legal highs or illegal substances or legal highs to these 
students, or any others.  If the subject of alcohol or drugs comes up during conversations 
between staff and under 18 students, adults are required to treat this matter seriously and 
not make light of the topic. 
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Guidelines for conduct with Adults (18s and over) 

These guidelines relate particularly to behaviours and conduct in relation to Adults (including 
vulnerable adults) 

There are a number of things we ask you to consider to ensure the happiness and well-being of 
these students and to protect yourself from any allegations.  

Behave appropriately with students at all times and never put yourself in a situation which could be 
misconstrued: 

• Staff and other adults should not initiate close physical contact with a student, as this can be 
unwelcome and misconstrued.  

• In certain circumstances, e.g. the delivery of first aid, the permission of the student should be 
sought in order to touch them and continually advised as to the treatment being given. It is 
important to communicate and ensure that permission continues to be given throughout. 

• Staff and other adults should make themselves aware of what is acceptable/unacceptable 
behaviour in different cultures. When in doubt, staff and other adults should play safe and 
maintain a formal relationship with the student.  

• If meeting Adults outside school (or the context in which you would normally meet them) this 
should be in a group of Adults.  Any 1-2-1 meetings, for school related business only, should 
be held in the School.  This will avoid any allegation. 

• Staff and other adults should be aware that different cultures have different sensitivities to 
various subjects.  Staff and other adults should therefore use their discretion when selecting 
controversial topics. 

• Advice relating to technology when dealing with Adults : generally speaking, whilst students 
are studying at IHL, staff and other adults are advised to keep communications appropriate to 
their professional relationship i.e. not share passwords or other personal data. 

• Mobile phones: Staff and other adults must not give out their personal telephone numbers. 
However, in some instances this may be acceptable e.g. in the day to day organisation of 1:1 
lessons or when leading a planned visit / activity as part of a lesson.  The telephone number 
must be used for no other purposes and deleted immediately after the completion of the 
activity. 

• If leading a group visit during a lesson, or a Social Programme activity, the responsible adult 
must complete the document used for visits. 

• The responsible adult must clearly explain the destination, the route and what to do should 
they be separated from the group. 

• Social Networking sites: staff and other adults should open a separate social networking site 
for student use or only allow students to see a limited profile.  This must be for Adults, and 
not include any Children 

• Adults Students can be accepted as "friends" only after the course has ended. 

• Staff must not give students their personal email addresses. Whilst the student is registered at 
the school communication with a student should only be for professional purposes and only 
via the staff member IH email address. 
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• When using the Self-access Centre with your class, we would ask that you always monitor 
students when they are accessing the internet to ensure that they are not looking at 
inappropriate sites. Please also be alert to cyber bullying. 

• In order to respect students' right to privacy, all staff and other adults must get adult students 
to sign a form giving written permission to photograph or film them before a camera/video 
camera is used. Staff and other adults need to be aware that some cultures are unwilling to be 
filmed, and may be reticent about refusing permission. We advise that photos and videos 
should only be used for the following purposes: 
 
a) To support learning 
b) For promotional material 
c) For training 
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4.0 ALLEGATIONS AND CONCERNS REPORTING PROCEDURES 
 
As a paid staff member, visitor, volunteer, group leader, accommodation provider or someone who 

has come to work with our students in any other capacity, it is important that you are aware of our 

child protection and vulnerable adults’ procedures and that you know how and when to respond. 

Please be aware of the following: 

There are several categories of abuse 
 

Abuse Brief Description Signs / things to be aware of 

Physical Abuse • Where the victim is caused 
physical harm 

• Marks not easily explained 

• Bruising (especially symmetric) 

• Burns 

• Flinching from or avoiding certain 
people 

• Out of character aggressive 
behaviour 

Sexual abuse • Forcing or enticing a young 
person to take part in (or 
watch) sexual activities.  Can 
happen over the internet. 

• Inappropriate sexualised play 

• Inappropriate needy attention 
seeking behaviour 

• High incidence of teen abuse of other 
teens 

Emotional abuse 
 

• Making someone feel bad 
about themselves, often 
persistently (e.g. bullying) 

 

• Aggression or withdrawal (two 
extremes) in one day 

• Self-harm 

• Anorexia 

• Inappropriate needy attention 
seeking behaviour 

• Compounded by abuser making 
abused wary of help 

Neglect 
 

• Leaving a child unattended 
or depriving them of basic 
needs 

• Most common away from home 

• Unused to supervision 

• Physical / medical needs ignored 

Child Sex 
Exploitation 
 

• Exploitation of under 18s 
where they receive 
something (gifts, money, 
drugs, attention) as a result 
of sexual activity 

• Unexplained gifts 

• Older boyfriends or girlfriends 

• Missing school 

• Associating with bad company 

Female Genital 
Mutilation (FGM) 
 

• The non-medical partial or 
total removal of external 
female genital organs, 
typically done to young girls 
from African countries. 

• Disclosure of this happening to the 
student or a friend 

• It is illegal if done in the UK. 

• It is a legal duty on the professional 
adult to notify police if FGM has 
happened in the UK 
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When you need to respond? 
 
In any of the following you need to report to the DSP / DSL  

a) if you see anything that concerns you 
b) if another student or adult tells you about a concern 
c) if a student tells you directly about abuse (disclosure) 

 
It may be that you are approached by a student who wants to talk to you about something that has 

or is happening to them. They will tend to choose someone that they trust or know well and this will 

not always be their class teacher. It may be any member of staff or other adult with whom they have 

formed a good relationship. 

There may however be occasions when you have cause for concern either about marks or bruises on 

a student, about something that they say or the condition that they are in at school, e.g. unwashed 

or hungry. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

IH London Safeguarding Policy 2019 last updated 28/01/19 
 14  

 

 

Procedure 1:  Allegation 

Allegation of abuse 

An allegation is where someone has told you directly that something has happened i.e. they have 

seen it with their own eyes or it happened to them.  If you are simply worried or suspect something 

then this is a concern – see procedure 2 below.   

Disclosure 

If you are approached by a student wanting to talk you should: 

1) ensure the child or vulnerable adult is safe from harm – this is your first priority if you decide 

they are at immediate risk of harm.  

2) listen positively and reassure them. If you can, try and ensure a degree of privacy, but this may 

not always be possible.  Whilst this might be an alarming situation to find yourself in, it is 

important not to let the moment pass – for every student that does finally disclose information, 

evidence shows that they have usually tried up to 12 times before. 

Advice when helping the student when abuse is alleged 

• Be prepared to listen and comfort. 

• Do not show revulsion or distress, however distasteful the events are. 

• Stay calm and controlled. 

• Let the student know at once that it was not his/her fault and restate if appropriate. 

• Reassure the student that they have done the right thing to tell you. 

• Do not make false promises, i.e. that you will keep the abuse a secret or that the police will 

not be involved. Do not promise confidentiality.  

• Make them aware that disclosure will be reported to only those that need to know and can 

help. 

• Do not question the student; try to limit your involvement to listening. A child can be 
interviewed only once.  

• It is also important to remember that it is not your responsibility to investigate suspected 
cases of child abuse, only to report them to a DSP. 
 

3) As soon as possible tell a designated safeguarding person (DSP) and fill in a Concern or 

Allegation Form –see Appendix 1 (or write down – see below) what was said and done.   

4) It is vital that confidentiality is maintained at all times and the identity of the student and the 

person alleged to have harmed them must not be shared with anyone else. 

 

Next Steps to be taken 

5) It will be reported to the Local Safeguarding Children Board (LSCB), normally by the DSL or, in 

their absence, the DSP.  If neither are available the individual to whom the allegations were 

made directly can contact the LSCB (contact details of which are included in this policy). 

6) The allegations will be recorded by the DSP / DSL.   
7) After the above procedure: Be aware of your own feelings about abuse and find someone you 

can share those feelings with once the procedures have been completed, whilst maintaining 
confidentiality. Dealing with issues of child abuse can be distressing for the adult to whom the 
abuse is disclosed.   
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Procedure 1:  Allegation against a staff member 

Procedure if a child protection allegation is made against a staff member or adult connected 
with IH. 
• DSL will follow guidance provided by local child protection authorities.   

• If they advise that IH should investigate the allegation, the IH staff disciplinary procedure will be 
followed. 

• Depending on the situation, the staff member / adult may be suspended during the 
investigation, and provided with support as outlined in the IH disciplinary procedure. 

 
Procedure 1: Allegation against another student under 18 

 
Procedure if a child protection allegation is made against another under 18 IH student 
IH will appoint a suitable DSP to support the person who has been accused. 
 

• The under 18s parents, (also group leader & agent if appropriate) will be informed of the 
allegation and kept informed at every stage of the developing situation 

• DSL will follow guidance provided by local child protection authorities 

• If other agencies become involved, e.g. police, the under 18 will be accompanied throughout 
the process by their DSP support 

• If other agencies are not involved and IH need to carry out an internal investigation, the under 
18 accused will be supported by their DSP and accompanied by them to any interviews. 
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Procedure 2:  Concern 

If you or someone else has concerns about a student’s welfare 

Recognising and raising a concern: 

It may be that you have concerns about a student’s well-being, but they have not actually said 

anything to you. If such a situation arises, you should speak to a Designated Safeguarding Person. 

Abuse or neglect can have a damaging effect on a student’s health, educational attainment and 

emotional well-being. If you have been in contact with a student or group of students over many 

weeks, you may see changes in behaviour. Such changes may not necessarily indicate that a student 

is suffering abuse or neglect. In some cases those changes may be as a result of homesickness, 

bereavement or symptoms of a hidden disability or undiagnosed medical condition, and the need to 

distinguish those cases reinforces the need for a careful and thorough assessment of the student 

and his/her needs when concerns are passed on. 

It is important that you do not feel afraid about passing on your concerns. The information may be a 

small piece in a bigger jigsaw and help designated staff to get a better understanding of the 

student’s predicament. Any concerns, however seemingly trivial, should be passed on to the 

designated person. 

It may be that you have a concern which feels very vague and would simply like to discuss your 

concerns with a DSP. Please feel free to do so. 

Reporting a concern: 

1) Fill out a Concern or Allegation Form (see Appendix 1).  Forms can also be found attached to this 

policy on the S Drive in the Safeguarding folder and on our website 

2) Report it as soon as possible to a DSP, ideally in person; if not possible, over the telephone or by 

email marked as urgent. 

3) The DSP will consider further action but will always report it to the DSL. 

4) The concern will be recorded by the DSP / DSL. 

5) Advice may be sought from the Local Safeguarding Children Board (LSCB).  The parties involved 

will be spoken to about the concern.  This will be handled sensitively and diplomatically. 

6) You may not be provided with feedback after the investigation. 

7) All information is recorded throughout and included within the Annual Safeguarding Report. 

 
If you have not got access to the correct form make notes including: 
 

• The nature of your concern 

• What is the evidence that led to the concern 

• What the student said (if a discussion has taken place) 

• What you said or did in response. 
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5.0 Welfare and Implementing Safeguarding Policy 

All areas are covered for IH London’s main school and if different or enhanced procedures are in 
place this is indicated for the seasonal Younger Learner (YL) centres and closed groups (under 16). 
 
5.1 Risk assessments  
Risk assessments are done for all buildings and facilities. 
 
Main school 

• Risk assessments are carried out for general Health and Safety on all social programme trips 
and on class trips organised by teachers. Additional risks are assessed for U18s if they are on 
these trips. 
 

YL Centres 

• Risk assessments are carried out for residential living, the activities and the excursion part of 
the programme. 
 

Closed Groups (Under 16) 

• Risk Assessments are carried out for general Health and Safety on all group social 
programme trips and risk assessments are discussed with Group Leaders.  Additional risk 
assessments are completed for the premises to ensure that Under 16 students are managed 
separately from the rest of the school. 

 
5.2 Accommodation 
Risk assessments are done as part of the accommodation visit. 
 
Main school 

• Adults students can stay in Student Residences, Homestay or House Share accommodation. 

• Homestay accommodation can include the provision of no meals, 4 meals or 7 meals a week. 

• Risk Assessments are carried out through an accommodation visit as follows: 
a. Residences – at most every 12 months 
b. Homestay and Houseshare – at most every 2 years. 

• As part of the risk assessment process, Fire Assessment and Gas Certificates are obtained by 
the accommodation provider and stored on the system record.  These should be renewed 
annually. 
 

• All 16 and 17 year olds in the main school (under 18s) must be placed in homestay. 

• An enhanced DBS check is undertaken for all homestay providers that will host U18s and for 

these hosts we complete a Home Based check, through ticking the box in question 66 of the 

check.   

• All under 18s homestay providers will provide 7 hot meals a week in the evenings.   

• Under 18s are required to exchange phone numbers with their host on the first day so that 
they are able to contact each other if necessary  

• Students are required to inform their host if they are going to be late for their evening meal 
and U18 students must not return home after 11.00pm.  (it is possible for the U18 to agree 
an extension with the host but this should be restricted to twice in a week)  

• If an U18 does not return of an evening this must be reported by the homestay provider 
immediately via the emergency number to the Designated Safeguarding Lead. 

• If an U18 agrees to miss a meal on a given day, they must call the host at an agreed time 
(suggested 7.00pm) to confirm their whereabouts and that all is well.  If this does not 
happen the host will call the student. 
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• If an U18 misses an agreed contact time, a call will be made to inform the DSL through the 
emergency contact within 2 hours. If the student has not made contact within a further 2 
hours, the DSL will inform the parents or emergency contact. 
 

• Due to the fact that under 18s are considered children, written permission in the form of a 
Parental Permission Form to do the following is required from the parent/guardian:   

A) stay with friends / relatives / guardian or in a hotel during their studies, 
B) arrange own transfer from/to the airport,  
C) go on trips or excursions (within the UK or abroad),  
D) stay out overnight with friends.  

 
When under 18s are involved in / request any of the above, welfare staff, in order to carry 
out proper Duty of Care, provide parents and students with additional safety information 
(based on risk assessments) before parents / guardians sign the required Parental 
Permission Form.    This is in the form of email advice. 
For example, if they stay overnight, the address and location are recorded by the Welfare 
officer and if any trips or excursions are not organised by IH, the organising company’s risk 
assessment will be checked and IH will provide additional safety guidance as required.   
 

• If IH staff consider any under 18s request to be unsafe / inappropriate, the student and their 
parents will be informed and permission will not be given.  In this event, IH staff will work 
with parents and the students to arrive at an acceptable alternative arrangement.  

• There will be no private fostering situation i.e. no under 16s, or under 18s if disabled, will be 
allowed to stay in accommodation for more than 27 nights.  Therefore there will be no 
recourse to follow local authority private fostering regulations. 

• All homestay families are asked to sign a contract every two years (normally at the same 
time as the re-visit that requires them to have read and understood these Safeguarding 
policy and procedures. 

• If an U18 wishes to take holiday from school, an email will be sent to seek permission from 
the parents for this holiday booking.  Once confirmed, the host will be advised. 

 
YL Centres 

• All of the students on our residential junior programmes will be housed within the schools’ / 
universities boarding houses / student accommodation. Students will be roomed with 
students of the same sex only and with students of a similar age: (8-11 year olds in one 
house, 12-13 year olds in another, 14-15 year olds in another and 16-17 year olds in another, 
where possible.) 

• Each residential block has a house supervisor and other staff of the same sex as the students 
and there is always an overnight ratio of 1:8 or better with all age groups. 

• There is keypad / swipe card security for all main doors and CCTV in public areas.   

• At Oxford YL centre there is a night security guard on duty from 8pm until midnight.  At 
Ellesmere the caretaker is in residence, whilst the Accommodation Reception is manned 
throughout the night at Westminster YL Centre. 

• Registers are completed at 10pm at night in the boarding houses and at 9.00 am in the 
classroom, followed by a register ahead of afternoon classes or activities. 

• The majority of staff are residential and sleep in the boarding houses / student 
accommodation on site. 

 
 
 
 
 
 
 
 



 

IH London Safeguarding Policy 2019 last updated 28/01/19 
 19  

 

 
 
Closed Groups (Under 16) 

• Each Under 16 closed group will be provided with a bespoke programme, including 
accommodation, either homestay or residence 

• Group Leaders must be on-site if the Closed Group is to stay in Residence accommodation. 

• Risk Assessments will be carried out on all aspects of the accommodation chosen.  In many 
respects these groups will be treated similarly to U18s: 

a. 7 hot evening meals will be provided 
b. The main host will have an enhanced DBS check, and the Home based check option 

will be sought 
c. Group Leaders will stay with or close to the accommodation and a clear plan 

established with the Group Leaders before they arrive as to the plan for safe 
(accompanied) travel to and from the school before and after lessons. 

 
5.3 Supervision ratios  
 
Main School 

• Supervision ratios for social programme afternoon activities are 1 to 20.   For some of the 
weekend trips the supervision ratios can be up to 1:50. 

• If any trips or excursions are not organised by IH, the organising company’s risk assessments 
are checked and IH will provide parents with additional safety guidance where necessary.   

• U18s are not allowed to go on trips without a Parental Permission Letter which states that 
they understand that no IH staff will be supervising them.  However if IH staff consider any 
excursion / weekend trips to be unsafe / inappropriate for under 18s they will not agree to 
it.  

 
YL Centres 
Arrivals and Departures 
All students are met by an International House member of staff at arrivals, unless it has been agreed 
in advance that they will arrive independently (and escorted).  

• There is a staff ratio of 1:15 students with at least one male/one female staff member per 
coach. There is also one experienced member of staff designated as coach leader and 
sufficient staff to cover needs at airport.  

• The responsibility of staff members does not end until the students have safely made their 
way through passport control. A check for failed departures is also made and staff return to 
the airport should this occur.  

 
Unaccompanied Minors 

• If students are travelling as unaccompanied minors, the parents have to supply the name of 
the person meeting the child at the airport. As this is required some time in advance of the 
course, the name of the Young Learners Manager / Centre Manager is placed there.  

• Members of staff going to the airport are given an unaccompanied minor letter of 
authorisation, which includes their name and an IH staff ID card is necessary as a means of 
identification.  

• If there are any issues contact is made to the Centre Manager. 

• Staff also inform the office of any student who fails to arrive as expected and this is checked 
before leaving the airport. 
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On site 

• Students are supervised at all times in classrooms, computer rooms and art rooms etc. 
Within each house the responsibilities of residential staff are clear and a rota of house duties 
drawn up by the House Supervisor. The name of the person on duty is displayed clearly on 
the house noticeboard for the students to see.  All residential staff can be called upon by the 
students if necessary; House Supervisors will be on-site between 22.00 and 08.00, as well as 
at least two members of the Management team. During mealtimes all members of staff 
should monitor the students’ behaviour in the dining room. During the activities sessions in 
the afternoons, students are taught by appropriately qualified members of staff but other 
staff members may be asked to assist or supervise these sessions too.  The overnight ratio is 
1:8 
 
 

Supervision on excursions   

• The staff to student ratio is a minimum of 1:15 on excursions outside of London for 12-17 
year olds and 1:12 for the 8-11 year olds. In London the staff to student ratio is at least 1:10 
for the 12-17 year olds and 1:8 for the 8-11 year olds. Each member of staff knows exactly 
which students they are responsible for. Two members of the team will travel in each coach 
and a coach leader will be nominated. This person is responsible for that coach on the 
excursion. 
 
Supervision during activities  

• Risk assessment forms are completed before any activity takes place. There is a staff to 
student ratio of at least 1:15 for all activities for 12-17 year olds and 1:12 for 8-11 year olds. 
 

Closed Groups (Under 16) 

• In residential accommodation, the ratio of Group Leaders (supervising adults) to students 
will be at least: 

a. 1 : 20 for students aged 12–17 
b. 1 : 15 for students under 12. 

 

• For social programme activities, the ratio of supervising adults to student will be as follows: 
a. 1 : 10 – 15 (8–10s) 
b. 1 : 15 – 20 (11+). 

 
5.4 Missing students  
 
Main School 
From Class 

• U18 students will be asked to sign a register when they arrive at school, by 9.30am at the 
latest.  If the register is not signed, the Welfare Office has the responsibility to ascertain the 
whereabouts of the U18 using the following procedure: check if they are in class and, if not, 
will contact the student or homestay provider to find out why.  Once this has been 
confirmed, a note will be added to the student’s account on the system. 

• If the whereabouts of the student cannot be established within 2 hours, their parents or 
emergency contact will be alerted by the Welfare Officer. 

• If the absence continues and no contact is made within a further 2 hours, the DSL is 
informed and will review the situation and further actions are considered e.g. contacting the 
police.   
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From afternoon excursions 

• If an U18 student is expected to arrive for an afternoon excursion, the person responsible 
for the excursion will advise the Welfare Officer who will attempt to contact the student.   

• U18s on trips are given clear information about what to do if they are lost and reminded that 
they must carry their ID cards at all times.  They are provided with the dedicated phone 
number of the person leading the trip.  There is no unsupervised time during these trips.  
The U18 must remain with the supervisor at all times.  

• If an U18 is missing and not contactable on an excursion the staff member informs a DSP or 
the DSL and contacts the accommodation provider to see if they have returned home.   If 
they have not appeared within 2 hours the DSL is informed (through the emergency contact 
number, if necessary) and further actions are considered e.g. contacting the police. 
 

From accommodation 

• Accommodation providers must report missing U18 students by calling the school, if an 
agreed contact has been missed by 2 hours.  If out of hours, the emergency phone number 
should be used. 

 
YL Centres 

• From class 
Every morning the House Supervisor (or whoever has been on morning duty) should go back 
to the residency and ‘sweep’ the premises for any students who have gone back to the 
house (or back to bed) after breakfast. They should walk them over to the morning meeting 
which takes place at 08:45. The teacher should then take a register of their class and a 
student helper will go around each class to ask if all the students are there. If all students are 
not there, the student helper will make a note of the missing student and go back to the 
houses, and look around the site, to find them. They will then escort them to class. This 
procedure should also be followed for the afternoon classes. 
 

• From Active Options 
Each professional coach will be teamed up with one of our activity leaders. It is the 
responsibility of the activity leader to take the register and find out who is missing and go 
and look for the student and take them to the correct active option. 
 

• From Excursions 
In the event of a student not turning up at the meeting point on time, staff leading the 
excursion will in the first instance try to make contact with the student via mobile phone.  
Contact numbers are taken from all students at the start of any trip.  They will also phone 
the Centre Manager to let them know.  
As students will have been away from the staff in small groups of at least 3, recorded by staff 
before they depart, staff will check with students who had been with the missing student to 
find out what happened and why their group is not still together. 
If the student has not turned up within half an hour then the rest of the students go to the 
bus with another member of staff.   The bus may leave the destination but a member of staff 
will wait at the meeting point until the student turns up, keeping in close contact with the 
course office and the senior member of staff to let them know what is happening.  
When the student eventually does turn up, the student and staff member will come back to 
the young learner centre on the train.   
Should the student not turn up after about an hour, the staff member will contact the 
Centre Manager who will consider further action including contacting the police and DSL. 
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Closed Groups (Under 16) 
From Class 

• Group Leaders are expected to escort these students to and from the classroom every day 
(and supervise the students at break times).  If IH London staff become aware that a student 
is missing at any point of the day the Group Leader will be informed on their mobile and 
they will attempt to contact the student.   

• The Welfare Officer will be advised at this stage. 

• If the whereabouts of the student cannot be established within 1 hour the Group Leader will 
alert their parents or emergency contact. 

• If the absence continues and no contact is made within a further 2 hours, the Welfare 
Officer is informed and will review the situation with a DSP (or the DSL) and the Group 
Leader and further actions are considered e.g. contacting the police.   
 

From afternoon excursions 

• Staff ratios have been outlined for excursions, which could include Group Leaders and Staff.   

• The students are given clear information about what to do if they are lost and reminded that 
they must carry their ID cards at all times.  They are provided with the dedicated phone 
number of their Group Leader.  There is no unsupervised time during these trips.  The Group 
must stay together all times.  

• If an U16 is missing and not contactable on an excursion the staff member informs a DSP or 
the DSL and contacts the accommodation provider to see if they have returned home.   If 
they have not appeared within 1 hours the DSP is informed (through the emergency contact 
number, if necessary) and further actions are considered e.g. contacting the police. 
 

From accommodation 

• Group Leaders are responsible for their groups within residential accommodation and they 
must report missing students to the Welfare Office, DSP or DSL soon as possible.   

 

• If they are not found within 1 hour the Group Leader should advise the parents or 
emergency contact. 

 

• If the absence continues and no contact is made within a further 1 hour, the Welfare Officer 
is informed and will review the situation with a DSP (or the DSL) and the Group Leader and 
further actions are considered e.g. contacting the police.   
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Welfare provision 

Main School 

• A named Welfare Officer is identified to all students on arrival and their name, photograph 
location and email are show on posters around the centre to help students.   The Welfare 
Officer will meet all Under 18s during their first day and will outline our responsibility to 
them and the importance of adhering to the rules. 

• For all U18s, separate Parent Permission letters are sought for accommodation, overnight 
stays, transfers and trips where relevant or requested. 

• Weekly (Friday) reports are run indicating all U18 students who will be in the school from 
the following Monday.  This report is circulated by email to all DSPs and DSL, as well as other 
departments within the school.  

• All staff who are using the school database will be aware of students U18 as a pop up note 
will appear indicating they are looking at an U18 student’s record and on all online registers 
an U18 symbol appears next to their name. 

• The provision of additional identifiers for U18s students is being considered and the policy 
will be updated once a final decision is reached.  It is anticipated this will be during Q4 of 
2017. 

• All staff have welfare and safeguarding responsibilities with some staff having key roles.  
(Please see section 1).  There are posters around the building identifying key staff including 
the Designated Safeguarding Persons and the Designated Safeguarding Lead.  These are also 
all made known to staff members.  

• Welfare Officer or Welfare Officer Support is available for consultation with any student 
through Reception or the email address; welfare.officer@ihlondon.com 
 

YL Centres 
Course staff and responsibilities       

• A named Director of Welfare is identified to all students on arrival and their name, 
photograph and location are shown on posters around the centre to help students. 

 
All members of the team are expected to contribute to safeguarding and to the welfare of the 
students.  Staff must always remember that they have a ‘duty of care’ to each student they come 
into contact with, and as such, should: 

• Be aware that their personal conduct should set a positive example for the students. 

• Be prepared and willing to share responsibility for the welfare of all the students on the 
course. 

• Look for positive ways to encourage good behaviour from students. 

• Understand that IH has high expectations of professional conduct as regards relations 
between staff and students. 

• Be prepared to demonstrate to the students in a firm but fair way, that a positive 
contribution to the course is expected from each of them; the more they put in, the more 
they will get out. 

• Be prepared to implement the course rules set out by the Centre Manager at the beginning 
of the course. 

• Be consistent in manner – particularly towards the end of the course when it is more difficult 
to be so because they are tired. 

• Be prepared to get to know as many students as possible and learn as many of their names 
as quickly as you can. 

• Be alert for unhappy students – keeping the students busy will reduce the likelihood of 
homesickness but it is almost inevitable that one of them will miss home at some point. 

• Work as part of a team to keep relevant people informed about the welfare of individual 
students and seek colleagues’ advice about suitable disciplinary procedures if necessary. 

• Attend all staff meetings throughout the course and share any information about individual 
students when appropriate. 
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Closed Groups (Under 16) 

• The Welfare Officer will introduce themselves to the Group Leaders and a meeting held with 
the DSL / a DSP to outline their responsibilities in this area. 

• For all U16 Closed Groups, a separate Parent Permission letters are sought for 
accommodation, overnight stays, transfers and trips where relevant or requested.  This will 
be amended on a case by case basis if the Closed Group has specific requirements. 

• Weekly (Friday) reports are run indicating all U18 students who will be in the school from 
the following Monday.  This report is circulated by email to all DSPs and DSL, as well as other 
departments within the school.  

• All staff who are using the school database will be aware of students U18 status as a pop up 
note will appear indicating they are looking at an U18 student’s record and on all online 
registers an U18 symbol appears next to their name. 

• All staff have welfare and safeguarding responsibilities with some staff having key roles.  
(Please see section 1).  There are posters around the building identifying key staff including 
the Designated Safeguarding Persons and the Designated Safeguarding Lead.  

• Welfare Officer or Welfare Office Support is available for consultation with any student 
through Reception or the email address; welfare.officer@ihlondon.com 

• Closed Groups Under 16 will be housed on the 4th floor only and will be instructed to use the 
individual toilets facilities on the 5th floor 

• Break times for the groups will be staggered so as to avoid the break time of the main 
school.  This will be agreed with the Group Leaders who will be supervising the students 
during this time. 

 
5.5 Fire safety  
 
Main School and Closed Groups (Under 16) 

• There are no additional fire procedures for U18s for the main school. Regular fire drills are 
organised throughout the year and the alarm is tested every Thursday at 9.30.  Evacuations 
routes are displayed in each room. 

 
YL Centres 

• With each new intake of students a fire drill is carried out within the first 48 hours of their 
arrival. Staff should be made aware and become familiar with procedures and the whereabouts 
of fire extinguishers and emergency exits. This is especially important in the residencies. House 
Supervisors should know the procedures for evacuating and checking the houses and should in 
turn make members of staff in their residency aware of these procedures.  

• Fire marshal training is given during the induction for the House Supervisors and this 
information should be cascaded down to all members of residential staff during the induction 
period. It is the responsibility of the Director of Welfare to make sure this happens.  

• As very young (8-11 year old) students sometimes do not wake up during night fire drill, 
additional staff are allocated to their houses as some will need to be carried out of the building.   
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5.6 First Aid and medical  

 
Main school 

• For U18s all students must have their joining documents including full medical information 
(illnesses, allergies, any medication etc) and signed (by parent or guardian) consent forms in 
case of emergency medical treatment.  This information is included on the Parent Permission 
Letter 

• For U18s prescribed medicines will be kept in a locked place (course office or in the school or 
homestay) unless needed for emergency use (e.g. epi pens, inhalers etc.) and identified to the 
responsible person (nurse, homestay provider, first aider) on arrival.  Untrained staff are not 
allowed to administer any prescribed medicine to any student at any time. 

• Those students that are 16 or 17 will be able to self-administer prescribed medicines if 
approved by the parents on the Parent Permission Letter 

• Any U18 student taking prescribed medicines to have a medicine record sheet on arrival and 
the responsible person must record times, dates and medication taken.   

• Any U18s needing medical attention will be accompanied by a responsible adult e.g. homestay 
provider or IH staff. 

 
YL Centres 

• As above and in addition: 

• A nurse is available at certain times during the course, this time is communicated to students 
via their House Supervisor and Director of Welfare. Students are encouraged to make an 
appointment to see the nurse. The Director of Welfare and Centre Manager amongst other 
members of the team are fully first aid trained and trained to deal with the handling of 
medicine and the day to day common medical problems a Young Learner Centre encounters. All 
Centres have fully stocked first aid kits and general over the counter medicine is available to 
students as long as parental permission has been given. 

 
Closed Groups (Under 16) 

• For U16s, the Group Leader should be fully conversant in any illnesses, allergies and 
medication for each of their student. 

• For these groups, however, a Parents Permission Letter will be required to be completed 
and returned to the Welfare Officer.  This will include medical information (illnesses, 
allergies, any medication etc) and signed (by parent or guardian) consent forms in case of 
emergency medical treatment.   

• For U16s the Group Leader will be offered the opportunity to keep prescribed medicines in a 
locked place unless needed for emergency use (e.g. epi pens, inhalers etc.). 

• Prescribed medicine should be identified to the responsible person (nurse, homestay 
provider, first aider) on arrival.  Untrained staff are not allowed to administer any prescribed 
medicine to any student at any time. 

• Any U16 student taking prescribed medicines to have a medicine record sheet on arrival and 
the responsible person must record times, dates and medication taken.   

• Any U16s needing medical attention will be accompanied by a responsible adult e.g. Group 
Leader, homestay provider or IH staff at all times. 
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5.7 U18 behaviour and discipline  
 
Main school 

• In the induction information, given to all students on the first day, there is a code of conduct.  
Information regarding harassment and bullying is also included.  The presentation to new 
students on their first day also includes reference to these issues and what to do if you are 
aware of them. 
 

• The Parent Permission Letter provides the web link to allow parents to access our policies, 
including Safeguarding. 

 
YL Centre 

• Clear rules are set at the beginning of the course and both staff and students are made aware of 
them. The course rules are also sent out to parents as part of the joining documents and a 
signature is required from them to say that they have read and understood the rules. This 
signature is required before the course starts.  

• Positive reinforcement of good behaviour works well to control the students in most cases. All 
members of staff should constantly be looking for ways to encourage a good team spirit and 
responsible behaviour. Prizes can be awarded for the person in each class who has made the 
most effort. For the active options and in houses, we can award certificates and prizes.  

•  Any serious or persistent problems with an individual student is reported to the child’s House 
Supervisor at the first opportunity, and where appropriate, to the Director of Leisure and the 
Director Of Studies. A formal punishment is issued only after having discussed the matter with 
these people. Any staff member is encouraged to talk to the Centre Manager about any specific 
concerns they have. 

• Expulsion from the course is a rare and last resort, but there are breaches of discipline that may 
result in immediate expulsion and the students are made aware of these. They are: 
o Drinking alcohol or having alcohol on the course premises. 
o Possessing or taking illegal drugs. 
o Persistently not attending classes or activities. 

The decision to expel is taken by the Centre Manager after discussions with the relevant 
staff on the course and the relevant person at IH London. 

 
Closed Groups (Under 16) 

• Any matters of discipline will be discussed with the Group Leader and the student 

• Expulsion is a rare and last resort, but if the student commits numerous breaches of 
discipline that are not resolved, this will be the final outcome (in consultation with the 
Group Leader and the student’s parents.   
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5.8 Airport transfers 
 
Main School 

• International House recommends that all students under the age of 18 book an airport 
transfer arranged by International House unless they are met/dropped off at the airport by a 
relative or friend. If students decide not to book an airport transfer, the parent/guardian is 
asked to notify us of the alternative arrangement. It will also be highlighted to them that 
there may be difficulties on arrival with UKVI authorities if an under 18 is travelling alone 
and there is no adult to meet them. It is also highlighted that there is the potential for things 
to go wrong and a possibility of the student endangering their own safety and therefore 
giving them a negative first impression of the UK.  

 
Closed Groups (Under 16) 

• Closed Groups will travel together and will be accompanied by an agreed number of Group 
Leaders. 

• Arrangements for the transfer may be made by IH London and this will be in the form of a 
coach transfer, utilising the nominated transfer company.  Coach drivers will never be alone 
with an Under 16 as they will be accompanied by Group Leaders at all times. 

 
5.9 E Safety and Internet Security 

 
The school has procedures in place to protect students from unlawful, extremist, sexual or otherwise 
potentially harmful content on the internet.  We have a system of internet filtering that restricts 
access to certain sites and content. 
 
We have two levels of filtering.  
 
Level one is done by our ISP who deny access to any websites listed by the Internet watch 
Foundation:  https://www.iwf.org.uk/ 
 
Level 2 is managed by our own security systems (which reside within our corporate firewall 
appliance). We have chosen to deny access to websites which the security system identifies as being 
in the following categories: 
 

- security threats (such as phishing and malware). 
- pornography 
- Cults 
- Hacking 
- Tasteless 
- Illegal drugs 
- Violence 
- Illegal software 
- Child abuse images 
- Criminal activity 
- Hate and intolerance 
- weapons 
- peer to peer 

 
We also have the ability to deny or allow any individual websites / domains.  
These filtering restrictions are in place anywhere that students (or guests) can access the internet 
such as the classroom computers, SAC computers and student and guest wi-fi networks. 
 
Students access the internet either through individual log in and passwords for wifi or through one 
of the supervised library or self-access school desktops.   
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Main School 

• Induction for all students on arrival includes information about E-safety and there is more 
information on the student intranet about keeping safe online.   

• U18s will receive information before the course starts about staying safe online and 
awareness of dangers and how to minimise them. 

 
YL Centres 

• The centres are schools and there are strong filters to limit access to inappropriate sites and 
content. 
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5.11 Safer Recruitment and Training Policy 
 
International House London takes safer recruitment very seriously, in order to do this we will ensure 
that: 

• All job advertisements will notify prospective candidates that we only employ people who 
have an enhanced DBS check and 2 suitable references. All candidates who apply will be 
advised that they should review this safeguarding and child protection policy document on 
our website, before they attend the interview. 

• Applicants will be advised that we will ask safeguarding and child protection related 
questions at the interview stage, based on our safeguarding and child protection policy. 

• Referees are asked to comment on any disciplinary issues or allegations made against the 
candidate in relation to the safety and welfare of students. 

• We run all members of staff through an enhanced DBS check and make sure this DBS check 
is updated and renewed every three years, through the Update Scheme 

• Job offers are made ‘subject to receipt of a satisfactory DBS check and references. 

• All members of staff are trained in Basic Awareness Safeguarding Training (formerly Level 1) 
in safeguarding and child protection and provide refresher training at least annually. 

• There are enough members of staff trained to Advanced Safeguarding Training for 
Designated Staff (formerly Level 2) in safeguarding and child protection. 

• If a new starter commences employment prior to the DBS check being received they must 
have a signed self-declaration and their access, where possible, will be supervised at all 
times; they will not be left alone with children.  A risk assessment will be undertaken and 
recorded regarding their access to U18s.  We will also check the Barred list. 

• All teachers engaged in teaching work with or without  QTS status will also be checked 
against the prohibited list with qts.enquiries@education.gsi.gov.uk  

• In the event of a prospective employee having a criminal record that is disclosed on the DBS 
check this will be discussed with the prospective employee. Verification must be made that 
the information contained does indeed relate to the person concerned. The discussion will 
also aid the decision making process and should focus on the seriousness and nature of the 
offences, the nature of the appointment, age of offence and any concealment of offences at 
the application process. Based upon the findings of this discussion, a decision and rationale 
will be formed by HR and the DSL on the suitability of the prospective employee with the 
DSL having the final say.  The decision to employ or not will be recorded, including any 
rationale but without stating the nature of the offence(s).   

• If a Police Check from countries where the applicant has resided / worked is not available 
the candidates application form will be reviewed by HR & a DSP and additional references 
will be collected from the countries where no police check is available, including at least one 
verbal reference, preferably with someone who has seen the candidate working with under 
18s. 

• For applicants where a DBS check has not been possible e.g. for overseas employees, we will 
endeavour to obtain a police check. These will be required for any applicants who have 
resided or worked in a country for a minimum of 6 months in the last 3 years.  This is also 
true for all our group leaders accompanying students on our programmes.  We will refer to 
the following government advice on these: 
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-
applicants  

• Disqualification by association will not apply to us as we will not accept students under the 
age of 8 on any of our programmes. 
 
 
 

mailto:qts.enquiries@education.gsi.gov.uk
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
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• Details of staff employed within the organisation will be recorded on a Central Register (held 
in Human Resources) which includes: 

a. Name 
b. Date of Joining 
c. ID evidence, e.g. Passport  

(NB : it is acceptable to be shown the original document during a Skype interview; 
however, the original must be seen and copied when the new team member begins 
their employment 

d. Role in Organisation 
e. Confirmation of teaching qualifications, as appropriate 
f. DBS Certificate: type of DBS check; date of certificate and disclosure number 
g. Barred List Check 
h. Police Check Information, if no DBS available 
i. Prohibited List Check 
j. Confirmation of References received 
k. Right to work in the UK 
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5.12 Radicalisation and Extremism - PREVENT 
International House will support the following core UK values : 

• Democracy 

• Rule of law 

• Individual liberty 

• Mutual respect and tolerance for those with different faiths and beliefs 
 

As an organisation we understand that students may face the following issues which may lead to 
them becoming radicalised and extreme: 

• A lack of identity and sense of belonging 

• Loss or bereavement 

• Isolation/exclusion 

• Personal crisis 

• Mental health 

• Sense of injustice 

• Victims of hate crime or discrimination 

• Global events 

• Inspirational speakers 

• Peer pressure 

• Media bias 

• Extremist material 
 

All of which can be exacerbated by the internet and social networks.  International House staff might 
notice the following in a student who is becoming radicalised or extreme: 

• Change in attitude 

• Intolerant/closed minded 

• Isolated 

• Overt new religious practices 

• Fall in work standard – disengagement/poor attendance 

• Accommodation changes  

• Asking questions about certain topics 
 

Staff responsibilities are to: 

• Get to know all students well 

• Observe and be vigilant 

• Contact the DSP (designated safeguarding person) to raise any concerns – confidentiality will 
be assured 

 
For more information please refer to: 
1.0 Keeping Children Safe In Education (Summary)  Sept 2016 version 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550499/Keeping_
children_safe_in_education_Part_1.pdf   
 
2.0 Keeping Children Safe in Education (Full version) 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550511/Keeping_
children_safe_in_education.pdf 
 
3.0 NSPCC website and whistleblowing Helpline 0800 028 0285 
http://www.nspcc.org.uk/ 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550499/Keeping_children_safe_in_education_Part_1.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550499/Keeping_children_safe_in_education_Part_1.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550511/Keeping_children_safe_in_education.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550511/Keeping_children_safe_in_education.pdf
http://www.nspcc.org.uk/
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6.0 Improving Safeguarding of children and vulnerable adults at International 

House London, Ellesmere or Oxford 

We are always looking to improve our safeguarding and welfare procedures.   
 
If you have any queries, suggestions or worries regarding the information contained in this policy, or 

require further clarification of any points, please do not hesitate to contact, the DSL or any one of 

the DSPs. 

  



 

IH London Safeguarding Policy 2019 last updated 28/01/19 
 33  

 

Appendix 1  

    Concern OR Allegation Form 

Please see procedure in the policy document and complete if you have any (Safeguarding) 

concerns about an under 18 student or vulnerable adult. You must complete the boxes in 

bold; the other information can be filed in by DSP later if you do not know. 

Date  

Student first name  

Student family name  

Gender  

Date of birth  

Nationality  

Group/individual  

Name of person noting concern  

Role/connection with the school  

Date and time concern noted  

Location  

Concern (please provide as much 
detail as possible) 
 
N.B 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 if needed. 
 
 

 

Signed:  

 

Response to Concern.  This section is to be filled in by the DSP. 

Do parents / group leader /agent / homestay / other need to be informed? 

Response By whom (full name) When (Date & Time) 
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Referral Form – (information to be sent to LSCB) 

Date & Time (form submitted)  

Name of School  

Referrer’s name and contact details  

 

Details of staff/other adult or student involved 

 

Details of Student under 18 involved 

 

Details of Alleged incident 

 
Nature of allegation 
 

Category (Physical/sexual)  

Was technology involved  

If yes, what type  
 
 
 

 

Signed (by person submitting 
referral) 

 

                          

Full name  

Date of birth  

Gender  

Nationality  

Any disability  

Role/connection with school  

Home address  

Full name  

Date of birth  

Gender  

Nationality  

Any disability  

Home address  

Parents name  

Is student known to be at risk?  

Date and Time of incident  

Place of incident  

Brief circumstances of incident  
 
 
 

Name of potential witnesses  

Any other information? 
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Appendix 2:   Local Safeguarding Children Boards (LSCB) Contact Details 
 
 
A DSP or accommodation provider needs to contact the LSCB to report and refer an allegation. 
Please see procedure 1 for  Allegations and contacting LSCB but if in doubt use them as advisory 
service.    
 
 
For IH London 
 
Camden Safeguarding Children Board 
Telephone: 020 7974 3317  
(9.00am- 5.00pm) 
Out of hours: 020 7974 4444 
Email:  
LBCMASHadmin@camden.gov.uk 

Secure Email:  LBCMASHadmin@camden.gov.uk.cjsm.net  
 
For all accommodation providers please contact your borough’s LSCB  
Contact details for all LSCBs for each London borough can be found at:  
http://www.londonscb.gov.uk/london-safeguarding-contacts/ 
 
For IH Oxford 
Oxfordshire Safeguarding Children Board 
Call: 01865 815843 
Email: oscb@oxfordshire.gov.uk 
http://www.oscb.org.uk/ 
 

For IH Ellesmere 
 

Office  Emergency Duty Team (EDT) 

Call: 0300 123 7047 Call: 01244 977 277 
8.30am-5pm (Mon-Thu) 
8.30am-4.30pm (Friday) 

4.30pm-8.30am (Mon-Thu) 
From 4pm (Friday) 
24 hours weekends and bank holidays 

 
http://www.cheshirewestlscb.org.uk/ 
or Cheshire Police:  0845 458 0000 (999 in an emergency) 
 

For IH Westminster 
Westminster 

Call: 020 7641 4000 

Out of hours: 020 7641 6000 

Fax: 020 7641 7526 

Email:  accesstochildrensservices@westminster.gov.uk 

 

                                                                
                                                                                                                                              

http://www.londonscb.gov.uk/london-safeguarding-contacts/
mailto:oscb@oxfordshire.gov.uk
http://www.oscb.org.uk/
http://www.cheshirewestlscb.org.uk/

