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Introduction

This document details the Operations and Safeguarding policies and procedures of UKLC (UK Language Courses Ltd).

Safeguarding young people is fundamental to the way our organisation operates. Our priority is always to ensure the well-
being of our students, group leaders, visitors and our team.

As a provider of language courses for under 18s that include their full board accommodation, we should be ensuring that
our students remain safe at all times. This is our focus from the moment they arrive to the moment they leave and
includes: all transport, scheduled activities, time outside scheduled activities, excursions and time spent in their homestay
or residential accommodation.

We have a ‘'whole school” approach to safeguarding wherein the team should respond to all signs, reports and concerns of
abuse and are advised to maintain an attitude that ‘It could happen here'.

These are the measures we take to ensure the safety of our students, group leaders, UKLC teams and visitors at all times and
ensure that good practice is followed.

This document (or parts thereof) is available for any agent/Educational Travel Operator (ETO), group leader, student, parent,
individual, employee, supplier or potential client of UKLC to read and be reassured by.

All persons working for UKLC must read this document. Every team member must sign to say this document has been read,
and that they have understood and agreed to abide by these policies and procedures. Sessional team members will be made
aware of this document and will have access to it; they will be advised and supported by the UKLC full time and senior
leadership teams.

Our procedures are detailed in the following documents:
e  Operations and Safeguarding Handbook (this document — also available in condensed and super condensed
format),
e  Culture Book for Employees and Employee Handbook,
e  Risk Assessments,
e Team Handbooks,
e  Privacy Policy (hosted on UKLC website).

This document was regularly revisited between March 2020 and July 2022 and amended in light of the Covid-19 pandemic.
At UKLC our priority is always the safety and wellbeing of our students and team. As we now operate in a post Covid
world, we are keen to offer reassurance to agents/ETOs, parents and students about how we will operate and reduce risks
as much as we can. Please see our Infectious diseases policy for more information.
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MISSION, VISION & VALUES STATEMENT

UKLC Mission:

Educate, Inspire, Enrich

To educate, to inspire and to enrich the lives of young people from all over the world through English language, sports
and British culture.

UKLC Vision:

By 2026 we will have built upon our reputation for delivering top quality programmes that educate, inspire and enrich at
desirable locations across the UK and be known for offering true educational and cultural benefit across a variety of
summer and year-round programmes. Our dynamic team, operational excellence, innovative approach and responsive
service will ensure the loyalty of our partners and place us as the top language provider for young people in the UK.

UKLC Values:

We care
We actively
encourage e

growth

We are We build and
brilliant to maintain trust

work with

We are living
leaders

We make a
difference

We create fun,
life enhancing
experiences

UKLC co-ordinate and deliver a number of residential and homestay courses for specific agents/ETOs, groups and schools.
The age range of students is usually but not always between 8 and 17 years of age. UKLC operate from a number of sites
throughout the UK.
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SAFEGUARDING AND CHILD PROTECTION STATEMENT:

UKLC is committed to providing a safe and secure environment for the young people in our care.

The way we ensure this is by:

e Operating a rigorous recruitment process and thoroughly vetting all applicants (see APPENDIX 20 — Recruitment
Policy).

e Having a clear Safeguarding Policy (this document) and clear procedures for protecting the students in our care
and keeping them safe.

e Having a clear Child Protection Policy and clear procedures for its implementation.

e Ensuring that all members of our team, accompanying group leaders and subcontractors (e.g. homestay providers)
are aware of and conversant with the relevant areas of our Safeguarding Policy, that all team members are trained
in it (see induction procedures) and that all team members are invited to complete an online Safeguarding in
Language Centres course and submit the certificate to head office. We also ensure that all team members and
group leaders agree to adhere to the Code of Conduct for Adults (APPENDIX 7) APPENDIX 7 - Code of Conduct for
Adults

e Having an awareness of all mental health issues that the young people in our care could face and ensuring that all
management teams complete an online Child Mental Health Awareness training.

e Having a clear Behaviour Policy in place and procedures to ensure that our centres are free from discrimination,
racism, bullying, harassment and extremism (see Behaviour Policy).

e Having a Diversity, Equity and Inclusion policy that helps us to foster an environment of mutual trust, respect and
understanding whether it be with the people we employ, the companies and countries we work with or the students
we host (page 6)

e Having Anti-Bullying and Harassment and Sexual harassment policies to ensure our centres are free from bullying
and sexual harassment and ensuring all employees are treated, and treat others, with dignity and respect (see
APPENDIX 25 Anti-Bullying and Harassment Policy and APPENDIX 26 Sexual Harassment Prevention)

e Reviewing and updating all policies in this document on a regular basis and responding to feedback and
suggestions from all areas of the business.

Explanation of terms:
For those not familiar with the terms used, we understand “Safeguarding” to mean “looking after” and use it as the “umbrella”
term that incorporates everything we do to “look after” the young people in our care.

We understand that the definition of Safeguarding now includes mental health, and we are committed to supporting and
promoting good mental health amongst our team, students and group leaders.

We understand Child Protection to mean protecting young people from direct harmful behaviour.

This document and the policies detailed within are relevant for all the young people within our care regardless of race,
gender, ethnic origin or religion. We believe that all young people have the right to be protected.

Roles and responsibilities:

In every centre where there are over 75 students, we will have two Designated Safeguarding Persons (DSPs - our DSPs
act as our Prevent Leads). One will be the Centre Manager and the other the Safeguarding and Welfare Co-ordinator. These
persons have a responsibility to read and assimilate all areas of this document and ensure that all adults and students adhere
to it. In smaller centres under 75 students, the Centre Manager will act as the DSP.

All adults connected to UKLC (team members, group leaders, subcontractors) have a responsibility to read all relevant areas
of this document and show an awareness at all times of the need to safeguard students in our care.

All students will be made aware (through their Welcome Talk) of the existence of our policy and our commitment to keeping
them safe. They will be asked to look out for each other and raise concerns with an adult where necessary.

In our head office team, our overall Designated Safeguarding Lead is our Operations Director, Jamie Brailsford. He is
supported by our Head of People and Culture, Carolyn Rennoldson and our Head of Operations, Jordan Dallimore. Also our
People and Culture Manager, Amy O'Connor and Operations Manager, Davide Lovera are trained in Level 3 safeguarding.
They share overall responsibility for Safeguarding, Child Protection and Prevent.


https://hsqe.co.uk/course/child-mental-health/?gclid=Cj0KCQiA0eOPBhCGARIsAFIwTs45JP3rryDXgfCU7o1_DTVtyWH8oe8QNus_CYLXEXTs4BxLMxaFdaYaAgKJEALw_wcB
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Explanation of UKLC programmes:

1. UKLC predominantly deliver language programmes, including accommodation, activities, sports and excursions
for under 18s in homestay and residential accommodation. These occur mainly during July and August, but Mini-
stay (shorter) programmes are also offered between September and June.

2. UKLC at Wycombe Abbey is a specialised programme for small groups and individuals that is delivered at
Wycombe Abbey School in the summer.

Our operating policies and procedures detailed in this document cover all these different programmes and where there is
a difference, it is stated.

DIVERSITY, EQUITY AND INCLUSION

We are committed to promoting equal opportunities in and creating a culture in which diversity and inclusion are valued
and everyone is treated with dignity and respect. As part of our zero-tolerance approach to discrimination in any form,
everyone will receive equal treatment regardless of age, disability, gender reassignment, marital or civil partner status,
pregnancy or maternity, race, colour, nationality, ethnic or national origin, religion or belief, sex or sexual orientation
(Protected Characteristics). We are also committed to providing equitable treatment to all those we deal with as an
organisation, including customers and suppliers.

Our aim is to encourage and support diversity, equity and inclusion and actively promote a culture that values difference
and eliminates discrimination in our head office and our centres. It applies to all aspects of working with us whether at head
office or on location at one of our centres and it applies to all our team members, group leaders, students and visitors.

We do not accept unlawful discrimination against or harassment of other people, including current and former team
members, job applicants, clients, customers, suppliers, students, group leaders and visitors.

Our full Diversity, equity and inclusion policy can be requested at any time from head office, but here are the examples of
that which we find unacceptable and unlawful:

a. Direct discrimination: treating someone less favourably because of a Protected Characteristic,

b. Indirect discrimination: a provision, criterion or practice that applies to everyone but adversely affects people
with a particular Protected Characteristic more than others, and is not justified,

c. Harassment: this includes sexual harassment and other unwanted conduct related to a Protected Characteristic,
which has the purpose or effect of violating someone's dignity or creating an intimidating, hostile, degrading,
humiliating or offensive environment for them. Harassment is dealt with further in our Anti-Harassment and
Bullying Policy,

d. Victimisation: retaliation against someone who has complained or has supported someone else's complaint
about discrimination or harassment. This includes where someone mistakenly believes that the person victimised
has done so.

e. Disability discrimination: this includes direct and indirect discrimination, any unjustified less favourable
treatment because of the effects of a disability, and failure to make reasonable adjustments to alleviate
disadvantages caused by a disability.

Breaches of this policy

We take a strict approach to breaches of this policy, which will be dealt with in accordance with our Disciplinary Procedure
for team members and through our behaviour policy for students. Serious cases of deliberate discrimination and
victimisation may amount to gross misconduct resulting in dismissal or ejection from one of our programmes.

If you believe that you have suffered harassment, bullying or discrimination, or witnessed it happening to someone else at
head office or on location at a centre, you can raise the matter using our grievance procedure and through our Anti-
Harassment and Bullying Policy as appropriate. All participants on our programmes will have access to QR codes that can
be scanned to request details of who to contact and advice of what to do next. Complaints will be treated in confidence and
investigated as appropriate.
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We encourage the reporting of all types of potential discrimination, as this assists us in ensuring that diversity, equity and
inclusion principles are adhered to in the workplace. However, making a false allegation in bad faith, or that you know to be
untrue, will be treated as misconduct and dealt with under our disciplinary procedure.

ENROLMENT

Policy

Our enrolment policy differs depending on the programme offered.

For UKLC programmes, all our students are booked through agents/ETOs. We accept individuals (at certain centres), and
groups accompanied by a group leader.

For the UKLC at Wycombe Abbey programmes, all our students are booked through agent/ETOs. We accept individuals,
and small groups accompanied by a group leader, as well as students who book directly through Wycombe Abbey School

Procedure for UKLC programmes
The following is our formal bookings procedure for UKLC programmes:

1. Initial Booking: Following an enquiry, an agent/ETO will reserve an allocation with provisional student and group
leader numbers in a specific centre/s for specific dates.
2. Formal Quote: The UKLC sales team send a formal quote to confirm:
e  Provisional student and group leader numbers

e  Price
e Dates
e Centre

3. Deposit Invoice: A deposit invoice is then sent out with T&Cs (Terms & Conditions) for 20% of the booking total.
The payment of the deposit confirms the booking. The deposit is deducted from the final invoice amount for the
group.

4. Booking Documents: The UKLC sales team will then start sending documents that need completing and returning
at the earliest opportunity. More information about these can be found below.

5. Final Invoice: Once the booking is confirmed, a final invoice is sent with final student and group leader numbers
and flight transfers added on (if booked). The deposit invoice amount will have been removed from the final
amount.

6. Pre-arrival Documents: The UKLC sales team send everything the group needs ready for arriving in the UK.
Including:

e The Programme

e The Centre Handbook

e  Group Leader Handbook

e  Operations & Safeguarding Handbook (OSH)
e  Group Confirmation Sheet (GCS)

e Arrival in the UK document

More information about these can be found below.

Booking documents:
We require these documents to be filled out and returned at the earliest opportunity.

Group List Template
We require a completed Group List for each group. This form includes information such as student names, allergies and
health conditions, emergency contacts details and English Plus options.

This form should be sent regularly with any updates highlighted and not only when the group is closed.

We inform agents/ETOs that we require the English Plus options before 29t May at the latest. If they're sent after this date,
then students will be enrolled onto the multi-activity programme. Any spare places on the English Plus programmes will be
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offered on arrival at centre. We require a minimum of 10 students across the centre to activate an English Plus Option which
is why we request a second choice. The second choice will be defaulted to multi-activity if one is not provided.

If an agent/ETO requires any visa letters for non-EU nationals, we also send scanned copies of the visa letters on receipt of
this. We request 48 hours to process the form and provide the letters. Visa letters can only be issued on receipt of the deposit
which has confirmed the booking.

There is compulsory information required on this form for each student which includes:
e First and surnames,
e Age
e Gender,
e Nationality,
e Date of birth,
e Arrival and departure dates,
e  Parental emergency contact number,
e Agency emergency contact number.

Group Declaration Form

This document includes a section regarding parental consent, confirmation that all students have suitable travel insurance
and suitability of group leaders to work with children (APPENDIX 2 — Group Declaration Form). It directs parents to a link on
our website where we host the Statement for parents/guardians translated into all the languages of the countries we work
with (APPENDIX 3 — Statement of Consent)

Pre-Arrival Documents

The Programme

The updated programme for each group is sent out which includes the excursions and confirms the zig zag programme (if
applicable).

Centre Handbook

These are useful tools for agents/ETOs but essential reading for group leaders. They contain information about all aspects
of their chosen centre(s).

Group Leader Handbook

This document sets out the expectations for the group leaders including information on the specific roles and responsibilities
between UKLC and the group leaders while they are with us. This needs to be passed onto all group leaders.

Operations & Safeguarding Handbook (OSH)

This is for information only and outlines all the policies and procedures we have in place to ensure the safety and wellbeing
of students during their stay with us.

Group Confirmation Sheet (GCS)

A summary of everything related to the booking, including transfer confirmation, arrival and departure details, known
medical conditions and allergies of students and leaders. The UKLC team will send this to agents/ETOs and ask them to
check all of the information and confirm it is correct. It is then passed on to group leaders to travel with. It will act as transfer
confirmation for agents/ETOs who need one. Our on-site teams will also have a copy of this document.

Arrival in the UK

An overview of arrival day, including instructions on what to do at the airport and how to contact us if there is a problem.
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Notes to our booking procedure:

1. The above stages and relevant communication with the agent/ETO will be recorded in our internal CRM system.

2. Communication is maintained between UKLC and the agent/ETO from the time that an option / allocation
(provisional booking) is requested right up until the final booking is confirmed. This is in order to monitor the
progression of sales against the option / allocations (provisional bookings) requested. Depending upon the level
of sales, decisions may be taken to increase or reduce allocations in conjunction with the agent/ETO. A booking is
considered to be confirmed upon receipt of the deposit payment.

3. When the group is finalised, the agent/ETO sends us the details of the students enrolled in that group, preferably
on our template. However, the format this information is received in is different for each company. For example,
Spanish and French groups like to send their own individual form for each child that gives all of the necessary
information, whereas Italian and Chinese groups prefer to send through a list of names for each group and include
any important information about each child on the list (including age, gender and any medical information). We
ask all agents/ETOs to supply us with emergency 24-hour contact numbers for the parents/guardians of the
students and an out of hours emergency 24-hour contact for the agent/ETO.

4. For individual students we ask for an Individual Enrolment form (APPENDIX 4 — Enrolment Form for Individuals
UKLC) to be completed and sent to us four weeks prior to arrival.

To double check all the information we have received and to ensure that we have all necessary information on every student
and a correct 24-hour telephone number in case of emergencies, we make every student complete an enrolment form
(APPENDIX 5 — UKLC Enrolment Form) on their first day. The enrolment form includes name, age, contact details, medical
information and a behaviour statement. These forms are checked over and signed by the group leader, cross referenced
with the information we have received about the student and then kept in the on-site office for the duration of the student’s
stay with UKLC.

Procedure for the Wycombe Abbey Summer Programme

The following is our formal bookings procedure for individuals attending the Wycombe Abbey Summer Programme:

Individuals booking directly with Wycombe Abbey School

1. Full course fees for the course, the Wycombe Abbey Summer Programme Terms and Conditions and an online
booking form* are found on the Wycombe Abbey Summer Programme website:
https://venue.wycombeabbey.com/summer-programme

2. Students complete the Wycombe Abbey online booking form via this link and make an online payment for the
full course fees. Receipt of payment is automatically sent via Stripe.

3. Upon receipt of the completed form and payment, we send a confirmation letter (APPENDIX 24 - Letter of
Confirmation), a link to the student information form* and a copy of the centre handbook to the student.

4. We consider the course to be booked on assessment of English level (B1) and receipt of full course fees.

*An offline equivalent of these forms is available (APPENDIX 20 - Wycombe Abbey Summer Programme Booking

Form for Individuals)

Individuals booking via agent/ETO

1. Net or Gross course fees are agreed with specific agent/ETO and an agent/ETO agreement is signed.
2. Students complete the Wycombe Abbey booking form via online forms* (APPENDIX 23 - Wycombe Abbey

Summer Programme Booking Form for Individuals & Agents), which also includes the Wycombe Abbey Summer
Programme Terms and Conditions (T&Cs).
3. Wycombe Abbey raises a quote for the student’s full net course fees and deposit invoice for 20% of these fees.
4. Upon receipt of the completed form and payment, we send a confirmation letter (APPENDIX 24 _Letter of
Confirmation), a link to the student information form, and a copy of the centre handbook to the student.
5. We consider the course to be booked on assessment of English level (B1) and receipt of deposit payment.
Full payment is due on 1st May or upon booking for confirmations made after 1st May.
* Agents/ETOs may use their own booking form(s), provided the same mandatory information is collected.
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Booking Documents

We ask all our students to complete a Wycombe Abbey Summer Programme booking form at the time of applying to
join the course. This can be done online using the online forms (APPENDIX 23- Wycombe Abbey Summer Programme Booking
Form for Individuals & Agents). More information can be found HERE. In addition to the compulsory student personal details,
this form also includes questions about elective choices, rooming requests, and parental consent. When agents choose to
use their own application forms, we ask parents / guardians to complete a shorter Parental Consent Form (HERE).

Pre-Arrival Documents

Wycombe Abbey Summer Programme Journal

This student-facing document includes information about the centre, the Wycombe Abbey Summer Programme team,
courses and excursions, the Code of Conduct, and Ground Rules.

Behaviour Policy

UKLC are committed to fostering an environment where students, group leaders, teachers, the UKLC team and those
employed by the centre, can study, work and live free from intimidation, aggression, coercion, racism or victimisation. We
are particularly concerned about eliminating all forms of harassment, bullying or behaviour that may lead to extremist*
radicalisation and we consider such behaviour unacceptable and discriminatory. These behaviours are considered abusive
and will not be tolerated. All students, UKLC team members and group leaders are responsible for helping to ensure that
no one suffers in this way and that all equipment, facilities and accommodation are treated with respect.

*Applies to any form of extremism, e.g. terrorism, racism, homophobia or right-wing ideology.

We aim to create a stimulating environment in which students can enjoy their stay, improve their English as much as possible
and grow in confidence. We aim to build self-esteem by acknowledging the achievements of individuals and giving praise
and recognition whenever possible. We therefore seek to encourage and reward good work, good behaviour and a good
attitude.

Procedure
To promote good behaviour UKLC team members will:

e Ensure that all students attend the initial “"Welcome Talk” where the expected standard of behaviour is outlined,

e Re-iterate the expected standard of behaviour through the APPENDIX 6 — Code of Conduct for Students - covered
in the first lesson, and included in the student journal

e Make their lessons, activities and sessions fun and interesting,

e Praise good behaviour,

e Initially ignore any minor attention-seeking behaviour,

e Act as a role model with a smart, clean appearance, good manners and time keeping,

e Explain why certain behaviour is unacceptable,

e Promote core British values — a. Democracy, b. Rule of Law, c. Individual liberty, d. Mutual Respect and tolerance of
those with different faiths and beliefs.

In the case of unacceptable behaviour persisting, UKLC reserve the right to curtail any activity.

All students are required to wear a UKLC wristband and lanyard at ALL times. If a student is found not to be wearing these
then UKLC reserve the right to apply a small sanction (e.g. £1 fine) to ensure that students remember to wear them.

We operate a ‘Ground rules’ policy to manage behaviour:
1. Talked to: If a student misbehaves, the Centre Manager can give them a first warning. This will take place in a brief
meeting with the student and group leader and will be recorded on an incident form.

2. Yellow card: If they seriously misbehave again then we organise a telephone call home to their parents and we ask
for the group leader’'s/agent’s support in this.
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3. Red card: If this fails to work and the participant continues to misbehave then we will ask them to leave and contact
their agent to organise their transport.

Any action will be discussed with group leaders and significant events will be recorded on incident forms.

UKLC team members will not employ the following methods to manage unacceptable behaviour:
e Shouting,
e Use of words such as ‘Shut Up’,
e Criticism and mockery,
e Physical punishments,
e Use of extended periods of ‘time out’ or isolation.

Restraint of a young person will never occur, unless to prevent personal injury to the student, other students, an adult or
serious damage to property. Any such incident would always be recorded on the relevant forms.

If a student, group leader, or member of the UKLC team are the victims of, or aware of, any abusive behaviour, they should
report it immediately. Students can report such behaviour to any member of the UKLC team or their group leader, who will
then in turn report the incident(s) to the Centre Manager / the Safeguarding and Welfare Coordinator and / or the Senior
Leadership Team. If the abusive behaviour involves any member of the UKLC team, it should be reported directly to the
Centre Manager or the Safeguarding and Welfare Co-ordinator and / or the Senior Leadership Team.

SPECIAL EDUCATIONAL NEEDS

Policy

When special needs are identified, we will endeavour to work in partnership with the students, the agent/ETO, the group
leader and other relevant parties to ensure that the student can participate as fully as possible in the programme. UKLC
must be informed at the earliest possible opportunity before travel.

Procedure

Support requirements would be discussed, and a support plan recorded, on an individual or group basis. The support plan
would include aspects such as special services and equipment, and additional staffing requirements. Should intimate care
need to be provided as part of a student's care, we would accept for a carer to accompany the student, and we would
endeavour to offer the facilities necessary for such care. Additional accommodation costs would need to be funded either
by the agent/ETO or the parents.

The physical environment of our centres would meet the needs of children with different disabilities, although children with
reduced mobility would have difficulties with some of the sites we use. However, we endeavour to ensure that students
with special needs have access alongside their peers to the lessons, activities, excursions and facilities provided in order to
promote their welfare and development.

STUDENT ATTENDANCE

Policy
All students enrolled at UKLC must attend a minimum of 90% of the lessons, activities and excursions in order to receive
their certificate for having completed the course. Absence for any reason other than illness will not normally be accepted.

Procedure
e Attendance registers are taken at the start of every lesson, afternoon activity, evening activity and on excursions.
e  Absence from lessons must be reported by the students’ group leader to the Course Director.
e Absence from activities and/or excursions must be reported by the group leader to the Excursion and Activities
Manager.
e If a UKLC team member realises that a student has failed to turn up for an organised lesson, activity or excursion
and 15 minutes has passed, they should inform the relevant member of the Centre Management Team.
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e If a student is absent due to illness for more than three days, they must be attended to by a medical professional
and a record of this must be kept.

In the situation where a student is removed by pre-arrangement from our centre by a family member or friend for a short
period of time, a written consent must be received with the personal details of who is collecting them and when they are
returning. The onsite UKLC team will ask this person for identification before releasing the student to them.

CHILD PROTECTION

Policy

All our students should expect to feel safe both whilst they are staying with UKLC and also in their home life in their own
country. We see it as our moral duty and it is a legal requirement for us to respond to any concerns that may come to our
attention about the safety of students, whether this be during their stay or in their everyday life.

We are committed to establishing an atmosphere of trust between the students in our care and all adults they come into
contact with. To this end all adults coming into contact with students on UKLC courses must adhere to the Code of Conduct
for Adults (APPENDIX 7) and UKLC Parent / Accompanying Adult Agreement (APPENDIX 29)

If any member of the UKLC team, any host or any group leader has any doubts about the wellbeing of any young person
within their care, it must be reported to one of the Designated Safeguarding Persons at the Centre immediately.

This policy has been drawn up to protect young people from abuse and neglect. It sets out the procedures that must be
followed in the event of any allegations of abuse or neglect. The duty of UKLC is to protect a young person from harm, and
this comes before the need to maintain confidentiality. The safety of the young person must be of paramount consideration.
Team members and hosts are made aware that suspicion of abuse may take the form of concerns rather than known facts.
Concerns can and will be shared with the relevant agencies through a referral.

UKLC will ensure that any adult whose role involves responsibility for or substantial access to under-18s understands their
duty to follow these procedures.

This is done by:
1. Reference to our Operations and Safeguarding Handbook in all materials used for recruitment,
2. A copy of our Operations and Safeguarding Handbook to be sent to all prospective employees, sub-contractors

and our hosting institutions,

Team training in the Operations and Safeguarding procedures (online and in person),

4. Asking all our hosting institutions to inform us of their recruitment and checking processes for team members who
will be on site at the time our courses are running,

5. Dissemination of this policy to all our partners and their group leaders. (A further copy is given to group leaders
upon arrival and further training is given to them in order to make sure that they fully understand their role and
responsibilities).

w

We use the 5 Rs in order to understand what we need to do if a concern arises:
e Recognise — physical signs/behavioural changes,
e Respond - take action — don't ignore the situation,
e Report - report to the Safeguarding Lead (unless implicated) and share on a need-to-know basis only,
¢ Record - concerns, disclosures and allegations should be recorded on a Concern Form,
e Refer - situation may need to be reported to statutory authorities (police, children's services, etc.) by Company
DSL.

We are aware of what constitutes abuse and neglect and that abuse is a form of maltreatment of a young person under 18
years old. We recognise that somebody may abuse or neglect a young person by inflicting harm or by failing to act to
prevent harm. Harm can include ill treatment that is not physical as well as the impact of witnessing ill treatment of others.
This can be particularly relevant, for example, in relation to the impact on children of all forms of domestic abuse.
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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 by another child or children.

We believe that someone’s action satisfies the harm test when it appears that they may:
e Harm a child,
e Cause a child to be harmed,
e Put a child at risk of harm,
e Attempt to harm a child,
e Incite another to harm a child.

Physical abuse may involve hitting, shaking, throwing, poisoning, burning, scalding, drowning, suffocating or otherwise
causing physical harm to a young person. Physical harm may also be caused when a parent or carer feigns the symptoms
of, or deliberately causes, ill health to a young person whom they are looking after. Physical abuse may be identified by
unexplained or inadequately explained injuries. a form of abuse which may involve fabricating the symptoms of, or
deliberately inducing, illness in a child.

For For
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Injuries Injuries
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Emotional Abuse is the persistent emotional ill treatment of a young person such as to cause severe and persistent adverse
effects on the young person’s emotional development. It may involve conveying to a young person that they are worthless
or unloved, inadequate or valued only in so far as they meet the needs of another person. Emotional abuse is often from
somebody close to the student — such as a parent, relative or guardian. 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 from 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.

Sexual abuse involves forcing or enticing a young person to take part in sexual activities, not necessarily involving violence,
whether or not the young person 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. Sexual abuse may be difficult to observe though changes in general behaviour might be an
indicator. Usually, this type of abuse emerges through disclosure. Sexual abuse can take place online, and technology can
be used to facilitate offline abuse. Sexual abuse is not solely perpetrated by adult males. Women can also commit acts of
sexual abuse, as can other children. The sexual abuse of children by other children is a specific safeguarding issue in
education and all staff should be aware of it and of their school or college’s policy and procedures for dealing with it.

Neglect persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in serious impairment
of the child’s health or development. Neglect may occur during pregnancy, for example, as a result of maternal substance
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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.

It is essential that all adults understand the importance of challenging inappropriate behaviours between children, many of
which are listed below, that are abusive in nature. Downplaying certain behaviours, for example dismissing sexual harassment
as "just banter”, “just having a laugh”, “part of growing up” or "boys being boys" can lead to a culture of unacceptable
behaviours, an unsafe environment for children and in worst case scenarios a culture that normalises abuse leading to

children accepting it as normal and not coming forward to report it.

Child-on-child abuse is most likely to include, but may not be limited to:

e bullying (including cyberbullying, prejudice-based and discriminatory bullying),

e abuse in intimate personal relationships between children (sometimes known as ‘teenage relationship abuse’),

e physical abuse such as hitting, kicking, shaking, biting, hair pulling, or otherwise causing physical harm (this may
include an online element which facilitates, threatens and/or encourages physical abuse),

e sexual violence, such as rape, assault by penetration and sexual assault; (this may include an online element which
facilitates, threatens and/or encourages sexual violence),

e sexual harassment, such as sexual comments, remarks, jokes and online sexual harassment, which may be
standalone or part of a broader pattern of abuse,

e causing someone to engage in sexual activity without consent, such as forcing someone to strip, touch themselves
sexually, or to engage in sexual activity with a third party,

e consensual and non-consensual sharing of nude and semi-nude images and/or videos (also known as sexting or
youth produced sexual imagery),

e upskirting, which typically involves taking a picture under a person’s clothing without their permission, with the
intention of viewing their genitals or buttocks to obtain sexual gratification, or cause the victim humiliation, distress,
or alarm, and,

e initiation/hazing type violence and rituals (this could include activities involving harassment, abuse or humiliation
used as a way of initiating a person into a group and may also include an online element).

Child Criminal Exploitation (CCE) Some specific forms of CCE can include children being forced or manipulated into
transporting drugs or money through county lines, working in cannabis factories, shoplifting, or pickpocketing. They can
also be forced or manipulated into committing vehicle crime or threatening/committing serious violence to others.

Child Sexual Exploitation (CSE) CSE is a form of child sexual abuse. Sexual abuse may involve physical contact, including
assault by penetration (for example, rape or oral sex) or nonpenetrative acts such as masturbation, kissing, rubbing, and
touching outside clothing. It may include noncontact activities, such as involving children in the production of sexual images,
forcing children to look at sexual images or watch sexual activities, encouraging children to behave in sexually inappropriate
ways or grooming a child in preparation for abuse including via the internet. CSE can occur over time or be a one-off
occurrence and may happen without the child’s immediate knowledge for example through others sharing videos or images
of them on social media. CSE can affect any child who has been coerced into engaging in sexual activities. This includes 16-
and 17-year-olds who can legally consent to have sex. Some children may not realise they are being exploited for example
they believe they are in a genuine romantic relationship.

Domestic Abuse can encompass a wide range of behaviours and may be a single incident or a pattern of incidents. That
abuse can be, but is not limited to, psychological, physical, sexual, financial or emotional. Children can be victims of domestic
abuse. They may see, hear, or experience the effects of abuse at home and/or suffer domestic abuse in their own intimate
relationships (teenage relationship abuse). All of which can have a detrimental and long-term impact on their health, well-
being, development, and ability to learn. All children can witness and be adversely affected by domestic abuse in the context
of their home life where domestic abuse occurs between family members. Experiencing domestic abuse can have a serious,
long lasting emotional and psychological impact on children. In some cases, a child may blame themselves for the abuse or
may have had to leave the family home as a result.

Female Genital Mutilation (FGM) Whilst all staff should speak to the designated safeguarding lead (or a deputy) with
regard to any concerns about female genital mutilation (FGM), there is a specific legal duty on teachers. If a teacher, in the
course of their work in the profession, discovers that an act of FGM appears to have been carried out on a girl under the age
of 18, the teacher must report this to the police.
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All team members should be aware that mental health problems can, in some cases, be an indicator that a child has suffered
or is at risk of suffering abuse, neglect or exploitation. Only appropriately trained professionals should attempt to make a
diagnosis of a mental health problem. Education staff, however, are well placed to observe children day-to-day and identify
those whose behaviour suggests that they may be experiencing a mental health problem or be at risk of developing one. If
team members have a mental health concern about a child that is also a safeguarding concern, immediate action should be
taken, following their child protection policy, and speaking to the designated safeguarding lead or a deputy.

Serious violence All team members should be aware of the indicators, which may signal children are at risk from, or are
involved with, serious violent crime. These may include increased absence from school or college, a change in friendships or
relationships with older individuals or groups, a significant decline in performance, signs of self-harm or a significant change
in wellbeing, or signs of assault or unexplained injuries. Unexplained gifts or new possessions could also indicate that children
have been approached by, or are involved with, individuals associated with criminal networks or gangs and may be at risk
of

At UKLC, our students are only with us for a short time and as such it is less likely that we will encounter elements of the
above. However, we must adopt a “it could happen here” attitude. This means it is paramount that if anyone has any
concerns, they must raise them immediately.

at risk of, or who

have experienced,
significant harm

If in doubt, consult appropriate agency or your agency safeguarding lead

Go straight to level 5 as soon as
risk of significant harm suspected

Low-level concerns This term does not mean that it is insignificant. A low-level concern is any concern — no matter how
small, and even if no more than causing a sense of unease or a 'nagging doubt’ - that an adult working in or on behalf of
the school or college may have acted in a way that:
e s inconsistent with the code of conduct for adults, including inappropriate conduct outside of work and does not
meet the harm threshold or is otherwise not serious enough to consider a referral to the LADO.

Examples of such behaviour could include, but are not limited to:
e being over friendly with children,
e having favourites,
e taking photographs of children on their mobile phone, contrary to UKLC policy,
e engaging with a child on a one-to-one basis in a secluded area or behind a closed door, or
e humiliating children.

Such behaviour can exist on a wide spectrum, from the inadvertent or thoughtless, or behaviour that may look to be
inappropriate, but might not be in specific circumstances, through to that which is ultimately intended to enable abuse. Low-
level concerns may arise in several ways and from a number of sources. For example: suspicion; complaint; or disclosure
made by a child, parent or other adult within or outside of the organisation; or as a result of vetting checks undertaken. It is
crucial that all low-level concerns are shared responsibly with the right person and recorded and dealt with appropriately.
Ensuring they are dealt with effectively should also protect those working in or on behalf of UKLC from becoming the subject
of potential false low-level concerns or misunderstandings.

Low level concerns can act as “jigsaw pieces” in the depiction of a larger issue. This is why they are important and why the
review and recording of them is so important.

Where a concern or allegation is raised, remember:
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Once a concern is raised, it is the responsibility of the DSP to respond:
e Sensitively gather more information
e Record everything
e Inform the people who need to know and no others
e Act according to investigations and discussions
e Monitor as required until No Further Action (NFA) can be noted

And follow the procedures below:

Procedure A (where a concern is raised about a possible abuse during the young person’s stay):
Should a member of the UKLC team or homestay host have a concern that abuse has occurred or is likely to have occurred
during the young person'’s stay, the following action should be taken:

1. Inform one of the Designated Safeguarding Persons (DSP) at the centre immediately. This will be the Centre
Manager, the Safeguarding and Welfare Coordinator or another member of the management team.

2. Inform the appropriately trained members of the Senior Leadership team from UKLC Head office. This will be either
Jamie Brailsford (Operations Director), Carolyn Rennoldson (Head of People and Culture), Jordan Dallimore (Head
of Operations). Also our People and Culture Manager, Amy O’'Connor and Operations Manager, Davide Lovera are
trained in Level 3 safeguarding.

3. Make sure the young person is safe and supported / reassured. Remain calm and try to return the young person to
their normal routine if that is safe and appropriate.

4. Ensure that a clear written record has been made using the Concern/Allegation Form (APPENDIX 9 -
Concern/Allegation Form) or the Prevent Form (APPENDIX 10 — Prevent Form), that it is signed and dated by the
person who raised the concern / made the allegation / heard the allegation from the young person and pass it on
to the Senior Leadership team as soon as possible.

5. The Senior Leadership team will, where appropriate and if necessary, contact as soon as possible the Local Area
Designated Officer (LADO) or Local Prevent Co-ordinator (LPC). No decisions will be made without the LADO’s
or LPC’'s agreement. The contact details for the relevant LADO and LPC can be found in APPENDIX 8 — LADO and
PREVENT Contact details per centre.

Procedure B (where a concern is raised about abuse in the student’s home setting)
Should a member of the UKLC team or host have a concern that abuse has occurred or is likely to have occurred in the
young person’s home country, the following action should be taken:

1. Inform one of the Designated Safeguarding Persons (DSP) immediately. This will be the Centre Manager or another
member of the management team.

6. Inform the appropriately trained members of the Senior Leadership team. This will be either Jamie Brailsford
(Operations Director), Carolyn Rennoldson (Head of People and Culture), Jordan Dallimore (Head of Operations),
Amy O’Connor (People and Culture Manager) or Davide Lovera (Operations Manager)

2. The Senior Leadership team will, where appropriate, contact as soon as possible in the following order:
a. Group Leader
b. Agent/ETO
c. Parent (at discretion of Agent)
4. Ensure that a clear written record has been made using the APPENDIX 9 — Concern/Allegation Form and that it is
signed and dated by the person who raised the concern / made the allegation / heard the allegation from the
young person and pass it on to the Senior Leadership team as soon as possible.

Procedure C (where a concern or allegation is raised about a member of the UKLC team)
These procedures must be followed if there is a concern or allegation that a member of the UKLC team has:

a) behaved in a way that has harmed a child or may have harmed a child

b) possibly committed a criminal offence against or related to a child

¢) behaved towards a child or children in a way that indicates s/he may pose a risk of harm to children

d) behaved or may have behaved in a way that indicates they may not be suitable to work with children.

*Important to note here that this also covers transferable risks, i.e. behaviour that may have happened outside of
The UKLC centre but that might make an individual unsuitable to work with children.
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Inform one of the Designated Safeguarding Persons (DSP) at the centre immediately. This will be the Centre
Manager or another member of the management team. If the concern is regarding one of the management team,
go straight to point 2.

Inform the appropriately trained members of the Senior Leadership team from UKLC Head office. This will be either
Jamie Brailsford (Operations Director), Carolyn Rennoldson (Head of People and Culture), Jordan Dallimore (Head
of Operations), Amy O'Connor (People and Culture Manager) or Davide Lovera (Operations Manager)

Make sure the young person is safe and supported / reassured. Remain calm and try to return the young person to
their normal routine if that is safe and appropriate.

Ensure that a clear written record has been made using the Concern/Allegation Form (APPENDIX 9 -
Concern/Allegation Form) or the Prevent Form (APPENDIX 10 — Prevent Form), that it is signed and dated by the
person who raised the concern / made the allegation / heard the allegation from the young person and pass it on
to the Senior Leadership team as soon as possible.

The Senior Leadership team will, where appropriate, contact as soon as possible the Local Area Designated Officer
(LADO) or Local Prevent Co-ordinator (LPC). No decisions will be made without the LADO’s or LPC’s agreement.
The contact details for the relevant LADO and LPC CAN BE found in APPENDIX 8 — LADO and PREVENT Contact
details per centre.

In all cases any action taken, monitoring done, and any further developments/discussions should be added to the
written records of allegations (on the reverse of the form)

Any person (team member or host) dealing with an allegation will ensure that they take into consideration that it
may be necessary to protect the relevant young person following an allegation of abuse or neglect. They will
therefore request guidance from the LADO as to whether they are able to contact the parent or carer, via the Agent,
of the young person concerned following a referral or allegation of abuse.

If the concern or allegation is made against a member of the UKLC team, the SLT would contact the LADO, and no
action would be taken to inform the member of the team or suspend them until the LADO had been contacted. As
with all cases, discretion and confidentiality would be paramount and any information would be restricted to as few
people as possible.

Records of Concerns/Allegations are highly sensitive. They should only be held by a DSP at the centre in a lockable
place and should be handed over to the Senior Leadership team at the first opportunity. They will then be securely
stored at Head Office separate from student or team records.

On an annual basis the Senior Leadership team will do a Safeguarding Audit and write a report. They will be looking
to check the number of concerns raised, if there are any patterns and how effective the overall safeguarding
strategies have been. The report will also detail any Child Protection training done by team members, when next
training is due and any feedback from relevant team members (Centre Managers and Safeguarding & Welfare Co-
ordinators) regarding safeguarding and Child Protection at their centres.

A note on record keeping:

All Concerns must be recorded. This single piece of information might be part of a larger, possibly ongoing

situation - or the start of a new one.

The person raising concern needs to write and sign the initial report (APPENDIX 9 — Concern/Allegation Form)

Designated team members then take over and continue adding to the record as required.

e Records need to be easy to access, but not by everyone.

e Information logged as a concern is not usually confidential. It may become so after further investigation or
later (if the concern turns out to be more serious)

e  Records can be helpful in identifying patterns in safeguarding when data is extracted. It is important to
compile a detailed chronology. It may be useful in an investigation or in a negligence claim.

e  When writing what the student has said (disclosure) use the exact words that student used. Do not "tidy up’
or translate on their behalf.

e The Data Protection Act 2018 and GDPR do not prevent, or limit, the sharing of information for the purposes
of keeping children safe. Fears about sharing information must not be allowed to stand in the way of the
need to safeguard and promote the welfare of children.

e  Records pertaining to Child Protection concerns must be kept until the child has reached the age 25, records
pertaining to concerns about employees must be kept until kept until they have reached retirement age or
for 10 years, whichever is longer.
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PREVENT

The Prevent duty requires all education providers 'to have due regard to the need to prevent people from being drawn
into terrorism’. This includes safeguarding children, young people and adult learners from extremist ideologies and
radicalisation. We understand extreme ideologies to be varied and include any far right thinking or Incel culture.

At UKLC our centres can be a melting pot of different cultures, nationalities and backgrounds. Our Diversity, Equity and
Inclusion policy states that everyone deserves to be treated with dignity and respect. We aim to promote core British
values to the students via specific lessons and the conduct of our teams.

All adults are expected to have an “eyes and ears” approach to any extremist views that are expressed and immediately
raise a concern with the management team. The procedures to be followed are then exactly as per the Child Protection
policy above.

SUPERVISION

Policy
UKLC supervise all students by providing the following:
e A student/adult ratio in line with good practice guidance,
e  Supervision of young people at all times, in classes, activities and excursions,
e  Full registers for all classes and morning/afternoon/evening activities and excursions,
e Wristbands, which are worn by every student,
e Identification lanyards for every student, group leader, UKLC team member and visitor.

Sports instructors are qualified in National Governing Body awards (where possible). Supervision of swimming pools (where
relevant) will be undertaken by those who are RLSS National Pool Lifeguard Qualified. Where a specialist course is provided,
such as performing arts, football or tennis, staff with specialist qualifications are employed to deliver that element of the
course.

Outside of agreed times, group leaders will supervise their groups with the constant support of the UKLC team. The role and
responsibilities of the group leader are detailed in the Group Leader Handbook and group leaders are asked to sign off to
these responsibilities at site (APPENDIX 11 — Centre Residential Group Checklist) and attend group leader training.

For individual students travelling without a group leader, they will be allocated a UKLC team member to act as their group
leader and point of reference at all times. In centres with under 6 individual students enrolled, this responsibility will fall to
the Safeguarding and Welfare Co-ordinator. Over 6 enrolled students, UKLC will appoint someone as a UKLC Group Leader.

At Individual centres, the UKLC team provide 24-hour supervision of students, from their arrival in the UK to their departure
through passport control at the airport (additional supervision is given to students travelling as unaccompanied minors).
House Parents are employed to provide pastoral care during the night and other times when student(s) are in the residence.
The Safeguarding and Welfare Co-ordinator supports the work of the House Parents.

Procedure

e It is important that all team members are made aware at induction of their responsibilities in supervising and
looking after students at our centres. The students’ safety and security are of paramount importance.

e On arrival, students should be issued with wristbands and lanyards and told to wear them at all times or sanctions
will be applied.

e When organising activities (excluding classroom teaching) on-site and, in particular, excursions and visits off-site
the supervision ratios need to reflect on the basis of risk assessments, the activity to be undertaken and the age
and maturity of the students.

e In residential accommodation the ratio of residential adults to students will be at least 1:20 for students aged 12
and over, and 1:15 for students under 12.

e  Group leaders can be included in ratios, although only in relation to their own group.

e  Group leaders can only be there in a supporting role, and we still provide a sufficient level of UKLC team members’
involvement to ensure proper organisation and leadership of all activities and excursions. In each centre the Centre
Manager will be the person with ultimate responsibility for student welfare* and they will be supported by a
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Safeguarding and Welfare Co-ordinator. The Centre Manager and Safeguarding and Welfare Co-ordinator need to
be named and introduced at every welcome talk.
e  Registers are taken for all classes, organised sports activities, evening activities and excursions.
e  We ensure that there is proper supervision at break times and during mealtimes by establishing a team rota.
e For evenings and night-time, we have a clearly laid out rota of who is responsible at what times for seeing that
students are well-behaved and do not cause excess noise late at night.
e Evening activities generally finish between 9.30pm and 10pm however we suggest the following bedtimes:
o Students aged 10 and under — finish activities at 9pm and are in bed by 9.30pm
o Students aged 13 and under — finish activities at 10pm and are in bed by 10.30pm
o Students aged 14 to 17 — stay up a little after evening activities and are in bed by 11pm

e NOTES FOR HOMESTAY STUDENTS: UKLC is committed to providing a safe and secure environment for your
students, therefore homestay curfews for students are:

o Students aged 14 and under must return straight home at the end of a day.

o Students ages 15 and over can organise a special curfew with permission from their parents, and
agreement from the hosts, up to a deadline of 9pm (this curfew can be extended to 10pm for students
aged 17 and over)

e In UKLC programmes, we ensure that all students have returned safely to their rooms and are going to bed, by
asking the group leaders to message the UKLC duty phone once this is the case.

e On our individual programmes our team does a last check in the evening to ensure everyone is safely in bed.

e On excursions, students are supervised by the UKLC team and their group leader/s. All excursions have an element
of free time incorporated into the itinerary if the group leader agrees (if no free time is desired then UKLC team
members will continue to supervise the group). Free time is age dependent as follows: under 10 years old — no
unaccompanied free time, 11-14 — groups of 4 to 5 students are allowed free time but must return to the agreed
meeting point every 30 to 45 minutes (this is city dependent e.g. in larger cities the time will be shorter) and if
possible UKLC team members and group leaders will still accompany, 14-17 — groups of 3 to 4 students are allowed
free time and must return to the agreed meeting point every 60-90 minutes. On no account should students wander
off alone. Students should have their phone, their wristband and lanyard and be aware of the meeting points. (See
excursion policy and risk assessments).

* By welfare we mean meeting students’ religious, cultural and dietary needs, helping students deal with any issues relating
to harassment, bullying, actual or threatened violence, damage to personal property, verbal and other abuse based on racial,
sexual or religious differences.

SAFETY

Policy
UKLC have a policy of ensuring that all reasonable and practical steps are taken to minimise any risks and ensure the Health
and Safety of its students, group leaders, team and other relevant people.

To ensure this:

e Risk assessments are drawn up for all elements of UKLC courses.

e All equipment is checked that it is safe for use.

e All UKLC locations are checked that they are safe for use.

e Activities will only take place when terrain and weather conditions are suitable.

o Safety briefings are given with all activities

e Training is delivered on UKLC Operations and Safeguarding Policies and Procedures during Management Training
and at all team inductions.

e Adequate supervision, instruction, training and education is provided to all students and group leaders are briefed
on their roles/responsibilities and input into sessions if applicable.

e On arrival, students are briefed on road safety, behaviour and bullying, smoking restrictions, discipline, internet
safety and provision for help in emergency (999, school emergency number)

e All accidents and incidents, however minor, are recorded on the relevant forms.

e Every student, team member and group leader are fully briefed on the Fire Procedure.

o All relevant emergency numbers are collated and circulated to team members and group leaders.
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Procedure

1. Before the start of any lessons/activities (instructor-led specific group activities), all the inside and outdoor areas
must be checked to ensure that they are safe for the lesson/activity to take place. This must include checks on field
areas for objects (broken glass/holes etc.) as well as internal rooms/halls for unsafe equipment and leftover objects.

2. All students must be counted before they are taken off to their specific lesson/activity and a register completed.
This will be the responsibility of the UKLC team member. If a UKLC team member realises that a student has failed
to turn up for an organised lesson, activity or excursion and 15 minutes has passed, they should inform the relevant
member of the Centre Management Team.

3. Inthe event of hot weather, make sure the students wear sun hats or wear some kind of protective cream. The team
member reserves the right to take students indoors if they feel it necessary. UKLC team members will never apply
protective cream to students.

4. In the event of cold weather, ensure that students are adequately dressed in coats and hats, gloves if necessary.
The team member has the right to cancel the activity in the event of bad weather or refuse any students that they
feel are not suitably dressed for the activity.

5. If a student requires First Aid, they must be escorted by a team member to a First Aider (see First Aid policy).

6. Students that need the toilet should first ask the UKLC team member supervising them. The team member should
make a mental note of the time and where a student does not return within a reasonable amount of time, the
location of the student should be ascertained. UKLC team members should not enter the toilet area with a student
on a one-to-one basis.

7.  Where lessons/activities allow, team members should ensure that all the students are in their visual range. In the
event of any activities that cover larger areas (Scavenger hunt etc.) team members should agree short timely check-
ins with their students.

8. The appropriate adult:student ratios will be met for all lessons/activities. Operating procedures and risk assessments
will be made available.

9. The correct size of equipment should be used for the relevant age group of the students. At the end of the day
when the students have returned to their rooms and gone to bed, the group leader will complete a final check to
ensure all their students are there and send a message to the UKLC duty phone to say that all are present and
correct.

CENTRE MANAGEMENT & RESPONSIBILITY

Policy

UKLC appoint a residential Centre Manager for every centre. This person carries overall responsibility for the site, students,
group leaders and the onsite UKLC team. They are supported 24 hours a day by the Senior Leadership team. In their absence,
another member of the management team will be appointed as Duty Manager and will take over the site duty phone.

Procedure
A clear rota for time off will be established for the management team.

Any time the Centre Manager is handing over to another member of the management team, the Senior Leadership team
must be informed.

The appointed Duty Manager will take over the duty phone and deal with any issues that arise.
However, if important decisions need to be taken (e.g. change in the programme, discipline of a student, action regarding a

complaint from a group leader, safeguarding issue etc.) or if a serious incident occurs then this Duty Manager will only
proceed under the direction of the Senior Leadership Team.

INTERNET AND TECHNOLOGY SAFETY

Policy

Young people are often more comfortable and savvier using technology than adults. They are also much more trusting and
believe what they read; this makes them particularly vulnerable. There are many websites offering illegal or inappropriate
material, for example, pornography, promoting self-harm, drinking games, hate sites etc.

21



Operations and Safeguarding — UKLC

It is our responsibility to protect the students on our courses from coming into contact with such sites. It is also our
responsibility to promote online safety and education about the dangers of the internet and social media to the young
people whilst they are away from home.

Procedure

1. We contact all our hosting institutions and establish what filters/ blocks are in place in their systems

2.  We introduce our students to SIS, our Safest Internet Student and how she behaves via posters in the classrooms
and around the centres.

3. All students have a level specific lesson in online safety during their first week

4. In our Welcome Talk, students are warned about accessing inappropriate sites and are told that Mr IT manager is
watching!!!

5. In our team training, we include an element of online safety and ask them to be “eyes and ears” when around the
students and immediately raise any concerns with their management team.

6. We ask our homestay providers to give information given to hosts about managing internet safety in their homes

ARTIFICIAL INTELLIGENCE (Al)

Al can be a useful tool to help the UKLC team with planning, administration, content creation, and other professional tasks.
However, it must always be used responsibly, safely, and in line with UKLC's safeguarding, data protection, and professional
standards. Al is there to support staff, not replace human judgement, decision-making, or duty of care. All
staff remain responsible for checking Al-generated content and for ensuring that no personal, sensitive, or safeguarding-
related information is entered into Al tools unless specifically authorised. Al must never be used to make safeguarding
decisions or replace direct professional responsibility.

Procedure
UKLC will promote safe and responsible use of Al technologies through the following measures:

Student awareness

e During the Welcome Talk and online safety guidance, students will be informed that Al tools may produce
inaccurate or inappropriate information.

e Students will be reminded not to share personal or identifying information with Al systems.

e Students will be informed that Al must not be used to generate harmful, offensive or misleading content or to
impersonate others.

Monitoring

e As students generally access Al tools via their personal devices, direct technical monitoring is limited. However,
UKLC team members are expected to remain vigilant to signs of inappropriate or unsafe use.

e Any concerns relating to Al misuse (e.g. harassment, inappropriate content, impersonation or safeguarding
concerns) must be reported to the Centre Manager or Safeguarding and Welfare Co-ordinator in line with
existing safeguarding procedures.

Teaching and academic use

e Teachers may discuss Al tools as part of digital literacy and language learning where appropriate.

e Al should not be used by students to complete assessed work or tasks intended to demonstrate their own language
ability unless explicitly permitted by the teacher.

Team use

e  Staff using Al tools for lesson preparation or administrative tasks must ensure that no student personal data,
safeguarding information or confidential UKLC material is entered into Al systems.

e All Al-generated materials must be checked carefully to ensure they are accurate, age-appropriate and culturally
appropriate before being used with students.
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Reporting concerns
e Any concerns relating to Al misuse should be addressed through existing procedures and recorded where
appropriate using an Incident Form or Concern/Allegation Form, depending on the nature of the issue.

ARTIFICIAL INTELLIGENCE (Al) in Academic Work

Policy

Artificial Intelligence (Al) tools such as text generators, translation software and chatbots may be used by students to assist
with language learning. However, UKLC expects all students to complete their classroom tasks honestly and to demonstrate
their own learning and ability.

The use of Al tools must not undermine the purpose of the course, which is to develop students’ English language skills
through personal effort and participation.

Students must not:
e Use Al tools to complete written tasks that are intended to assess their own work
e Present Al-generated content as their own work
e Use Al tools during tests or assessments unless explicitly permitted by a teacher
e Use Al to generate inappropriate or harmful content

Teachers may allow limited Al use where it supports learning, for example:
e vocabulary support
e grammar explanation
e idea generation
e language practice

However, this must always be supervised and explained clearly to students.

If misuse of Al is identified, teachers may:

e ask students to redo the work

e record the incident as inappropriate behaviour

e inform the Centre Management team where necessary.
Repeated misuse may be addressed through the Behaviour Policy.

TEAM USE OF ARTIFICIAL INTELLIGENCE (Al)

Policy

UKLC recognises that Al tools may assist team members with tasks such as lesson planning, administrative work or language
resource creation. However, the use of Al must always be ethical, responsible and compliant with safeguarding and data
protection requirements.

Al tools must never replace professional judgement, particularly in matters relating to safeguarding, behaviour
management or student welfare.

Team members must not:
e Upload or share student personal data with Al tools
e Input confidential safeguarding information into Al systems
e Generate or store images or media involving identifiable students using Al tools
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e Rely solely on Al-generated content without reviewing its accuracy and appropriateness.

Any materials generated using Al must be checked carefully to ensure that they are accurate, appropriate for the age group
and culturally sensitive.

DATA PROTECTION AND PRIVACY WHEN USING ARTIFICIAL INTELLIGENCE (Al)

Policy
Al systems may collect and process data entered by users. For this reason, UKLC must ensure that the use of Al tools complies
with the UK GDPR and Data Protection Act 2018.

Team members and students must not enter the following information into Al systems:
e student names or identifying information
e medical or welfare information
e safeguarding concerns
e contact details
e internal UKLC documents or confidential information.

If an Al tool is used for educational purposes, team members should ensure that:F
e itis appropriate for use with under-18s
e it does not collect unnecessary personal data
e italigns with UKLC safeguarding and data protection policies.

Any concerns regarding misuse of Al or potential data breaches must be reported to the Centre Manager and Senior
Leadership Team immediately.

Any employee who breaches this policy may face disciplinary action, which in serious cases could result in dismissal for gross
misconduct. These include, but are not limited to:

e Uploading confidential or personal data into unauthorised Al tools

e Deliberate data protection breaches involving Al

e  Creating fake records/documents using Al

e Using Al for harassment, discrimination, or bullying

e  Circumventing Al security restrictions

e Deliberately bypassing organisational security measures, approved systems, or Al governance controls may
constitute gross misconduct.

e Using Al to commit fraud or misrepresentation

e Unauthorised external release of Al-generated content on behalf of the organisation

e Using Al to Produce Fraudulent or Misleading Work

e  Creating deepfakes of staff, students, customers, or stakeholders

e  Knowingly using Al in ways that breach law or regulation

In addition to the policy above, UKLC have the additional documents to support:
- UKLC Al Framework
- Al Tool Risk Assessment
- Manager Quick Guide (APPENDIX 25)
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FIRST AID

Policy
There will always be at least one First Aid qualified member of the team on site. The location of all First Aid boxes must be
known to the qualified members of the UKLC team.

Procedure

First Aid should only be administered by somebody who is First Aid qualified. Only administer if necessary. If First Aid has
been administered, please notify the Safeguarding and Welfare Coordinator of details and complete the First Aid usage form
(APPENDIX 12 - First Aid Usage Form) in the First Aid box. The details of any accident or incident should then be recorded
on the relevant form.

Always be accompanied by another person when administering First Aid. Be aware of dignity and feelings when
administering First Aid. If a member of the team does not feel confident in their ability to deal with the situation, they should
contact another member of the team or call for an ambulance if necessary.

INCIDENTS

Policy
All incidents that are deemed worthy of note should be recorded correctly at site and appropriate signatures taken. Records
are to be kept on file for three years.

Procedure
Incidents are classed as:

Unusual behaviour, unexpected visitors to the group, odd or unsuitable actions or behaviour by students, group leaders or
UKLC team members, fighting and intense debate / argument, any unacceptable behaviour, existing injuries, any other issue
that the team feel should be recorded. (If in doubt, speak to a DSP at the centre to ascertain if your incident needs a Concern
form).

Note: Any incident resulting in an injury should also be entered on an accident form

e Note the student’'s name/s, group, group leader, date, time, type of incident, the action taken and UKLC team
member on the Incident Form (APPENDIX 13 — Incident Form),

e Write a full report of the incident,

e  Make sure that the form is signed by the students’ group leader, the UKLC team member and the Centre Manager,

e Ensure, where applicable, that group leaders are informed of the incident and any actions taken by a UKLC team
member,

¢ Name any witnesses to the incident if the seriousness of the incident requires it,

e Think - does an accident form need to be completed? Does a Concern form need to be completed?

ACCIDENTS

All accidents should be recorded correctly at site and appropriate signatures taken. Records are to be kept on file for three
years.

Procedure
All accidents must be recorded on an Accident Form (APPENDIX 14 — Accident Form).

e Note the student’'s name/s, group, group leader, date, time, type of accident, action taken and the name of the
UKLC team member who dealt with the accident.

e  Write a full report of the accident

e  Make sure that the form is signed by the students’ group leader, the UKLC team member and the Centre Manager.
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e The accident record should always be signed by a UKLC team member who either dealt with the accident or who
witnessed the accident and any treatment given.

e In the circumstances of any significant injury, the names and addresses of any witnesses should also be recorded.

e Injury to any students, members of staff or visitors should be recorded.

e Think, does an Incident form need to be completed? Does a Concern form need to be completed.

Please ensure that the Senior Leadership Team is informed of any incidents / accidents that occur. It is their responsibility
to report any concerns to the relevant authorities, such as RIDDOR, should it become necessary.

RIDDOR Notes

Reporting of Injuries, Diseases and Dangerous Occurrences

e All accidents or incidents that fall within this category will be reported as soon as possible after the injury, disease
or dangerous occurrence has occurred.

e All of the above must be reported to the Centre Manager who will then forward this information to the UKLC
head office and make the Senior Leadership Team aware of the incident.

e  For any person who is taken to a hospital for an injury or disease, this will be reported on the incident and
accident forms and online report completed for RIDDOR.

e Allincidents can be reported online but a telephone service is also provided for reporting fatal/specified, and
major incidents only - call the Incident Contact Centre on 0345 300 9923 (opening hours Monday to Friday 8.30
am to 5 pm).

MEDICATION and ALLERGIES

Policy

It is rare for students to receive medication whilst with us, but on occasion a student will arrive with a pre-existing condition
that requires regular medication. All medical information is requested at enrolment (see enrolment policy) and further
confirmed with the student and the group leader upon arrival. If necessary, medicine is usually administered by the student
or group leader or in some cases we are asked to source some local medical care.

Students with allergies will be accepted on our programmes where the hosting venue agrees to cater for their requirements.
We will always make every effort to accept a student with allergies and to ensure that this is managed appropriately by the
team and the catering at site.

On Individual programmes all medical information is collected at enrolment and confirmed with the student upon arrival.
If any medication is required then all details will be sent by the agents prior to the student arriving.

Procedure

Any medical information (including allergies) is collected prior to the arrival of the students, via the agent/ETO. This
information is recorded on a centre specific student database and is available* only to the Centre Management team and is
shared?, if relevant, with the hosting organisation’s team. Any medical information for a student in homestay will be passed
to the host provider. We also ask all students to complete an enrolment form upon arrival that records any medical issues.
This information is cross referenced with the database.

If a student has a serious allergy or requires medication during their stay with UKLC, we will ask for detailed information
from the agent about this. This may include a list of what they can or cannot eat, products they must avoid, any medication
they are taking, how often, how it needs to be stored and administered. This information* is generally received via email

from the agent and is passed to the centre management team and the catering team where necessary.

*Extra attention is given to the security of such information as it is considered to be special category data.

HEALTH

Policy
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It is our policy to encourage and promote good health and hygiene to all young people and adults who come to UKLC.
Whilst under the supervision of UKLC, students’ health will be monitored, however, students should take responsibility for
their own care wherever possible. If we feel a particular student is not well enough to carry on with a particular activity, we
reserve the right to remove them from the activity.

Procedure
The following list details our hygiene measures:

e Students are encouraged to always wash their hands with hot soapy water for more than 20 seconds,

e  Students will be required to wash their hands before and after lessons, activities, excursions and mealtimes,
e Hand sanitisers to be made available,

e  Always cover cuts and open sores with a plaster,

e Always use plastic gloves when dealing with spilled bodily fluids,

e Splashes in the eyes/mouth should be rinsed with warm water,

e Report all accidents and incidents on the relevant form.

As can be seen in our Enrolment Form (APPENDIX 5 — Enrolment Form) we ask for as much relevant information about our
students as possible.

We do this to:
e Make our team aware of any possible health restrictions or medical conditions
e Make the students’ time with us more comfortable and enjoyable.
e Guard against any health and safety issues — where health may compromise the safety of a particular activity.

If a student requires hospital treatment, a relevant group leader should accompany the injured/sick person to the hospital.
If a group leader is not available a member of the UKLC team will accompany the student. The Centre Management must be
informed and the Senior Leadership Team notified too. The UKLC team member should ensure that they have a working
mobile phone. On return to site, an Incident Report Form should be completed.

In the event of serious accident or illness, the relevant professional medical help will be sought. The group leader will be
informed, and the agent/ETO/parents/guardian contacted. In the event of the group leader not being available, a UKLC team
member or host will take charge and take the student to hospital. All available details of the student will be given to the
medical practitioners.

In the event of a student requiring urgent medical attention where consent must be given, the group leader will immediately
contact the parents/guardian. If the parents/guardian cannot be reached, the group leader will, in conjunction with the
agent/ETO, take any necessary decision. If the group leader cannot be found, a member of UKLC Senior Leadership team
will confer with the parents/guardian and/or agent/ETO to make a decision. If the parent and/or agent/ETO cannot be
reached, a member of UKLC Senior Leadership will confer with the group leader to make a decision. Where necessary UKLC
Senior Leadership will make a decision.

INFECTIOUS DISEASES

UKLC Policy and procedure regarding infectious diseases and how to avoid and/or manage an outbreak in one of our centres.
This policy has been taken from the https://www.gov.uk/government/publications/health-protection-in-schools-and-other-
childcare-facilities Please refer to this document for exclusion times and details of specific infectious diseases. Please also
use this in cases of outbreak and to find the contact details of the relevant authority listed or Health Protection Team (HPT).

Policy

Control of infection among students at UKLC centres depends upon:
e Prevention
e  Early recognition of each case
e  Prompt action and follow up

Infections may be:
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Acquired in home country and carried in OR

Acquired and spread within the centre.

What is an outbreak? An outbreak is defined as two or more linked cases with similar symptoms over and above
that which would normally be expected. If there is an outbreak, the Centre Manager must contact the Senior
Leadership Team who will decide if the local health protection team needs to be contacted.

Procedure

Washing hands properly is one of the most important things individuals can do to help prevent and control the
spread of many ilinesses. Good hand hygiene will reduce the risk of illnesses like Covid 19, flu, stomach upsets and
other infections being passed from person to person. Good hygiene is to be promoted in all centres and students
must be reminded to wash their hands before meals and after activities and excursions.

Dealing with any cuts/abrasions or body fluid spills. Standard precautions are a set of infection control practices
used to prevent transmission of diseases (such as Hepatitis C and HIV) that can be acquired by contact with blood,
body fluids, non-intact skin (including rashes), and mucous membranes.

Standard precautions should be used for everyone to reduce the risk of unknown (and known) disease transmission
and include:

Wearing gloves when in contact with any accident or injury (washing grazes, dressing wounds, cleaning up blood
after an incident) and wearing a disposable plastic apron if possible.

Carefully cleaning the wound under running water if possible or using a disposable container with water and wipes.
Dab carefully dry.

Covering all exposed cuts and grazes with waterproof plasters.

If someone suffers a bite, scratch or puncture injury that may have introduced someone else’s blood or experiences
a splash of blood to the eye, area of broken skin or mouth, rinse well with water and seek medical advice.

llinesses to look out for that will require action are Chicken pox, Measles, Conjunctivitis, Head lice, Gastroenteritis.
(Please find a full list on the link above with details of symptoms and exclusion periods)

If symptoms start whilst a student is at a UKLC centre:

Isolate them away from other students immediately and until they are well or no longer contagious (this would
potentially be in a medical room or a designated separate accommodation).

Ensure that a dedicated toilet is nearby which should only be used by symptomatic students / team member.

All lever/light switches, handles and other ‘high contact’ items must be cleaned regularly with detergent and water
and then disinfected with a hypochlorite solution. Bathrooms should also be thoroughly cleaned as above.

Wash any soiled laundry or clothes separately on a wash that is stated by the wash label.

Ensure appropriate personal protective equipment such as gloves and aprons are worn when any personal care is
given, or cleaning is undertaken.

Ensure good hand hygiene is undertaken.

Consider access to handwashing facilities near the dining room as hands should be cleaned before a meal and
consider handing out antibacterial gel to the students.

Contact the Senior Leadership Team who may in turn contact the local health protection team for further advice
and guidance.

School lockdown/ closure
We follow government guidance on infection prevention and control. We aim to reduce the risk of transmission and therefore
a closure of the whole setting will hopefully be extremely unlikely.

However, it is possible that a large number of students may be asked to self-isolate in their accommodation if there are
many students presenting with the same symptoms. In the first instance, we would aim to isolate one block of
accommodation for those needing to isolate.

Rest assured that the closure of a centre would be a last option after all other mitigating measures had not worked. Such
measures would include:

Delivering provision as normal but with additional cleaning / social distancing measures in place,
Partially opening the centre to a limited number of students,
Asking a partner/sister school for assistance.

In this scenario, we would inform all students, group leaders and agents/ETOs and work with them to arrange transport.
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FIRE SAFETY

Policy

UKLC takes fire safety extremely seriously. The procedures and precautions of the hosting venue are studied and adhered
to. The whole UKLC onsite team is trained in these procedures, and all students are made aware of these procedures as soon
as they arrive. We organise full site fire drills at every centre.

Procedure

All the Fire precautions at the hosting organisation should be checked and the whole team must be made aware of them at
induction. As part of the pre-course preparations, all fire exit notices must be checked to ensure they are in place and are
clearly visible. A procedure for organised fire drills must be worked out with the hosting organisation.

Students and group leaders are shown the fire exits as part of their orientation and upon arrival an initial fire drill is carried
out. They are informed about the seriousness of abuse of fire equipment and alarms (and the charges which will be levied).
If the hosting school/college has a no smoking policy, it is enforced, particularly with regard to smoking in bedrooms.

Fire lists: A list of who is in which bedroom will be completed by the end of the first day of a group’s stay and the record
kept in the Centre Manager's office (the hosting organisation will also be given a copy). An extra copy will be made and
placed in the entrance of each accommodation building. The Centre Manager must pay particular care to younger students.
Any student under the age of 11 or those needing additional assistance when evacuating_must be highlighted on the fire
list.

Where UKLC team members are off duty but are residential and may leave the premises for the evening, they must
inform the duty manager when they leave and return by way of a what’s app message in a specially created team

group.

A full site fire drill will be carried out within the first 24 hours of each new intake to ensure that the team and students are
all fully aware of the correct procedure.

A record of all fire drills must be kept by recording the information on a Fire Log Form (APPENDIX 15 - Fire Log Form).

At each centre, the Centre Manager (or on duty member of the management team) is the Fire Officer.

FIRE ACTION

Procedure
On discovery of a fire, sound the fire alarm and alert other adults as soon as possible.

Ensure that one person dials 999 for the Fire Service. Give the following details:
e The full address and area of site,
e Reason for the call e.g. Alarm gone off, fire in building, etc.,
e A contact telephone number.

On the sound of the Fire Alarm, ask students to stop what they are doing and make their way out of the building through
the fire door or nearest exit to the assembly point.

If the alarm sounds at night, UKLC team members and group leaders should usher students out of the building taking
the fire lists with them. Please be aware that younger students may not necessarily wake up so all adults (UKLC team
and group leaders) must wake them up and, if that is not working, carry them out.

Close all doors and report to the assembly point.

The Duty Manager (Centre Manager or member of the Centre Management team in charge that night) should take their
copy of the fire lists with them and check the Duty phone to see which UKLC staff are present.
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Take a register ensuring all students and staff are present.
Do not re-enter the building until advised to do so.
Assembly Point: (site-specific according to hosting organisation’s fire procedure)

Record all information on Fire Log Form (APPENDIX 15 - Fire Log Form,).

VISITORS

Policy
It is UKLC policy that any person (outside of students, group leaders and the UKLC team) visiting a centre should be recorded
on a Visitors log. Some examples of visitors could include the following:
e A British Council inspector,
A Fire Inspection Officer,
e A Policeman,
A Doctor.

Where hosts are collecting their homestay students from a centre, the UKLC team will meet and familiarise themselves with
each homestay host. A list of the names and contact details of each host will be kept by the Centre Manager/Homestay Co-
ordinator. Where the normal designated host is not able to collect the students, UKLC will be advised of the name of the
person collecting. In this case, identification will be requested.

In this way, any person arriving at site can be verified.

Procedure
The following information should be recorded in the Visitors Log (APPENDIX 18 — Visitors Log):
e  Full name of visitor,
e |dentification Checked,
e  Occupation and place of work,
e Reason for their visit,
e Date and time / length of stay,
e  Signature of visitor
e Signature of person who attended to the visitor.
e  Given a UKLC lanyard

MISSING PERSONS

Policy

The following policy is to be implemented in the unlikely event of a student going missing whilst on a UKLC programme.

When dealing with a missing person situation, the safety of the students and the team should be of paramount importance
and the Centre Manager or Senior Leadership Team should be informed as soon as possible. No emergency or serious
incident should be discussed with any person from outside the company, especially, but not exclusively, the press.

Procedures
Missing student from site:
Once the fifteen-minute rule has elapsed and the relevant management team members informed, if the student still has not
turned up, follow this procedure:
e Centre Manager to co-ordinate search from centre office,
e CM to try and contact the student via their mobile phone and speak to their friends to ascertain when they were
last seen,
e (M starts the clock and initiates a search of the centre (accommodation and grounds) and advises a time for the
relevant team members to meet back at centre office and keep in contact via mobiles,
e CM keeps a log of the events, including times and persons involved,
e  Ensure adults are properly attired for search e.g. warm clothes / waterproofs, spare clothes,
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Brief the team and delegate search areas,

If necessary, use the fire alarm to get a definitive count and check of who is in the building,

Upon exploration of greater than one hour, inform the police and request assistance,

Everyone involved in the search to return to centre office at a designated time,

CM passes responsibility for searching to the Police on their arrival,

Once a student has been missing for over two hours the SLT will confer with the group leader about informing the
parents/guardian.

Missing student on excursion

On the coach before letting the students go, UKLC team members must brief all students on what to do if they get
lost and stress to students that they should always have the 24hr emergency number with them (on their
wristbands): 00 44 1244 567 695,

If a student fails to turn up at the meeting point, the UKLC team members should try and contact them via their
mobile phone and speak to their friends to ascertain when they were last seen,

Any group leader missing a student should always return to the meeting point to find them and immediately inform
a member of the UKLC team,

If the missing student incident occurs in the morning or while visiting the first of two destinations in one day, the
Excursion Leader (UKLC team member in charge of the excursion) should remain at the first destination and
continue trying to find the student(s). If they turn up, the EL and the student/s should make their way to the second
destination to meet up with the rest of the group and the coach. (If they will not make it to the other location before
the scheduled departure time, the EL should call one of the other team members and arrange for the coach to
come and pick them up on the way back to the centre),

If a student is lost and everyone is being significantly delayed (over an hour), then one adult should remain (either
the Excursion Leader or another member of the UKLC team or a group leader if they speak good English and they
have another leader / a member of the UKLC team to take over the rest of their group) at the departure point. Make
sure they have all phone numbers and enough money to get themselves and the student home, then the rest of
the group should return to the centre,

The EL should remain in contact with the Centre Manager (back at the centre) and if the student still fails to turn
up, the SLT must be informed,

If the student has not turned up after an hour, then the Police should be informed, and assistance requested,

The EL passes responsibility for searching to the Police on their arrival and maintains contact with the Centre
Manager/SLT,

Once a student has been missing for over two hours the SLT will confer with the group leader about informing the
parents/guardian.

SUSPECTED INTRUDER/LOCK DOWN

UKLC ask for all emergency and lock down procedures from each hosting organisation.

If a situation occurs where there is a suspected intruder in a UKLC centre, initiate lock down and follow these steps:

Call the police immediately and where it is known, activate the host organisation’s lock down procedure,
Inform all UKLC team members and group leaders of the situation (this may be done via WhatsApp groups).
Stay put and where possible locked in with any students/team members in the vicinity,

Where students/team members are in an open/public space, seek a safe secure place,

Handover to the Police/emergency services when they arrive, helping where appropriate or safe to do so.

TRANSPORT

Policy

UKLC will operate the following procedures on company vehicles and contracted or hired vehicles or when students are
using public transport.
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Procedure

Company vehicles:

Will be fully insured with comprehensive cover for business use,

Will provide seat belts for all passengers,

Drivers will hold a full driving licence,

All drivers will hold a full driving licence and have a current DBS check,

Drivers carrying young people (accompanied by another adult) will be over 21 years of age.

Contracted or Hired vehicles:

Will be fully insured with comprehensive cover for business use,

Will provide seat belts for all passengers,

All drivers will hold a full driving licence and have a current DBS check,

All drivers carrying young people will be over 21 years of age,

Coach companies used will be regular providers of school transport services, meeting young person regulations
and copies of their current Operating Procedures are requested and held on record at Head Office.

Homestay Students on public transport:

The minimum age for students to be allowed to travel on public transport alone in order to reach their homestay
is 13 years. Students will be given all necessary information regarding their journey to and from school and will be
accompanied by an adult on the first journey.

Groups on public transport:

Each group of students accompanied by their group leader will be assigned a UKLC team member to guide them.
Departure times for groups will be staggered in order to prevent too many groups at a time getting onto tube
trains/trams.

Getting on and off the tube/train/tram: The procedure for getting a group onto the tube/train/tram is that the
group leader should get on first followed by the students and the UKLC team member should get on last after
ensuring that everyone else is on board. When disembarking, the same applies but in reverse with the UKLC team
member getting off last once everyone is off.

Potential problems: If not all the students make it onto the train in time, the UKLC team member will remain
behind with those left on the platform/tram stop. They will then get on the next available correct train. The group
leader on the train will continue to the destination station if direct and await the rest of the group. If the journey
involved a change, then the group leader should wait at the station/stop at which they were meant to change trains,
on the platform with their students (in this scenario they need to pick a lead student to get off first and the leader
should get off last). They should then all wait for the remainder of the group with the UKLC team member to meet
them. If only one student is ever left behind at a station on their own, then we operate a STAY PUT policy. The
student should not move from where they have last been seen until a member of staff comes to get them. The
UKLC team member would get off at the next stop and return to where the student was left. The rest of the group
carries on as above to either the final destination or the change station and waits there for the missing student and
UKLC team member to join them. If it is the group leader who fails to get on the train, then they should catch the
next correct train to join the group who will wait for them at either the destination station or the change station. In
all these scenarios where part of a group has gone ahead and are waiting for someone to catch up, they should wait
for a maximum of 45 minutes after which time they need to (come out of the tube station and) call the Centre Manager.
It is very important for UKLC team members and Group Leaders to exchange telephone numbers when out and
about on trips.

EXCURSIONS

Policy

When taking the students out of the centre on an excursion, their safety is our first concern. Everything is done to ensure
that all students, group leaders and UKLC team members are fully briefed about the excursion and have all the necessary
information to hand. On the excursion the UKLC team and group leaders must work together in order to ensure that the
excursion goes well, and all students return safely.
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Procedure
All team members who are going on an excursion:

1. Should attend a briefing with the Centre Management Team and receive an itinerary,

2. Should read the relevant Risk Assessment for that excursion and the Risk Assessment for free time on excursions
and sign off the ‘Read Risk Assessment Form’,

3. Should read the UKLC Team Excursion Information Sheet (APPENDIX 20— UKLC Team Excursion Information Sheet),

4. Will have an accurate register of who is going on the excursion.

All group leaders who are going on an excursion:
1. Should attend a briefing with the Centre Management Team and receive an itinerary,
2. Should read the relevant Risk Assessment for that excursion and the Risk Assessment for free time on excursions
and sign off 'Read Risk Assessment Form’,
3. Will have explained to them their role on the excursion with regards to the safety and supervision of their students,
4. Will have their list of students and contact details with them.

The Management Team will ensure that:

1. There will be a minimum of two team members on any excursion (one will take the role of Excursion Leader). The
Group Leaders will be counted as part of the adult/student ratio (only in relation to their own students). This ratio
will be @ minimum 1:20 (or 1:15 where there are under 12s and 1:10 where there are 8 to 10 year olds), and where
possible 1:15 or better.

2. Each student is issued with a wristband and lanyard, and before departure team members should ensure students
have them on.

3. Before the coach leaves the centre, all group leaders have confirmed numbers and UKLC team members on each
coach have completed a register and head count. (The Excursion Leader will ensure that this is repeated before
departure to any second or subsequent destination, and then again before returning back to the centre).

4. The Excursion Leader will have a working mobile phone and a First Aid kit and will stay in regular contact with site.

For excursions, UKLC will acquire venue risk assessments prior to the visit so that they will be factored into our own risk
assessment and guidance for the team and students.

MAJOR SERIOUS INCIDENT

Policy

A major serious incident (MSI) may involve such occurrences as a death, a serious accident, a fire, an explosion, a missing or
abducted student, an accusation of abuse, an accusation of extreme radicalisation or any incident that has significant Health
and Safety implications that may damage or harm the reputation or image of UKLC or the centre. In the event of an MSI,
the following procedure should be followed.

Procedure

e Follow Emergencies Procedures for each individual incident e.g. fire, missing student, act of terror etc. If unsure,
inform most senior member of the Management Team on site at the time.

e All Centre Management should be informed immediately; they should relieve themselves of all duties and assemble
in the UKLC office. If the Centre Manager is not present, then the Course Director or Excursion & Activities Manager
should be informed immediately. The UKLC Senior Leadership Team should be informed as soon as possible. The
lead contact from the Hosting organisation should be contacted and informed of the current situation.

e Management personnel should be deployed at the various access points of the centre, such as at the main gate.
The team can be used for various tasks deemed appropriate by the management. Unwanted visitors such as the
press or the general public should be prevented from entering the centre. At this point no one should pass
comment to any non-management persons. Personnel from the hosting organisation should be told not to
comment.

e If the incident has involved students, then a group leader meeting should be held, firstly with those group leaders
primarily involved and then possibly, at a later time, with all group leaders to inform them of the incident.

e If the incident has involved a member of the UKLC team, then a team meeting should be held as soon as the
timetable and incident will allow.
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e If informing next of kin, group leaders/agents or Senior Leadership should advise them to contact the hospital for
information. In no circumstances should next of kin be informed of a death over the phone by non-qualified
persons.

e Directors of the company will be informed of the incident by the Senior Leadership Team.

e Under no circumstances should anyone talk to or inform anyone outside the organisation, especially any members
of the press or general public.

A large outbreak of Covid-19 at a UKLC centre would be considered to be a Major Serious Incident and would be handled
as per the Infectious Diseases policy in this handbook.

ACT OF TERROR

Policy

In the event of a terrorist attack in the UK, the following procedures should be followed.

Procedure
Scenario A
If there is a terrorist attack in the UK whilst we have students resident or on an excursion in the city or town of the attack but
not directly involved or seemingly at risk, the following procedure should be followed:
e Account for all students in the town or city that has been attacked
e Recall all students back to their centre
e Ensure that every student contacts home to say they are ok

1. Accounting for every student. If the attack has occurred whilst the students were on an excursion in the area, the
UKLC team member accompanying them must make contact immediately with the Centre Manager at their centre
to inform them that all students are present and accounted for. The Centre Manager must inform the Senior
Leadership Team.

2. Recall to centre: In this scenario the excursion would be abandoned and arrangements to transport the students
back to their centre need to be made. The Centre Manager will oversee this under the direction of the Senior
Leadership Team. If they have been on private transport, then usually this will be reorganised to bring them back
to the centre early. If they have travelled on public transport and transport has been suspended, then the SLT will
organise an alternative for them. The accompanying UKLC team member must act responsibly in order to keep the
students calm and maintain contact with the Management Teams.

3. Once the students are safely on their way or have arrived back at the centre, it is very important that they contact
their families to let them know they are safe.

Scenario B
If there is a terrorist attack in the UK whilst we have students resident or on an excursion and the UKLC team deem there to
be a risk to the students, the following procedure should be followed:
e Make safe: Walk the students to the nearest safe and secure building (restaurant, coffee shop, office block) gather
the students around and try to keep them calm. Then follow the points 1, 2 and 3 above. Call emergency services
if necessary. Await instructions.

Scenario C:
If there is a terrorist attack in the UK and UKLC students, Group Leaders and team are directly involved:

e Make safe: Call the emergency services. Gather anyone not directly involved from the group and find a safe and
secure place. Try as best you can to maintain calm and try to account for all the group. Call the Centre Manager
and let them know what has happened, where you are and if possible, who has been directly affected. If you feel
able and you feel it is safe to do so, then go back and see if there is more help you can offer to those involved.
Maintain good contact with the Centre Manager and eventually, when it is possible, follow from point 2 above.

As with any other Major Serious Incident the following would then apply to scenario C:

e If itis necessary to inform next of kin, group leaders/agents or Senior Leadership should advise them to contact
the hospital for information. In no circumstances should next of kin be informed of a death over the phone by
non-qualified persons.

e Directors of the company will be kept informed of the incident by the Senior Leadership Team.
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Under no circumstances should anyone from UKLC talk to or discuss what happened with anyone outside the organisation,
especially any members of the press or general public.

EXPENSES / PETTY CASH

Travel

UKLC does not normally pay any travelling expenses to and from interview or to and from the centres.

Where team members are asked to use their car for work purposes, they will be required to submit a mileage claim form to
be reimbursed.

Airport Transfers

Team members accompanying airport transfers will be provided with a packed meal. In the event of a delay where a team
member spends an unexpected amount of time at the airport, expenses may be justified in the following way:

0 — 4hrs = No expense necessary

4-8hrs = £7

For every further four-hour period an additional £5 will be acceptable.

Mobile Phones

In the event of having to use a mobile phone for work purposes, for example during an airport transfer delay or an excursion,
we encourage team members to communicate via messages and ask the Centre Manager (who will be provided with a
company phone) to call them back. This should alleviate the need to incur costs on personal phones. However, in the event
of an emergency in which team members have to use their mobile phones, the costs will be reimbursed.

BUDGET

Centre Managers are given a preloaded debit card for petty cash. This is to be spent on emergencies and any purchases
that the Centre Manager deems necessary to enhance the programme. Any unexpected expenditure will be subject to
discussion with a member of the Senior Leadership Team.

All expenditure will be validated by a receipt. All cash spends will be recorded by the Centre Manager on the petty cash
spreadsheet. All online spends and card transactions, will be annotated on the Equals platform. Money spent by anyone who
is not in possession of a receipt cannot be reimbursed.

RECORDS

Policy

Records will be kept, adequately maintained and stored securely at each centre, in line with UKLC's Privacy Policy and Privacy
Notices. The Centre Manager will have overall responsibility for ensuring records are kept but will have support from other
management team members and the Safeguarding & Welfare Co-ordinator. A list of records to be kept can be found in the
role specific sections of AirManual.

Procedure

All records are to be kept up to date during the course and then passed back to the Senior Leadership Team in the correct
files (either paper copies or electronic versions).

Any record that pertains to Child Protection will be kept in a lockable place and separate from any team or student records.

COMPLAINTS PROCEDURE

Policy

UKLC recognise the importance of all complaints and agree to investigate all complaints.
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Procedure
Verbal complaints will be addressed immediately and a satisfactory solution found.

Any complaint that the Centre Manager believes could be passed back from the group leader/student to the agent/ETO
should be immediately communicated to the Senior Leadership Team, even if it has been resolved.

For any unresolved complaints, the Complaints Form (APPENDIX 21— Complaints Form) should be completed and handed
to the Centre Manager.

It is the Centre Manager's responsibility to ensure that all complaints are forwarded to the Head Office.

A detailed record of all complaints will be kept at Head Office.

CONFIDENTIALITY
Policy

Confidentiality is important. Any information provided to UKLC about the students attending the UKLC programmes will not
be disclosed to non-team members unless the permission of the parent has been given, or where it is in the best interest of
the child to do so. It will be for the person in charge of the centre to decide such circumstances. There is a confidentiality
clause as part of the conditions of employment and more details can be found in the Employee Handbook.
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APPENDICES

APPENDIX 1 - Terms and Conditions

Your attention is drawn to the provisions of condition 7 (Cancellations / Amendments) and condition 10 (Limitation of Liability)
Terms
In these terms:-

“Group Confirmation Sheet” means the form completed and sent by the Company detailing the services included

“Company” means UK Language Courses Limited, 1d Rossett Business Village, Chester, LL12 0AY, UK, Company No. 4339294

“Contract” means any contract between the Company and the Purchaser for the provision of Services

“Course” means the language course provided by the Company to the Student and the term “Courses” shall be construed accordingly.

“Deposit” means the deposit of 20% of the Contract price taken by the Company in accordance with condition 2.

“Group” means collectively those Students enrolled together on the same Course and includes the Group Leader.

“Group Leader” means the person accompanying the group and the terms “Group Leaders” shall be construed accordingly;

“Enrolment Form” is the form completed by the Students upon arrival and referred to in conditions 4 (a);

“Purchaser” means the person, firm or company who purchases the Services from the Company;

“Services” means the services provided or to be provided by the Company or at the request of the Purchaser under the Contract;

“Student” means the person enrolled on one of the Courses provided by the Company and the term “Students” shall be construed accordingly; and
“Terms” means these conditions and any special terms agreed in writing by the Company and the Purchaser.

All orders are accepted, and all Contracts are made by the Company subject to these Terms. These Terms can only be varied with the written consent
of the Company. The Company does not accept Purchasers’ standard conditions of contract and these Terms shall prevail over any inconsistent terms
or conditions contained, or referred to, in the Purchaser’s purchase order, confirmation of order, acceptance of a quotation, or specification or other
document supplied by the Purchaser, or implied by trade custom, practice or course of dealing.

A quotation does not constitute an offer by the Company. Acceptance of any quotation by the Purchaser is an offer by the Purchaser to purchase the
Services from the Company. Where the Company has not expressly communicated acceptance of the Purchaser’s order, the Company may treat starting
work in relation to the Services as acceptance of the order.

Time shall not be of the essence with regard to delivery of the Services to the Purchaser. The Company shall not be liable to the Purchaser for any delay
in delivery however caused.

1. Requirements

Insurance

a) The Student is required to obtain travel, medical and any other insurance deemed necessary (to include comprehensive travel insurance)
and give a copy of such policy or policies of insurance to the Group Leader.

b)  The Purchaser will ensure that each Student is made aware of the requirement to have suitable insurance policy or policies in place prior to
commencing a Course.

c)  The Purchaser is required to have an insurance policy or policies that must provide suitable cover for civil liability, accident, illness,
repatriation, 3rd party liability for at least £5 million, loss and theft of personal belongings. It must also cover participation in the sports,
activities and excursions offered on the Course.

Travel Documents

d)  The Purchaser will inform the Group Leader and Student of all necessary documentation, legal and/or regulatory requirements, which are
necessary for the Course.

e) Itis the responsibility of each individual Student and the Group Leader to ensure that all Students travelling to the United Kingdom for a
Course have all the required documentation, have received all recommended vaccinations and have fulfilled all other legal and regulatory
requirements, necessary for the Course. The Company accepts no liability or responsibility for the failure of any Student or Group Leader to
be admitted to the United Kingdom.

Fitness
a) Itisthe Group Leader’s and Students’ own responsibility to ensure that all Students participating on a Course and travelling to the United
Kingdom for the purposes of participating on a Course are fit to travel to the United Kingdom and participate in any scheduled activities (for
example, football, dance etc) arranged for the purposes of a Course.
b)  The Company will not accept any liability to either the Purchaser, Student or Group Leader in the event of a Student’s or Group Leader’s
policy or policies of insurance being inadequate, that they do not have the requisite travel documents or are not fit enough to travel or
participate in the scheduled sports, activities or excursions arranged for the purposes of a Course.

2. Bookings

To Book

a)  When a request for an allocation to provide the Services is received by the Company, a confirmation email will be sent to the Purchaser or
Group Leader, setting out details relating to the Course, including dates, venue, excursions and activities. The Company will not normally
accept bookings for Groups with less than 10 Students, unless a student is enrolled as an individual.

b)  Thereafter, the Company will send a quotation for the Purchaser to agree.

c)  Once the quotation has been agreed by the Purchaser, the Company will send a deposit invoice and a copy of these terms and conditions
(an allocation is only confirmed once the deposit payment has been received in full and in cleared funds) The Deposit is part of, not additional
to, the overall payment. Receipt of payment against this invoice constitutes an acceptance of UKLC's terms & conditions.

d) A second stage payment will be due 12 weeks before the arrival date. The deposit and second stage payment will equate to 50% of the
overall booking value. Both are part of, not additional to, the overall payment.
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Finally, upon receipt of a group list, the Company will send a Final Invoice, Programme and Group Confirmation Sheet to the Purchaser
confirming Course availability, dates, the name of the centre where the Company will host the Course and any reasonable special requests
that the Company can meet.

The Company will make every effort to accommodate these needs but cannot guarantee that any specific requests will be met. The Company
will inform the Purchaser or Group Leader if any special requirements cannot be met.

The Company reserves the right to increase transfer charges to cover any additional costs for late bookings where flight details are received;
after 15th April for summer groups, and 12 weeks before arrival for mini-stay groups.

The personal details (including activity course choices) of all Students and Group Leaders enrolled in the Course, must be supplied to the
Company no later than 8 weeks before the start of the Course along with a completed & signed Declaration Form.

If a visa application is necessary, the Company will issue a letter of invitation once the Deposit and the personal details of the student have
been received.

If a student has a visa application rejected and we receive written evidence at least 35 days prior to arrival, the Company will refund the
fees received in full, less the lower of an administrative fee of 20% or other non-refundable deposit. Where evidence is received, the refund
will be paid within four weeks. If written evidence is received less than 35 days prior to arrival, then the refund will be paid less the
administrative fee and the following non-refundable payments of 30% of total cost.

If a Group Leader is refused a visa and entry to the United Kingdom, the Purchaser is responsible for ensuring that another suitable Group
Leader is found to take their place, as there must be one Group Leader for every Group.

The Company reserves the right to vary the price charged for a Course from that advertised or previously notified to the Purchaser prior to
the Purchaser approving the Quotation.

Payment

Payment should be made directly to the Company.

Payment received by the Company must be in GB Pounds Sterling, either: By bank transfer or online banking.

Price increases in the local currency due to fluctuations in the exchange rate between the local currency and GB Pounds Sterling may occur
at any time prior to full payment being received from the Group, and the student will be liable to pay any such increases in full.

All applicable bank charges are to be paid by the Purchaser.

In the case of non-payment by the Purchaser of the balance of the price of the Services by the due date, the Company may:

Cancel the Student’s and/or the Group’s booking, and the cancellation charges as set out in condition 6 below will apply;

Charge the Purchaser interest (before and after any Judgment) on any amount unpaid at a rate of 2% per calendar month or part during
which it remains outstanding, and all amounts payable by the Purchaser shall become immediately payable.

The Company reserves the right to take necessary legal action against the Purchaser to recover any outstanding balance from the Purchaser.
Payment of the remainder of the balance due in connection with the Services must be received by the Company from the Purchaser at least
4 weeks prior to the start of the Course.

Where a booking is made less than 12 weeks prior to the start of the Course, 50% payment for the Services must be received by the Company
from the Purchaser.

Where a booking is made less than 4 weeks prior to the start of the Course, full payment for the Services must be received by the Company
from the Purchaser along with the signed Group Confirmation Sheet.

Behaviour

Students are expected to behave in a polite and respectful manner and by completing the Enrolment Form, Students accept, and the
Purchaser shall ensure that the Students are made aware of their obligations to comply with the rules and regulations imposed by the
Company together with any applicable laws of the United Kingdom.

If a Student behaves in any way that causes damage, distress, danger or annoyance to others, the Company reserves the right in its absolute
discretion to exclude the Student from the course at any time, and to send the Student back to its home country without escort.

The return trip will be at the expense of the Student or the Student’s family, and the Company shall incur no liability to the Student to
provide a refund or compensation to the Student, to cover any expenses incurred by the Student or be responsible for escorting the Student
home.

Any damage caused by a Student will result in liability for the full cost of repair or replacement made to the individual if known, or else the
Group as a whole if the damage cannot be attributed to an individual or individuals. The Company accepts no liability in respect of such
damage.

The Company reserves the right to exclude from lessons, sessions or excursions any Student (without refund) in the event of that Student’s
unsatisfactory attendance, behaviour or work on a Course.

In the event that a Group, Group Leader, or Agent behaves in a manner that the Company deems to be unsafe or unacceptable, or if the
Group is beyond the control of the Group Leader, the Company reserves the right to remove the Group from the course and site, without
refund or compensation for any additional expenses that the Group may then incur. The Company will not tolerate any form of abusive or
aggressive behaviour or language directed at anyone in our centres or head office.

The Company will be responsible for the safety and discipline of Students when they are actively participating in the lessons/sessions
organised by the Company. Outside of these times the Group Leader is asked to supervise their own students and be responsible for their
well being. The Company will fully support the Group Leader and fulfil its own duty of care towards the Students by providing 24 hour staff
assistance. For individuals the role of the Group Leader will be fulfilled by a designated team member of the Company.

Tuition

A Course will begin with a placement test on the first day of tuition and this is counted towards the number of weekly tuition hours. The
company may request the students pre-test before arrival.

In the event of delayed arrival the Company does not accept any liability for any lessons missed and no refunds will be given. The Company
will reschedule the placement test for the next convenient opportunity.

Students are expected to attend all scheduled classes and activities.
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Change or Cancellation by the Purchaser, Student or Group

If the Purchaser or Group wishes to change course dates they must notify the Company in writing, no later than 6 weeks prior to the start
of a Course. Every effort will be made to accommodate changes, however in the event that the Company is unable to accommodate
agreeable dates the following cancellation charges apply.

A minimum administration charge of £30 will normally be made for any amendment or postponement to a Course, and the Purchaser and/or
Group will also be responsible for paying this and any other associated charges.

The Company may alter or waive the administration charge at its sole discretion.

Should the Purchaser or Group need to cancel their booking, the Purchaser or Group Leader must notify the Company immediately and in
writing. The day upon which written notification of cancellation is received by the Company will be the day of cancellation.

The following cancellation charges will apply: Cancellations up to and including 150 days prior to arrival = Full refund

Cancellations between 149 and 90 days prior to arrival = 20% of total cost (deposit)

Cancellations between 89 and 30 days prior to arrival = 50% of total cost

Cancellations 29 days or fewer prior to arrival = 100% of total cost

Should any Student miss or choose not to attend scheduled tuition, activities or excursions, the Company is under no obligation to make any
refund or to make alternative provision.

Refunds will not be given due to a Student’s non-attendance, absence due to illness or any other cause, or if a Student withdraws from a
Course once it has commenced.

These charges apply to cancellations by the whole Group as well as cancellations by an individual Student.

Change or Cancellation by the Company

The Company reserves the right to cancel a Course if forced to do so by unusual or unforeseeable circumstances beyond its reasonable
control, the consequences of which the Company could not reasonably avoid, and the Company shall not be liable for complete or partial
non-performance of its obligations due to causes beyond its reasonable control.

Examples include, but are not limited to, war, civil or political unrest, terrorist activity, natural or nuclear disaster, fire or adverse weather
conditions, epidemic (including pandemic), or other similar events beyond the Company’s reasonable control.

The Company reserves the right to change the location of the Course from the one stated on the confirmation sheet and will inform the
Purchaser and/or Group Leader of such changes as soon as is it is reasonably practicable to do so.

The Company reserves the right to change the dates of the Course, provided it has given as much notice as possible to the Purchaser and/or
Group Leader and the Purchaser and/or Group Leader has agreed to such a change. If the proposed change to Course dates is unacceptable
to the Purchaser and/or Group Leader, then the Company will return any Payments made (including the Deposit) in full to the Purchaser.

Responsibilities of the Purchaser

The Purchaser will ensure that all Group Leaders chosen to accompany Students to the UK have been deemed acceptable and are considered
acceptable for such a position under the laws of their home jurisdiction and those of any jurisdiction within the United Kingdom. Their
selection process will be rigid and will involve an external check by the relevant Police Authority in the Group Leaders home jurisdiction that
has ascertained that there is no reason why this individual should not be responsible for or have access to under 18s. For the avoidance of
doubt, such external checks will include the local equivalent of DBS checks which must be clear of any adverse entries. The Purchaser will
confirm that this has been done through completion of the Declaration Form.

The Purchaser will read and agree to the Company’s Group Leader Handbook and ensure that the Group Leader receives a copy prior to
departure. Equally the Purchaser will ensure that any individual student receives and reads a copy of the Student Handbook for Individuals.
The Purchaser will obtain all personal details, a 24-hour emergency contact number for parents/guardians, medical information and parental
consent and will share this information with the company as in accordance with 2 (f). The Purchaser will confirm that parental consent has
been received through completion of the Declaration Form, along with provision of an English translated template of parental
consent/application/enrolment form as issued by the Purchaser.

Responsibilities of the Group Leader

Every Group must be accompanied by a Group Leader (preferred ratio is maximum 15 Students to one Group Leader)

The Group Leader has, and the Purchaser will ensure that the Group Leader is aware that they have, a responsibility and a duty of care
towards the Students in their Group and they must be available to the Group at all times. The Company will support the Group Leader at all
times.

Limitation of Liability

The Company will deliver safe, educational and well-planned English lessons, sports, activities and excursions.

The Company shall not be responsible to the Purchaser for any indirect, consequential or financial loss (whether for loss of revenue, profit,
savings or otherwise), which arises out of or in connection with the supply of the Services by the Company.

Except in respect of death or personal injury culpably caused by the Company, the entire liability of the Company (including any liability for
the acts or omissions of its employees, agents, consultants and subcontractors) to the Purchaser, Group or Student arising out of in
connection with the Contract shall not exceed the greater of the insurance cover effected by the Company and available to meet the claim
or the price (excluding taxes and duties) payable for that part of the Services in respect of which the claim is made.

All warranties, conditions and other terms implied by statute or common law are, to the fullest extent permitted by law, excluded from the
Contract.

General Information

Data Protection and Privacy Policy
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Any personal information provided to the Company by either the Purchaser, Group Leader or Student will be passed on to and used only by
the Company’s employees in order to help them carry out their roles more effectively. Personal details will not be passed to any third party.

Complaints

Should the Students or Group Leader have any complaints about any arrangements whilst on the Course, the Group Leader should bring
them to the attention of the nominated member(s) of the Company’s staff immediately in order that they can try to rectify the matter. If the matter
cannot be rectified on site, a complaints form should be submitted to the Company’s Managing Director at its Head Office.

Accuracy
The Company takes great care in ensuring that all information on its website or marketing material is exact. However, the Company is not
liable for any errors or omissions.

Sub-Contractors
The Company reserves the right to sub-contract to other quality-approved and vetted providers when the need arises.

Rectification/Waiver

If any of these Terms or any part of any these Terms is unenforceable or void at law, it shall not affect the remainder of such Term or any
other such Term or otherwise affect the contract and shall be replaced by such valid term as is as near as may be in effect to the original Term.

Partial or non-exercise of the Company’s rights shall not amount to a waiver.

Jurisdiction
The Contract shall be governed by the laws of England and disputes arising from it shall be subject to the jurisdiction of the English Courts.

40



Operations and Safeguarding — UKLC

APPENDIX 2 - Group Declaration Form

In line with UKLC Safeguarding policies we, the undersigned agency, declare that:

e We have the necessary insurances, as per UKLC’s Terms and Conditions, in place for the students in our groups
to cover them for travel, medical and any other insurance deemed necessary (e.g. cancellation, curtailment, medical,
personal belongings, personal injury, personal liability, overseas legal advice and expenses).*

e The following Group Leaders have confirmed their suitability to work with children to us by providing either a
“police certificate of good conduct” or a “criminal records check” from their home country. We hold a copy of
that documentation and are happy to produce it upon request.

Group Group Leader’s name Centre Dates of stay

e  We understand that UKLC will be responsible for the safety and discipline of our students when they are actively
participating in the lessons/sessions organised by their team. Outside of these times, our Group Leader will be
asked to supervise their own students and be responsible for their wellbeing. The UKLC team will fully support the
Group Leader and fulfil its own duty of care towards our students by providing 24-hour assistance. This is detailed
in the UKLC Group Leader handbook which we will pass on before arrival.

. In order to fully comply with UKLC Safeguarding policies, we will send along with this completed form a translated
copy of the information we give to parents regarding the level of care and supervision offered by UKLC and
our Group Leaders. We will also forward a translated copy of any form(s) that the parents/guardians of our students
sign to indicate that they have understood the level and care of support given to students including medical
consent. (Where the completed forms cannot be sent due to number and/or privacy issues, a blank form will suffice).
We will also ensure that ALL parents/guardians are directed to the Statement of consent for parents/guardians
of students attending a UKLC course which is written here below and hosted on the UKLC website
https://uklc.org/statement-for-parents/

o We will ensure that we provide UKLC with 24-hour contact for parents/guardians of the students including the
named emergency contact, relationship to the student and the level of English of the person stated, we will inform
the parents/guardians of UKLC's 24-hour emergency number, and we will provide both the parents/guardians and
UKLC Head Office with our own 24-hour emergency number*.

o We accept responsibility for collecting and communicating to UKLC all medical information including dietary
requirements. We accept that UKLC cannot be held responsible for any medical issues arising with students where
the information has not been correctly communicated. *

o In line with the statement below, we agree to request consent from the parents/guardians for photographs or
videos to be taken and used. We will communicate to UKLC where this consent has or has not been given.*

*for agents sending individual students, only these paragraphs apply

Name of Organisation et
Name of person signing fOrM s
Role Within organisation s
Our 24-hour emergency contact NUMDbEr: ..ot
Date

SIGNAtUIE e
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APPENDIX 3 - Statement of Consent

This is for parents/guardians of students attending a UKLC course (to be passed on by the booking agent)

Pastoral care:
When enrolling my child/children on a course with UKLC, | understand that | am consenting to the following levels of care:

e  There will be a UKLC team available 24/7 at the centre my child/children are attending

e  There will be 24-hour support available to that team from UKLC Head office

e When my child/children are actively participating in lessons/sessions organized by UKLC, the UKLC team will be
responsible for their safety and discipline

e  Outside of these times, the UKLC team will support the Group Leader 24/7 in their role to supervise and be
responsible for my child/children

Emergency contact:

| also agree to provide my booking agent with an emergency contact number of an adult responsible for my child/children
which will be passed on to UKLC. I will ensure that this number is correct and | will explain the level of English of the
person stated.

Supervision on excursions:

| am happy to know that on excursions, students are supervised by the UKLC team and their group leader/s. All excursions
have an element of free time incorporated into the itinerary if the group leader agrees (if no free time is desired then UKLC
team members will continue to supervise the group). Free time is age dependent as follows: under 10 years old — no
unaccompanied free time, 11-14 — groups of 4 to 5 students are allowed free time but must return to the agreed meeting
point every 30 to 45 minutes (this is city dependent e.g. in larger cities the time will be shorter) and if possible UKLC team
members and group leaders will still accompany, 14-17 — groups of 3 to 4 students are allowed free time and must return
to the agreed meeting point every 60 to 90 minutes. On no account should students wander off alone. Students will have
their wristband and lanyard and be aware of the meeting points.

Medical consent:

| understand and consent to the fact that in the event that my child/children are involved in a serious accident or become
seriously unwell, UKLC will ensure that the relevant professional medical help is sought. The group leader will be informed
and | will be contacted. In the event of the group leader not being available, a UKLC team member or host will take charge
and take my child/children to hospital. All available details of the student will be given to the medical practitioners.

In the event of my child/children requiring urgent medical attention where consent must be given, the group leader will
immediately contact me or the emergency contact given. If | cannot be reached, the group leader will, in conjunction with
the agent, take any necessary decision. If the group leader cannot be found, a member of UKLC Senior Leadership Team will
confer with me and/or the booking agent to make a decision. If | cannot be reached and the booking agent cannot be
reached, a member of UKLC Senior Leadership will confer with the group leader to make a decision. Where necessary | am
happy to consent that UKLC Senior Leadership will make a decision.

Data protection:

Finally, in line with the new European legislation of General Data Protection Regulation (GDPR) which came into effect on
25 May 2018, UKLC will ensure that all data collected will be securely stored and only used to provide the products and
services | have requested from them.

During the course UKLC may take photographs or videos of my child/children but these will only be used for marketing
purposes where consent has been specifically given by me to the agent | booked through. If my child is over the age of 13,
they will be asked on arrival if they wish to give consent for their image to be used. Consent may be withdrawn at any time

by emailing info@uklc.org
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APPENDIX 4 - Enrolment Form for Individuals (UKLC)

7
UKLC ENROLMENT FORM U KI (
INDIVIDUAL STUDENT 2026 N

Educate . Inspire . Enrich

CENTRE:
Personal Information:
Surmame
First Mame
Photo of
Date of Birth Student
Sew J Gender
Home fdress
Postoode
Passport
Passport Mumbser Country of
Iz
Fassport Expiry Student Mobile
Farent
Parent/ Guardian 1 Mobile Guardian 2
hobile
Student's Email
Parent/ Guardian 1 Emiail
Parent Guardian 2 Email
YES / NO
Do you saffer from any
miedical condition, if pes, please give details or supply ewira information below
disability/allergy ar Pleaze indude medication dosage and frequency taken
require a special diet?
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Amival Information:
iQrigin of Flight Arrival Date
Flight Departure Time Arrival Airport
Flight &rrival Time Flight Mumbser

Unaccoegmnied Minos YES /MO ”“;:q'ui“'j" YES [ NO
If & UKLC transher i« nat required, plesse gve
details af how and when the student will &rree
&t c&ntre:

Departure Information:
Departure Airport Departure Date
Flight Departure Time Flight Arrival Time
Flight Number Unaccompanied YES [ NO
Minor
UELL Transfer Reguired YES /MO
if & UELC transfer i€ nat required, pledse ghae
details af haw and when the student willl &rrve
&t pantna:

Course Information:

Dates at Centre

Level of English

Ay Specific
fccommaodation
Requests

UELC ENGLISH PLUS COURSES:

*All courses are subject to a minimum of 10 students participating in the specialism

At each of our surmmer kocations UKLC offer students the chance to study sevaral English Pluz
programemes in 3 vanety of sports and activities.
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All of our cowrsas include 15 hours of English tuition per week ples 3 sessions of their chosan
activity, thess will usually =ke place in the afternoons [unless the centre operates a zig zag
programmel. The =ble below highlights the available English Plus courses at the relevant
Centras,

UELC requires each student to choose which course they would like to participate in prior to
their arrival on site.

PERMISSIONS:

Parent/Guardian: | give pesmission for rmy child to take part on this language course with
UELC | give perrmission for the inforrmation on this booking form to be shared with the
relevant people.

T 1y e Darter ... fe.. F—

Parent/Guardiar: | give permission for LUELC to use photographic images of mmy child for the
purposes of marketing wia brochures, web pages, email ampaigns and socizl media. Use of
the photographic images for purposes other than those described or for marketing via the
transfer of the images to third parties is not allowed.

MR e et e Diate: ... F — ¥ J——

Student imsurance:

Pleaze tick here if you would like to opt in for UKLC student
inswrance provided for by Guard Me Inswrance, = |:| Ho |:|

If no, please state that you have the comect travel insurance in place

B 4= e Dater oo e
Swie 10 Eoasett Bumiremsm Yilege, lomstt, Mr Chester LLUT2 O5Y UK

Tk OO &4 [I 1244 377 WS
Cmu b m arkefng ko om
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APPENDIX 5 — UKLC Enrolment Form / WASP Enrolment Form

WYCOMBE ABBEY

WYCOMBE ABBEY ENROLMENT FORM
(to be completed by the student enrolled on the first morning and S U M M E R

read and signed by the Lead Pastoral Care) P’RO G RA M M E

Agent /
iy Individual
Name Centre
Gender Accommaodation Residence / Day Student
Date of Birth NN A SO, Nationality
Address
Home Phone Student’s
Number Maobile
. Emergency
Parent's Mobile Contact
Student’s Email
Parent’s Email
Medical Mo Yes:
Conditions
A.Ilnrgiusf M Yas:
Special Diet

Activity Rotation

‘Would you like to be considerad for which activity rotation?
Choose an option below:
Sports onhy |

Mon sporty activity/Arts and Crafts [

Mix of both ]
‘Would you like to be considered for swirmming once a wesk?
Swimming
If yes, please answer with your swimming ability in the box below.
. . Can swim 50 metars and | am water confideant
Emmrrung Cannot swim 50 meters but | am water confident O
Ability 0O

Cannot swim 50 meaters and | am not water confident
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Student: By completing this form and enrolling on our course, | accept that | am expected to
behave accarding to the Code of Conduct for students at WASP.

Signature: Date:

Student: If | am aged 13 + | give cangent, by signing below, for WASP ta use photographic
images of me for the purposes of marketing via brochures, web pages, email campaigns and
social media. Use of the photographic images for purposes other than those described or for
marketing via the transfer of the images to third parties is not allowed.

Signature: Date:

Lead Pastoral Care: | am the Lead Pastoral Carer for this student. All information contained in this form is,
to my knowladge, correct. If the studant at any time neads medical attention due to sickness, accident ar
ather emergency, | will lizise with the parents and s=ek their authorisation. If, for some reason, | cannot be
contacted, | authorise WASP to contact the parents in my absence or the agent and to take a decision
where necessary.

SHIMALUE. e ser e

(Lead Pastoral Care) ... areemsasmsasimes
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APPENDIX 6 - Code of Conduct for Students

BEHAVIOUR. Make your parents, teachers, group leaders and country proud!
TOLERANCE. In this school there are students from different countries and cultures. We're all different, and that's great!
RESPECT. Be nice to your friends, teachers and group leaders! Be polite, say "Please" and "Thank you".

SAFETY. Stay with your friends or your group. Wear your lanyard and wristband ALL THE TIME! (Every time you don't, you
will pay £1)

HEALTH. Eat well, drink lots of water, wash your hands regularly, and get a good night's sleep.
ENGLISH. You are here to learn English. Speak it as much as possible!

GET INVOLVED. There are many activities organised for you, join in and have fun!

TIME. Always be on time for lessons, activities and excursions.

INTERNET SAFETY. Do not give any personal information online. Protect your identity and do not speak to people you do
not know in IRL (in real life!)

FEEDBACK. Tell us what you think. Your opinion is very important to us!

TRUST. If something is not right, tell us! Speak to your Group Leader or a member of the UKLC team
Your UKLC team (especially the SWC) are here to help you!

Extra for older students (14+)

We understand that some of you are more mature, and we respect that. However, you are still in our care, and we ask you
to respect our code and behave just like when you are at home.

SMOKING. Please do not smoke indoors. You can only smoke outside in the designated areas.

DRUGS AND ALCOHOL. Please do not buy or consume alcohol or drugs.

NIGHTTIME. Please do not go into other people's bedrooms after 11 p.m.

STAY LEGAL! Please do not buy anything that is illegal or dangerous for you or other students.

THINK! Do not do anything that could be considered as bullying or sexual harassment: do not make unkind comments or
inappropriate jokes, share pictures of other students, make unwanted physical gestures or make anyone feel

uncomfortable.

PRIVACY. Do not give personal information to anyone you do not know.
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APPENDIX 7 - Code of Conduct for Adults

We are committed to establishing an atmosphere of trust between the students in our care and all adults they come into
contact with. This document describes the standards of conduct and practice that UKLC employees and group leaders should
follow. Our aim is to protect all young people and adults connected with UKLC.

Terms

Young person: Any student or young person enrolled on a UKLC programme
Adult: Any UKLC team member, group leader, employee of hosting institution

All students and adults must be treated with respect at ALL times.

Working at a UKLC centre as a team member or a group leader means you have a duty of care towards the students,
this is a legal obligation.

You are in a position of trust, this cannot be abused*

Be a good role model for the students, this means demonstrating integrity, maturity and good judgement.

In all activities, UKLC team members and group leaders are required to be aware that physical contact with a young
person may be misinterpreted. It is especially important to note the different cultures present at a UKLC centre.
Whilst we understand that in some other cultures physical contact may be viewed differently, we ask all adults at
our centres to understand that we are operating based on British culture and we expect them to as well.

Any physical or manual touching required should be provided openly and if this is in a sporting situation, it should
be in accordance with the guidelines provided by the appropriate National Governing Body.

All adults are expected to dress appropriately at all times. For the UKLC team this means wearing their uniform
when on duty, but for off duty team members and group leaders we would ask you to be considerate to the
sensitive age of our students and any cultural sensitivities, avoid revealing too much flesh (low tops / shorts /
miniskirts). This is especially important for residential staff in accommodation with students.

In all lessons and activities, UKLC team members should recognise that special caution is required when discussing
sensitive issues with young people.

In all lessons and activities, feedback should be constructive rather than negative. Adults should not show
favouritism or accept gifts (beyond limit) from students

In all dealings with young people, adults should never:

play rough physical games or sexually provocative games

share a room with a young person

enter a young person’s room unless it is absolutely necessary and if entering a young person’s room,
do so accompanied

allow or engage in any form of inappropriate touching

be alone with a young person

allow a young people to use inappropriate language without challenging it

make sexually suggestive comments even in jest

reduce a young person to tears as a form of control

allow allegations made by a young person to go unchallenged, unrecorded or not acted upon

In all dealings with young people, adults must:

set a good example by behaving appropriately at all times and maintaining professional boundaries
ensure that their own behaviour is beyond reproach

promote core British values

be vigilant and act immediately if they become aware of any behaviour that gives cause for concern
never access or share inappropriate sites, images or content at work

avoid giving any personal contact details to young people, including their mobile number, home
phone, personal e-mail address, social media handles

never accept requests from students via social media

not use internet or web-based communication channels to send messages to students

be sensible during any time off, especially with regards to socialising and alcohol consumption and especially when
returning to sleep in accommodation where there are students lodged

*in accordance with latest leqgislation
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Finally, all adults must understand their legal duty to voice any concerns. If this involves a child’s welfare or safety then you
must speak up. Please understand that whether it concerns a colleague’s behaviour, a group leader’s behaviour or
company policy, you may speak without fear of repercussions and in the knowledge that confidentiality will be maintained.
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APPENDIX 8 - LADO and PREVENT contact details per centre

Centre LADO name and LADO LADO email Prevent name Prevent Prevent email
address Phone and address phone
number number
Cheshire west and No direct Cheshire 01606362121 prevent@cheshir
Chester, Chester Safeguarding number Referrals to constabulary e.pnn.police.uk
Riverside Children Partnership Safeguardinglad
Innovation The Portal, Wellington o@cheshirewest
Centre Road, Ellesmere Port, andchester.gov.
CH65 0BA uk
Queen Mary’'s | Melanie Benzie 020 7364 | LADO@towerha | Tower Hamlets 020 7364 3009 | Mash@towerha
University Mulberry Place 0677 mlets.gov.uk Prevent Team mlets.gov.uk.
5 Clove Crescent 160 Whitechapel
London 07903 Road
E14 2BG 238827 London
E11BJ
London, King's | Southwark Council 020 7525 | safeguardingche | Prevent Team at 0800 011 3764 prevent@south
College PO BOX 64529 3297 cks@southwark. | Southwark Council wark.gov.uk
London London SE1P 5LX gov.uk 160 Tooley Street,
London SE1 2QH
York, City of York Safeguarding | 01904 lado@york.gcsx. | North Yorkshire 01904 555742 preventenquiries
Bootham & St | Board 551783 gov.uk Police Prevent Team @york.gov.uk
Peter's School | City of York Council
Station Rise, York, YO1
6GA
Nantwich, Cheshire east and 0127068 | LADO®@cheshire | Lynsay Mullin 01606 362121 prevent@cheshir
Reaseheath Chester Safeguarding 5904 east.gov.uk e.pnn.police.uk.
College Children
Reading, Berkshire West 0118937 | LADO®@brighterf | Thames Valley Police | 08000113764 preventreferralsr
Queen Anne's | Safeguarding Children 2684 uturesforchildre eading@thames
School Partnership n.org valley.pnn.police
.uk
Winchester, Hampshire County 01962 Initial Form Hampshire Prevent Adult: 0300 N/A
St. Swithun's Council 876364 (HERE) Board 555 1386 More info on
Children: 0300 | website (HERE)
555 1384
High Buckinghamshire Council | 01296 secure- Thames Valley Police | 08000113764 preventreferralsr
Wycombe, 382070 LADO@bucking eading@thames
Wycombe hamshire.gov.uk valley.pnn.police
Abbey .uk
Cheltenham, Nigel Hatten, Gloucester | 0145242 | nigel.hatten@gl | Gloucestershire 0800 011 3764 | prevent@glouce
Dean Close County Council 6994 oucestershire.go | Police stershire.pnn.pol
School v.uk ice.uk
Hatfield, Hertfordshire County 0300 123 | LADO.Referral@ | Welwyn Hatfield 01707 357 000 | asb@welhat.gov
Queenswood Council 4043 hertfordshire.go | Anti-Social .uk

v.uk

Behaviour Team
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Manchester, Manchester Safeguarding | 0161 234 | gualityassurance | Manchester Prevent | 0161 856 6362 | prevent@manch
Chetham'’s Partnership 1214 @manchester.g | Team ester.gov.uk
ov.uk
Crewe, Cheshire east and 01270 LADO@cheshire | Lynsay Mullin 01606 362121 prevent@cheshir
Cheshire Chester Safeguarding 685904 east.gov.uk e.pnn.police.uk.
Campus Children
Referral Form -
Here
London, Kingston and Richmond 07774 LADO@achievin | Achieving for 020 8547 5008 | Single Point of
Kingston LADO Service — Achieving | 332675 gforchildren.org. | Children Team Access - Here
University for Children uk
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APPENDIX 9 - UKLC Concern / Allegation Form

UKLC Concern Report

This form is for reporting safequarding concerns, disclosures, or significant concerns to UK

Please complete all relevant sections.

The form will guide you based on whether your concern relates to a student (under 18) or an adult
(18 or over).

UKLC Concern Report

When you submit this form, it will not automatically collect your details like name and email address unless you provide it yourself,

* Required
1. Date

Please input date (M/d/y

2. Which Centre are you at?

BRISTOL - BCC

CHELTENHAM - CDC

JE - CCC
EDINBURGH - ENB
HATFIELD - HQW
LONDON - KCL
LONCON - KUL
LONCON - QMU
MANCHESTER - MCS
NANTWICH - NRC
PORTSMOUTH - UOP
READING - RQA
WINCHESTER - WSS

YORK - YBS

3. Who is this concern about? *

A student (under 18)

An adult (18 or over)
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UKLC Concern Report

STUDENT (UNDER 18)

4. Student first name

Enter your answer

5. Student family name

Enter your answer

6. Date of birth

Please input date (M/A/yyyy)

7. Gender
(:) Male
(:) Female
(:.7 Non-binary

(:) Prefer not to say

8. Nationality

Enter your answer

9. Group / Individual student

Enter your answer

10. Name of person reporting

Enter your answer

11. Role / relationship to student

Enter your answer

12. Date and time the concern was noted
Pleas

nclude both date and time.

Enter your answer

13. Location where the concern was noted

Enter your answer

14. Please describe the concem in as much detail as possible

Enter your answer

15. If this relates to a disclosure or allegation by the student, record the student's werds as accurately as possible

Enter your answer

Mever give aut your password. Report abuse
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APPENDIX 9 - WASP Concern/ Allegation Form

WASP Concern Report

This form is for reporting safeguarding concems, disclosures, or significant concems to the
Wycombe Abbey Summer Programme SLT.

Please complete all relevant sections.

The form will guide you based on whether your concern relates to a student (under 18} or an adult

WASP Concern Report i

‘When you submit this form, it will not automatically collect your details like name and email address unless you provide it yourself.

* Requirsd
1. Date

Please input date (M/d vy

2. Which Centre are you at?

() HIGH WYCOMBE - Was?

3. Wha is this concern about? *

() A student funder 18)

O An adult {18 or over)

Mewer give out your passwond. Report abuse
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WASP Concern Report

STUDENT (UNDER 18)

4. Student first name

Enter your answer

5. Student family name

Enter your answer

6. Date of birth

Please input date (M/d/yyyy}

7. Gender

() Male
() Female
(") Non-binary

() Prafer not to say

8. Nationality

Enter your answer

9. Group / Individual student

Enter your answer

10. Name of person reporting

Enter your answer

Operations and Safeguarding — UKLC
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11. Role / relationship to student

Enter your answer

12. Date and time the concern was noted
Pleazz include both date and time.

Enter your answer

13. Location where the concern was noted

Enter your answer

14. Please describe the concem in as much detail as possible

Enter your answer

15. If this relates to a disclosure or allegation by the student, record the student’s words as accurately as possible

Enter your answer
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APPENDIX 10 - Prevent Form

UKLC

Educate - Inspire - Enrich

Prevent/Channel Referral Form

Date of Referral PCM Number
(for police use only)

Person Reporting Institution / Sector

Referring Agency Contact Details

Address

Telephone Email

Reasons for referral,
including reasons why
this case cannot be
effectively managed by
your agency (nature and
pattern of individual's
behaviour, how would
risk be
increased/decreased.

Is the subject aware of
the referral? Has
consent been obtained?
If not, Why not?

Subject Details
First Family
Name(s) Name DoB

****Alternative Name(s)/DoB i.e. Legal Surname if different to family name, Nicknames, Maiden Names etc.
(if more than one known please add in notes section):

Address Postcode
Occupation N.I Number

Nationality Place of Birth

Home Tel Mobile Tel ‘ Email |

Social Media Accounts:

Facebook Profile Name Twitter Account Name
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Instagram Account
Name

Additional Accounts

First Name

Relationship to
Subject

Length of Time
Know / Together

****Alternative Name(s)/DoB i.e. Legal Surname if different to family name, Nicknames, Maiden Names etc.
(if more than one known please add in notes section):

Address Postcode
Occupation N.I Number

Nationality Place of Birth

Home Tel Mobile Tel Email

Fathers First
Name (s)

Family
Name

Mothers Family

First Name DoB
Name(s)

Mother Maiden Name if applicable

Address

Home Tel Mobile Tel Email
Occupation N.I Number

Nationality Place of Birth

DoB

Fathers Previous Names if applicable

59




Operations and Safeguarding — UKLC

Address
Home Tel Mobile Tel Email
Occupation N.I Number
Nationality Place of Birth
If Subject is a Child — Sibling Details: Sibling 1
First Name Family Name DoB

****Alternative Name(s)/DoB i.e. Legal Surname if different to family name, Nicknames, Maiden Names etc.
(if more than one known please add in notes section):

Address
Occupation N.I Number
Nationality Place of Birth

Additional Information:

If Subject is a Child — Sibling Details: Sibling 2

First Name Family Name DoB

***Alternative Name(s)/DoB i.e. Legal Surname if different to family name, Nicknames, Maiden Names etc.
(if more than one known please add in notes section):

Address
Occupation N.I Number
Nationality Place of Birth

Additional Information:

If Subject is a Child — Sibling Details: Sibling 3

First Name Family Name DoB

****Alternative Name(s)/DoB i.e. Legal Surname if different to family name, Nicknames, Maiden Names etc.
(if more than one known please add in notes section):

Address

60




Operations and Safeguarding — UKLC

Occupation N.I Number

Nationality Place of Birth
Additional Information:

First Name Family Name DoB

****Alternative Name(s)/DoB i.e. Legal Surname if different to family name, Nicknames, Maiden Names etc.
(if more than one known please add in notes section):

Address |
Occupation N.I Number
Nationality Place of Birth

Additional Information:

Authorised by

(line manager) Date
Your Agency dedicated
SPOC Bate

Please submit ALL referrals to Prevent Team, Cheshire Police:
Prevent@cheshire.pnn.police.uk

Telephone number: 01606 36362147
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UKLC

Educate - Inspire - Enrich

APPENDIX 11 - Centre Residential Group Checklist

UKLC Centre Residential Group Checklist

This checklist ensures all essential information is covered during the welcome talk and first group leader meeting. Please confirm each item has been explained and understood. After
completing the online form, please meet with the Centre Manager as signatures are required from both the Group Leader and Management Team.

Make sure you have the deposit and Rooming list ready for check and collection.

When you submit this form, it will not automatically coliect your details like name and email address unless you provide it yourseif.

* Required

-

. Which Centre are you at? *

O asa

~
U

BRISTOL - BCC

) CHELTENHAM - CDC

A~

CREWE - CCC
(O EDINBURGH - ENB

() HATFIELD - HQW

() HIGH WYCOMBE - WASP
(©) LONDON - KCL

(O LONDON - KuL

() LONDON - QMU

(O MANCHESTER - MCS
() NANTWICH - NRC

() PORTSMOUTH - UOP
() READING -ROA

() WINCHESTER - WSS

YORK - YBS

\J
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2. Which group are you part of? *

Enter your answer

3. Did you attend one of UKLC's online Group Leader training sessions? *

Yy
) Yes

Yy .
I} ldon't remember

4. The following topics were coverad during the welcome talk and are understood: *

|:| Introduction to key team members
[7] Asite Tour

[] Fire Assembiy Point

| | The student Code of Conuct

| | Lanyards and Wristbands

| | Daily Mmetable - including meal times
| | Fire safety

| | Student discipline "The Ground Rules™
| | Dining Hall Rules

| | Iminformation

| | Room Allocation [to be finalised with Centre Manager]

5. During the general Group Leader meeting the following topics have been discussed: *
If you have any questions about any of the following topics, please contact the management team and ask for clarification.

I:I Emergency Contact Numbers — given and mobile numbers exchanged
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| | Accident/ Incident procedure

| | Fire Lists fwho is sleeping where)

| | First Aid Provision (where and who)

[ Fire Drill

| | Damage Inspection carried out

| | catering Information

| | Dietary requirements including packed lunches, allergies, spedial requirements (e.g. halal meat)
| | Laumdry

| | Group Leader Handbook — Responsibilities
| | smoking regulations

| | Alcohol consumption

| | Students leaving site unaccompanied

| | Accommodation Keys & Codes

| | Arrange meeting times

| | Programme given and discussed

| | Initial feedback link given

|| Awailable Facilities

| | Swimming Pool amangements - if relevant

| | Borrow of equipment

. Do you agree to adhere to the Code of Conduct for Adults? *
It is specified in the Group Leader Handbook. If you have any questions please ask your Centre Manager.

() ves
O No
7. Date *

Please input date (M/d/yyyy)

8. Group Leader Name *

Enter your answer
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APPENDIX 12 - First Aid Usage Form

FIRST AID USAGE FORM

The contents of each first aid kit are dependent on the size of the kit. A list of contents can be found inside each

kit.
First Aid Item Used. No: Used. Date Used. Used by. Reason for
Kit (Initials) Usage.

Number.
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APPENDIX 13 - UKLC Incident Form

UKLC Incident Report Form

When you submit this form, it will not automatically collect your details like name and email address unless you provide it yourself,

* Required

Please fill this form in all its parts.

Date *

Please input date (M/d/yyyy)

Centre *

() Asia

N\

~

N\

\J

BRISTOL - BCC

CHELTENHAM - CDC

) CREWE - CCC

L

EDINBURGH - ENB

23

HATFIELD - HQW

() LONDON - KCL

() LONDON - KUL

() LONDON - QMU
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UKLC Incident Report Form
* Reguired
GENERAL INFORMATION

Date of incident *

Please input date (M/dfyyyy)

Time of incident *

Enter your answer

c

Name of student *

Enter your answer

Gender *

Yy
Male

W
oy

) Female

() Prefer not to say
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UKLC Incident Report Form
* Reguired

INCIDENT DETAILS

Please insert all the details you can remember. Try and keep it factual.

What happened? *

Enter your answer

Background information *

Enter your answer

Action taken *

Enter your answer

Location of the incident *

Enter your answer

Other people present
Enter your answer
What happened afterwards? *

Enter your answer

Mever give out your password. Report abuss
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UKLC Incident Report Form

PREVENTION

How could this incident have been avoided?

Enter your answer

15 there any maintenance required to prevent this incident from happening again?

Enter your answer

Back Mext

Mever give out your password. Report abuss
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UKLC Incident Report Form

* Required

REPORTING AND COMMUNICATION

To whom was the incident reported in the first instance? *

Enter your answer

In the case of a child, was the parent or carer informed about the incident? *

() Yes

Has the manager on duty been informed about the incident? *

() Yes

UKLC Incident Report Form

ADDITIONAL COMMENTS

22

Additional comments

Enter your answer

Back Next
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APPENDIX 14 - UKLC Accident Form

UKLC Accident Report Form

When you submit this form, it will not automatically collect your details like name and email address unless you provide it yourself.

* Required

Please fill this form in all its parts.

Date *

Please input date (M/d/yyyy)

Centre *
() Asia
(O BRISTOL - BCC
() CHELTENHAM - CDC

() CREWE-CCC

() EDINBURGH - ENB

\/

)

HATFIELD - HQW

\

() LONDON - KCL

\

(") LONDON - KUL

() LONDON - QMU
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UKLC Accident Report Form
* Required

ACCIDENT DETAILS

Please insert all the details you can remember. Try and keep it factual.

Date of accident *

Please input date (M/dAyyyy)

Time of accident *

Enter your answer

L

Name of student *

Enter your answer

Gender *

£y
) Male

"
\_) Female

Yy
\_J Prefer not to say
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Age / Date of Birth *

Please enter either age or full date of birth.

Enter your answer

Agent
Enter your answer

Group name
Enter your answer

Group Leader name

Enter your answer

What led up to the accident? *

Enter your answer

Operations and Safeguarding — UKLC
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Mature of the injury *

Enter your answer

Action taken *

Enter your answer

Operations and Safeguarding — UKLC

Location of the accadent *

Enter your answer

Other people present

Enter your answer
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UKLC Accident Report Form

PREVENTION

How could this accident have been avoided?

Enter your answer

Is there any maintenance required to prevent this accident from happening again?

Enter your answer

Back Mext

Maver give out your password. Report abuse
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UKLC Accident Report Form
* Required

REPORTING AND COMMUNICATION

To whom was the accident reported in the first instance? *

Enter your answer

In the case of a child, was the parent or carer informed? *

Has the manager on duty been informed? *

Yes

UKLC Accident Report Form
* Required

ADDITIONAL COMMENTS AND SERIOUS ACCIDENT

Additional comments

Enter your answer

22

Does this accident qualify as serious or as a potential RIDDOR report? *

Select Yes' to continue with additional reporting, or ‘Mo’ to complete the form.

Yy
) Yes

Back Mext
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APPENDIX 15 - WASP Incident Form

WASP Incident Report Form

When you submit this form, it will not automatically collect your details like name and email address unless you provide it yourself.

* Required

WYCOMBE ABBEY

Please fill this form in all its parts. SUMMER
PROGRAMME

Date *

Please input date (M/d/yyyy)

Centre *

() HIGH WYCOMBE - WASP
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WASP Incident Report Form
* Required

GENERAL INFORMATION

Date of incident *

Please input date (M/d/yyyy)

Time of incident *
Enter your answer
Name of student *

Enter your answer

Gender *

~
J Male
'

() Female

() Prefernottosay
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Age / Date of Birth *

Please enter either age or full date of birth.
Enter your answer

Agent
Enter your answer

Group name

Enter your answer

Group Leader name

Enter your answer

-
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WASP Incident Report Form
* Required

INCIDENT DETAILS

Please insert all the details you can remember. Try and keep it factual.

What happened? *

Enter your answer

Background information *

Enter your answer

Action taken *

Enter your answer

Location of the incident *

Enter your answer

Other people present

Enter your answer

What happened afterwards? *

Enter your answer
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WASP Incident Report Form

PREVENTION

17

How could this incident have been avoided?

Enter your answer

Is there any maintenance required to prevent this incident from happening again?

Enter your answer

WASP Incident Report Form
* Required

REPORTING AND COMMUNICATION

To whom was the incident reported in the first instance? *
Enter your answer

In the case of a child, was the parent or carer informed about the incident? *

"

() Yes

~
() No

Has the manager on duty been informed about the incident? *
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WASP Incident Report Form

ADDITIONAL COMMENTS

Additional comments

Enter your answer

APPENDIX 16 - WASP Accident Form

WASP Accident Report Form

When you submit this form, it will not automatically collect your details like name and email address uniess you provide it yourself.

* Required

WYCOMBE ABBEY
Please fill this form in all its parts. SUMMER
PROGRAMME

Date *

Please input date (M/d/yyyy)

Centre *

() HIGH WYCOMBE - WASP
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WASP Accident Report Form
* Reguired

ACCIDENT DETAILS

Please insert all the details you can remember. Try and keep it factual.

Date of accident *

Please input date (M/d/yyyy)

Time of accident *

Enter your answer

Name of student *

Enter your answer

Gender *

[
) Male

"

\_} Female

oy
\_J Prefer not to say

83



Operations and Safeguarding — UKLC

Age / Date of Birth *

Please enter either age or full date of birth.

Enter your answer

Agent

Enter your answer

Group name
Enter your answer
Group Leader name
Enter your answer
What led up to the accident? *

Enter your answer
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Nature of the injury *

Enter your answer

Action taken *

Enter your answer

Location of the accident *

Enter your answer

Other people present

Enter your answer

PREVENTION

16

Operations and Safeguarding — UKLC

How could this accident have been avoided?

FﬂtEI’ Your answer

17

Is there any maintenance required to prevent this accident from happening again?

Enter your answer
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WASP Accident Report Form
* Required

REPORTING AND COMMUNICATION

To whom was the accident reported in the first instance? *

Enter your answer

In the case of a child, was the parent or carer informed? *

S
L) Yes

Has the manager on duty been informed? *

) Yes

N\

I
./
3

o -
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WASP Accident Report Form
* Required

ADDITIONAL COMMENTS AND SERIOUS ACCIDENT

Additional comments

Enter your answer

Does this accident qualify as serious or as a potential RIDDOR report? *

Select “Yes' to continue with additional reporting, or ‘No' to complete the form.

Yes

N
{_ No

-
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APPENDIX 17 - Fire Log Form

Centre

UKLC, Suite 1D, Rossett Business Village, Rossett LL12 0AY
Telephone: 01244 577995 Fax: 01244 579136
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APPENDIX 18 - UKLC Visitors Log

NAME COMPANY / REASON DATE TIME | TIME SIGNATURE OF VISITOR UK LANUAGE
PLACE OF FOR VISIT IN ouT COURSES TEAM
WORK MEMBER NAME &
SIGNATURE
APPENDIX 19 - WASP Visitors Log
VISITORS LOG
Wycombe Abbey Summer
NAME CEAFRHAEE | FESENER | g | grapm| TAE SIGNATURE OF VISITOR ST

OF WORK

VISIT

out

TEAM MEMEBER
MNAME & SIGNATURE
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APPENDIX 20 - UKLC team excursion information sheet

(For ALL UKLC team members accompanying students on excursions)

For each excursion there will be a minimum of two members of the UKLC team per destination. One of these will
be nominated as the Excursion Leader and will be responsible for communicating with the coach driver/s and
Group Leaders. This involves arranging meeting points and pick up times, taking a register and liaising with Group
Leaders to ensure that all students are present (with wristbands on) and have understood the various meeting
points and times and informing the coach driver/s of any pickups and the final departure time.

The other UKLC team member will be responsible for ensuring that all students and Group Leaders have been given
the relevant tourist information and any worksheets or maps. They will also deal with any museum bookings, tours
or other entrances that have been organised for the day.

Checklist:
Do you have...
e  Packed lunches (if required)
e  First Aid Kits
e Hand sanitiser and anti-bacterial wipes
e  Links for tourist info re the destination and the museum/attraction?
e A method of payment if one is required/ voucher / email of authorisation?
e  Email confirming the booking with the relevant museum?
e  The phone number of the coach company and of the driver?
e The phone number for your Centre Manager and Excursions and Activity Manager, your phone fully
charged and the emergency mobile number?
e All students have their journals?
e  Registers?

What to do if......

The venue you are visiting has no record of your booking.

It sometimes happens that the person you encounter in a museum or attraction will not be able to find the record
of our booking. It may have been mislaid or entered in the wrong date. If you have a confirmation email this will
usually solve the problem. If not, keep calm and try and resolve the situation amicably. You can ask the person to
ring your Centre Manager or just see if there is another time that they can fit you in.

There has been a mix up regarding payment

Most attractions will usually count the students in and then send an invoice to us. However, sometimes one person
will agree to invoice over the phone and then when you get to the reception you are asked to pay. Never pay out
of your own money! At this point you need to contact the Senior Leadership Team to sort it out and give them the
address to invoice:

UKLC Ltd, Unit 1d,
Rossett Business Village,
LL12 OAY

You have been delayed departing and you will arrive back at the centre later than planned.
You must inform the Centre Manager of any delay especially as it will probably affect dinner. Please do this as soon
as you can to avoid any problems with food once you return to site.

You are at the coach at the arranged meeting time and one student fails to show.

On the coach before letting the students go anywhere you must brief all students on what to do if they get lost. As
all students have phones, generally this is easily resolved with a phone call to locate them. However, if a student
(miraculously) does not have a phone with them then they should try and find their way back to the meeting point
and wait. Any Group Leader missing a student should always return to the meeting point to find them.

Stress to students that they should always have the 24hr emergency number with them (on their wristbands): 00
44 1244 567 695.

If the missing person(s) incident occurs in the morning or while visiting the first of two destinations in one day, the
Excursion Leader should remain at the first destination and continue trying to find the student(s). If they turn up,
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all of you should make your way to the second destination to meet up with the rest of the group and the coach. If
you will not make it to the other location before the scheduled departure time, call one of the other team members
on the coach and arrange for the coach to come and pick you all up on the way back to the Centre.

Whatever happens, if a student is lost and you are being significantly delayed (over an hour), then you should leave
an adult (either the Excursion Leader or another member of the team or a Group Leader if they speak good English
and they have another leader / a member of the UKLC team to take over looking after the rest of their group) at
the departure point. Make sure they have all phone numbers and enough money to get themselves and the student
home, then accompany the rest of the group home.

On return to the Centre an Incident report Form should be completed. The Excursion Leader (and/or a member of
SLT) should then liaise with the relevant Group Leader to notify the parent(s) of the missing student(s).

Depending on the extent to which missing the deadline was wilful, the student(s) participation in further excursions
may be restricted. This will be evaluated by the SLT.

A member of the excursion is injured and has to go to Hospital:

If a student requires hospital treatment, a member of the UKLC team AND a relevant Group Leader should
accompany the injured student to the hospital. The SLT must be notified too. The team member should ensure that
they have a working mobile phone.

On return to site, an Incident report Form should be completed. The Excursion Leader (and/or a member of SLT)
should then liaise with the relevant Group Leader to notify the parent(s) of the injured student(s) if this has not
already been done. Please keep receipts for any expenses you may incur in order to travel back to the centre.

A student is arrested or detained by the Police (i.e., for shoplifting or a public disorder offence):

Depending on the time of the incident and the expected timescale involved for the Police to process the case, it
may be necessary for the Excursion Leader to send the coach back to the Centre. The Group Leader should remain
with the Excursion Leader to help with any translation issues. In the event that the student will not be released on
the same day, the SLT must be contacted and the Group Leader should be liaised with in order to notify the parents.

On return to site, an Incident report Form should be completed.

The student(s) concerned may be sent home or banned from further excursions, depending on the severity of the
offence.

There are not enough packed lunches.

This is a classic! The best thing is to check and double check before you get on the coach that you have enough
lunches for the number of people on your coach. Never give the students the packed lunches before they get on
the coach as they will just eat them and create mess. When you arrive at your destination, it is vital when giving out
lunches that no one takes two. Obviously, this is difficult and so if you end up with some students who have no
lunches, then you can tell them to go and spend up to £4 on lunch and keep their receipts. They will then be
reimbursed by the Centre Manager when you return. Do not start giving out money; if they do not have any then
they should borrow from their Group Leader. If you absolutely have to spend money, then get receipts! No money
can be reimbursed without receipts.

For some reason a Group Leader decides that they don’t want to visit the museum that has been arranged
Sometimes the Group Leaders will try and take over the day. You must insist firmly but politely that everything has
been booked and paid for in advance and that no changes can be made. If they are not satisfied with the visit, then
they must speak to the Centre Manager when they get back. Remind them that they had time to talk to the Centre
Manager before the excursion and should have asked for any changes to be made then.

It is a difficult juggling act. You must always be polite with Group Leaders and try to accommodate them as much
as possible. After all, they are the client. However, you cannot let one Group Leader who is being particularly
demanding ruin the day for everyone. Remember that there is always someone on the duty mobile or the Senior

Leadership team can be contacted. If you are in a difficult situation, then ring and ask advice.

You feel that the students are at risk
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Everyone's awareness of risk is heightened today especially when European cities are vulnerable to terrorist attacks.
If you feel that the students you are accompanying are at risk in any way then you must act. In stressful situations
people will often panic and it is more frightening if you are in a foreign country. So, whether it be a group of
drunken football fans who suddenly appear, or a bomb scare you must try as much as possible to take control of
the situation. Walk the students towards the nearest public building and keep checking that they are all there. Call
the police if you feel it is necessary and call the coach driver to come and pick you up. Please also call your Centre
Manager immediately if you need advice. We expect our team to act with common sense and responsibility in the
face of any risk to students.

A final note

On excursions your role is to guide and assist. You are not expected to be the fountain of all knowledge regarding
the history and age of buildings etc., but you are not expected to say “I dunno, I've never been here before!” either.
Members of the team who are not involved in teaching should also be familiar with what content has been covered
in the lessons so that they are in a position to help students with any worksheets they may have. You will have
plenty of opportunity to research the excursion beforehand and you will be responsible for the smooth running of
the day.

Try to mix with the students as much as possible and talk to them about what they are seeing. Let them try their
English out on you and answer their questions.

There will always be some free time on excursions where the groups go off to have a look around or go shopping
and during this time you can relax and have a break. If however, there are younger students who need
accompanying, then work out a rota between the team members of the excursion to make sure that the students
are supervised but that everyone gets a break.

A final word on excursions. They can be the best times ever and the bits the students will really remember!
However, they can also be a moment when things somehow seem to unravel and everyone arrives back at the
centres feeling exhausted and annoyed. The Operations team at head office have spent months planning the
excursions and writing the itineraries. However, there are always unforeseeable events when moving large numbers
of people around during peak tourist season. You can really play your part by being prepared. Do some research,
make sure you know where you are going and what the itinerary is. Find out which groups you are accompanying
and introduce yourself to the leaders in advance of the excursion. If you take some responsibility for the day then
things will work out much better and your Excursion and Activity manager will love you! Remember that there is
always someone just a phone call away.
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APPENDIX 21 - Complaints Form

Centre Group

Name of Complainant: M/F: Date: Time:

Nature of Complaint:

Action taken in Response to Complaint:

Outcome of Complaint investigation:

Information given to Complainant:

Date Information Provided:

By:

Status:
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APPENDIX 22 - Recruitment Policy

RECRUITMENT POLICY

We aim to recruit suitably qualified people with relevant experience and loads of enthusiasm where possible.

As a mainly seasonal business running short courses, most of our teams are recruited on a temporary basis. In the
interests of continuity, it is our policy to give preference wherever possible to returning team members. We feel
that the more people who return to work again, the easier the set-up period is and the more smoothly our courses
will run. This also offers us the opportunity to develop people and allow them to see progress and growth.
Therefore, any satisfactory member of a team who wishes to return to work with us will be given preference with
regards to location or length of contract.

We recruit people based on their suitability and ability to do the job. We aim to recruit people who are enthusiastic,
motivated, appropriately qualified and above all else are keen to work with children. We require them to understand
the importance of safeguarding in our organisation and how promoting the welfare of young people in our centres
is a high priority.

We are committed to promoting equal opportunities in employment. Our employees and any job applicants will
receive equal treatment regardless of age, disability, gender reassignment, marital or civil partner status, pregnancy
or maternity, race, colour, nationality, ethnic or national origin, religion or belief, sex or sexual orientation. It applies
to all aspects of employment with us, including recruitment. Please see our Diversity, Equity and Inclusion policy

for further details.

RECRUITMENT PROCEDURE (for temporary positions)

1)  Applicants forward a copy of their full curriculum vitae (CV) or make an enquiry. These enquiries are made
either directly to our email inbox or through another platform like Indeed.
Once we receive their CV, they are sent an application pack including our Working With Us document, our
Diversity, Equity and Inclusion Policy, our Sexual Harassment Policy, our Anti-Harassment and Bullying
Policy as well as the relevant job description. The application pack provides information about UKLC, our
mission statement, our programmes and centres, the positions available with an overview of each role,
our safeguarding and Child Protection Statement and a declaration of suitability to work with young
people. An application form must be completed by every candidate.
In this application pack, candidates are sent a link to our online application form which is completed via
Recruiterflow. On submission of their application form, candidates automatically have a Recruiterflow
profile created for them.

2) Candidates are then short-listed against a set of criteria depending on the position they are applying for.

3) Suitable candidates are invited for an interview (via zoom or Teams) conducted by a member of the
recruitment or academic team. (Interview guidance notes in Appendix 1)

4) If the candidate is deemed suitable after the interview, then an initial email is sent informing the candidate
they have been successful at interview and that we would like to make them a conditional offer. In this
email, we also request either the relevant document or their share code and DOB as their proof of their
right to work in the UK.

5) Once their right to work document has been received and checked, their provisional offer is sent by email
and a minimum of two written references (one of which will be followed up with a telephone call) will be
sought. Where possible, one reference should apply to regulated activity with under 18s.

6) Candidates are then asked to complete an online form to enable an Enhanced DBS check to be carried
out unless they are already registered with the DBS Update Service. If they have previously registered with
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the DBS Update Service, we will ask to see the certificate they used to register before running the check
with their permission. Team members holding Qualified Teacher Status will be checked against the
Prohibited List with their permission. They are also invited to complete an online Safeguarding In
Language Centres course and submit the certificate to head office. Candidates are also asked to complete
an online Prevent course. Candidates who have lived or worked overseas for more than six months in the
last five years will be required to provide an official Police check and accredited translation from the
relevant country/countries. Where the Police check is not possible, we will collect two additional
references from people who have seen the applicant working with under 18s. There is also a review of the
applicant’s online footprint and publicly accessible social media profiles in line with statutory guidance for
safer recruitment. Candidates for management positions will also be requested to complete a Child
Mental Health Awareness training and submit the certificate to head office. The submission of all
documents including a Team Information Form (TIF) will be via a link that uploads the documents directly
to the candidate’s Recruiterflow profile.

Once onboarding is underway, candidates will receive a date and centre specific offer conditional upon
the following:

e Right to work evidence

e  Our availability of work and centres

e  Proof of qualifications

e At least two satisfactory references

e An Enhanced DBS Check

e Online checks

e Where applicable, we will seek to run Prohibited List checks.

Once the references have been received, all checks completed and are satisfactory a contract will be sent.
The candidate is required to sign and return the contract and to complete a HMRC Starter Form.

(All successful candidates will be asked if they have any special requirements for the assessment process and whether any reasonable

adjustments need to be made.)

RECRUITMENT PROCEDURE (for returning temporary team members)

1)

2)

Subject to giving their consent for their details to be held by us for possible future work, following the
annual recruitment review in which their performance is evaluated, anyone who has been deemed
acceptable for reemployment is contacted and asked if they wish to return. If so, they are asked to
forward an up-to-date copy of their CV as well as completing a new application form via Recruiterflow.
This includes a declaration of suitability to work with young people as well as the documents and
policies sent to new team members.

As all returners will have previously had an Enhanced DBS check carried out by UKLC, we would consider
this valid for a period of three years. For anyone who has previously been DBS checked by UKLC and has
registered with the update service, we will carry out the instant check with their permission to ensure that
the information is up-to-date. If they have a more recent Enhanced DBS from another company (from the
previous three months), we will ask to see it, make a note of the certificate number and accept it. Those
holding Qualified Teacher Status will be checked against the Prohibited List with their permission.
Candidates who have lived or worked overseas for more than six months in the last five years will be
required to provide an official Police check and accredited translation from the relevant country/countries.
Where the Police check is not possible, we will collect two additional references from people who have
seen the applicant working with under 18s. There is also a review of the applicant’s online footprint and
publicly accessible social media profiles in line with statutory guidance for safer recruitment.
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4)

9)

10)
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In all cases, if returners have not worked for UKLC for over a three-month period, they will be asked to
provide the details of their most recent employer who will be contacted in order to confirm their
continued suitability to work with young people.

All applicants are invited to complete an online Safeguarding in Language Centres and Prevent
course and submit the certificates to head office. Candidates for management positions will also be
requested to complete a Child Mental Health Awareness training course and submit the certificate to
head office. The submission of all documents including a Team Information Form (TIF) will be via a link
that uploads the documents directly to the candidate’s Recruiterflow profile.

Once onboarding is underway, candidates will receive a date and centre specific offer conditional upon
the following:

e Right to work evidence

e Our availability of work and centres

e  Proof of qualifications

e At least two satisfactory references

¢ An Enhanced DBS Check

e Online checks

e Where applicable, we will seek to run Prohibited List checks.

Once the references have been received, all checks completed and are satisfactory a contract will be sent.
The candidate is required to sign and return the contract and to complete an HMRC Starter Form.

RECRUITMENT PROCEDURE (for permanent team members)

1)

2)

Applicants forward a copy of their full curriculum vitae (CV). Suitable candidates are sent further
information about the company and the position available and the relevant job description.

Candidates are then short-listed against a set of criteria depending on the position they are applying for.

Suitable candidates are invited to a face-to-face interview at our head office. The interview panel will
include at least one Director and members of the Senior Leadership Team.

Depending on the position, a second interview may be deemed necessary.
If the Directors / SLT agree to a position being offered, a minimum of two references will be sought and
an offer made subject to satisfactory references. An Enhanced DBS check will also be carried out as well

as the checks listed for seasonal team members.

Once the references have been received and are satisfactory, an offer letter will be sent and the candidate
is required to accept in writing and to complete a Team Information Form (TIF) and an HMRC starter form.

(All successful candidates will be asked if they have any special requirements for the assessment process and whether any reasonable

adjustments need to be made.)

Seasonal employees are put on 2-week probation (if appropriate), permanent employees on 6-month probation

period. Please see our Culture Book and Employee Handbook for more details and policies.

Paperwork required:

Full up to date CV

Completed and signed application form

A minimum of two referees who are not relatives. The referees must be from the person’s most recent
employment. One should preferably be in a role where they had access to or responsibility for children.
Level 1 Safeguarding Certificate

Proof of Address

Prevent Awareness Certificate (and Prevent Referrals certificate where applicable)

Copies of all relevant qualifications (originals to be seen and scanned)

Proof of Identity — passport, driving licence, birth certificate — one of which must have a photograph
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e  Proof of National Insurance number

e Evidence of right to work in the UK (this must be produced by all successful candidates). Please see
Appendix 2

e Team Information Form including their next of kin details and any relevant medical information

e Candidates must notify the company of any changes/updates with their qualifications

e  Appropriate security checks to be done which may take the form of an Enhanced Disclosure

Failure to complete the above can result in our offer of employment being withdrawn.

APPENDIX 1

Interview Guidance Notes

= DO ensure the recruitment and selection process is as transparent and free from bias

= DO ensure recruitment files remain confidential

= DO shortlist candidates on the basis of objective criteria only

= DO follow an agreed set of questions for each candidate.

= DO feel free to ask supplementary questions depending on candidates’ answers

= DO keep written records throughout the process

= DO give unsuccessful candidates the opportunity to seek feedback as to why they were unsuccessful

= DON'T unlawfully discriminate in any way at any stage of the process (e.g. discriminate on the basis of age,
disability, gender reassignment, marital or civil partner status, pregnancy or maternity, race, colour, nationality,
ethnic or national origin, religion or belief, sex or sexual orientation)

= DON'T ignore a disability or medical condition:- If a candidate is disabled, the business has a duty to make
reasonable adjustments. The employer must give the applicant an opportunity to suggest reasonable
adjustments for the interview (e.g. leave more time for replies from an applicant with a hearing impairment).

= Anemployer should only ask about a disability if it is, or may be, relevant to the job after a reasonable
adjustment. Above all, an employer must not ask discriminatory questions. All questions should
relate directly to the job and the competencies required for the job.

e DON'T rely solely on word of mouth or recommendation for recruitment.
APPENDIX 2
DOCUMENTATION CHECKS

We will use the government guide below to ascertain the right to work of all employees.
https://www.gov.uk/government/publications/right-to-work-checks-employers-quide/an-employers-guide-to-

right-to-work-checks-17-january-2022-accessible-version#introduction

1. Itis a requirement of the law on preventing illegal working that all employers make certain document
checks. Home Office guidance and the Commission for Racial Equality Code of Practice recommend this
is carried out for every prospective employee. Failure to undertake such a check, if the individual is
subsequently found not to have the right to work in the United Kingdom, is a criminal offence.

2. Employers have a statutory defence against conviction for employing an illegal worker if they check and
copy certain original documents belonging to the individual before they commence employment. This will
be done by the Manager when the job offer is made. The copies will be placed in the individual’s personal
file.

3. There are 3 steps to conducting a manual document-based right to work check. We will need to complete
all 3 steps before employment commences to ensure we have conducted a check in the prescribed
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manner, in order to establish a statutory excuse. The details of the 3 steps process that we will follow is
detailed here.

APPENDIX 23 Wycombe Abbey Summer Programmes Booking Forms
e Agent Booking Form: click HERE

e Direct booking form: click HERE

APPENDIX 24 Wycombe Abbey Summer Programmes Confirmation Sheet

A,

Confirmation Sheet

Student IMame:
Centre:
Group Mame
Report creation date: f2026
Group Coordingtar: Karky T..=.;.-Ic+i
Brrival Cate: A mamber of staff wil ba presant for all trarsfers
Arrival Arpart arranpad with us
Arrraal Right Time: Thay wil ba awaiting wour armsal in tha airport
Arrrval Right Mumber: terrriral buiding
Transfar arrarped with
First Meal: n case of ar urgent quary — plaasa contact tha

Cantre Marager at ¥Wiyoombe Abbey on +44
01244 547495 / Cantre Mobile Mo #44 (07355

415 7Ed
Departure Cata:
Dreparturs Airport
Dieparture Fight Time: Flaaza cnsura the Studant travals with this
Departure Fight Murrbar: documart as well at tha Arrival in the UK
Transfar arranged with dooumart.
Last Maak
[ btz

98


https://www.gov.uk/government/publications/right-to-work-checklist/employers-right-to-work-checklist-accessible-version
https://forms.office.com/Pages/ResponsePage.aspx?id=cPkBz_TJFEOXnCQkFnIQG1wG40O9mGxHl27_MQdlaIlURTVaSUxaQjVLTkE1V0gyUEVGV0JHMFY5RCQlQCN0PWcu
https://wycombeabbeysummerprogramme.com/book-now/

Operations and Safeguarding — UKLC

APPENDIX 25 - Anti-Harassment and Bullying Policy

1. About this policy
1.1 We are committed to providing a working environment free from harassment and bullying and ensuring all
employees are treated, and treat others, with dignity and respect.
1.2 This policy covers harassment or bullying which occurs at work and out of the workplace, such as on business
trips or at work-related events or social functions. It covers bullying and harassment by employees (which may
include consultants, contractors and agency workers) and also by third parties such as customers, suppliers or
visitors to our premises. We have a separate policy dealing with sexual harassment.
1.3 This policy does not form part of any employee's contract of employment and we may amend it at any time.
This policy replaces any previous anti-harassment and bullying policy previously issued.
2. What is harassment?
2.1 Harassment is any unwanted physical, verbal or non-verbal conduct that has the purpose or effect of violating
a person's dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for them. A
single incident can amount to harassment.
2.2 It also includes treating someone less favourably because they have submitted or refused to submit to such
behaviour in the past.
2.3 Unlawful harassment may involve conduct of a sexual nature (sexual harassment), or it may be related to age,
disability, gender reassignment, marital or civil partner status, pregnancy or maternity, race, colour, nationality,
ethnic or national origin, religion or belief, sex or sexual orientation. Sexual harassment is dealt with under our
separate policy. Harassment is unacceptable even if it does not fall within any of these categories.
2.4 Harassment may include, for example:

(a) offensive emails, text messages or social media content;

(b) derogatory or stereotypical remarks about a particular ethnic or religious group, religion or belief, or

gender;

(c) mocking, mimicking or belittling a person's disability;

(d) unwanted physical conduct or "horseplay", including touching, pinching, pushing and grabbing; or

(e) unwelcome sexual advances or suggestive behaviour (which the harasser may perceive as harmless).
2.5 A person may be harassed even if they were not the intended "target". For example, a person may be harassed
by racist jokes about a different ethnic group if the jokes create an offensive environment.
2.6 Victimisation includes subjecting a person to a detriment because they have done, or are suspected of doing
or intending to do, any of the following protected acts:

(a) Bringing proceedings under the Equality Act 2010.

(b) Giving evidence or information in connection with proceedings under the Equality Act 2010.

(c) Doing any other thing for the purposes of or in connection with the Equality Act 2010.

(d) Alleging that a person has contravened the Equality Act 2010.
2.7 Victimisation may include, for example:

(a) Denying someone an opportunity because it is suspected that they intend to make a complaint about

harassment.

(b) Excluding someone because they have raised a grievance about harassment.

(c) Failing to promote someone because they accompanied another employee to a grievance meeting.

(d) Dismissing someone because they gave evidence on behalf of another employee at an employment
tribunal hearing.
2.8 Harassment and victimisation are unlawful and will not be tolerated. They may lead to disciplinary action up to
and including dismissal.
2.9 Third-party harassment occurs where a person is harassed by someone who does not work for, and who is not
an agent of, the same employer, but with whom they have come into contact during the course of their
employment. Third-party harassment could include, for example, derogatory comments about a person's age,
disability, colour or sexual orientation by a client, customer or supplier visiting the employer's premises, or where
a person is visiting a client, customer or supplier's premises or other location in the course of their employment.
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3. What is bullying?
3.1 Bullying is offensive, intimidating, malicious or insulting behaviour involving the misuse of power that can make
a person feel vulnerable, upset, humiliated, undermined or threatened. Power does not always mean being in a
position of authority, but can include both personal strength and the power to coerce through fear or intimidation.
3.2 Bullying can take the form of physical, verbal and non-verbal conduct. Bullying may include, for example:

(a) physical or psychological threats;

(b) overbearing and intimidating levels of supervision; or

(c) inappropriate derogatory remarks about someone's performance.
3.3 Legitimate, reasonable and constructive criticism of a worker's performance or behaviour, or reasonable
instructions given to workers in the course of their employment, will not amount to bullying on their own.
4. If you are being harassed or bullied
4.1 If you are being harassed or bullied, consider whether you feel able to raise the problem informally with the
person responsible. You should explain clearly to them that their behaviour is not welcome or makes you
uncomfortable. If this is too difficult or embarrassing, you should speak to your manager, who can provide
confidential advice and assistance in resolving the issue formally or informally.
4.2 If informal steps are not appropriate, or have not been successful, you should raise the matter formally under
our Grievance Procedure.
4.3 We will investigate complaints in a timely and confidential manner. The investigation will be conducted by
someone with no prior involvement in the complaint, where possible. Details of the investigation and the names of
the person making the complaint and the person accused must only be disclosed on a "need to know" basis. We
will consider whether any steps are necessary to manage any ongoing relationship between you and the person
accused during the investigation.
4.4 Once the investigation is complete, we will inform you of our decision. If we consider you have been harassed
or bullied by an employee the matter will be dealt with under the Disciplinary Procedure as a case of possible
misconduct or gross misconduct. If the harasser or bully is a third party such as a customer or other visitor, we will
consider what action would be appropriate to deal with the problem. Whether or not your complaint is upheld, we
will consider how best to manage any ongoing working relationship between you and the person concerned.
5. Protection and support for those involved
5.1 Employees who make complaints, report that they have witnessed wrongdoing, or who participate in good faith
in any investigation must not suffer any form of retaliation or victimisation as a result. Anyone found to have
retaliated against or victimised someone in this way will be subject to disciplinary action under our Disciplinary
Procedure.
6. Record-keeping
6.1 Information about a complaint by or about an employee may be placed on the employee's personnel file, along
with a record of the outcome and of any notes or other documents compiled during the process.

Appendix 26 - Sexual Harassment Prevention

1. Policy statement

1.1 We are committed to providing a working environment free from sexual harassment and ensuring all employees
are treated, and treat others, with dignity and respect. We recognise that sexual harassment can occur both in and
outside the workplace, such as on business trips, or at work-related events or social functions, or on social media.

1.2 Sexual harassment or victimisation of any member employee, or anyone they come into contact with during the
course of their work, is unlawful and will not be tolerated. We will take active steps to help prevent the sexual
harassment and victimisation of all employees. Anyone who is a victim of, or witness to, sexual harassment is
encouraged to report it in accordance with this policy. This will enable us to take appropriate action and provide
support. Sexual harassment can result in legal liability for both the business and the perpetrator, whether they work
for us or are a third party outside of our control. Sexual harassment may result in disciplinary action up to and
including dismissal.
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2. About this policy
2.1 The purpose of this policy is to set out a framework for managers to deal with any sexual harassment that occurs
by employees (which may include consultants, contractors and agency workers) and also by third parties such as
customers, suppliers or visitors to our premises.
2.2 This policy does not form part of any contract of employment or contract to provide services, and we may
amend it at any time.
3. What is sexual harassment?
3.1 Sexual harassment is any unwanted physical, verbal or non-verbal conduct of a sexual nature that has the
purpose or effect of violating a person's dignity, or creating an intimidating, hostile, degrading, humiliating or
offensive environment for them. A single incident can amount to sexual harassment.
3.2 Italso includes treating someone less favourably because they have submitted or refused to submit to unwanted
conduct of a sexual nature, or that is related to gender reassignment or sex, in the past.
3.3 Sexual harassment may include, for example:
(a) unwanted physical conduct or "horseplay”, including touching, pinching, pushing and grabbing;
(b) continued suggestions for sexual activity after it has been made clear that such suggestions are
unwelcome;
(c) sending or displaying material that is pornographic or that some people may find offensive (including
emails, text messages, video clips and images sent by mobile phone or posted on the internet);
(d) unwelcome sexual advances or suggestive behaviour (which the harasser may perceive as harmless);
or
(e) offensive emails, text messages or social media content.
3.4 A person may be sexually harassed even if they were not the intended target. For example, a person may be
sexually harassed by pornographic images displayed on a colleague's computer in the workplace.
3.5 Victimisation includes subjecting a person to a detriment because they have done, or are suspected of doing
or intending to do, any of the following protected acts:
(a) Bringing proceedings under the Equality Act 2010.
(b) Giving evidence or information in connection with proceedings under the Equality Act 2010.
(c) Doing any other thing for the purposes of or in connection with the Equality Act 2010.
(d) Alleging that a person has contravened the Equality Act 2010.
3.6 Victimisation may include, for example:
(a) Denying someone an opportunity because it is suspected that they intend to make a complaint about
sexual harassment.
(b) Excluding someone because they have raised a grievance about sexual harassment.
(c) Failing to promote someone because they accompanied another employee member to a grievance
meeting.
(d) Dismissing someone because they gave evidence on behalf of another employee member at an
employment tribunal hearing.
3.7 Sexual harassment and victimisation are unlawful and will not be tolerated. They may lead to disciplinary action
up to and including dismissal if they are committed:
(@) In a work situation.
(b) During any situation related to work, such as at a social event with colleagues.
(c) Against a colleague or other person connected to us outside of a work situation, including on social
media.
(d) Against anyone outside of a work situation where the incident is relevant to your suitability to carry
out your role.
3.8 We will take into account any aggravating factors, such as abuse of power over a more junior colleague, when
deciding the appropriate disciplinary action to take.
3.9 If any sexual harassment or victimisation of employees occurs, we will take steps to remedy any complaints and
to prevent it happening again. These may include updating relevant policies, providing further employee training
and taking disciplinary action against the perpetrator.
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3.10 Third-party harassment occurs where a person is harassed or sexually harassed by someone who does not
work for, and who is not an agent of, the same employer, but with whom they have come into contact during the
course of their employment. Third-party harassment could include, for example, unwelcome sexual advances from
a client, customer or supplier visiting the employer's premises, or where a person is visiting a client, customer or
supplier's premises or other location in the course of their employment.
3.11 Third-party sexual harassment can result in legal liability and will not be tolerated. All employees are
encouraged to report any third-party harassment they are a victim of, or witness, in accordance with this policy.
3.12 Any sexual harassment by an employee against a third party may lead to disciplinary action up to and including
dismissal.
3.13 We will take active steps to try to prevent third-party sexual harassment of employees.
3.14 If any third-party harassment of an employee occurs, we will take steps to remedy any complaints and to
prevent it happening again.
4. If you are being sexually harassed: informal steps
4.1 If you are being sexually harassed, consider whether you feel able to raise the problem informally with the
person responsible. You should explain clearly to them that their behaviour is not welcome or makes you
uncomfortable. If this is too difficult, you should speak to your manager, who can provide confidential advice and
assistance in resolving the issue formally or informally. If you feel unable to speak to your manager because the
complaint concerns them, you should speak informally to a senior manager, director or if we have one the HR team.
If this does not resolve the issue, you should follow the formal Grievance Procedure below.
4.2 If you are not certain whether an incident or series of incidents amounts to sexual harassment, you should
initially contact your manager informally for confidential advice.
4.3 If informal steps are not appropriate, or have been unsuccessful, you should refer to our Grievance Procedure.
5. Raising a formal complaint
5.1 If you wish to make a formal complaint about sexual harassment, you should refer to our Grievance Procedure.
5.2 Your written complaint should set out full details of the conduct in question, including the name of the harasser,
the nature of the sexual harassment, the date(s) and time(s) at which it occurred, the names of any witnesses and
any action that has been taken so far to attempt to stop it from occurring.
5.3 If you wish to make a formal complaint about victimisation, you should you should refer to our Grievance
Procedure.
5.4 Your written complaint should set out full details of the conduct in question, including the name of the person
or persons you believe have victimised you, the reason you believe you have been victimised, the nature of the
victimisation, the date(s) and time(s) at which it occurred, the names of any witnesses and any action that has been
taken so far to attempt to stop it from occurring.
5.5 As a general principle, the decision whether to progress a complaint is up to you. However, we have a duty to
protect all employees and may pursue the matter independently if, in all the circumstances, we consider it
appropriate to do so.
6. If you witness sexual harassment or victimisation
6.1 Employees who witness sexual harassment or victimisation are encouraged to take appropriate steps to address
it. Depending on the circumstances, this could include:

(a) Intervening where you feel able to do so.

(b) Supporting the victim to report it or reporting it on their behalf.

(c) Reporting the incident where you feel there may be a continuing risk if you do not report it.

(d) Co-operating in any investigation into the incident.
6.2 All witnesses will be provided with appropriate support and will be protected from victimisation.
7. Formal investigations
7.1 We will investigate complaints in accordance with our Grievance Procedure and do so in a timely, respectful
and confidential manner. Individuals not involved in the complaint or the investigation should not be told about it.
7.2 We will arrange a meeting with you, so that you can give your account of events. You have the right to be
accompanied by a colleague or a trade union representative of your choice, who must respect the confidentiality
of the investigation.
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7.3 Where your complaint is about an employee, we may consider suspending them on full pay or making other
temporary changes to working arrangements pending the outcome of the investigation, if circumstances require.
The investigator will also meet with the alleged harasser to hear their account of events. They have a right to be
told the details of the allegations against them, so that they can respond.
7.4 Where your complaint is about someone other than an employee, such as a customer, supplier or visitor, we
will consider what action may be appropriate to protect you and anyone involved pending the outcome of the
investigation, bearing in mind the reasonable needs of the business and the rights of that person. Where
appropriate, we will attempt to discuss the matter with the third party.
7.5 We will also consider any request that you make for changes to your own working arrangements during the
investigation. For example, you may ask for changes to your duties or working hours to avoid or minimise contact
with the alleged harasser.
7.6 It may be necessary to interview witnesses to any of the incidents mentioned in your complaint. If so, the
importance of confidentiality will be emphasised to them.
7.7 We will conclude the process in accordance with our Grievance Procedure.
8. Action following the investigation
8.1 If we consider that there is a case to answer and the harasser is an employee, the matter will be dealt with as a
case of possible misconduct or gross misconduct under our Disciplinary Procedure.
8.2 Where sexual harassment occurred, prompt action will be taken to address it. If the harasser is a third party,
such as a customer or other visitor, we will consider what action would be appropriate to deal with the problem.
8.3 Whether or not your complaint is upheld, we will consider how best to manage the ongoing working relationship
between you and the person concerned. It may be appropriate to arrange some form of mediation or counselling,
or to change the duties, working location or reporting lines of one or both parties.
8.4 Any employee who deliberately provides false information in bad faith, or who otherwise acts in bad faith as
part of an investigation, may be subject to action
under our Disciplinary Procedure. However, you will not be disciplined or treated detrimentally because your
complaint has not been upheld.
9. Appeals
9.1 If you are not satisfied with the outcome you may appeal in writing in accordance with the Grievance Procedure.
10. Protection and support for those involved
10.1 Employees who make complaints, report that they have witnessed wrongdoing, or who participate in good
faith in any investigation must not suffer any form of retaliation or victimisation as a result. Anyone found to have
retaliated against or victimised someone in this way will be subject to disciplinary action under our Disciplinary
Procedure.
10.2 If you believe you have suffered any such treatment you should inform your manager. If the matter is not
remedied, you should raise it formally using our Grievance Procedure.
10.3 We will monitor the treatment and outcomes of any complaints of sexual harassment or victimisation we
receive to ensure that they are properly investigated and resolved, those who report or act as witnesses are not
victimised, repeat offenders are dealt with appropriately, cultural clashes are identified and resolved and workforce
training is targeted where needed.
10.4 Support and guidance can also be obtained from your manager and the following external services:

(a) The Equality Advisory and Support Service (www.equalityadvisoryservice.com).

(b) Protect (www.protect-advice.org.uk).

() Victim support (www.victimsupport.org.uk).

(d) Rape crisis (www.rapecrisis.org.uk).
(e) Rights of women (England and Wales) (www.rightsofwomen.org.uk).

11. Reporting outcomes, confidentiality and record-keeping

11.1 Confidentiality is an important part of the procedures provided under this policy. Details of the investigation
and the names of the person making the complaint and the person accused must only be disclosed on a "need to
know" basis. Breach of confidentiality may give rise to disciplinary action under our Disciplinary Procedure.
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11.2 When appropriate and possible, where a complaint is upheld, we will advise the complainant of the action that
has been taken to address their specific complaint and any measures put in place to prevent a similar event
happening again.

11.3 Information about a complaint by or about an employee may be placed on their personnel file, along with a
record of the outcome and of any notes or other documents compiled during the process.
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APPENDIX 27 - Manager Quick Guide (Al)

UKLC

Educate - Inspire - Ennch

Manager Al Oversight: Quick Guide

Audience: Centre Managers (CM), Course Directors (CD), Excursions & Activities
Managers (EAM), Safeguarding & Welfare Coordinators (SWC)

Purpose: This quick guide summarises your responsibilities for overseeing Al
use on centre. It is designed to support safe practice, ensure compliance with
UKLC's Al Framework, and protect students, team, and the organisation.

1. What to Watch For (Day-to-Day Oversight)

As a manager, you should remain alert to the following indicators during normal
operations, observations, and team interactions:

Team Practice

» Team relying on Al outputs without review or adaptation

» Lesson materials that appear generic, inappropriate for age/level, or
factually incorrect

» Al being framed as an authority or "always correct”

» Use of Al to justify decisions rather than applying professional judgement

Student Behaviour & Learning

» Students submitting work that does not reflect their known language
ability

» Ower-reliance on Al for answers rather than attempting tasks
independently

» “Answer-first” behaviour with limited drafting or thinking

» Students referring to Al as a source of advice or guidance beyond learning
support

Safeguarding Signals

» Students discussing distressing inappropriate, or confusing Al outputs
» Evidence of emotional reliance on Al tools
» Students attempting to disclose personal or safeguarding concerns to Al
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An Al incident occurs when Al use creates, contributes to, or exposes users to
potential risk.

You must take action if any of the following occur:
Safeguarding-Related Triggers (Immediate Escalation)

» Al-generated content causes fear, distress, or emotional harm

» A student attempts to disclose abuse, bullying, self-harm, or personal
distress to Al

» Evidence of emotional dependence on Al tools

» Alis used (or attempted to be used) for welfare, behaviour, or
safeguarding decisions

Data Protection Triggers
» Student, team, parent, or agent personal data entered into Al tools
» Uploading or summarising documents containing identifiable information
» Use of Al with photos, names, medical, SEM, or safeguarding information
Professional Practice Triggers
» Team using Al to replace teaching, supervision, marking, or feedback

» Al-only decision-making or evaluations
» Use of prohibited tools or unauthorised Al platforms

3. Reporting Flow (What To Do)
Step 1: Identify the Risk

» |s there potential safeguarding, data protection, or wellbeing impact?
» If unsure, treat as higher risk.

Step 2: Act Immediately

» Safeguarding concern: Report immediately to the Centre DSL
» Non-safeguarding concern: Escalate to Centre Management

Step 3: Escalate to Head Office

» All significant Al incidents must be escalated to Head Office
» Do not attempt to resolve serious issues independently
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Step 4: Record & Follow Existing Procedures

» Use UKLC's established safeguarding or incident reporting systems
» Alincidents are managed within existing frameworks (no parallel process)

Key Principle: Al must never replace professional judgement or safeguarding
decision-making.

4. Example Scenarios (How to Apply the Framework)
Scenario 1: Al-Generated Lesson Materials

A teacher uses Al to generate a worksheet that includes culturally inappropriate
examples.

Correct Response:

» Address the issue directly with the teacher
» Reinforce review and adaptation responsibilities
» Provide guidance and additional training if required

Scenario 2: Student Over-Reliance on Al

You notice a student submitting unusually advanced written work and referring
to Al for “the best answers."

Correct Response:

» Discuss academic integrity with the teacher
» Reinforce drafting, thinking-first approaches
» Remind students of permitted and prohibited Al use

Scenario 3: Safeguarding Disclosure to Al

A student reports they asked an Al tool for help with a personal problem.

Correct Response:

» Treat as a safeguarding concern
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« Report immediately to the DSL
« Do not investigate independently
« Reinforce that Al is not a safeguarding channel

Al Incident Reporting Flowchart

Steps 1o take when there is an Al-related situation reguinng action

ACTION REQUIRED

Is there a student safety

or safeguarding concern?
| Yes No |

REPORY IMMEDIATELY LOG ISSUE:
A 10

" Record detain
Designated of the iIncident
Safeguarding Lead

@ INFORM HEAD OFFICE (J

unnmnumu:mn ’m

Follow up and Seck further guidance
docement autcome from Head Office

SO MONITOR & REVIEW: frsure resci

Scenario 4: Team Unsure About Al Use

A team member asks whether they can upload class lists into an Al tool.

Correct Response:

« Clear instruction: No (personal data prohibited)
« Reinforce anonymisation and fictionalisation rules
« Encourage asking before using Al when unsure

Manager Reminder

As a centre manager, your role is to guide, monitor, and model responsible Al
use.

Al is a support tool — never a decision-maker.

When in doubt: Pause — Protect — Escalate.
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APPENDIX 28- UKLC Parent / Accompanying Adult Agreement

UKLC

Educate - Inspire - Enrich
UKLC Parent / Accompanying Adult Agreement

UK Language Courses (UKLC) is committed to providing a safe, structured and positive environment for all young
people in our care. This agreement sets out the expectations for parents or accompanying adults attending
selected UKLC junior summer school programmes.

1. Role and Status

| understand and agree that | am attending the programme as a guest of the centre, | am not part of the UKLC
team, centre management team or supervision structure, my presence is limited to accommodation and approved
excursions only, and my child will remain under the supervision of their assigned Group Leader and UKLC team
throughout the programme.

2. Boundaries and Involvement

| agree that | will not involve myself in the day-to-day running of the centre or programme, not intervene in
lessons, activities, excursions or evening programmes, not supervise, discipline or give instructions to students
other than my own child, and not challenge, direct or undermine UKLC team or Group Leaders.

3. Communication and Complaints
| understand that all enquiries, concerns or complaints must be raised via the Group Leader and that issues will be
escalated internally by UKLC in line with official procedures.

4. Behaviour and Conduct
| agree to behave respectfully, calmly and appropriately at all times, act as a positive role model for young people,
and follow all centre rules, safety instructions and UKLC policies.

5. Safeguarding and Professional Boundaries

| agree to maintain clear professional boundaries with all students, interact only with my own child unless invited
by UKLC team, avoid physical contact with students other than my own child, never be alone with another
student, never enter student bedrooms or restricted areas, and report any safeguarding or welfare concerns
immediately via the Group Leader or UKLC team as outlined in our Operations and Safeguarding Handbook and
the Group Leader Handbook.

6. Alcohol, Smoking and Substances

| understand that alcohol consumption must be moderate, discreet and lawful, | must never be under the
influence of alcohol or substances in student areas or on excursions, smoking or vaping is permitted only in
designated areas, and illegal substances are strictly prohibited.

7. Photography, Social Media and Privacy
| agree to take photographs or videos only of my own child, not share images or information that identify other
students, and respect privacy, consent and data protection at all times.

8. Breaches of This Agreement
| understand that failure to comply with this agreement may result in restrictions on my involvement, removal
from activities or excursions, or a requirement to leave the programme or centre.

Declaration and Acceptance
All accompanying parents and adults are required to:

e Read and understand this policy before arrival
e Agree to abide by its terms for the duration of the programme

This policy operates alongside UKLC's:
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e  Operations & Safeguarding Handbook
e Code of Conduct for Adults (appendix 1)

e Behaviour and Complaints Procedures

AGENCY NAIME....ooiiiiiii s
Parent / Accompanying Adult Name.........ccccviiiieniieneee e
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Appendix 1 - Code of Conduct for Adults
Code of Conduct for Adults

We are committed to establishing an atmosphere of trust between the students in our care and all adults they
come into contact with. This document describes the standards of conduct and practice that UKLC employees and
Group Leaders should follow. Our aim is to protect all young people and adults connected with UKLC.

Terms

Young person:  Any student or young person enrolled on a UKLC course

Adult:  Any UKLC team member, Group Leader, Employee of hosting institution

- All students and adults must be treated with respect

- In all activities, UKLC team members and Group Leaders are required to be aware that physical
contact with a young person may be misinterpreted. It is especially important to note the
different cultures present at a UKLC course. Whilst we understand that in some other cultures
physical contact may be viewed differently, we ask all adults on our courses to understand that
we are operating based on British culture and we expect them to also.

- Any physical or manual touching required should be provided openly and if this is in a sporting
situation, it should be in accordance with the guidelines provided by the appropriate National
Governing Body.

- All adults are expected to dress appropriately at all times. For the UKLC team this means
wearing their uniform when on duty, but for off duty team members and Group Leaders we
would ask you to be considerate to the sensitive age of our students and avoid revealing too
much flesh (low tops / shorts / miniskirts). This is especially important for residential team
members in accommodation with students.

- Inall lessons and activities, UKLC team members should recognise that special caution is
required when discussing sensitive issues with young people.

- Inall lessons and activities, feedback should be constructive rather than negative

In all dealings with young people, adults should never:
- play rough physical games or sexually provocative games
- share a room with a young person
- enter a young person’s room unless it is absolutely necessary and if entering a young person'’s
room must do so accompanied
- allow or engage in any form of inappropriate touching
- be alone with a young person
- allow young people to use inappropriate language without challenging it
- make sexually suggestive comments even in jest
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- reduce a young person to tears as a form of control
- allow allegations made by a young person to go unchallenged, unrecorded or not acted upon

In all dealings with young people, adults must:

- always set a good example for the young people in our care

- behave appropriately at all times and maintain professional boundaries

- ensure that their own behaviour is beyond reproach

- promote core British values

- bevigilant and act immediately if they become aware of any behaviour that gives cause for
concern

- be sensible with regards to technology e.g. text, emails, digital cameras, videos, web-cams,
websites and blogs.

- avoid giving personal contact details to young people, including their mobile number, home
phone or personal e-mail address

- not use internet or web-based communication channels to send messages

- be sensible during any time off, especially with regards to socialising and alcohol consumption
and especially when returning to sleep in accommodation where there are students lodged

Web: ukIc.org Accredited by the MEMBER YOUNG
Tel: 0044 1244 577 995 (El!l"‘ll_“g + L1 - AR wrene elgazette
. . nglis ENGLISH = P
E-mail:marketing@uklc.org & fortheteaching (UK w TO uceer s aoeroe
of Englishin the
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UPDATES

This is considered to be a live document that is regularly reviewed and updated.

(CA= Céline Aloé, JB = Jamie Brailsford, LE= Laura Evans*, JC= Jordan Dallimore, NP=Nathan Pearson* CR= Carolyn

Rennoldson)

*no longer at UKLC

Update | Amendments made Date By whom*

1 Creation of Operations and Safeguarding Handbook in current format February 2014 CA/NP

2 General update - to include information about the new Safeguarding role | May 2014 CA/NP
and internet safety

3 General update — no change March 2015 CA/NP

4 General update — addition of the Act of terror policy April 2016 CA/NP

5 General update — addition re text message leaders March 2017 CA/NP

6 General update — additions to Risk Assessments October 2017 CA/NP

7 General update — amendment to Enrolment policy January 2018 CA/NP

8 General update — added in new Recruitment policy April 2018 CA/NP

9 General update — added in new LADO information February 2019 NP/LE

10 General update — added in new Infectious Diseases policy & new | May 2019 CA/NP
Safeguarding Course link

11 General update- addition of EDI policy January 2020 CA

12 General update- added in new Recruitment policy January 2020 CA

13 Updated in relation to Covid-19 June 2020 CA

14 Updated for delivery of Boarding camps March 2021 CA

15 Updated for delivery of Boarding camps October 2021 CA/JD

16 Updated for delivery of Boarding camps February 2022 CA/JD

17 General update for first summer delivery in Covid April 2022 CA/JB

18 Update due to rise in Covid cases July 2022 CA

19 General update March 2023 CA/JB

20 General update April 2024 JB/LE

21 General update May 2025 JB

21 General update April 2025 JB/CR

22 Update of Sexual Harassment in the workplace policy April 2025 JB/CR

23 General update April 2026 JB/JD/CR/AOC

24 Update of Artificial Intelligence Policy April 2026 JD/CSB

25 Update of Parent and Accompanying Adult Agreement May 2026 JB/JD

All policies and procedures in this document are up to date as of 27/04/2026.

(MeE

Céline Aloé

Group CEO
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Resources:

Keeping Children Safe in Education (September 2025) - Keeping children safe in education - GOV.UK

(www.gov.uk)

Working Together to Safeguard Children (March 2026) Working together to safeguard children - GOV.UK

After-school clubs, community activities and tuition guidance - formerly Out of School Settings OOSS

(Updated February 2026) : After-school clubs, community activities, and tuition - safeguarding guidance

for providers

Information Sharing (July 2018 — last updated May 2024) - Information sharing advice for safeguarding

practitioners - GOV.UK (www.gov.uk)

Sharing nudes and semi-nudes: advice for education settings working with children and young people -

GOV.UK (www.gov.uk)

Health and Safety: responsibilities and duties for schools

Health protection in children and young people settings

https://saferinternet.org.uk/

British Council — Al guidelines for teachers https://www.teachingenglish.org.uk/professional-
development/teachers/using-digital-technologies/ai-guidelines-teachers

Generative artificial intelligence (Al) in education - GOV.UK

When to Call the Police NPCC (National Police Chief's Council) when-to-call-the-police--guidance-for-

schools-and-colleges.pdf

Guidance on Filtering and Monitoring can be found at UK Safer Internet Centre: The Prevent duty: an
introduction for those with safeguarding responsibilities

ACT Early | Prevent radicalisation

Going Too Far? (Igfl.org.uk)

Let's Discuss: Islamist Extremism - Educate Against Hate

Let's Discuss: Extreme Right-Wing - Educate Against Hate

Let's Discuss: Extreme Left-Wing, Anarchist and Single-Issue Extremism - Educate Against Hate
Prevent duty: risk assessment templates - GOV.UK (www.gov.uk)

Useful contacts:

The Professionals Online Safety Helpline: saferinternet.org.uk/helpline/professionals-online-safety-
helpline

The Revenge Porn Helpline: revengepornhelpline.org.uk

SWGTL Online Safety and Social Media: Topic: Online Safety and Social Media | SWGfL

UK Safer Internet Centre: http://www.saferinternet.org.uk

NSPCC: NSPCC - Harmful sexual behaviour framework

NICE: NICE - Harmful sexual behaviour among children and young people

Report Harmful Content: reportharmfulcontent.com
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https://assets.publishing.service.gov.uk/media/68add931969253904d155860/Keeping_children_safe_in_education_from_1_September_2025.pdf
https://assets.publishing.service.gov.uk/media/68add931969253904d155860/Keeping_children_safe_in_education_from_1_September_2025.pdf
https://assets.publishing.service.gov.uk/media/69fb1c28d0e316a40f269a5b/Working_together_to_safeguard_children_2026_a_guide_to_multi_agency_working.pdf
https://assets.publishing.service.gov.uk/media/69fb1c28d0e316a40f269a5b/Working_together_to_safeguard_children_2026_a_guide_to_multi_agency_working.pdf
https://assets.publishing.service.gov.uk/media/6986066acfe7ccf77efbc75b/After-school_clubs__community_activities__and_tuition_-_Safeguarding_guidance_for_providers.pdf
https://assets.publishing.service.gov.uk/media/6986066acfe7ccf77efbc75b/After-school_clubs__community_activities__and_tuition_-_Safeguarding_guidance_for_providers.pdf
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people?utm_medium=email&utm_campaign=govuk-notifications-topic&utm_source=0ef1b83f-a064-4776-a5b3-02b3ef0b5beb&utm_content=daily
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people?utm_medium=email&utm_campaign=govuk-notifications-topic&utm_source=0ef1b83f-a064-4776-a5b3-02b3ef0b5beb&utm_content=daily
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools/responsibilities-and-duties-for-schools
https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities
https://saferinternet.org.uk/
https://www.teachingenglish.org.uk/professional-development/teachers/using-digital-technologies/ai-guidelines-teachers
https://www.teachingenglish.org.uk/professional-development/teachers/using-digital-technologies/ai-guidelines-teachers
https://www.gov.uk/government/publications/generative-artificial-intelligence-in-education/generative-artificial-intelligence-ai-in-education
https://www.gov.uk/government/publications/generative-artificial-intelligence-in-education/generative-artificial-intelligence-ai-in-education
https://www.npcc.police.uk/SysSiteAssets/media/downloads/publications/publications-log/2020/when-to-call-the-police--guidance-for-schools-and-colleges.pdf
https://www.npcc.police.uk/SysSiteAssets/media/downloads/publications/publications-log/2020/when-to-call-the-police--guidance-for-schools-and-colleges.pdf
https://www.gov.uk/government/publications/the-prevent-duty-safeguarding-learners-vulnerable-to-radicalisation/the-prevent-duty-an-introduction-for-those-with-safeguarding-responsibilities
https://www.gov.uk/government/publications/the-prevent-duty-safeguarding-learners-vulnerable-to-radicalisation/the-prevent-duty-an-introduction-for-those-with-safeguarding-responsibilities
https://actearly.uk/
https://actearly.uk/
https://news.service.education.gov.uk/8DB7A4315355FD7DA9FDDA2D17F3EEA727E752AC72961291CEE37D3292B1FBAE/E94DE7480F879D845B1CF9A9A4D2419E/LE35
https://news.service.education.gov.uk/4EDD357A3118F7AD5565F8ADA1B17A3D3EFDC7FD019500D1F23758238A6E644A/E94DE7480F879D845B1CF9A9A4D2419E/LE35
https://news.service.education.gov.uk/87A1B04F5B269BAC01EF809D6AFA3668D24631A9D035DCA5280E79F5A06B8AAE/E94DE7480F879D845B1CF9A9A4D2419E/LE35
https://news.service.education.gov.uk/7FB3DB97E0E7012DD598754916F10FE3BBF0967F252CA23F1CF01C898B72B5A5/E94DE7480F879D845B1CF9A9A4D2419E/LE35
https://news.service.education.gov.uk/F99A97F5540007865D44AF62E27BFF5B4F6FF3F92B6694DC284D5A950733AF4B/E94DE7480F879D845B1CF9A9A4D2419E/LE35
http://email.kjbm.safeguardinginschools.co.uk/c/eJxNjktuwyAYhE9jNpURz2AWLNo4kbruASJsfmwSDBHYrXL72otKlWYxGs2MPmeckHogKBhGGCWaciI5YxxTLN5lf9ZKXXui-8uHbgR53IcFV-th2mxxIU0h1XHOOVY8Zrw90Gw4k4yPmgtCTqdBCa-ASus9dVQ7pT2K5jgoIa1QEqw4l2lfNuw6Q3zGkGC3z5I91BpysrG2OR1xe8zWV_tXQ7DYEG8OYviG8roFZ3inpRa6EwwVM9iyy0b4CWlH35ahQIz2P_0OvaDVfIUV3j77hnFGhZKUdJL9Aml5W2w
http://email.kjbm.safeguardinginschools.co.uk/c/eJxNjktuwyAYhE9jNpURz2AWLNo4kbruASJsfmwSDBHYrXL72otKlWYxGs2MPmeckHogKBhGGCWaciI5YxxTLN5lf9ZKXXui-8uHbgR53IcFV-th2mxxIU0h1XHOOVY8Zrw90Gw4k4yPmgtCTqdBCa-ASus9dVQ7pT2K5jgoIa1QEqw4l2lfNuw6Q3zGkGC3z5I91BpysrG2OR1xe8zWV_tXQ7DYEG8OYviG8roFZ3inpRa6EwwVM9iyy0b4CWlH35ahQIz2P_0OvaDVfIUV3j77hnFGhZKUdJL9Aml5W2w
http://email.kjbm.safeguardinginschools.co.uk/c/eJxNzstuwjAQheGnwZtKlq9JvPACmlbqug-AJvE4GXBs5BAQb9-wq3S2_9EXfDDWDYKRV0JJ4aQWViulueTmaPtP17bfvXD918kdjLhehoWvEHHaoAbKE-V1nEtJKx8L365s9kab_QmaJmIUAN0Yo-6cjTIotA0iS77iA_OEt1LzjOmWKCMvdXr3uAClc8BED6yvMwX_jp1xnVGs-gHqPkj4pLxztmWomBL8F-2Qhd39L93x46c_KK2kaa0UnVV_5AZLrw
https://swgfl.org.uk/topics/social-media/?utm_source=July+2022+Newsletter&utm_medium=email&utm_campaign=newsletter
http://www.saferinternet.org.uk/
https://www.nspcc.org.uk/globalassets/documents/publications/harmful-sexual-behaviour-framework.pdf
https://www.nice.org.uk/guidance/ng55
http://email.kjbm.safeguardinginschools.co.uk/c/eJxNjstOxSAUAL_msjEhnAO0sGChVhPXfsANtKe3eHkYSjX-vY0rk9nOZBa3KG2DYNGhQBAWpNASUXLg6lFPz3YcXydhp5cne1Hi_hEy3_1Kt8O3JZZbLPu81Zp2Pld-3NnmVg0SBkA1SIOApNHIQaxWeoTghWXJNfqsrW--5fVIcy2dSj_9zCj7mK4LpfhF7ecaFyeN1VZZo5A1F3w78Ym-YzlnjhwapeT___xlunuPnR7epgtKBDVqEEbjL4J0SY4

