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This policy summarises current working practices in   
relation to safeguarding children and young people of 
any age, who may be at risk of abuse in the context 
of Academic Guardians UK activities. This document 
details the policy aims, safeguarding measures, safer 
recruitment  strategy, response to individual concerns, 
use of IT and the internet, Information Sharing and 
Confidentiality.    The    policy    is    linked    to    the   Child 
Protection Policy and supports requirements of AEGIS 
(Association for the Education and Guardianship of    
International Students) accreditation.
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Policy 

This policy is linked to Academic 
Guardians  UK  Ltd ( AGUK) Child Protection 
Policy   and   describes   the   policy   aims, 
safeguarding measures, safer recruitment, 
response to individual concerns use of IT 
and the internet, information sharing and 
confidentiality. This policy supports the 
requirements of AEGIS accreditation.

This policy focuses on the measures in 
place for students of any age who are 
under the care of AGUK.

This policy supports AGUK’s duty to 
safeguard   and   promote   the   welfare  of 
students. This policy is made with reference 
to   Statutory   Guidance   for   Schools  and
Colleges on Safeguarding Children and 
Safer Recruitment in Education, Department 
for Education, July 2015; Keeping Children 
Safe in Education, September 2016 and 
Working Together to Safeguard Children, 
March 2015. AGUK policies and processes 
are in line with the requirements of the 
Association of Education and Guardianship 
of    International    Students    (AEGIS), 
National Minimum Boarding Standards 
and sector specific training experts. AGUK 
refers to various expert sources providing 
advice on child abuse and safeguarding 
such   as   the   Local   Safeguarding   and 
Children’s Board, NSPCC website and 
Bernado’s    when    developing    policies, 
procedures and managing incidents.

AGUK   is   aware   of   how  to  access 
local   agency   contacts.   This    includes 
referrals to Multi Agency Safeguarding 
Hubs (MASH) and Local Safeguarding 
and Children’s Boards (LSCB) across the 
country’  how  to  access  locally  agreed 
inter-agency procedures, guidance and 
contact with LSCB members. In addition, 
the company is aware of the non-emergency 
reporting    procedures    via    the    Local 
Authority’s Children’s Services relevant to 

the   area   or   MASH   (via web published 
telephone numbers), or by telephoning 
101   to   report   a   non-emergency.   For 
emergency situations, the company is 
aware of the need to contact the relevant 
police force for the area by dialing 999.

AGUK Contacts

Designated Safeguarding Lead – Director 
Andrew Kettle who can be contacted on 
0203 515 8880, 07823 321 993 or 
andrew@academic-guardians.co.uk

Deputy Safeguarding Lead – Director 
Dawn Kettle who can be contacted on 
203 515 8880, 07931 954 106 or 
dawn@academic-guardians.co.uk 

Concerns   in  relation  to  the  Managing 
Directors  should  be  addressed  to  the 
Director of Safeguarding, Andrew Kettle, 
Concerns in relation to the Designated 
Safeguarding Lead should be addressed 
to   Dawn   Kettle.   Concerns   about   all 
Directors    should    be    directed    to 
Crimestoppers,    which    will    remain 
confidential.

Safeguarding Policy and Key Prin-

AGUK understands ‘safeguarding’ to   
be   a   recognised   multi-agency 
pro-active process for protecting children 
at risk of harm or potential abuse. Effective  
safeguarding  will  reduce  the  need  for 
action to protect children from harm. 
AGUK aims to protect children from all 
types of abuse:

 radicalisation and extremism

 female genital mutilation

 physical, emotional, sexual abuse or 
neglect
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 online abuse

 bullying and cyber bullying

 child trafficking

 grooming 

Academic Guardians has in place a struc-
ture for safeguarding young people. The Des-
ignated Safeguarding Lead (DSL) - Andrew 
Kettle has designated safeguarding responsibil-
ities.

Staff, homestay hosts & taxi drivers working 
in direct contact with young people and / 
or vulnerable individuals on a day-to-day 
basis may come across signs of harm and/
or abuse.  Staff and homestay hosts need to 
ensure that any concerns for the wellbeing 
of a student is reported to the Designat-
ed Safeguarding Lead   (Andrew   Kettle)   
as   quickly  as possible (at most, within 24 
hours). 

The DSL will invoke the appropriate 
procedures to protect the young person 
involving Social Services and the Police if 
appropriate. Where anyone is unsure and 
needs   guidance   about   safeguarding
issues, they are encouraged to seek support 
from the DSL. 

Further guidance can be obtained from 
AGUK’s Child Protection Policy and this 
policy should be read in conjunction with   
‘Working   together   to   Safeguard 
Children   2015’,   ‘Keeping   Children  Safe in 
Education 2016’ and Local Child Safeguarding 
Board guidance in the area. This policy is in 
line with AEGIS accreditation.

AGUK is committed to the welfare and   
safeguarding   of   all   children   and
embraces  a  best  practice  approach  to 
further  educate  and  support  their  staff,
homestay hosts (host families) and drivers

AGUK guardianship students are provided 
with the student handbook highlighting 
safeguarding considerations with details 
of the company’s 24-hour seven-day a 
week emergency number and alternative 
communication methods including 
social media options such as ‘weechat’ 
should they wish to speak  to  a  
representative from AGUK.

AGUK aim to ensure that the students in 
our care experience always a caring and 
secure environment in which they feel  
safe  respected  and  valued.  AGUK 
promote    an    environment    of    trust, 
openness    communication    between 
students, schools and AGUK guardianship 
staff and homestay, so that the student 
welfare,   safety   and   pastoral   care   is 
recognised as a top priority.

To maintain links with the appropriate 
agencies a statutory responsibility with 
child welfare concerns reason to believe 
that you are suffering from any form of 
abuse, reported immediately in confidence 
to   Andrew   Kettle   or   Dawn   Kettle   by  
telephone at the office or out of hours by 
mobile telephone.

All Academic Guardians staff are advised 
to minimise physical contact with stu-
dents, except for reasons of health and 
safety, or where physical contact may be 
a necessary part of organisation (e.g. safe 
manual handling).

Academic    Guardians    has     a 
responsibility    for    the    safety   of    the 
organisation community and therefore 
reserves the right to deny employment 
to individuals where DBS checks suggest 
that they might pose a danger. 

Safeguarding measures, training and 
development

 Staff & Safer Recruitment
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Academic Guardians reserves the right, 
in accordance with its employment pro-
cedures, to suspend and/or dismiss staff 
from employment or from undertaking a   
specific   role   with   respect   to   that 
employment. This may be in circumstances 
where the individual acquires or extends 
a relevant criminal record, or where they 
have withheld information about their 
criminal record at the point of employment. 
Disciplinary   action   may   also   be   taken 
against staff,   in   accordance   with   the 
organisation’s employment procedures, 
for a failure to comply with this policy.

Academic Guardians will only use staff 
members which have enhanced DBS 
disclosures.  If the potential staff mem-
ber does not have a current DBS Aca-
demic Guardians will obtain one.

Academic Guardians will evaluate in-
formation   about   any   staff   criminal 
record   and   make   sensible,   fair   
and consistent judgements about 
whether the individual is safe to engage 
(or remain engaged) in the employment 
role, office or voluntary activity.

A social services background check will 
also be acquired for individuals after 
completing stage one of the interview 
process (conditional employment offer). 
Academic    Guardians    will    evaluate 
information about the staff social ser-
vices record and make sensible, fair and 
consistent judgements about whether 
the individual is safe to engage (or re-
main engaged) in the employment role, 
office or voluntary activity.

Advertising the vacancy to highlight that  
a  DBS  check  is  required  for  the suc-
cessful applicant where appropriate.

When inviting candidates to interview, re-
quest sight of previous DBS disclosure if 
available.

Requesting suitability of the candidate to   
the   post   including  safeguarding 
aspects if appropriate when seeking  
references.

When   conducting   the   interview, 
review   existing   DBS   disclosure(s)   
if available.

Making   a   conditional   offer   and 
carrying   out   pre-employment   checks 
(Social services).

Induction to include safeguarding 
training.

All Academic Guardians homestay hosts 
are advised to minimise physical con-
tact with students, except for reasons of 
health and safety, or where physical con-
tact   may   be   a   necessary   part   of 
organisation (e.g. safe manual handling).

Academic   Guardians   has   a 
responsibility   for   the   safety   of   their
students and therefore reserves the 
right to deny appointment to individu-
als where DBS or social services checks 
suggest that they may pose a danger.

Academic Guardians will only use 
homestay hosts with a current enhanced 
DBS certificate, on all adults within the 
household   aged   18   or   above   and   a 
standard DBS on all children aged 16 or 
above.  

Academic Guardians will evaluate infor-
mation   about   any   host   family 
criminal record and make sensible, fair 
and consistent judgements about wheth-
er the individual is safe to engage (or re-
main engaged) in the employment role, 
office or voluntary activity.

Homestay host recruitment and 
procedures
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A social services background check will 
also be acquired for individuals after com-
pleting an application form & signing the   
appropriate   authorisation   form. 
Academic   Guardians   will   evaluate
information about the staff social services 
record and make sensible, fair and consistent 
judgements about whether the individual(s) 
is/are safe to engage as a host family.

On receipt of the signed application form 
both personal and professional references 
will be sought by Academic Guardians.

On receiving positive references and a 
signed background check authorisation 
form and after a telephone conversation 
with both referees, Academic Guardians 
will then apply for a social service check on 
the main carers in the household. A deci-
sion will be necessary as to ascertain if the 
host family will be suitable.

A homestay visit will be arranged by a 
member of the Academic team. This visit   
will   be   used   to   carry   out   a   risk
assessment of the property, review any 
current DBS certificates and to speak to 
the family about caring for an international 
student in their home and to answer any 
questions on our child protection policy 
and to give details of how to contact our 
Child Protection Officer.

Should the host family not have a current 
Enhanced DBS certificate for all members 
of the household aged over 18, an  En-
hanced   DBS   for   everyone  will be 
applied for by Academic Guardians. This is   
also   the   procedure   for   over   16’s
(standard level DBS). 

A further fair & consistent decision will be 
made based on the information provided 
by the Enhanced DBS.

Further   to   consistent   positive 
information being received a Host Family 
handbook  will  be  issued  to  the  host
family and details of their first student 
placement will be arranged.

AGUK have established transport and 
travel procedures which ensure our inter-
nal processes provide the highest levels 
of safeguarding to our students. The 
procedures outline processes for booking 
transfers,   sending   taxi   requests   and 
confirmations to guarantee that students 
are safely transported to and from the 
destinations.

AGUK has safeguarding procedures for 
the recruitment of transfer companies 
and   taxi   drivers   as   well   as   ongoing
monitoring the companies and induvial.

AGUK child protection policy outlines the 
procedures for dealing with reports or 
information of a child protection nature. 
The same reporting procedure is used for 
responding to safeguarding incidents. 

Staff must respond promptly to any 
safeguarding concerns and submit their 
concerns   in   writing   as   per   the   child 
protection policy – Indicators of child 
abuse   in   response   to   concerns   and
Receipt of a suspected report of child 
abuse by the Designated Safeguarding 
Lead.

All  reports  to  AGUK  f rom  Local
coordinators,   schools,   students   and
parents are initially regarded as children 
in need. The Deputy Safeguarding Lead is 
notified.   The   record   is   created   in   the 
student record file for the incident to be 
effectively managed, the safety of the

Safeguarding for Taxi Recruitment and 
Travel

Responding to individual safeguarding 
concerns
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student to be maximised and any risk 
to be minimised. Any report pertaining 
to child protection will be automatically 
classified as highest priority.

The information is evaluated on the 
day of receipt and a decision made and 
recorded  regarding  the  next  course  of 
action   and/or   outcome.   This   could
include   no   further   action,   AGUK 
emergency meeting to decide on future 
actions, or emergency action to protect 
a child through the statutory authorities 
(example police or social services) where 
there is a risk to the life of a child or the 
possibility of serious immediate harm.

Where a crime may have been 
committed the police must be informed 
at the earliest opportunity, and they will 
decide whether to commence a criminal 
investigation. Reporting the matter to the 
police must be recorded in the student 
file.

AGUK   staff   handbook   outlines 
professional code of conduct the staff 
members which includes acceptable 
practice and behaviour to avoid.

AGUK believe information and commu-
nications technology includes all forms 
of computing, the Internet, telecom-
munications, digital media and mobile 
phones.

Any   member   of   the   company 
personnel that uses illegal software or 
access inappropriate websites when on 
company premises, or using company 
equipment face dismissal.

Staff members must be aware of the 
principles of the computer misuse, 
copyright and data protection act 1998.

Use of the Internet, web-based or mobile   
communications     and     social
media   by   staff   members   must   be
appropriate to the staff member’s role, 
lawful, proportionate and ethical.

All members of the company are expected 
to familiarise themselves with the E-Safety 
Policy and adhere to best practice when 
using the internet.

AGUK believe that every single child & 
staff member has the right to be in an en-
vironment, free from bullying of any kind 
and in which they feel safe and     sup-
ported. Bullying of any kind is deemed 
unacceptable   and   will   always   be
treated  seriously  and  acted  upon.  This 
policy should be read in conjunction with 
the  Behaviour  Policy,  the  Safeguarding
policy (including Prevent), the Code 
of Conduct, Staff Handbook & Online 
(E-Safety) policy. 

AGUK  recognises  that  a  bullying
incident involving a student under AGUK 
care should be treated as a child protec-
tion concern when there is reasonable 
cause to believe that a child is suffering 
or likely to suffer significant harm. In this 
instance procedures within AGUK’s Child 
Prtection Policy should be followed.

AGUK believes whistleblowing to be  the  
reporting    of    suspected    wrong 
doing in the workplace, in support of 
AGUK’s commitment to safeguarding 
and promoting the welfare of children 
and young people. AGUK expects all staff 
(including self-employed consultants), 
partners  and  volunteers  to  share  
the
commitment to the company’s overall 
aim.

Bullying (including Cyber Bullying and 
Anti Sexual Bullying)

Whistle Blowing

AGUK Professional Code of Conduct for 
staff

Use of the IT and the Internet (E-Safety)
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AGUK   actively   encourage   all 
personnel,   partners   and   volunteers   to 
report any serious concerns they may 
have about any aspect of the company 
including issues such as:

 health and safety concerns

 damage to the work environment

 the criminal offence that has taken place 
was about to take place

 disobeying the law

 the covering of the wrongdoing

 the conduct of its personnel or    others 
acting on behalf of the company at work 
or  representing  the  company  and 
external functions for work or pleasure

 discipline, grievance, harassment and 
bullying

 recruitment and selection of host 
families and taxi drivers

The aim of this policy is to:

 encourage all AG UK staff to report any 
serious concerns about any aspect of the 
company or the conduct of its staff or 
others acting on behalf of the company

 to work with partners and schools and 
relevant Local Authority agencies to 
share good practice to improve this policy

Those wishing to make a disclosure may do 
so to any member of the team, manager or 
supervisor, to the senior member team or to 
an accredited body for example AEGIS or to 
the local authority

AGUK   Guardianship   staff   have
access to personal confidential information 
about students, their families and staff 
members. This information is stored and 
processed in accordance with the Data 
Protection Act 1998. The principles of this 
act   are  considered   when   sharing 
confidential information when legally 
permissible and when in the interest of 
the child. AGUK will adhere to the principles 
of the act which are to ensure information is:
use fairly and lawfully

 used for limited, specif ically stated 
purposes

using    a    way    that    is    adequate, 
relevant and not excessive

accurate

checked    for    no    longer    than   is 
necessary

handled according to people’s data 
protection rights

kept safe and secure

AGUK will only share records with those 
who have a legitimate professional need   to   
see     them.     Information     must 
never be used to intimidate, humiliate, or 
embarrass a child or their parents.

In circumstances where the pupil’s 
identity  does  not  need  to  be  disclosed 
the information should be used anonymously. 
There are some circumstances in which a 
member of staff may be expected to share 
information about a student, for example 
when abuse is alleged or suspected. In 
such cases, individuals have a responsibility 
to pass information on without delay, only 
to those with designated safeguarding 
responsibilities.

Confidentiality, Data Protection & 
Privacy
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Academic Guardians is committed to  
best  practice  in  staff  and  host  family 
recruitment to ensure the best possible 
use of the information provided by the 
Disclosure and Barring Service (DBS) to 
encourage safer recruitment but to also 
ensure   that   people   who   have   been
convicted are treated fairly and are given 
every   opportunity   to   establish   their 
suitability for positions.  Use of the DBS 
disclosure    service    will    be    used    in 
conjunction with obtaining personal & 
professional   references   and   a   social 
services check.

staff so that they can be addressed in 
partnership   with   us   so   that   we   
can 
continuously monitor and improve our 
service.

AG UK has an internal complaints policy 
and  procedure  for  staff  who  have 
complaints and these are detailed in the 
staff contract of employment.

If complainants are not satisfied with 
the outcome as decided by AG UK, they   
can  contact   aegis   to  report  their 
concerns if they wish to do so (as detailed 
in the complaints policy). The relevant 
contact details are set out below:

Executive Officer
Association   for   the   Education   and 
Guardianship of International Students 
(AEGIS)

The Wheelhouse
Bond’s Mill Estate
Bristol Road
Stonehouse
Gloucestershire, GL10 3RF

+44 (0) 1453 821293
www.aegis.net

The workplace (health, safety and welfare) 
regulations 1992 cover a wide range of 
basic health, safety and welfare issues 
and apply to AGUK as a workplace.

AGUK take their duties under the Health   
and     Safety     at     Work     Act     1974 
seriously to ensure, so far as reasonably 
practicable, the health, safety and welfare 
of their employees at work.

The   lead   for   health,   safety   and 
welfare is Andrew Kettle, director.

AGUK   has   a   health   and   safety 
policy  statement  which  outlines  the 
responsibilities,   risks   and   emergency 
procedures to follow.

The policy is reviewed annually by Andrew 
kettle.

AGUK has a complaints policy and proce-
dure as we recognised that there may be 
legitimate concerns of students, parents, 
agents, host families or transfer compa-
nies about the service we provide. As   a   
company   we   encourage   these
concerns  being  made  known  to  AGUK

Enhanced Disclosure and Barring
Service (DBS) Checks

Welfare, Health and Safety

Complaints
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