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SP12 - Travel Policy and Procedure
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Student travel

LLE is committed to safeguarding the welfare of every student in its care and this includes making

safe arrangements for arrival, departure and travel within the UK.

Under 18s

All students under 18 travelling without an adult must book a LLE transfer or be met by a local guardian.
Travel arrangements are arranged through the Business Administrator at LLE Head Office and not
directly with the teacher.

In no circumstances will under 18s be allowed to travel alone or by public transport. It is a condition of
booking that suitable transfer arrangements for LLE students are in place.

Parents will be sent a risk assessment on under 18s travelling independently and asked to reconsider
their decision based on the information in the risk assessment.

In the exceptionally rare event that a student under 18 is given permission to travel by public transport
to the teacher's home, then full travel details must be forwarded to the LLE Business Administrator.
Parents must sign a disclaimer absolving LLE of all responsibility for the journey as LLE cannot be
responsible for children travelling independently.

Full transfer booking information is provided by LLE to the student including the meet and greet service,
driver telephone number, LLE emergency telephone number, the destination address and contact details
and emergency procedures. The travel information includes the departure airports, flight and times, and
any connecting flight details, as well as the arrival data.

Students are given travel advice to accompany their transfer confirmation telling them what documents
they need to bring with them and emergency procedures.

Students are informed that they could be delayed at four points once they have landed: immigration; a
possible medical check; waiting for luggage; or at customs control checking what passengers are bringing
into the country.

Students are informed that they may be asked detailed questions about why they are coming to the UK,
the school, their teacher and family and who is meeting them at the airport.

Students are advised to carry in their hand luggage any essential medication.
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Booking Flights

Parents/partners will:

Book flights in good time to ensure suitable daytime flights are available on the course booking dates.
Book flights which arrive/depart between 9am and 9pm. Earlier or later flight times are extremely
difficult to manage as they are not acceptable times to arrive or depart as a guest in a teacher’s home.
Complete detailed travel information for the arrival of the child not less than five working days before
the child departs. Last-minute arrangements are not acceptable, as messages could go astray and
children could arrive without anyone to meet them.

Book an Unaccompanied Minor Service for any child travelling alone under 14 directly with the airline
and inform LLE that the child is travelling as a UM so appropriate arrangements for this can be made and
the child is handed over to the named LLE representative.

Buy an inexpensive mobile for their child before they leave their home country, ensure this is suitable for
use in the UK with international roaming, is fully charged and with sufficient credit for an emergency call.
The mobile must be switched on as soon as immigration has been passed and LLE must be provided

with the mobile number when sending the travel information.

Safe Travel

A 24 hour emergency number is available and LLE teachers will call the person on duty if there are any
problems whatsoever with the travel arrangements, such as delays or flight cancellations.

Drivers and teachers providing the meet and greet service will stand in a prominent position in the arrivals
hall using the LLE welcome sign with the student's name on it.

LLE has clear comprehensive lists of arriving and departing students, showing the name, age, flight and
connection details, airport terminal numbers and mobile numbers available to the weekend duty person. A
laptop computer is provided with mobile Wi-Fi so duty staff can check airport information and log onto the
LLE database to check information, access student data and check what parental permission has been given

on the LLE Safeguarding Form.

e Taxi companies that LLE work with have enhanced DBS checks for all their drivers and have signed a service

agreement with LLE to ensure a high quality service.

Shared Transfers

Where shared transfers are booked, one-and-a-half hours' waiting time with the LLE representative/driver is the

maximum waiting time (except in unplanned events eg: airline delays) and refreshments and activities are

available.



LIVING Living Learning English

LEARNING Safeguarding Policy
ENGLISH © Living Learning English Ltd 1995 - 2025

SP12 - Travel Policy and Procedure

Travel within the Homestay

e Teachers/homestay hosts are advised to sit under 18s in the rear of the car when transporting students. This
reduces the likelihood of any false accusations of inappropriate behaviour.
e Teachers/homestay hosts and their families who transport LLE students are required to have their car

insured for business use and to comply with the law regarding child restraints and car seats.




