
YOUR SAFEGUARDING / CHILD PROTECTION CONTACTS 

LLE Designated Safeguarding Lead 

The LLE people responsible for child protection are: 

You should call the DEPUTY Designated Safeguarding Lead FIRST to report an issue, if they are absent

then please ask for the Safeguarding Lead.

If you think a child is in immediate danger: contact the police by calling 999

Otherwise, call 101 & ask for the Safeguarding Coordination Unit.

Support and advice 

NSPCC 24 hour Helpline: 0800 800 5000 (free from a landline)

NSPCC Text helpline: 88858 (service is free and anonymous)

NSPCC Whistleblowing Helpline: 0800 028 0285

CHILDLINE (provides help and advice for children and young people). Tel: 0800 1111

Further Information 

For information about all aspects of Child Protection, including more advice on what to do if you are worried

about a child, visit: www.nspcc.org.uk (National Association for the Prevention of Cruelty to Children). They

provide a free 24 hour helpline where you can discuss your concerns with a counsellor. You can call the NSPCC

on 0808 800 5000 or email: help@nspcc.org.uk

The South West Safeguarding and Child Protection Group also provide detailed online information on all

aspects of child protection in the South West of England. 

Name: Helen Lami
Position: Designated
Safeguarding Lead
Tel: 0117 9269400 /
07968152795
LLE Emergency: 0117
9269400/1

Name: Andrea d’Essen
Position: Deputy
Safeguarding Lead
Tel: 0117 9269400 /
07534305583
LLE Emergency: 0117
9269400/1

Name: Ellie Jones
Position: Designated
Safeguarding Lead
Tel: 07939179854
LLE Emergency: 0117
9269400/1
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3. Policy Aims 

To provide protection for the children and young people who receive LLE services, including the children of

our teachers via the student code of conduct. 

To provide LLE staff, teachers and their families with guidance on procedures they should adopt in the event

that they suspect a child or young person may be experiencing, or be at risk of, harm.

4. LLE Safeguarding Principles

We will seek to safeguard children and young people by:

Valuing, listening to and respecting them; 

Adopting child protection guidelines through procedures and a code of conduct for staff, teachers and

their families; 

Promoting and prioritising the safety and wellbeing of children and young people; 

Recruiting staff and teachers safely, ensuring all necessary checks are made, preventing the employment

/deployment of unsuitable individuals; 

Sharing information about child protection and good practice with students, parents, staff, teachers and

their families; 

Sharing information about concerns with agencies who need to know, and involving parents and children

appropriately; 

Providing effective management for staff and teachers through supervision, support and training; 

Providing a safe and secure environment for all students; 

Ensuring all children are safe and secure and protected from harm; 

Ensuring that all students know who to turn to for help, advice or support, and have access to 24 hour

support; 

Appointing a Designated Safeguarding Lead who has overall responsibility for the safeguarding and

welfare of all students; 

Ensuring that everyone understands their roles and responsibilities in respect of safeguarding and is

provided with appropriate training to recognise, identify and respond to signs of abuse, neglect and

other safeguarding concerns relating to children and young people; 

Ensuring that all staff and teachers follow LLE policies and procedures relating to safeguarding and

welfare and are aware of who in LLE is responsible for safeguarding; 

Ensuring that the relevant persons are aware of the special needs or particular vulnerabilities of

individual students; 

Ensuring appropriate action is taken in the event of incidents/concerns of abuse and support provided to

the individual/s who raise or disclose the concern; 

Ensuring that confidential, detailed and accurate records of all safeguarding concerns are maintained

and securely stored.
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5. LLE staff roles and responsibilities 

Within LLE, there are two levels of responsibility for safeguarding: 

i)   The Designated Safeguarding Lead, who has overall responsibility for safeguarding and will be involved

with any major decisions relating to safeguarding and child protection along with the Deputy DSL. The

Designated Safeguarding Lead and deputy have received specialist external training to the highest level ,

which is renewed externally every two years.

The Designated Safeguarding Lead (DSL) is Kate Hargreaves: +44 (0) 117 9269413 or 07766798679

The Deputy Designated Safeguarding Lead is Andrea d‘Essen: +44 (0) 117 9269410 or 07534305583

ii)   The Course Managers who look after day to day welfare and pastoral matters, placement of LLE students

with teachers, induction and recording systems. All Course Managers are trained in Safeguarding and Child

Protection to the highest standard, receiving external and internal training.

6. Implementing the LLE Safeguarding Policy 

Training and awareness 

LLE staff – Child Protection training for everyone at Level 1; Course managers to level 2 or Level 3 and all

senior staff trained to Level 3. All staff receive ongoing internal training overseen by the DSL.

LLE Teachers – All teachers must complete online Safeguarding training at Level 1 on an annual basis;

face-to-face discussions on safeguarding are carried out at the initial and repeat home visits;

Safeguarding webinars carried out by the DSL on a regular basis; safeguarding updates via newsletters,

teachers conferences and online events. Training is continually offered as necessary to update.

Induction 

New LLE staff and teachers have safeguarding procedures and their responsibilities included in their

induction before they start to have contact with children.

Monitoring and supervision 

LLE actively monitors the use and application of the procedures. LLE teachers are also asked about

safeguarding issues and awareness when discussing their progress and reviewing their work during

observations.
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Recording and information sharing 

Accurate records are kept within the guidelines of our procedures. 

7. Monitoring and Review 

The policy will be reviewed a year after development and then every year, or in the following circumstances:

Changes in legislation and/or government guidance.

As required by the Local Safeguarding partners.

As a result of any other significant change or event.
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8. LLE Safeguarding Policy (SP) 

SP1 – Code of Conduct for Teachers 

Date of policy: 20 May 2015

Last reviewed: 2 January 2018, 14 December 2018, 4 December 2019, 11 December 2020, 14 January 2022, 17th

January 2023; 29 October 2023; 18 December 2024

Next review date: December 2025 or whenever necessary

It is important to build trust between under 18’s and adults and to create a safe homestay learning

environment through being positive and using praise. LLE teachers are expected to promote positive

behaviour in students and to be fair and transparent in dealing with students aged under 18. They should

ensure that their conduct does not pose any risk to the safeguarding or welfare of students, their behaviour

would be acceptable to the LLE Head Office or parents and they should ensure all adults who come into

contact with LLE Young Learners are excellent role models.

LLE’s code of conduct for teachers is designed to protect both adults and under 18s from any behaviour/

actions which might be misconstrued and it reflects the child-centred principles of the school.

The following code of conduct is extracted from the LLE Teacher Service Agreement signed by all teachers

accepting LLE home tuition students.

Schedule 1: Code of conduct for self employed teachers

Introduction

Allegations of unprofessional conduct or improper contact or words can arise at any time. You are

reminded that professionalism and vigilance are required, so as to ensure the safety of children in your

care, and to reduce the risk of an allegation of impropriety against you or a member of staff.

You need to take particular care when dealing with a student who: 

Appears to be emotionally distressed, or generally vulnerable and / or who is seeking expressions of

affection or approval.

Appears to hold a grudge or becomes angry/frustrated by your actions.

Acts in a sexually provocative way, or who is inclined to make exaggerated claims about himself or

herself and others, or fantasise, or one whose manner with adults is over-familiar.

Has been accidentally hurt or harmed in any way.

1.

2.
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SP1 – Code of Conduct for Teachers

Note: You must immediately inform the Deputy DSL or Course Manager if any student’s

behaviour is unusual or causes concern. Some of these behaviours may be indications that a child

has been, or is currently being, abused and should therefore be reported to the Designated

Safeguarding Lead under LLE's Child Protection Procedures.

Always act within the spirit of these guidelines and in the best interest of the child.

One-to-one contact with students 

When accommodating a student, you should take particular care in the following ways: 

Avoid sitting or standing in close proximity to the student. Sit opposite a student and always give them

plenty of space or an easy exit to avoid the feeling of being trapped.

Avoid idle discussion.

Avoid all unnecessary physical contact and apologise straight away if there is accidental physical

contact.

Avoid carrying out personal tasks which the student can do themselves, e.g. applying sunscreen.

Avoid any conduct that could be taken as a sexual advance.

Avoid words or expressions that have any unnecessary sexual innuendo; avoid displays of affection

either personally or in writing, even in jest.

Avoid any form of aggression or anger. Threatening words, holding, pushing, pulling or hitting a child is

never acceptable.

Avoid any words or actions that are over-familiar.

Do not swear, blaspheme or use any sort of offensive language in front of students

If you are concerned about anything which has occurred during the child’s stay with you, inform the

Designated Safeguarding Lead without delay and make a written record (signed and dated).

Physical contact

Appropriate physical contact when a pupil is in distress is deemed acceptable, for example, hugging a

young child who is homesick. In these situations you should always use your own professional

judgement and seek permission from the child first. Always ensure the presence of another adult and

explain what you are doing. Please be aware that there may be particular circumstances where physical

contact may be unwanted, for example, a child who has been abused may find physical contact

particularly difficult.
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SP1 – Code of Conduct for Teachers

The Law: Abuse of the Position of Trust 

All teachers, homestay hosts and their families are in a position of trust. It is a criminal offence under

the Sexual Offences Act 2003 for an adult (aged 18 years and over) who is in a position of trust to

engage in sexual activity with any child aged under 18 years old even if both parties consent. The

offence is punishable by up to five-years imprisonment and/or an unlimited fine. 

The Sexual Offences Act 2003 also introduced the offence of "meeting a child following sexual

grooming". This applies where an adult arranges to meet a child aged under 16 in any part of the world,

if they have met or communicated with that child on at least two earlier occasions and intends to

commit a sexual offence against that child. The law is clearly intended to apply where adults contact

children through the internet or by texting. However, the prior meetings or communications need not

have an explicitly sexual content. 

Most sexual activity involving a person under the age of 16 (male or female) is an indecent assault

which is both a criminal offence and a matter for which damages can be awarded. This is so, even when

the younger person is alleged to have provoked or encouraged the activity. 

Every complaint and allegation by a student must be taken seriously by all members of LLE and action

must be taken by the Designated Safeguarding Lead. It may be necessary to involve social services and

the police if there are grounds for thinking that a criminal offence has been committed. 

Professionalism

LLE expects the highest standards of professional conduct at all times:

Dress appropriately to reflect your professional status and the fact that you are teaching and 

living with young people. In particular, avoid wearing nightwear in the student’s company. 

Ensure that the student’s privacy is protected at all times including in their bedroom and when using

the bathroom. There must always be a lock on the bathroom door. 

Always be mindful of the responsibility you have regarding alcohol and smoking whilst living and

working with under 18s; avoid smoking and minimise alcohol consumption in the student’s company. 

Comply with UK laws regarding alcohol, drugs and smoking.
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SP1 – Code of Conduct for Teachers

Physical constraint

If restraint is absolutely necessary to stop a child from taking a particular course of action then

in law it must be seen as being appropriate and reasonable. 

Teachers must always try non-physical approaches first, such as talking, shouting instructions or

standing in a student’s way. 

If restraint is absolutely necessary, for example, a student is about to walk out in front of a car then it is

best to stop the person by putting your hands on their arm or shoulder where your actions cannot be

misconstrued. In this example your actions would be seen as being appropriate and reasonable. 

All incidences of physical restraint must be reported to the Deputy Designated Safeguarding Lead. 

Communication with pupils and parents 

To reduce the chances of miscommunication all communication to students/parents and agents

must be made through LLE head office.

All forms of communication must go through the LLE Head office. 

All communication and language must be gauged to the students age and take into account their level

of English. 

Teachers must not take photographs of children using personal phones or cameras unless consent has

been obtained from parents via Living Learning English.

Cultural differences

Teachers and hosts are asked to remember that there are cultural differences in all behaviour including

behaviour expectations, food preferences, toilet & bathroom habits, greetings, body language etc. and

to bear this in mind when interacting and working with children and students from different cultural

backgrounds. 

Teachers and hosts must always be sensitive to cultural differences and beliefs. 

Where possible students should be guided to the appropriate course of action or guided to give the

appropriate response, for example; “Remember that in the UK, we always say “please” when we ask for

things or to make a request”. 

Teachers and hosts should always dress conservatively to show respect to different cultures and

religions even if this contradicts their own personal values and beliefs. 

Teachers and hosts must act professionally at all times.

11.

11.1

11.2

11.3

12.

12.1

12.2

12.3

13.

13.1

13.2

13.3

13.4



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

SP1 – Code of Conduct for Teachers

Transporting Students 

Extra care should always be taken when transporting other peoples children. 

Teachers must have their vehicle insured for Business use. 

Teachers are not permitted to transport students without prior written permission from LLE.

Teachers must ask all students to sit in the back of their vehicle when transporting students alone and

always ask students to wear their seatbelts. 

Teachers must ensure car seats are used for children aged under 12 years old or if the student’s height

is below 135cm.

Gifts and Rewards 

Teachers are not permitted to accept gifts from students without informing LLE head office. 

Where gifts are in value of over £30 then the gift should be returned to the student politely with an

explanation that you are not allowed to accept gifts of significant value. All gifts must be declared. 

Teachers must not give gifts and rewards to students, all members of staff are reminded that this could

be misinterpreted as grooming behaviour. 

In specific circumstances such as birthdays or when a child is in hospital or has suffered a traumatic

event then small gifts maybe given, however the price of these gifts must not exceed the value of £25

and all gifts must be declared to the LLE head office to be recorded. 
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LLE Safeguarding Policy (SP) 

SP2 – Code of Conduct for Students 

Date of policy: 20 May 2015

Last reviewed: 2 January 2018, 14 December 2018, 4 December 2019, 11 December 2020, 14 January 2022, 18th

January 2023 ; 29 October 2023; 18 December 2024

Next review date: December 2025 or whenever necessary

LLE promotes a safe, respectful and cooperative environment for all members of its community. As such, LLE

students are expected to abide by its code of conduct.

Positive behaviour is expected of all LLE young learners in the teacher’s home. This is encouraged through

homestay guidelines and rules for students, adults setting the right examples and having clear systems for

responding to situations.

Students should: 

Treat their teacher, their families and other students courteously and with respect at all times.

Treat all resources and facilities in the teacher’s home with respect.

Follow appropriate instructions given by their teachers or LLE staff.

Be honest.

Avoid the use of offensive language.

Dress appropriately for the homestay environment and excursions, visits and activities.

The teacher’s home 

Students should: 

Follow all rules set by their teacher in addition to behaving in a courteous, respectful and cooperative

manner at all times.

Leave their bedroom and any facilities used in the home clean and tidy after use. 

Be respectful of the family by being quiet at night.

Respect the privacy of the teacher and family and not enter any private areas of the house without their

permission.

If given parental permission to go out unaccompanied, give an approximate time they will be home, and

inform the teacher if they will be late.

Remain contactable by mobile phone at all times.
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SP2 – Code of Conduct for Students

Health and safety in the home 

Students should: 

Provide details in English to LLE of any medication they are taking and/or have with them in the teacher’s

home.

Use equipment in the home safely and in accordance with safety instructions given to them by their

teacher.

Tell their teacher about any accidents or safety-related incidents.

Tell their teacher if they are injured or feeling unwell.

Follow all fire and other home safety advice given to them by their teacher, in their student pack and in

the Home File.

Lessons 

Students should: 

Attend all lessons at the agreed time – be punctual.

Bring all necessary materials to the lessons.

Behave in a way that allows them (and the other student on a 2:1 course) to learn.

Excursions and visits (see also the LLE Excursions Policy and Procedure)

Students should: 

Pay attention to and follow welfare, health and safety instructions given by their teachers.

Always carry a fully charged mobile phone which is switched on.

Always carry their Personal Safety Card with the LLE emergency contact numbers.

Behave in an appropriate manner.

Discrimination

Discrimination in any form will not be tolerated at LLE.

Students should behave in a way that has a positive effect on others and not discriminatory on any grounds,

including age, gender, race, nationality, culture, religion, pregnancy and maternity, sexuality, disability, health,

ability, status and appearance.

Bullying and harassment (see also the LLE Bullying Policy and Procedure) 

Bullying (including cyberbullying), and harassment in any form will not be tolerated.
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SP2 – Code of Conduct for Students

Use of the Internet and mobile electronic devices (see also the LLE E-Safety

Policy)

Students under 18 years will be informed that network and internet use on a teacher’s computer will be 

monitored.

Students should: 

Follow the guidance in the LLE E-safety policy.

Be vigilant about their safety when using the internet and, specifically, not provide personal details,

contact information or images to, or arrange to meet, people unknown to them.

Not photograph or video fellow students or LLE teachers and their families without their consent.

Not post images of fellow students or LLE teachers and their families on the internet without permission.

Not access illegal material.

Not download any file to the teacher’s computer without permission.

Not change the settings on the teacher’s computer without permission.

Alcohol and illegal substances 

Students should not: 

store, consume or be under the influence of alcohol in the teacher’s home if they are under the age of 18

years old.

Purchase or consume alcohol in a public place or in licensed premises if under the age of 18 years.

Purchase alcohol for anyone else.

Store, solicit, purchase or use illegal substances at any time.

Smoking

Students should not: 

Smoke anywhere in the teacher’s home unless explicitly permitted to do so and over the age of 18 years.

Purchase tobacco products if under the age of 18 years.

Criminal Activity 

Criminal activity in any form will not be tolerated at LLE and will be reported to the police.
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SP2 – Code of Conduct for Students

Intimidation, aggression and violence 

Intimidation, aggression and violence in any form will not be tolerated at LLE. 

Any students breaking British law, or persisting in serious anti-social behaviour, will be subject to

LLE’S disciplinary procedures and reported to the police if necessary. Students may be sent home

early at their own expense, with no refund of fees.
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LLE Safeguarding Policy (SP)

SP3 – LLE Policy on Dealing with Unacceptable Behaviour in Young

Learners 

Date of policy: 20 May 2015

Last reviewed: 2 January 2018, 14 December 2018, 4 December 2019, 11 December 2020, 14 January 2022, 19th

January 2023 ; 29 October 2023; 18 December 2024

Next review date: December 2025 or whenever necessary

Breaches of the code of conduct for children and young learners 

It is the responsibility of LLE to ensure that all children and young people attending a LLE home tuition course

are informed of the LLE code of conduct and to confirm with them that they have seen, understood and agreed

to follow it. Children and young people must also be made aware of the consequences if they breach the code.

Behavioural misconduct is defined as any breach of LLE rules as described in the LLE Code of Conduct for

Students. In addition, a breach of any rules that have been clearly and explicitly set out by homestay teachers

providers will be considered behavioural misconduct.

LLE has clear procedures to help and support teachers managing behavioural misconduct from Young Learners

within the teacher’s home, and then with the help and support of LLE Managers and the Principal.

Any students breaking British law, or persisting in serious anti-social behaviour, will be reported and

disciplined. Serious cases of gross misconduct will be referred immediately to the Principal and

students may be sent home early at their own expense, with no refund of fees.

Recording behavioural incidents: all incidents should be recorded on the LLE Behavioural Incident Report

Form and sent to the Course Manager. These forms will be stored confidentially in the student record.

Managing behavioural incidents: early disciplinary procedures will be managed by the student’s teacher,

depending on the nature of the incident. Later stage procedures will be managed by more senior members

of LLE staff, using the procedures below.
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SP3 – LLE Policy on Dealing with Unacceptable Behaviour in Young Learners

Type of incident Initial Procedure Managed By Subsequent Actions
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SP3 – LLE Policy on Dealing with Unacceptable Behaviour in Young Learners

The procedures outlined below should be followed sequentially but may not be initiated at Stage 1, as

outlined above. If procedural stages are bypassed, an LLE student should be made aware of the reason for

this by the Course Manager (CM).

Stage 1: Verbal Warning

The Teacher should: 

Inform the Course Manager straight away , the CM will issue the pupil with a formal verbal warning over

the telephone. 

If the matter is resolved, complete and return the behavioural incident report form to the CM at LLE. 

If the matter is not resolved, inform update the behavioural incident report form with the details to date

and send to the CM at LLE who will inform the student’s parent(s)/carers(s) and representative agent (if

applicable) of the details of the incident, and move the procedure to Stage 2: Written Warning.

Stage 2: Written Warning 

Behavioural incidents not resolved by a Stage 1: Verbal Warning, second cases of behavioural incident (the

incident may be the same as or different to the first incident), and more serious behavioural incidents should be

managed using a formal written warning.

The teacher should: 

Inform the Course Manager straight away who will take further action and liaise with the Deputy

Safeguarding Lead . 

Complete and return the behavioural incident report form to the CM at LLE. 

Talk with the student to give the pupil the opportunity to explain their behaviour ask the pupil how they

plan to improve and whether they require help to do so.

Secure written commitment from the student that they plan to improve and follow any supportive

measures and/or restrictions which are put in place.

Inform the student that LLE has informed their parent(s)/carer(s) and representative agent, if applicable,

about the incident and the action taken to date.

Warn the student in writing that the consequences of not meeting the requirements of the written

warning will be to move them to the final stage of the disciplinary procedures, where they may be

expelled form our services.
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SP3 – LLE Policy on Dealing with Unacceptable Behaviour in Young Learners

Stage 3: Expulsion 

The Deputy Safeguarding Lead and Principal (DSL) will: 
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