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Policy on the Safeguarding for Under 18-year-olds & Vulnerable Adults 
 
Overall and final responsibility for Safeguarding at Berlitz Dublin is that of Mark Harrington, the 
Managing Director.   
 
Day to day responsibility for ensuring that this policy is put into practice is delegated to Dewan Islam, 
the Centre Manager and to Cass Beecham, Director of Studies in his absence. 
Please speak to Dewan or Cass, or any other member of staff if you have any concerns, or wish to 
make or report an allegation. 

 
 
General Safeguarding & Safe Recruitment Policy Statement 
 
Berlitz Dublin believes that it is always unacceptable for a learner to experience abuse of any kind & 
recognises its responsibility to safeguard the welfare of all learners by commitment to practice that 
protects them while attending the college; while staying in homestay, residential or other 
accommodation provided by us; & at all other times during their stay in the UK. This is particularly the 
case when dealing with children under the age of 18 & vulnerable adults.  
 
Students at Berlitz Dublin are predominantly aged 18 & over, but at any given time there may be a 
number of 16- & 17-year-old students enrolled on adult courses.  
 
The college recognises that: 
 

• Safeguarding is not limited to child protection (i.e. protecting children from direct harmful 
behaviour), but extends to creating an environment in which the welfare of the learner in 
broader terms is considered paramount. 

• All learners, regardless of age, disability, gender, racial heritage, religious belief, sexual 
orientation or identity, have the right to equal protection from all types of harm or abuse. 

• Working in partnership with our learners & with other agencies (e.g. LCSB, NSPCC & Police) is 
essential in promoting a safe learning environment. 

 
The purpose of the policy is to: 
 

• Provide protection for the learners at Berlitz Dublin. 

• Provide staff, volunteers, homestay hosts & anyone else who might come into contact with 
children with guidance & training on procedures they should adopt, & to whom they should 
report, in the event that they suspect a learner may be experiencing, or be at risk of, harm. 

• Promote Safeguarding policies, given that it has an impact on all aspects of the operational life 
of the school. 

 
This policy applies to all staff, including senior managers; paid staff; work experience staff; students; 
host families; or anyone else working on behalf of the school who might find themselves in contact 
with children. 
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This policy will be reviewed on an annual basis, or as & when necessary in the light of new legislation 
or other developments. This review will also involve relevant feedback from the adults & children to 
whom this policy is directed. The Managing Director will have ultimate responsibility for signing it off. 
 
 
We will seek to safeguard children under 18 (& all learners) by: 
 

• Nominating Staff Members to whom any concerns or allegations should be reported. Currently 
the staff member for Berlitz Dublin is Dewan Islam, the Centre Manager or in his absence, Cass 
Beecham, the Director of Studies, should be contacted. 

• Valuing them, listening to them, respecting them, & involving them in the review & 
development of safeguarding issues. 

• Adopting safeguarding guidelines through procedures & a code of conduct for staff, homestay 
hosts & other adults who might be working with children. 

• Making all adults aware which students are under the age of 18 by communicating this fact to 
all adults likely to come into contact with the child when such students arrive at the College, & 
highlighting the fact on weekly class registers so that regular attendance can be monitored 
more effectively.  

• Making all adults aware of the circumstances in which they should have safeguarding concerns 
about an under 18-year-old, & what they should do in that event. They would need to respond 
if noting something themselves or if told something by another adult, as well as follow a 
specific procedure (see below) if an under 18-year-old disclosed something to them. 

• Putting all adults in a position to recognize possible symptoms of abuse, which are classified 
into four areas: physical, sexual, emotional & neglect.  

• Providing step-by-step guidance for all adults on how to respond correctly if an under 18-year-
old decides to disclose to them that they are being abused by an adult, or another child, 
respectively.  

• Keeping confidential & secure records concerning allegations of abuse.   

• Adopting a policy for the safe recruitment of staff, homestay hosts & all adults who may be 
working with children. 

• Raising awareness of specific areas such as child sexual exploitation (grooming), female genital 
mutilation & forced marriages. 

• Sharing information about eventual concerns with relevant agencies, & involving learners (& 
their parents/carers in the case of children under the age of 18) appropriately. 
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Code of Conduct 
 
This code of conduct must be followed by all Berlitz Dublin staff, including senior managers; paid staff; 
work experience staff; students; host families; or anyone else working on behalf of the school, over 
the age of 18, who might find themselves in contact with children. It has been created with a view to 
building a climate of trust & a safe school culture. Although predominantly aimed at ensuring the 
welfare of children under 18 & vulnerable adults studying at the college, it also serves to help both 
adults & under 18s to avoid any behaviour or actions that might be misconstrued. 
 
Dos & Don’ts of Working with Children 
 
Do: 

• Remember the child comes first 

• Behave professionally, acting as an excellent role model 

• Treat everyone with respect & communicate at their level 

• Listen to children 

• Be aware of policies & procedures 

• Report any concerns or allegations following Berlitz Dublin guidelines 

• Be aware, approachable & understanding 
 
Do not: 

• Touch inappropriately 

• Use inappropriate language 

• Harm or frighten a child 

• Be alone with a child, if avoidable 

• If meeting with a child, please ensure that another adult is present 

• Threaten, shout or act aggressively 

• Mistreat, demean, ignore or make fun of a child 

• Force a child to do something they do not want to do 

• Let a child expose him/herself to danger 

• Take photos of children with prior consent 
 
All adults have a strict duty never to subject any child to any form of harm or abuse. Failure to adhere 
to this will be regarded as gross misconduct. The following are examples of unacceptable behavior: 
 

• Shouting at a child or using derogatory language 

• Touching a child except in special circumstances such as providing first aid 

• Doing things of a personal nature that they can do for themselves, including going to the toilet 
with a child unless another adult is present 

• Allowing or engaging in sexually suggestive behaviour within a child’s sight or hearing, or 
making suggestive remarks that might be overheard by a child 

• Giving or showing a child anything that might be regarded as pornographic 

• Socialising with a child outside of the College without the full prior knowledge & consent of the 
parents/guardians 
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• Seeking or agreeing to any electronic form of contact (e.g. exchanging personal email 
addresses) with a child during or after their stay at Berlitz Dublin without the full prior 
knowledge of Berlitz Dublin & the child’s parents/guardians 

Incidents that must be recorded/reported 

 If any of the following occur, you should report this immediately to the Managers at Berlitz Dublin and 
record the incident. The Managers will make the necessary contact with the student’s parents and 
offer advice on the most appropriate course of action to follow: 

• If you accidentally hurt a student. 
• If the student appears distressed in any manner. 
• If the student behaves in a sexually inappropriate manner towards you, other students or 

indeed other people. 
• If a student misunderstands or misinterprets something you have done/said and is unwilling to 

accept your explanation and wishes to make a complaint. 

 Use of Photographic/Filming Equipment 

 Some people use their position of trust to take inappropriate photographs or film footage of children 
and young people. All staff should be vigilant and any concerns should be reported to the Managers at 
Berlitz Dublin. 

It is important to note, that photographing students must only be done once approval from the 
student and his/her parents/carers has been sought. Involving students in a host family’s life is a 
crucial and important part of the whole experience, and as a consequence, photographs may be taken 
at events/special occasions recorded etc. All staff must ensure that the student is fully aware and in 
agreement to being photographed/filmed and any usage by the employee other than for legitimate 
purposes, would be looked upon seriously and appropriate action taken. 

 Recruitment of Staff  

Berlitz Dublin recognises that individuals may apply for positions within the organisation with the 
primary aim of having contact with students. Berlitz Dublin therefore takes all reasonable measures to 
ensure unsuitable people are prevented from working with our students. 

  
Responding to Disclosures of Abuse 

Abuse by Berlitz Dublin staff/homestay hosts – Should a student disclose that they have been hurt, 
harmed or abused in any way by a member of staff employed or working voluntarily with Berlitz 
Dublin, then in the first instance, you must speak to the Manager. He/she will ensure that your 
concerns are listened to and responded to appropriately. It is essential, that there is a record of all 
discussions, including the initial allegation made by the student as this evidence may be called upon at 
a future date. 
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Berlitz Dublin will make an immediate decision about whether any individual accused of professional 
abuse should be temporarily suspended pending further inquiries, including those undertaken by the 
Local Authority or the Police. 

Berlitz Dublin will make contact the Police and seek advice and guidance from them. The Local 
Authority has a duty to comply with guidance from the Department of Health, to have in post, a 
Designated Officer whose responsibility it is to co-ordinate and respond to allegations of professional 
abuse. Berlitz Dublin offers a commitment to comply with this requirement.  

Irrespective of the findings of the Local Authority or Police, Berlitz Dublin Managing Director will assess 
all individual cases to decide whether a member of staff can be reinstated and how this can be 
sensitively handled. As has been clearly stated at the beginning of this document, the student’s 
welfare is paramount and should not over-ride any other priorities. 

 Allegations of Abuse from Others – Should a student disclose that they have been abused by someone 
outside of the Programme, whether adult or child, then these allegations must be responded to 
seriously. Initial advice and guidance can be sought from the Managers, who will have a responsibility 
to inform the Police and the Local Authority Children’s Services Department. 

 In either of these situations, liaison and discussion will also take place with the child/young person’s 
parents throughout these processes. Their wishes and feelings, as well as those of the student, will be 
taken seriously and honoured. 

 Allegations of Historical Abuse – Allegations of abuse may be made some time after the event (e.g. by 
an adult who was abused as a child or by a member of staff who is still currently working with 
children). Where such an allegation is made, Berlitz Dublin will follow the procedures as detailed 
above and report the matter to the Police or the Local Authority Children’s Services Department. This 
is because other children, either within or outside of the Programme, may be at risk from this person. 
Anyone who has a previous criminal conviction for offences related to abuse is automatically excluded 
from working with children. 

 Confidentiality - Every effort should be made to ensure that confidentiality is maintained for all 
concerned. Information should be handled and disseminated on a need to know basis only. 

It is important to ensure that all information should be stored in a secure place with limited access for 
designated people, in line with the data protection laws (e.g. that information is accurate, regularly 
updated, relevant and secure). 
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 Bullying 

If bullying is suspected, the same procedure should be followed as outlined earlier in terms of 
responding to abuse. Berlitz Dublin will take all signs of or allegations of bullying very seriously. All 
students will be encouraged to speak about and share their concerns.  

Staff will speak individually with the victim of the bullying and those who are alleged to have been 
perpetrating the bullying. Reassurance must be offered to the victim that action is being taken, and 
explain specifically what this will entail. All discussions and actions must be recorded and stored safely. 
All students on the Programme have signed up to and understand that bullying will not be tolerated 
and that if they are discovered to be behaving in this way, they may be expelled from the course and 
returned home. 

Of course, bullying may also occur away from the host family and the school/training environment. 
This should still be responded to with the same urgency. Once information is known, a decision will be 
made, collectively, whether the Police or the Local Authority Children’s Services Department should be 
informed. 

Host Families 

Host families are recruited to provide a safe, nurturing and supportive environment for all students 
during their stay on the Programme. Host families need to be aware of the ways in which they must 
protect themselves from allegations of abuse by students. It is important that host families consider 
the following: 

Host families must not enter a student’s bedroom, unless they are granted permission to do so by the 
student and only when the student is dressed and not in bed. The host family should not then close 
the door behind them, but ensure the door remains as wide open as possible. If the student wishes to 
discuss issues confidentially, another more open area within the house must be found. It is also vitally 
important that all students are given space and privacy when bathing and that no member of the host 
family should compromise this. 

• Equally, students must not be invited into the host family’s bedroom. Hosts may also wish to 
adopt a similar rule whereby students are not permitted to enter the bedrooms of their own 
children, and vice versa. 

• Host families include students in their everyday life, as much as is possible, however, it is 
important that they are aware of the need to not put themselves in potentially vulnerable 
situations, either inside the home or elsewhere. This may include at parties/social gatherings, 
communal bathroom facilities and undertaking social/sporting activities. 

• It is important to be aware of intimate contact – some students may feel comfortable with 
hugs and personal touch of this kind; however, host families should be aware of the risk of this 
being misinterpreted. Hugs and physical contact should only be instigated by students and only 
when the host is comfortable with this. Any other type of physical contact should be avoided at 
all times. 

• Consideration must be given to the relationship between the hosts own children and the 
students staying at the home. Jealousy, rivalry and dislike may result in conflict between them; 
however, it is important at the outset to ensure this issue is discussed openly and the action 
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that would be taken should conflict arise. Your own children need to be aware that any violent, 
abusive or aggressive behaviour displayed by them to visiting students, may jeopardise your 
position as host family provider. 

  

Teachers/Educators/Tutors 

Teaching is undertaken within a confined, classroom environment, which can create some potential 
risks. 

 Staff must ensure they are positioned at an appropriate place in the classroom to ensure their 
physical closeness to the students is not uncomfortable for either and that any risk of physical contact 
is avoided. 

• Members of staff are not permitted to allow students to travel in their vehicles as a matter of 
course. 

• There should be no instances whereby Teachers/Tutors etc are permitted to allow students to 
their own homes. This can leave the members of staff very vulnerable to allegations. 

• Situations whereby individual students are alone in the classroom with a member of staff are 
to be avoided. If the student requires specific 1-to-1 tuition, arrangements should be made for 
this to be undertaken in an environment where they are visible to other people. 

 SUMMARY 

Child protection is everyone’s business!! All those staff employed by Berlitz Dublin, whether paid or 
unpaid, have a responsibility to ensure they respond swiftly and appropriately to any allegations that a 
student has been hurt, harmed or in any other way abused by others. The College commits to 
providing a workforce that is suitable to work with children and young people, and which is suitably 
qualified to fulfil its functions and responsibilities. Throughout all of the Programmes with Berlitz 
Dublin, the welfare, safety and protection of all students is of paramount importance and this message 
is clearly communicated to all the staff, the students and partner companies. Berlitz Dublin prides 
itself on a service which places the student at the heart of the process and anything that compromises 
this will be highlighted and addressed to ensure the protection of the student is achieved. 

 
 

 
 

 
 


