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Boarding Staff Handbook 
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A handbook for the boarding staff at DLD College with information about practices, 
services, and the college. This should be read in conjunction with the Staff Handbook, 
Boarders’ Handbook, DLD College and Alpha Plus policies.    
 
This document will be stored on the Boarding Sharepoint Dashboard where staff can 
access the most up to date version, staff will be notified via email as and when changes 
are made to the information in this document.  
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Statement of Boarding Principles & Practices 

DLD College is centred on the principles of Development, Leadership and Diversity. 

The Boarding experience at the College aims at enhancing you as an individual and 

your time as a Boarder will support you to develop your skills to live independently, 

to demonstrate leadership through the opportunities that are on offer to you and to 

live fully and respectfully in a diverse environment. 

Boarding at DLD College aims to provide boarding students with facilities and care of 

the highest standard to enable them to thrive in their academic studies and in the 

wider life of the College.  We operate boarding in compliance with the National 

Minimum Standards for boarding schools and aim to regularly exceed those 

standards.  

  

Our boarding priorities are; 
1. Ensuring safety and security for boarders (Development & Leadership)  
2. Development of boarding and day relationship (Diversity)  
3. Boarders’ wellbeing, including sleep and mental health (Development)  
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Boarding Staff Handbook 

 
DLD College 

DLD College is an independent boarding school with approximately 500 students 
studying pre-sessional, GSCE, A-level, and International Foundation Programmes. 
Students range in age from 14 years and come to us from around the world.  
 
 

The Boarding House 
Our Boarding House in unique in London, being on the College site. It has 15 floors 
each housing between 13 - 25 boarders. Each boarding floor is part of a ‘Huddle’ of 
students of a similar age and the same gender, usually studying on the same 
courses. Each floor has its own common room with a kitchen, space for studying, 
TV, and for socialising.   
   

Each boarder has their own bedroom and their own en-suite shower room. A small 
number of boarders will share a 'twin room' - this is two-bedroom areas divided by a 
moveable partition, a communal storage space, and a shared shower room.   
   

Each bedroom contains a bed, storage cupboards and drawers, a desk with lockable 
drawer (bring a padlock if you’d like to use this) and chair, and a noticeboard. 
Heating is underfloor and is controlled by the boarder's own thermostat.   
 
The boarding house is split into ‘Huddles’, each being overseen primarily by a 
Huddle Houseparent, who is resident. The Huddles all have a ‘Hub Common Room’ 
which is used for registrations at the end of the evening. 

Student Services Office 
The student services office is the first place that students should come with any admin, 
boarding, or visa queries. The Student Liaison Officer and Attendance Officer use this 
office during the College day.  
 
If a student has a query about an admin issue, such as a bank letter, their visa, they 
should be sent to this office.  

Swimming Pool & Gym - Urbanest 
The swimming pool is located in the basement and is used by all residents in the 
Urbanest Westminster Bridge Student Accommodation and the DLD College. DLD has 
scheduled times for use of the pool which will be supervised and students are not 
permitted to use these facilities at any other time.  
 
Boarders’ keys will not give them access to the pool and only boarders over 16 with 
membership of the gym should be allowed access. 
 
The gym facilities are located in the basement and are used by all residents in the 
Urbanest Westminster Bridge Student Accommodation. DLD has scheduled times for 
use of the gym which will be supervised.  
 
Students are given a gym induction by Urbanest and shown how to use the machines 
and weights safely.  
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The Houseparents’ Desk 
One member of the boarding staff is always based at the Houseparents’ Desk, which 
is an information point for boarders on the ground floor, by the boarders’ lifts. This area 
must be kept tidy, and whilst boarding staff will gather there at shift handovers and the 
end of an evening, there should not be more than two member of staff there at any 
time. Staff are expected to be circulating the building, spending time in Huddle Hubs, 
common rooms, the atrium, Global Kitchen, or garden, and providing pastoral care for 
boarders. As Boarding staff are furnished with a Surface for the completion of 
administrative tasks, there is no need for staff to be situated in one area in order to 
complete such tasks. 

Atrium 
The Atrium on the Ground floor is a large open space which will be used by student 
during the college day and by boarders during evenings and weekends. The space 
has some seating and has a projector which can be used to screen films and TV. This 
is the main social space every night, and should be set up nightly at 6pm with games, 
cushions, rugs etc. 
 
The space is also used for boarders’ events, activities, and special occasions such as 
parties and student and boarder inductions.  
 
Boarders may have visitors, who must sign in to the building at the Houseparents’ 
Desk, and may only visit the Atrium and Global Kitchen. No visitors may go upstairs to 
boarders’ bedrooms. 

The Global Kitchen 
The Global Kitchen is where all meals are provided to students and consists of a main 
servery, a quick-serve kiosk, and a café. Seating is provided with benches, booths, 
and snack bars. Breakfast and dinner service are for the boarders and lunch is for all 
students during the college day. The catering service is managed by CH & Co, an 
external catering company.  
 
Menus are produced and displayed on noticeboards in the boarding house and on 
Sharepoint for students and staff to see. 
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The Boarding Staff  

Vice Principal (Pastoral) - James Kidd  

Telephone: 0044 (0)207 935 8411 Ext 4350 /  Telephone: 0044 (0) 7717894425 

Email: james.kidd@dld.org 

Room M.09 
As Vice Principal (Pastoral) James is responsible for ensuring that our boarders 
receive the highest level of care during their time at DLD. Working with the 
Houseparents and Assistant Houseparents, he manages the running of the boarding 
house. This involves liaising with staff on issues affecting boarders' health and 
wellbeing and ensuring that parents, students, and staff are kept informed of the 
College's practices and procedures 
 
Houseparents Houseparents@dld.org  
 
The Houseparents are responsible for the day to day running of the boarding house 
and for the welfare of our boarders. The Houseparents live in the Boarding House 
with the students and work together to provide round the clock supervision and 
support for the boarders. Our Houseparents take part in regular training and CPD, 
they are all First Aiders and all have advanced Safeguarding training.  Houseparents 
work to a rota to provide boarders with 24 hour care and a member of the team is on 
call at all times. Houseparents are responsible for the day to day running of the 
boarding house and supervision and care of the boarders. Houseparents supervise 
boarders at mealtimes, during evenings and weekends, and during trips and 
activities. Houseparents carry out weekly meetings with students and liaise with the 
Nurse, Attendance Officer, and teaching staff to ensure that the welfare needs of the 
boarders are being met. 
 
Each Houseparent takes care of a group of boarders known as their ‘Huddle’. 
This involves taking individual care to ensure their boarders have received a 
full induction, carrying out weekly room visits and meetings with boarders, 
and liaising with the Vice Principal (Pastoral), welfare, and teaching staff about 
their boarders' progress and wellbeing.   

Assistant Houseparents 
A team of Assistant Houseparents work with teaching and boarding staff to help 
supervise students during breaks and meal times, during evenings and weekend free 
time, and on trips. Assistant Houseparents are also all attached to a ‘Huddle’. They 
also contribute to the pastoral life of the house, undertaking administrative and other 
duties. 
 
Accommodation and Compliance Officer - Alisa Cernavska 

Telephone: 0044 (0)207 935 8411 Ext 4338  

Email: Alisa.cernavska@dld.org  
Room M.02 – On mezzanine floor above Reception 

The Accommodation Officer places new and returning students in the boarding house 
and assists with the arrangement for students’ care and travel. The Accommodation 
Officer liaises with the boarding staff to ensure that services such as laundry and 
cleaning are running effectively, and speaks to boarders and day students regularly to 
ensure that all of their needs are being met, as well as overseeing visa compliance. 
The Accommodation Officer also assists the Houseparents in the boarding house, as 
well as undertaking Assistant Houseparent duties. 
 
 
 

mailto:houseparents@dld.org
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College Nurse – Room 1.62  

The College Nurse offers medical advice and care for boarders as well as running 
workshops on health-related matters. She also runs termly health checks for 
boarders. For more information about the Nurse’s role with the Boarders please see 
the Medical section of this Handbook.   
 
 
Term Dates & Holidays 

Term dates are published on the college website. Parents and students are informed 
on important dates such as parents’ evenings, open days, and social occasions in 
advance via the calendar and by email.  

Half Term Holidays & Easter 
Boarders may choose to stay in the boarding house over the half term and Easter 
holidays; many boarders prefer to stay in London for the holidays and may have 
parents of family members come to visit them instead of returning home.  
 
The Houseparents arrange a schedule of social events, trips, and activities for 
boarders staying for the holidays and boarders are not required to take study period 
during this time.  

Christmas 
The college closes for the Christmas holidays and boarders are required to leave the 
college during this time. Parents are asked to provide details of their child’s travel 
arrangements or holiday accommodation plans at least one week before the end of 
term. Parents are given advice about suitable guardianship agencies that can provide 
short term guardianship and holiday accommodation if necessary.  

REACH 
We use REACH Boarding Software for morning and evening registrations, leave 
requests, and for students signing in and out of campus. The Pastoral notes section 
of REACH is particularly important for record keeping. Overnight leaves are also 
logged there, and used to identify approvals using the appropriate procedures. 

Holiday leavers 
Boarders who choose to leave the boarding house for the holidays must have a 
completed holiday form; this can be completed by the parents or guardian or 
completed by the boarder and then check with the parents or guardian via email. The 
Accommodation & Compliance Officer produces a record of the boarders’ flights, 
where they are travelling to, and who they are staying with during the holidays.  
 
Boarders should leave after their last classes at the end of term and return the night 
before the start of term. Students are not permitted to miss any classes because of 
holiday plans and permission should be sought from their Director of Studies in 
advance.  
 
A record of holiday plans and permissions received should be sent to the 
Accommodation Officer at least one week before the last day of college.  

Staying Out Overnight 
Boarders are permitted to stay out overnight at the weekend (Friday and / or 
Saturday night) with the appropriate notice and permissions from parents. By 5pm 
on the previous Wednesday to a weekend, parents should contact Houseparents to 
provide details of where their child will stay and the name and contact information of 
the guardian. Boarders must return no later than 6pm on Sunday evening. Boarders 
must allow sufficient time to complete their homework at the weekends. If a boarder 
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spends the weekend outside of the boarding house they must show their completed 
work to the boarding staff either before leaving or on their return to the boarding 
house.  
 
Houseparents monitor boarders' attendance, performance in class, and their 

behaviour and if a boarder has failed to meet the expectations of staff during a week 

the Houseparents may refuse a request for an overnight stay or extended curfew.   
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Houseparent Duties 

Houseparents are expected to manage the day to day running of the boarding house 
including the monitoring and reporting of services. The Houseparents prepare the 
building for the new students and help the Vice Principal (Pastoral) to prepare and 
send welcome information to boarders and their parents. Here is a list of duties to be 
completed by the boarding team each day, week, month, and duties which take place 
at the same time each year.  
 
Morning Duty – 7am to 11am 

 Laundry: Meet Tom, count bags, record on sheet. Put clean laundry and linen 
on the correct floors 

 Wakeups as appropriate 

 Breakfast – Register Students in Global Kitchen by 8.30am / 10am / Students 

not allowed to return to rooms without HsP permission 

 Chase late sleepers (from 8.30am) / communicate to teaching staff and Nurse 

 (Bread, fruit and milk to kitchens) 

 Issue Gating Cards (including for students breaking Gating previous night) 
 

Daytime – 11am to 3pm 

 Common Room checks – including checking fridges for out of date food and 
general cleanliness 

 Attend Lunch, supervising students and registering CSA students 

 Supervising students for medical appointments etc 

 (Bread, fruit and milk to kitchens) 

 Meetings  
 

Early Evening – 3pm to 7pm 

 Supervision of atrium, Global Kitchen, garden – wandering regularly  

 Check post at Urbanest 

 6pm – Chase first gatings  

 Dealing with students’ ‘end of day’ queries 

 Attend Supper, supervising students 

Evening Duty – 7pm to 11pm 

 Supervision of atrium, Global Kitchen, garden – wandering regularly 

 Check in on Study Time to help chase non-attendees 

 Visit the rooms of your ‘Huddle’ to say good evening and ask how the day has 

gone -particularly for quieter students – spend time in Huddle Common 

rooms; one-on-one time with students 

 Weekly room visits of Huddle 

 Weekend permissions – due on Wednesdays 

 Evening Huddle Registers – one HsP on Reception, other staff registering in 

Huddle Hub Common Rooms (9.20-9.40pm CSAs), 9.50-10.10pm older 

(10.50-11.10pm at weekends) 

 File completed student Gating Cards  

At the start of every shift, staff should meet at the Houseparents’ Desk to decide who 

will complete certain duties for the following shift. This is fairly distributed, with the 

overnight Houseparent in charge on their evening shift, to rotate the roles across the 

week for all staff members. They are responsible for checking with other colleagues 

that items have been completed before the end of the shift, and the duty staff 

member takes over responsibility for the overnight cover. 
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In times of emergency 
 

 In times of emergency Houseparents are asked to manage situations offering 

danger to life or wellbeing, this can include evacuation, lockdown, emergency 

hospital referrals and dealing with violent or aggressive behaviour. If you 

require further information please refer to: 

o Violence and aggression policy 

o Medical policy 

o Lockdown procedure 

o Fire procedures and Fire policy 

Weekly / Ongoing 
 Carry out weekly Huddle room visits & report findings, e.g. maintenance, 

welfare, etc. 

 Attend the weekly Houseparents’ meeting and write & distribute minutes 

 Distribute & record linen / laundry numbers 

 Review & update boarding house noticeboards 

 Prepare & distribute information on upcoming events and trips 

 
Monthly 
Make contact with parents of Huddle – one line email update to let parents know how 
students are doing (with some personal detail)  
Huddle meetings in one of the floor common rooms 

- Notices  

- Reinforcing rules or addressing issues 

- Asking students for feedback on boarding  

- Encouraging students to attend trips etc  

 Liaise with Nurse and Vice Principal (Pastoral) re Accident Reports 

 Liaise with Facilities Manager and Accommodation Officer to review 

maintenance issues 

 Contribute to monthly boarding audits 

Summer 
 Maintenance & cleanliness check on all bedrooms, washrooms, & common 

rooms 

 Check deliveries of bedding, linen, kitchen packs, etc.  

 Monitor distribution of items to rooms and common rooms 

 Prepare boarding house notice boards 

 Update student resources folders in common rooms 

 Check & plan student arrivals 

 Assist with Boarder Induction Arrangements 

 Create Boarder files, fire registers, and catering lists 

September 
 Assist with the running of the boarder induction 

 Meet with the Nurse to check boarder health plans 

 Create cleaning and laundry rotas with service providers 

 Check & record boarder contact details 

 Complete the Boarder Checklist for each boarder 

 Store and record boarder passports  
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Christmas 
 Write boarder reports 

 Collect holiday plans and permissions  

 Prepare leaver cards 

 Conduct pre-departure room checks 

 Assist with the planning of leaver room cleans 

 Create & assist with holiday activities and trips 

 Manage January starter induction planning 

January 
 Assist with the running of the new boarder induction 

 Meet with the Nurse to check new boarder health plans 

 Amend cleaning and laundry rotas to include new boarders 

Easter & Half Terms 
 Write boarder reports (Easter) 

 Collect holiday plans and permissions 

 Create & assist with holiday activities and trips 

June 
 Write boarder reports 

 Collect leaver plans and permissions 

 Conduct pre-departure room checks 

 Assist with the planning of end of year room cleans 

 Arrange recycling collections 

 Prepare leaver cards 

General Details: 

Record Keeping  

Boarding staff are expected to keep accurate records of key conversations, pastoral 
incidents, wellbeing matters, medical or medication, door security checks, duty 
records, laundry numbers, fire registers and other matters. These records are all kept 
on REACH, SIMS, or on the Boarding Sharepoint Dashboard 
 

Communication 
Communication is key in boarding, and whilst it is important to share information, 
staff should bear in mind student (and staff) confidentiality when deciding who to 
share information with. Huddle Houseparents are expected to keep in regular contact 
with parents / agents of those boarders in their Huddles. Irregular, brief 
communication is encouraged. It is also important to use the College’s social media 
accounts and social media to pass on images of boarder successes, or news to 
parents, guardians and agents overseas. 

Student Reports 
Student reports are sent to parents and guardians to update them on their child’s 
progress that term. The boarding staff will include an update on the boarders’ progress 
including how well they have settled into the boarding house, this should include: 
- The relationships between the boarder and their fellow students and members of 

staff 

- The boarder’s contribution to the boarding and college communities 

- The boarder’s progress and development in boarding 
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- How well the boarder has settled in and adapted to their new environment 

- How involved the boarder has been in social activities, trips, and co-curricular 

activities.  

Reports are sent at the end of each term and comments should be sent to the Vice 
Principal (Pastoral) who will liaise with teaching staff in the preparation of reports.  
 
Houseparents are also expected to send regular brief updates home to parents of 
students in their Huddle. 
 
Attendance 

All students must attend all of their lessons every day, if they are unwell they must 
speak to the Nurse or a Houseparent, if they would like to miss a class for non-medical 
reasons they must go to see their Tutor to ask permission.  
 
Younger boarders, i.e. CSAs, are expected to be out of the boarding house all day as 
their full college day is scheduled. Older boarders may have study period throughout 
the day during which time they are expected to study in the learning centre, in study 
spaces around the college, or in their rooms. Boarders may stay in their rooms for 
study period in the morning or return to their rooms early if they have study periods in 
the afternoon but boarders should not return to their rooms during the day without 
permission from the Houseparents. Permission is unlikely to be granted before 
October half term.  
 
All boarders are expected to be at breakfast Monday to Friday, where they will be 
registered by Houseparents by 8.45am. Older students with permission to study in 
their rooms, and with no first period, will be required to register by 10.15am. 
 
Attendance is taken electronically at the start of each period and the Attendance 
Officer will liaise with Houseparents if a boarder is missing from a class. Houseparents 
must then contact the student and follow the Missing Student Policy where contact 
cannot be made.  
 
Sanctions in the form of Gatings etc are given for missing breakfasts and curfews. 
These sanctions can be clearly seen at the back of the boarders’ handbook and should 
be consistently issued. Repeat offenders should be recorded on SIMS. 
 

Study Time 

CSA Boarders have study time scheduled after dinner on Monday to Thursday from 
7pm to 8pm. Boarding House Tutors (teaching staff) are on hand to supervise these 
sessions in a classroom and surrounding breakout spaces.  
 
Teaching staff will liaise with boarding staff about specific students and may provide 
work for the student to complete during study time, e.g. homework that was not 
completed on time or correctly.  
 
If a boarder has a tutor they will be given a space in which to work and their sessions 
may take the place of study time where necessary.  
 
Weekly Room Visits 

Once a week Houseparents carry out room visits for their Huddles. During Room Visits, 
and at other points throughout the week, Houseparents discuss the student’s health, 
maintenance issues, medical issues, cleaning, and their progress this week. Key 
records should be kept on the Boarding Sharepoint Dashboard OneNote notebook, 
and any important information noted on REACH. 
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Issues raised during the room check should be discussed at the weekly meeting.  
 
Free time & Activities 

Boarders are permitted to leave the premises in the evenings and at weekends with 
permission from Houseparents, using REACH to sign themselves on and off campus.  
All boarders must sign out properly, and CSA students must sign out in groups of 3 or 
more. 

Lunch times 
Boarders should have permission from Houseparents to leave the premises during 
their lunch break, this can be given for a particular day or as a standing agreement 
although boarders are expected to take meals in the Global Kitchen. If student’s 
attendance is poor after lunch permission can be revoked. CSA Students are not 
permitted to leave the college during their lesson breaks. Boarders are expected to 
carry with them the Houseparents telephone number at all times, keeping their phones 
fully charged, and being contactable when required. 

Curfews 
All boarders have a nightly curfew by which time they must be back in the building 
and have been seen by a member of the boarding staff. The curfew time depends on 
the boarders’ age:  
 
CSA Students  9.30pm every night 
Over 16s  10pm Sun to Thurs / 11pm Fri and Sat 

Extensions for curfews may only be arranged with permission 
from Houseparents. 

Over 18s  Fri / Sat nights – 11.30pm 
 
All boarders should register at their Huddle Reg each night; any student with a 
permitted extended curfew will be registered on their return. 

Overnight 
Boarders must have consent from both a parent or guardian and a Houseparent to 
stay out overnight. Parents can give permission for a particular night or as a standing 
agreement, i.e. the boarder may go to stay with their aunt in London. Leave requests 
are made by parents via email, and will be approved by leave approvers 
(Houseparents or the Vice Principal (Boarding)), who will check the time and day when 
the student will return, the name and contact details of the adult with whom the boarder 
will stay, and confirm on the form that the details are checked and correct.  
 

Activities & Trips 
Boarders are encouraged to take part in activities and co-curricular activities in the 
college, please see the enrichment guide for details. Boarders also take part in 
boarding activities which are run by the boarding staff, these include: 

- Film nights  

- Teambuilding Nights 

- Karaoke 

- Trips outside of the college 

- Parties in the Atrium  

- Special meals in the Global Kitchen for Special Occasions 

The schedule of events and activities are recorded on the school calendar and a list of 
events is posted in common rooms and college noticeboards. Houseparents should 
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follow the Trips and Activities Policy which explains the process for booking a trip 
outside of the college and will help to ensure that students and staff are safe and the 
required permissions are sought.   
 
The boarding staff are expected to attend social activities such as the prom, welcome 
parties, and leavers parties even when they are not on duty.  

TV, DVDs and Video Games 
A projector screen is used in the Atrium to show suitable films and TV.  
TVs are provided in common rooms on every floor. 
 
Boarders are permitted to watch DVDs in the atrium and common rooms with 
Houseparent’s help, DVDs should be suitable for all students and the rating of any 
video game or movie should be checked. The theatre may be used by students with 
supervision from the Houseparents, the movies shown must be appropriate for the 
youngest student present.  

Internet Access & eDevices 
Students and staff can connect to the Wi-Fi in the boarding house and college, the E-
Learning Co-ordinator can assist with access to the electronic resources at college.  
 
Students and staff will be asked to sign a reasonable use agreement as part of their 
induction which explains how to use the internet and network responsibly.  
 

Bed Linen & Towels 
Boarders are provided with bed linen and towels every week during room visits. Fresh 
linen and towels are stored by the Houseparents, the used linen and towels are 
separated into bags ready to be collected, washed, and returned. The number of bags 
of each must be counted and noted on the laundry list, which is overseen by the 
Accommodation Officer.  
 
Boarders who prefer to wash their own linen and towels may do so, they should be 
given spare linen and towels and Houseparents should make note of this on the weekly 
room check schedule to ensure that the student is keeping their linen and towels clean.  

Laundry Room 
The laundry room contains washing machines and dryers for residential staff and 
boarders to use. The machines accept card payment and boarders and staff must 
provide their own detergent. The machines are maintained by Urbanest and an 
external company. Any issues with the machines should be reported to Urbanest staff.  
 
Boarders are provided with information on doing their laundry in their Boarder 
Handbook, there are also wash care instructions posted in the laundry room. The 
Boarders should be shown how to use the machines (even if they use the laundry 
service) during their boarder induction.  

Laundry Service 
The laundry service is provided by Kings Square Laundrette. Tom collects the laundry 
several times a week and aims to return items the next day. Students leave their 
laundry in clearly labelled bags by the Houseparents’ Desk, Tom collects the bags in 
the trolley and returns the bags the next day for the boarders to collect.  
 
Houseparents should mark off on the Laundry List each bag collected and make sure 
that they are returned safely the next day. Boarders are asked to include in the bag an 
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inventory of items so that they and the laundry staff can ensure all items are present 
and accounted for.  
 
Houseparents must provide the completed laundry list each month so that laundry 
numbers can be recorded and monitored. Any complaints or concerns raised about 
the service should be directed to the Accommodation Officer.  

Dry Cleaning & Mending 
If boarders have delicate items or items that need special cleaning this will need to be 
done outside of the college. The Houseparents should give the boarders this 
information and help them to arrange this where necessary.  
 
The dry cleaners also offers a mending service, Houseparents should advise students 
of how to fix an item or, when not possible to do this, tell the boarder how to send this 
out to be fixed. A sewing kit is kept at Reception for the use of the boarders.  

Cleaning 
The cleaning service in the Boarding House is provided by Cabenco. Cabenco are on 
site every day and they have a supervisor present every day to oversee the cleaning 
team. Cleaners will clean every common room, corridors, lift lobbies, and lifts and will 
clean the bedrooms of students who have requested this service.  
 
The cleaners have a weekly schedule which they will consult every morning, 
Houseparents should ensure that each room on the scheduled has been signed off by 
the cleaning team, that the rooms have been cleaned to a high standard, and that any 
issues raised by the students of cleaning team are dealt with immediately, e.g. 
maintenance issues, damage to the student’s personal items or prohibited items in the 
students’ rooms.  
 
Any amendments to the cleaning rota should be made via the Accommodation Officer 
and the Urbanest staff.  

Passports & Visas 
When students arrive a copy is taken of their passport and visa (where applicable) and 
boarders are encouraged to leave their passports and visa with the boarding staff in 
the office. Students sign-in their passport which is stored in a locked unit in the office; 
this helps to keep the items safe until they are needed.  

Money & Valuables  
Boarders are strongly encouraged not to have large sums of money with them at any 
time including in their bedroom.  
 
In some cases boarders arrive with a large sum of money given to them by parents, 
this may be their allowance for the term or may be for payment of college fees. Money 
can be stored in the safe but must be signed in by the student and the member of staff 
and details noted in safe log. The student will be given a receipt which shows that the 
money is being stored in the safe and the amount of money stored. Once a boarder 
has opened a bank account staff should accompany them to the bank with the money 
and ensure that it is safely deposited and a receipt received.  
 
Mealtimes and Catering 

Students use their student cards to pay for their meals in the Global Kitchen and 
Houseparents should be on hand to help students who encounter difficulties paying. 
Boarders are given credit to pay for their meals each day. Houseparents monitor 
boarders at meal times and should pay special attention to the meals that boarders 
are eating and report any concerns to the Nurse.  
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Breakfast 
Breakfast is taken in the Global Kitchen from 7.30am weekdays and 8am weekends.  

Lunch 
Lunch is served between periods 5 – 7 during the week and brunch is 11.45am-1.45pm 
at weekends. Houseparents should ensure that CSA boarders have come to lunch and 
that boarders with permission to leave the site for lunch have signed out and in when 
they return. CSA students are not permitted to leave college for lunch periods.  
 
Houseparents will liaise with the Attendance Officer to ensure that all boarders have 
returned to lessons after their lunch break.  

Dinner 
Dinner is served from 6pm. Boarders with permission to be out for dinner must sign 
out and in and Houseparents must ensure that all boarders have returned.  

Global Kitchen Café (Grumpy Mule) 
The Global Kitchen café is open throughout the day and evenings until 7.30pm, selling 
hot drinks and snacks.  

Snacks & Drinking Water 
Boarders are welcome and encouraged to buy snacks and drinks to store in their 
common room kitchen to allow them to have snacks at any time of day. Boarders are 
asked to bring their mid-morning snack with them to college so they do not need to 
return to the boarding house during the day.  
 
Boarders will be provided with snacks; items include bread and spreads and fruit.  
 
Drinking water is available in the common rooms, as are drinking glasses.  
 
Takeaways 
Boarders are encouraged to take their meals together in the Global Kitchen; 
occasionally boarders may like to have food delivered instead of attending a meal. 
Boarders should ask the boarding staff on duty and should order their meal to arrive 
no later than 10pm, the food should be collected from reception by the student and 
food should be eaten either in a common room where the boarders are all of the same 
gender or, with a mixed group, food can be eaten in the Global Kitchen. Students must 
make sure that all rubbish is disposed of properly and that the tables are left clean 
when they have finished.  
 
If a boarder is ordering food regularly the boarding staff will discuss this with them, it 
may be that they do not like the food on offer in the Global Kitchen or they would rather 
eat at a different time. The boarding staff can then pass these comments to the catering 
team and encourage the boarder to attend meals in the Global Kitchen.  
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Medical Care 

The Nurse and Medical Centre 
The Nurse is based in the Medical Centre from 8am – 4.30pm Mon-Fri. Students and 
staff should see the Nurse if they are unwell or injured while at college.  
 
The Medical Centre consists of the Nurse’s office where medical records and supplies 
are stored and two sick bays with access to toilets. If a student is unwell during the day 
they will be sent to the medical centre, if a boarder is unwell they will be sent to the 
medical centre where they can be supervised by the Nurse and will stay in the sick bay 
if they are suffering from a contagious condition.  

Accidents & First Aid 
All accidents that occur in the boarding house should be reported to the Vice Principal 
(Boarding) and the Nurse. An accident report should be completed and passed to the 
Nurse, the accident book can be found in the Nurse’s office.  
 
All residential staff will be trained in first aid at work and will receive specific training 
for dealing with medical emergencies relating to chronic conditions or allergies that 
affect the boarders, e.g. epilepsy, diabetes, etc.  
 
The Nurse is responsible for co-ordinating first aid and treatment during the day and 
the Houseparents act as deputy during evenings, weekends, and holidays.  

Chronic Conditions & Disabilities 
Any student who has a disability or a chronic condition will be provided with a Health 
Plan for the duration of their time with DLD College. All tutors, DoS, and boarding staff 
will be given training, advice, and regular updates about the health and wellbeing of 
their student. Emergency procedures will be given to relevant staff so that staff will be 
prepared to deal with potential issues.  
 
This might include training in the use of an epipen, or how to deal with a student who 
has a seizure.  

Unwell Boarders 
Boarders who are unwell during the night will be cared for by the Houseparent on duty, 
boarders are given the emergency contact details of the Houseparents to call overnight 
and are able to speak to staff on reception to ask for help.  
 
In the morning Houseparents hand over care of the unwell boarder to the Nurse. 
Houseparents should read the Medical Policies and Care of Unwell Boarders policy 
for information about how to handle the care of a boarder how is ill.  

Medications and Remedies 
The medicines policy explains the use and recording required to administer 
medications and remedies, the Nurse will give boarding staff training on what and 
when to administer. If in doubt call the NHS 111 for guidance from a medical 
professional. A list of allowed medications and remedies is stored in the Nurse’s office 
alongside stocks available for general administering to students.  
 
Maintenance 

Maintenance is managed by the Urbanest team, issues are reported to the 
maintenance manager and building manager by email at the end of every day. Urgent 
issues should be reported by phone or in person immediately.  
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A maintenance spreadsheet is kept on the staff shared area with the following 
information:  

- Date reported 

- Name of student 

- Room number/area of the building 

- Description of the problem 

- Status (Reported/logged/awaiting parts or engineer/resolved 

- Name of the person reporting the issue 

Issues are entered into the spreadsheet and emailed, issues are monitored by the 
Houseparent team and any issues that remain unresolved after one week are passed 
to the Accommodation Officer.  
 
Communications 

Boarding Team 
Houseparents should record details of events, incidents, and issues arising during their 
shift on the REACH / Duty Report, including: 

- Student illness / injury 

- Student appointments booked / attended 

- Discussions with staff, parents, guardians, etc. 

- Permissions requested / granted 

- Maintenance issues to be monitored 

- Issues to be dealt with by staff taking over 

- Staff sleeping in the building 

- Security issues 

This report should be emailed to all Houseparents and the Vice Principal (Boarding) 
 
Houseparents have a weekly meeting with the Vice Principal (Boarding). The meetings 
allow staff to discuss ongoing issues, student concerns, building issues, and upcoming 
events.  
 
Teaching Staff 
The Vice Principal (Pastoral) meets regularly as part of the Executive and Senior 
Leadership Team to discuss college issues and student issues. He will communicate 
to the teaching staff any concerns raised by the boarding team.  
 
Individual student meetings will be called when necessary, these will involve a member 
of the boarding team, the tutor, and other members of staff involved with that student 
as necessary. Houseparents each have a weekly meeting with a 
Housemaster/mistress to discuss student issues. 
 
Parents 
The boarding team will be in regular contact with parents and guardians, through a 
range of communication methods. This will include group and personal 
communications through the year, to provide both positive and negative feedback on 
each student. 
 
Parents will be invited to complete occasional surveys to judge their perception of the 
boarding provision at DLD. It is important for parents to feel that they receive sufficient 
information from teaching and boarding staff about their child and that they are able to 
contact their child and the boarding team when necessary.  
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Boarders’ Voice 
Boarders’ views are important to running of the boarding house and the college, the 
boarding staff must encourage boarders to express their views, worries, or problems 
about the boarding provision regularly.  
 
Boarders are met once a week during room checks and can give feedback during this 
time. Boarders will be invited to complete surveys regularly, there is a standing survey 
asking for feedback on meals and catering and will be termly surveys, too. 
 
The Student Council will have at least one boarder to represent the boarders, they will 
be asked to contribute to discussions and to assist with arrangements for charity work 
and social events.  
 
Huddle meetings and representatives / Heads and Deputy Heads of Huddle form the 
Boarders’ Committee, and this also provide a forum for students to express their views 
in smaller groups. 
 
Staff Conduct 

Private Apartment 
Residential staff are provided with their own apartment within the building, this is for 
their sole use and staff should never permit a student to enter their private quarters 
for any reason. The staff quarters have a kitchen/living room and a bedroom with en-
suite washroom. 
 
Meeting with students should be taken in the college meeting rooms, in the Student 
Services Office or other staff offices.  
 
Staff are permitted to have guests with the permission of the Vice Principal (Pastoral) 
or Principal. Guests must be supervised at all times and must abide by the visitors 
code of conduct. Please refer to the policy on Visitors to the Boarding House 
(Appendix 1). 

Staff Dress Code 
The staff dress code can be found in the Staff Handbook, all staff must dress smartly 
and appropriately at all times and residential staff must make sure to have appropriate 
night clothes in case of emergency during the night. More casual clothing is acceptable 
when on duty evenings and weekends. 
 
Smoking 

DLD College is a smoke free school. Staff and students are not permitted to smoke or 
vape anywhere on the DLD College premises or in the surrounding area, staff must 
leave the vicinity of the college and Urbanest reception area to smoke.  
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Student Behaviour 

House Rules 
Student rules are displaying the common rooms, in the Boarder Handbook, and on 
Sharepoint.  

Rewards 
Boarders who consistently exceed our expectations with their positive behaviour or 
their extraordinary contribution to the boarding community will be rewarded by 
boarding staff and teaching staff. Rewards may include praise from staff which is 
communicated to other staff, parents, and other students or special trips or activities 
taking place during free time.  
 
There is also a Boarder of the Week award, chosen by House Staff weekly, as well 
as Vice Principal (Pastoral) Awards for exceptional circumstances. 
 
Please refer to the Boarding House Handbook for further details of rewards. 

Sanctions 
If a boarder fails to abide by the House Rules they will be given a warning, this is part 
of the discipline procedure of the college. For boarding behaviour issues such as being 
late for curfew, failing to keep their room tidy, etc. the boarding staff will issue the first 
levels of the disciplinary procedure. For issues arising at college, this will be dealt with 
by personal tutors, directors of studies, directors of welfare, etc.  
 
It is important that there is a distinction between boarding and academic sanctions, so 
there is a clear difference between ‘home’ and ‘school’. Sanctions issued must be 
recorded on SIMS within 24 hours of the incident occurring.  
 
For serious cases where interviewing a student may be necessary, two members of 
staff should be present for the interview. This is particularly important in cases where 
a student has been drinking alcohol and may require to be breathalysed. Students 
involved in more serious cases should be given the opportunity to write a student 
statement at the earliest opportunity; a form for this is on the Staff Share area. 
 
In most cases, parents should be informed of the incident by email as soon as possible 
after the incident has occurred. Sanctions will be discussed during the weekly boarding 
staff meetings and details of any sanctions given sent to all staff dealing with the 
student and parents and guardians. Warnings given must be accompanied by 
restrictions or sanctions which will help to promote a change in behaviour in the student 
by encouraging them to meet the rules, e.g. increasing the frequency of room checks 
for students who fail to keep their room tidy.  
 
Please refer to the Boarding House Handbook for further details of sanctions. 
 

Prohibited Items 
Certain items are prohibited and must not be brought into college or the boarding 
house, these include:  

- Alcohol 

- Illegal drugs 

- Legal drugs, medications, or remedies that have not been checked by the 

Nurse 

- Weapons including pen knives 

- Pornographic images 
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The boarding staff should be vigilant and must confiscate any of these items or any 
items that pose a danger to the students or staff, any confiscated items must be 
reported to the Vice Principal (Pastoral) or a member of SLT immediately.  
 

Drugs & Alcohol 
Houseparents receive training and guidance about how to deal with a drug or alcohol 
related incident in the boarding house. The Prohibited Substances Policy gives 
information about the College approach to this as well as guidance about the 
procedure to follow in case a student has taken drugs or alcohol. Any drugs or alcohol 
found in a student’s possession should be confiscated immediately, labelled, reported, 
and locked in the office.  

Searching a Student or a Bedroom 
If staff have strong reason to believe that a student has possession of a prohibited 
substance or item that both breaches the rules and may cause harm to them or another 
student or member of staff they can search a student’s possessions. The Searching 
Students and their Possessions Policy gives staff guidance on how to approach this. 
As a general rule searches should be conducted by two members of staff and the 
student should be present at the time of the search. From time to time, House staff 
undertake random room searches, which should also be undertaken by two members 
of staff, with the student present. 

Physical Restraint 
It may be necessary occasionally for staff to use physical restraint in order to protect a 
student from harm. This should only ever be used as a last resort and staff should 
follow the guidelines in the Physical Restraint Policy.  
 

Boarder Dress Code 
Boarders are required to follow the college dress code while outside of their boarding 
floors, boarders are not allowed to come into college in their night clothes even at 
weekends. Students are allowed to wear casual clothes and there is no uniform 
although clothes must be suitable, i.e. no tight or revealing clothing, no clothing bearing 
offensive slogans, etc.   
 

Mobile Phones & e-Devices 
Mobile phones and e-devices such as tablets and laptops are important tools for the 
students; they enable students to work and to communicate with friends and parents. 
However, use of devices can be distracting, cause disturbance, and may result in 
students failing to complete work on time or staying up late, especially with the use of 
games.  
 
If a boarder is causing a disturbance with a device or if they are tired in class due to 
staying up late boarding staff can confiscate devices overnight, i.e. from curfew until 
the morning. Items should be locked in the office and labelled clearly, a note should 
be made on the confiscation record and a note placed on the behaviour management 
section on SIMS and reported to the student’s Housemaster/mistress, and the Vice 
Principal (Pastoral). 
 

Visitors & Guests 
Boarder’s parents may visit the boarding house during the boarder induction in 
September with permission from staff and on the last day of term if they collect their 
child.  
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Boarders are allowed guests during the evenings, weekends, and holidays with 
permission from the boarding staff but these guests are not allowed to visit the 
boarding house, instead they must remain in the common areas of the college (Atrium 
and Global Kitchen).  
 
Emergency Procedures 

The emergency procedures can be found in the Staff Handbook and on Sharepoint 
including:  

- Fire procedure 

- Missing Student policy 

- Airport Transfer policy 

- Prohibited Substances policy  

- Discipline policy (Use of Restraint) 

- Crisis Policy 

- Media Protocol 

In case of an emergency at the boarding house staff should call another member of 
staff for support and call the senior member of staff on duty or the Vice Principal 
(Pastoral).  

Fire Alarm & Drills 
The fire alarm in the boarding house is tested once a week by the maintenance team. 
Fire Drills are carried out each half term and at least one of these drills we take place 
during ‘sleeping hours’.  
 
The member of staff on the front desk will take the boarder fire register with them to 
the fire assembly point, during the day this is the reception staff and the teaching staff, 
during the evenings and weekends this is a Houseparent, during the night this is the 
security staff. Boarders are asked to line up in their boarding floor groups to enable 
staff to check each boarder from each floor is present or accounted for.  
 
Residential staff keep a boarder list and first aid kit in their private quarters and should 
bring these when the fire alarm sounds. All residential staff are expected to help in 
case of a fire alarm.   
 
If the alarm sounds the fire brigade will be called, the senior member of staff present 
will liaise with the crew when they arrive and will wait further instruction before allowing 
students or staff to return to the building.  

Lock-outs or Lock Failure 
An emergency key is kept in the back office. This box contains a manual override key 
capable of opening any door where power has failed. It also contains a basic master 
key which allows access to the main doors, boarding floors, and Urbanest reception.  
 
If a door with no manual override lock fails the on duty Urbanest staff should be 
contacted and will come to inspect the door immediately. In case of a fire alarm all 
electronic doors will open automatically.  
 
 

 

Boarder Induction 

Boarders are encouraged to arrive for the Boarder Induction at start of term on a given 
date. They will follow the induction programme and will have various tasks to complete 
during their first week, these include:  
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- Giving their passport and visa to the staff to copy and store 

- Collecting their visa from the Post Office or from staff where possible 

- Buying a mobile phone or UK SIM card 

- Opening a bank account 

- Registering with the Nurse 

- Buying an Oyster card 

- Applying for a Student Oyster photocard 

Houseparents will give all boarders a building induction including the fire safety 
procedure, a walk round the building, an explanation of how to use the laundry and 
services, and a run through of the House Rules.  
 
Staff Induction 

All staff receive a building induction on arrival which includes the fire safety procedure, 
a walk round of the building, and a run through of the college and boarding policies. 
Boarding staff are expected to be on site at least one week before the start of the 
boarder induction.  
 
Boarding Staff will receive guidance and advice from the Vice Principal (Pastoral) and 
will have regular appraisals and meetings with senior staff. During new boarding staff's 
probationary period they will be assigned a senior member of staff and will meet with 
that person regularly. 
 
As the boarding staff are residential new staff will be given a list of items included with 
their room and items that they should bring with them. Residential staff will be given 
advice about the local area and will be introduced to all staff during their induction.  
 
Leavers’ Procedure 

At the end of the term when a student will be leaving the college, mainly June but some 
students will stay for just one or two terms, students are required to completely empty 
their rooms and to take all possessions with them. Information about storage and 
shipping firms is given to parents and students via email and Houseparents will check 
to ensure that the students have packed their possessions securely and will ensure 
that the collection date for shipping/storage is noted in the calendar and that any labels 
or inventories have been properly completed by the student.  
 
When boarders are ready to leave they must tell a Houseparent who will come to the 
room to check it. Boarders should leave their bedding (duvet and pillows) on their bed 
and should put their linen and towels in the laundry trolley in the common room.  
 
The Houseparent and maintenance staff will check the room for any damages and will 
report this information to the Accommodation Officer who will arrange for cleaning and 
repairs and billing where necessary.  
 
Boarders and their parents will be asked for the travel plans and the Accommodation 
Officer and the boarding staff will check the plans and will help to arrange transfers to 
the airport, students will share cars where ever possible. Boarders will be asked to 
send their boarding passes to the boarding staff to print and these will be placed with 
the boarder’s passport (if stored in the office) and these will be returned to the boarder 
the night before they travel.  
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Appendix 1 
 

     
 
 
 
 
 
 
 
 
 
 
 

Policy on Visitors to the Boarding House 
 
 
 
 
 
 
 
 
 
 
 

Primary person responsible for updates to this policy: James Kidd 
Job title: Vice Principal (Boarding) 
Last review date: June 2021 
Next review date: June 2022 

 
 
 
 
 
 
 
Circulation: This policy has been adopted by the governors and is available to 
parents on request. It is addressed to all members of staff and volunteers and 
applies wherever they are working with children. 
‘Parents’ refers to parents, guardians and carers. 
 

 
 
 

 

 

 

 

 



 
 

24 
 

General 

 
“14.4 All persons visiting boarding accommodation (e.g. visitors, outside delivery and 
maintenance personnel) are kept under sufficient staff supervision to prevent them 
gaining substantial unsupervised access to boarders or their accommodation.” 

National Minimum Standards for Boarding Schools 
 

The purpose of this policy is to safeguard students and boarding staff, providing 
clarity on expectations on visitors, with reference to National Minimum Standards for 
Boarding and DLD Policy on Child Protection.  
 
Whilst ensuring that the Boarding House is as homely and welcoming as possible for 
house staff and boarders alike, safeguarding is of paramount importance. It is 
therefore imperative that all Boarding Staff and visitors to the boarding house are 
aware of this policy. 
 
Resident House Staff are responsible for the behaviour and conduct of their guests 
for the duration of their visit. 
 
At no time should visitors be afforded unsupervised access to students or their 
accommodation. 
 
Boarding House Staff and other Residents 
 
Resident and Non-resident Boarding Staff, and any other family members who are 
resident in the boarding house are DBS checked.  
 
DLD College follows the following National Minimum Standards; 
 
“14.2 For all persons over 16 (not on the roll of the school) who after April 2002 
began to live on the same premises as boarders but are not employed by the school, 
an enhanced certificate with a barred list information must be obtained from the 
Disclosure and Barring Service (DBS).   
 

 A record of all residents (staff and those not employed by College) who are 
DBS checked is held by Human Resources. 

 
“14.3 There is a written agreement between the school and any person over 16 not 
employed by the school but living in the same premises as children (for example, 
members of staff households). This specifies the terms of their accommodation, 
guidance on contact with pupils, their responsibilities to supervise their visitors, and 
notice that accommodation may cease to be provided if there is evidence that they 
are unsuitable to have regular contact with pupils. They must be required to notify an 
unrelated designated senior member of staff if they are charged with, or convicted of, 
any offence.” 
 

 Agreements with residents not employed by DLD College are held by Human 
Resources, on the file of the Member of Staff with whom the non-employed 
resident is associated. These agreements are signed and dated. 
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Visitors to the Boarding House - Daytime 
 

1. Resident House Staff guests visiting DLD Boarding House during the day (up 
to 10.30pm arrival) should sign visitors in at Reception.  

 
2. Visitors will be provided with a Visitors Pass, which should be worn whilst in 

the building.  
 

3. House staff should meet guests at Reception, and guests must be escorted at 
all times whilst in College. 

 
4. ‘Guests’ includes any person not listed as resident in the records held by 

Human Resources. This may include members of teaching or admin staff not 
usually employed in boarding duties.  

 
5. Contractors visiting the Boarding House should follow usual procedures for 

visitors to DLD College, wearing a Visitors Pass at all times. 
 

6. It is responsibility of all members of staff to challenge anyone unfamiliar who 
is found not wearing a Visitors Pass. This is especially important in the 
Boarding House. When in doubt, staff should call Security immediately. 

 
Visitors to the Boarding House- Overnight 
 

1. Guests of Resident House Staff who stay overnight (i.e. 10.30pm to 7am) in 
the Boarding House must be DBS checked by DLD College, through Human 
Resources. DLD will cover the cost of DBS checks for up to five overnight 
visitors.  

 
2. The Vice Principal (Boarding) should be informed of any overnight visitors 

with adequate and reasonable notice of the visit, by email. Full names and 
dates of overnight visitors should be provided. The Vice Principal (Boarding) 
will inform the Principal and Vice Principal (Pastoral) of their own overnight 
guests. 
 

3. A record of all overnight visits to the Boarding House will be held by the Vice 
Principal (Pastoral), and this record will be available to relevant members of 
the ELT.  
 

4. On occasion, staff who are not employed in boarding duties may stay in the 
boarding house. The usual DBS Checks apply and the member of staff must 
be listed in records of Resident Staff held by Human Resources. 

 
5. Any guests staying in the Boarding House for more than 7 nights should be 

approved by the Vice Principal (Pastoral) in advance. 
 

6. As with daytime visitors, guests should be met at Reception, signed in to the 
building, and escorted by House Staff when in public areas of College, 
wearing a Visitors Pass at all times until they are signed out at Reception on 
departure. 

 


