
 Head of Boarding 1/5 December 2022  

 
 
 
 
 

St. Francis’ College 
 

Adults Staying with Boarding House Staff Policy 
 

Introduction 
 

The ‘College’ refers to all the staff and pupils of the Prep Department and Senior School which includes 
Early Years Foundation Stage (EYFS), Pre-Prep (Key Stage 1), Prep (Key Stage 2), and Senior School (Key 
Stages 3-5). 
 
This policy has been written in accordance with Part B (Boarding accommodation) Standard 4.7 and 
4.8, and Part H (Boarders’ development) Standard 19.2, 19.3 and 19.4 of the National Minimum 
Standards for Boarding Schools (5 September 2022). 

 
 

Guidance Note 
 

This guidance note describes the College's expectations of the behaviour by all of the adult members 
of the families or households of members of the Boarding House staff of St. Francis’ College who are 
accommodated on any part of the site in College accommodation that is shared with boarding pupils. 
Please note that for the purpose of this policy the term 'adult' is defined as anyone over the age of 
16. The policy is designed to comply with the College Safeguarding and Child Protection policy and 
to make sure that everyone clearly understands what is expected of them. 

 
There are currently no adults accommodated as family members by staff who are themselves 
accommodated in that part of the site shared with boarding pupils, nor with the Resident Caretaker who 
lives in separate accommodation on the College site. 

 
 

Before Moving In 
 

DBS Checks 
 

Every adult member of a household occupying accommodation which is provided as part of an 
employee's conditions of employment is required to have an enhanced DBS Check. This clearance is 
required before the accommodation is occupied. The College will assist employees and their families 
in obtaining this clearance. The College requires that the adult is registered for the update service and 
may be asked to pay for it. 
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Occupancy Rights 
 

The College does not bestow any rights of occupancy or tenure on the spouses/partners/adult/or other 
members of the households of its Boarding House staff who have elected to move into the 
accommodation provided to a member of the staff of St. Francis’ College, for the performance of 
his/her duties. The employee alone signs a Licence to Occupy/Service Occupancy Agreement with the 
College before taking up residence, covering the conditions of occupancy in College property. One of 
those conditions is that all adult members of their household/family residing with them comply with 
this policy. 

 
Declaration 

 

All adult members of boarding households must declare a written undertaking to comply fully with this 
policy which relates to the protection of pupils at the College. The College can insist that any individual 
who is not a member of staff removes him/herself from College accommodation where he or she has 
committed a breach of this policy which forms part of the College’s Safeguarding and Child Protection 
Policy and Procedures. 

 
This note should be read carefully and the declaration at the end signed before anyone moves into 
College accommodation that has been provided. 

 
Induction in Child Protection 

 

The College’s Designated Safeguarding Lead (DSL) will arrange an induction session in child protection 
for adult members of the household’s Boarding House and accommodated staff within their first week 
of arrival. The College keeps a record of everyone who has attended its induction sessions in 
Safeguarding and Child Protection. 

 
Movement by members of the Household of Boarding House staff 

 
Adult members of the households of Boarding House staff should be conscious of the fact that they are 
not College employees and that they have no status regarding the pupils for whom their 
spouse/partner/parent is responsible. Household members should not enter or attempt to use any of 
the areas that are designated for boarders, they should not attempt to establish friendships with 
individual pupils nor invite boarders into staff accommodation 

 
They may use the College's leisure facilities; but only at designated times. They should only enter 
‘school areas’, including the common room areas, by invitation. Their vehicles should be registered 
with the Bursary. The College employs caretakers who are instructed to check movements and to 
challenge individuals who appear to be moving in restricted areas.  Individuals should not take offence 
if challenged. It is important that these guidelines are followed at all times by household members of 
the Boarding House staff. They are designed to protect pupils who are in the care of the College. They 
are simple to follow and should quickly become a habit. 



 Head of Boarding 3/5 December 2022  

Occasional Guests 
 

Boarding House staff and their families may entertain guests in their accommodation during term- time 
and invite guests to stay overnight with the prior permission of the Head and Head of Boarding.  It is 
important that the host ensures that their guests are aware of the fact that certain restrictions apply 
because they are visiting a school. Guests may not have access to any of the boarders’ accommodation 
(including bedrooms and bathrooms) and should be accompanied at all times whilst in the Boarding 
House and on the College site. 

 
The names and vehicles numbers of personal guests should be passed in advance to the Bursary and 
Head of Estates, who will notify the caretakers. Copies of photo ID, e.g. passport or driving licence, are 
to be passed to the Deputy Head, prior to the guest’s visit. 

 
Guests should be advised that: 

 
• They should not attempt to enter the areas that are designated for the boarders 
• They should be aware of their responsibilities when engaging pupils in conversation 
• They should meet their host on arrival, at Reception, to be signed in. Boarding staff should 

escort guests from Reception to their accommodation and on departure, escort them to the 
front door, after signing the guest out. 

• If Reception is closed, guests should be signed in at the Boarding Office. 
• They should be asked to wear a visitor's badge and be escorted if they visit anywhere in the 

College apart from their host's accommodation. 
• They should not be left alone in their host's accommodation or in any area of the College 

buildings and the school grounds. 
 

The Head of Boarding will carry out a risk assessment on each occasion. 
 
 

Regular Visitors 
 

Regular visitors should at all times make sure that they observe the restrictions that apply to 
occasional visitors, including signing the entry sign system each time that they visit the property. 
Regular day visitors and all overnight visitors to Boarding House staff accommodation during term- 
time should be subject to suitable disclosure checks.  Visitors who hold a valid DBS certificate will be 
issued with a green lanyard. The person hosting the visitor remains responsible for their visitor whilst 
on the premises. 

 
 

School Holidays 
 

The restrictions on movement do not apply at times when the pupils are not on site.
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Conclusion 
 

The College goes to great trouble to ensure that it employs suitably qualified Boarding House staff. It 
invests considerable resources in their induction and training in Safeguarding and Child Protection. 
Whilst it is necessary to impose certain constraints on the families, households and private guests of 
Boarding House staff, it is not because they are unwelcome. On the contrary, the College understands 
and values the support which they provide busy members of staff who work long hours. 

 
 
 
 
 
 
 
 

Reviewed By: Head of Boarding 
Authorised By: Head 
Effective From December 2022 
Next Review Due December 2024 
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DECLARATION 
 

I, [  name] have read and understand the 
St Francis’ College Adults Staying with Boarding House Staff Policy. 

 
I declare that I wish to live with [ name] 
in the Boarding House accommodation that has been offered to my spouse/partner/parent as an 
essential part of their appointment/employment as [   
name of post held] at St. Francis’ College. I understand that I do not have any rights of occupancy or 
tenure. 

 
I declare that: 

 
• I am content for the College to obtain an enhanced DBS Check on me before I move into the 

accommodation. 
• I have arranged to give/ have given my DBS form and document to [the Bursar] on [date] 
• I will attend the Safeguarding and Child Protection training which the College has arranged for 

[date]. 
• I am fully aware of the restrictions which the College has imposed upon relatives, members 

of the household and guests of staff who are employed by the College, and I undertake to 
comply with the provisions of this document, and such other provisions as may from time to 
time be in operation. 

• I will ensure that any visitors of mine comply fully with the College's requirements for 
supervising visitors. 

• I undertake to notify the Deputy Head/DSL at once if I am ever charged with or convicted of 
any criminal activity. 

• I understand that failure to comply with the College’s code for adult members of the 
households of Boarding House staff could result in my being asked to leave College 
accommodation. 

• I understand that the College will ask me to leave College accommodation at once if it 
became aware of evidence that I was considered unsuitable to have contact with children 
and vulnerable adults. 

 
 

Signed   
 

Name   
 

Dated   
 
 
 

Please return the completed form to the Bursary in the envelope provided. If you have any questions, 
please contact The Bursar. 
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