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Emergency Response Policy

Date reviewed 31+ July 2025

Review date 31+ July 2026

Document type Guardianship policy

Overview Emergency response policy for students, parents and hosts contacting for

support out of hours.
Status Complete

All Academic Families Guardianship employees have a company mobile. Additionally, all
Senior Management Team (SMT) have a company mobile and are contactable 24/7 in an
emergency.

Primary contact for the student, parents and hosts is their Guardianship Care Manager who is
contactable during office hours and thereafter shares details of who to contact outside of these
hours.

A weekend duty rota operates during travel weekends where a nominated member of the
guardianship team manages all incidents and is available 24/7. All calls and emails are
directed to the duty person.

Office hours are 2am — 5pm Monday to Friday and all landline calls ring on the VOIP phone
system with extensions in the office, the Managing Director’s home office and on staff mobile
apps. There is a call forwarding protocol to a sequence of staff mobiles.

Out of hours parents, hosts and students have the emergency numbers in their handbooks or
indicated on their Guardianship Care Managers out of the office notification.

In an emergency, the primary contact will collate the required information before escalating
the incident to the relevant Manager / SMT / Child Protection Officer who will then initiate
the correct incident procedure. The primary contact is responsible for completing the Incident

Report form.

e Safeguarding Policy

e Child Protection Policy

e Absent or Missing Student Policy
e Travel Arrangement Procedure

e School Exclusion Policy
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https://academicfamilies.com/incident-report-form/
https://academicfamilies.com/incident-report-form/

Who to contact

Roni Jennings, Child Protection Officer
roni@academicfamilies.com mobile +44 07883 333438
or

Sophie Clayton, Deputy Child Protection Officer
sophie@academicfamilies.com +44 (0) 7867 663505
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