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Hilltop Guardianship Organisation
Staff Job Descriptions (Standard 2.1.3)
In accordance with AEGIS Standard 2.1.3, Hilltop Guardianship Organisation provides clear job descriptions for all staff, outlining their duties, responsibilities, and safeguarding obligations. These job descriptions are provided to every staff member.

1. Director / Designated Safeguarding Lead (DSL)
Responsibilities:

• Provide overall strategic leadership for Hilltop Guardianship Organisation.
• Act as Designated Safeguarding Lead, ensuring compliance with UK safeguarding legislation and AEGIS standards.
• Oversee recruitment, training, and performance management of staff and homestays.
• Maintain communication with parents, agents, and schools.
• Ensure policies and procedures are reviewed and implemented effectively.
• Manage finances, insurance, and regulatory compliance.

2. Deputy DSL / Recruitment Officer
Responsibilities:
• Reports to the Director
• Support the DSL in all safeguarding responsibilities.
• Act as Deputy DSL when required, attending training and safeguarding updates.
• Lead safer recruitment processes for staff and homestays in line with statutory guidance.
• Maintain the Single Central Record of checks and training.
• Assist with policy updates and safeguarding audits.


3. Local Coordinators
Responsibilities:
• Reports to the Director
• Provide direct support to students in allocated regions.
• Conduct regular welfare visits to students and homestays.
• Report safeguarding concerns immediately to the DSL.
• Act as liaison between students, schools, parents, and homestays.
• Ensure accurate and timely record-keeping of visits and communications.

4. Homestay Carers
Responsibilities:
• Reports to the Director
• Provide a safe, welcoming, and caring environment for students.
• Ensure safeguarding, welfare, and pastoral needs of students are met.
• Maintain appropriate boundaries and uphold professional conduct.
• Report any safeguarding concerns immediately to the DSL or Deputy DSL.
• Cooperate with welfare visits, training, and safeguarding checks.

5. Administrative Staff
Responsibilities:
• Reports to the Director
• Provide administrative support to the Director and staff team.
• Maintain accurate records of student files, safeguarding documentation, and communications.
• Assist with invoicing, fee collection, and financial records.
• Support the coordination of travel, accommodation, and emergency arrangements.

All staff at Hilltop Guardianship Organisation share responsibility for safeguarding and must complete regular training, follow safer working practices, and uphold the highest professional standards, as confirmed by the Director.
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