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Safeguarding and Child Protection - Quick Guide

Link to Vietnamese translation

If you have any concerns about a child, please contact one of the following immediately:
Rebecca Carroll (Primary) - rebecca.carroll@bishanoi.com - ext. 214
Chris Newman (Secondary) - christopher.newman@bishanoi.com - ext. 216

James Trett (Deputy DSL) - james.trett@bishanoi.com - ext. 186

Safeguarding and Child Protection at BIS Hanoi

At BIS Hanoi, we believe that the welfare of children is paramount. Each student has the right to be
protected from harm and exploitation, and to have their welfare safeguarded irrespective of race,
religion, ability, gender or culture. All our students need to be safe and feel safe in school. It is
essential that every adult in school has a demonstrable commitment to protecting the students
with whom we work. This document is a quick guide in support of our full Safeguarding and Child
Protection policy.

All Staff Responsibilities (including staff from any partner organisations or contractors who have
unsupervised contact with children)

Follow the procedures outlined in the Safeguarding and Child Protection policy if/when
concerned about any child.

Ensure they are familiar with and follow the safeguarding policy and all other policies related
to safeguarding (e.g. Codes of Conduct, Guidance for Safe Working Practice).

Be subject to safe recruitment processes and checks prior to starting at the
school/organisation (unless an action plan/risk assessment is in place to ensure the staff
member is supervised until all checks are completed).

Be alert to the signs and indicators of possible abuse.

Listen to and take seriously the views and concerns of children.

Undertake appropriate child protection/safeguarding and safer recruitment training (and
refresher training, as required by Nord Anglia Education).

All staff and volunteers need to recognise that if their behaviour inside or outside the
workplace breaches the NAE code of conduct and/or the guidance for safe working practice,
this may be considered a disciplinary or even criminal matter.

At the start of each academic year, all staff will participate in a presentation outlining this
policy, related procedures and who to contact for issues related to safeguarding

Teaching staff will record any concerns on CPOMS and report these to the Designated
Safeguarding Lead (DSL).

Support students, staff and other adults who have concerns, or who are the subject of
concerns, will act appropriately in instigating or cooperating with any subsequent
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investigation process.

= If anon-teaching member of staff has a concern for a child’s welfare, or believes a child is at
risk of being harmed, then the concern should be reported directly to the DSLin all instances.
If a member of non-teaching staff does not speak English, they should inform the
Primary/Secondary Office, who will report the concern directly to the DSL.

Types of Abuse that should signal a concern

There are a significant number of ways in which students may be exposed to risk and danger. All
require aresponse. ‘Abuse’ is defined as any form of maltreatment of a child. This can manifest itself
as direct harm to a child, or as the failure to take action to protect a child who is at risk of, or already
suffering, harm.

Physical abuse: a form of abuse which may involve hitting, shaking, throwing,
poisoning, burning, scalding or otherwise causing harm to a child.

Emotional abuse: the persistent maltreatment of a child such as to cause severe and
adverse effects on the child’s emotional development. This might involve conveying to
a child that they are worthless, unloved, or valued only insofar as they meet the needs
of another person.

Sexual Abuse: which involves forcing or enticing a child to take partin sexual activities,
whether or not the child is aware of what is happening. This form of abuse can involve
direct contact activities but also non-contact activities (for example over social media
or the internet).

Neglect: This is the persistent failure to meet a child’s basic physical or psychological
needs. It is likely to result in the serious impairment of the child’s health or
development.

Dealing with Disclosure, Reporting and Further Action

General Principle: Any adultin school who has any concern about the welfare of a child must report
their concern to the Designated Safeguarding Lead as soon as possible. The following guidance is
based on five key practices for all staff:

Report

Record Discuss the concern
verbally with the
Designated
Safeguarding Lead
in the first instance.
Do not delay!
Following the

React Make brief notes
about what the child
says during the

conversation. [f this

Reassure React to what the

Receive

Where possible,
always stop and
listen to a child who
wishes to speak to
you. During the
disclosure, try to
listen, allow
sentences and try
not to show shock
or disbelief.

Try to stay calm, make
no judgements and
empathise with the
child. Never make a
promise you can't keep
— do not promise
confidentiality. Give as
much reassurance as
you can and tell the
child what your actions
are going to be.
Reassure the child that
they are doing the right
thing by telling you.

child is saying only
as far as you need in
order to gain further
information. Don't
ask leading
questions. Keep
questions open, for
example: “is there
anything else you
need to tell me?”.

is not possible, make
notes as soon as you
can after the
conversation.

discussion, the DSL

will then ask you to

make a full report on
MS.

Please remember that unless you are specifically asked to do so, never carry out an investigation
about any suspected abuse. This can be highly specialist work and it could interfere with a criminal
investigation if this were required and appropriate under local laws.
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Flowchart of the referral process

Concern
raised

|

Is the concern
regarding an allegation about a
member of staff?

No

¥

1. staff member informs DSL
immediately with a verbal
summary and with any
evidence.

2. Following the discussion, the
member of staff records the
incident on CPOMS. If this is a
non-teaching member of staff,
the incident is added by the
DSL.

Confidentiality

NOTE: If a non-teaching member of staff has a concern for a child’s
welfare or believes a child is in risk of being harmed, then in all instances,
the concern should be reported directly to the DSL. If a member of
non-teaching staff does not speak English, they should inform the
Primary/Secondary Office, who will report the concern directly to the DSL.

Allegation should be
immediately reported to NAE allegation
Ye: the Principal (or Regional procedures
Managing Director if about

the Principal)

DsL DSL takes Safeguarding and
Assessment: immediate Child Protection
is the student at Yes—| action and prooeflures
signifcantimmediate updates continue
risk? CPOMS.

DSL directs actions using
the procedures in place,
depending on the section
of the school. CPOMS
updated by the DSL.

BIS Hanoi regards all information relating to individual safeguarding/child protection issues as
confidential. Concerns for the safety of a child should always be immediately reported to a DSL and
not actively discussed with colleagues or other members of the school community. Information will
be passed on to appropriate persons only at the discretion of the DSL and this will always be based
on the need to know. Adults should avoid discussing any confidential matter with anyone outside
school, including friends or family.

Further information

For further information, please see our complete Safeguarding and Child Protection policy.
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Ban Hudng dan nhanh

Link xem ban tiéng Anh

Néu Quy vi c6 bat ky thac mac nao lién quan téi van dé an toan ctia hoc sinh, vui long lién hé ngay
véi:

Co Rebecca Carroll (Tiéu hoc) - rebecca.carroll@bishanoi.com - ext. 214
Thay Chris Newman (Trung hoc) - christopher.newman@bishanoi.com - ext. 216

Thay James Trett (Ph6 Trudng ban Bao vé Tré em) - james.trett@bishanoi.com - ext. 186

Chinh sach Bao vé An toan va Bao vé Tré em tai BIS Ha Noi:

Tai BIS Ha Néi, ching t6i tin rang quyén gi cta tré em [a diéu t6i quan trong. Moi hoc sinh c6 quyén
dugc bao vé khoi cac ton thuong va lam dung, va dugc cham soc toan dién khong phan biét ching
toc, ton gido, nang luc, gidi tinh hoac van hoa. Tat ca cac em hoc sinh clia chiing t6i phai dugc an
toan va cam thay an toan khi dén truong. Biéu quan trong la tat cad nhan vién trong truéng phai cam
két ro rang vé van dé bao vé an toan cho cac em hoc sinh trong trudng. Tai liéu nay la ban huéng
dan nhanh hé trg cho ban Chinh sach Bao vé An toan va Bao vé Tré em day du (bang tiéng Anh) clia
chung toi.

Trach nhiém cua toan b6 nhan vién (bao gdbm nhan vién cta cac bén doi tac hoac nha cung cap co
ti€p xuc vdi hoc sinh ma khong dugc giam sat)

Thuc hién theo cac quy trinh dugc néu trong Chinh sach Bao vé An toan va Bao vé Tré em
(bang tiéng Anh) néu/khi c6 lién quan téi bat ky hoc sinh nao.

Nam rd va tuan thu chinh sach bao dam an toan nay va tat ca cac chinh sach lién quan dén
bao dam an toan khac, vi du: Hudng dan thuc hanh an toan lao dong.

Phai dugc tuyén dung theo ding cac quy trinh tuyén dung an toan va dugc kiém tra ly lich
trudc khi bat dau lam viéc tai trudng/té chiic (tri khi nha truéng/toé chiic co ké hoach hanh
doéng/danh gia rui ro dé dam bao nhan vién dugc giam sat cho dén khi thong qua tuyén
dung).

budc canh bao vé dau hiéu nhan biét ciia cac hanh vi xam hai.

Lang nghe va cé thai dé nghiém tic véi nhitng y kién cling nhu méi lo lang ctia hoc sinh.
Thuc hién cac bién phap thich hgp dé bao vé/bao dam an toan cho tré em va dao tao vé an
toan tuyén dung (va dao tao boi dudng theo yéu cau cda BIS va Té chiic Nord Anglia
Education).

T4t ca nhan vién va tinh nguyén vién can hiéu ré cac hanh vi vi pham quy tac dng xtf va/hoac
huéng dan thuc hanh an toan lao dong ca & trong va ngoai noi lam viéc déu co thé bi coi la
mot van dé ky luat hodc tham chi hinh su.

Vao dau moéi nam hoc, tat ca cac nhan vién sé tham gia mot budi thuyét trinh tom tat vé chinh
sach nay, cac thu tuc lién quan va ngudi can lién hé khi gap cac van dé lién quan dén bao vé
an toan tré em.

Can b giang day sé ghi lai bat ky maéi lo lang nao vé CPOMS va bao cao nhiing van dé nay
cho Trudng ban Bao vé Tré em (DSL).

HO trg hoc sinh, nhan vién va nhiing ngudi [6n dang cé mai lo ngai hodc nhiing doi tugng can
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quan tdm dé c6 hanh déng thich hgp va hiéu qua trong viéc khuyén khich hodc hgp tac cho
qua trinh diéu tra sau nay.

Néu mot nhan vién khéng tham gia giang day nhan thay van dé an toan thé chat hodc tinh
than ctia mot hoc sinh bat ky hodc tin rang tré cé nguy co bi ton hai, thi viéc d6 phai dugc
bao cao truc tiép téi DSL trong moi trudng hgp. Néu nhan vién khéng tham gia giang day
khong noéi dudc tiéng Anh, ho nén thong bao cho Van phong Tiéu hoc/Trung hoc va van
phong sé truc tiép bao cao van dé nay vdi DSL.

Cac loai xam hai thudng gap can luuy

Hoc sinh cé thé gap rai ro hodc nguy hiém theo nhiéu cach khac nhau va tat ca déu can phai dugc
xu ly. ‘Xam hai’ dugc dinh nghia la bat ky hinh thiic ngugc dai nao doi vdi tré em. Diéu nay cé thé la
nhiing hanh vi gay hai truc tiép tdi cac em, hoac viéc khong thuc hién hanh déng nao dé bao vé tré
em dang bi xam hai hoac c6 nguy cd bi xam hai.

Xam hai thé chat: hinh thiic xam hai c6 thé bao gom danh, lac, ném, dau déc, thiéu, lam
bong hoac gay ton thuong vé thé chat téi tré em.

Xam hai tinh than: hinh thdc xam hai nay bao gobm cac hanh dong ngugc dai tré em lau dai
nhu gay tac dong nghiém trong hodc ton hai téi su phat trién cdm xuc cla tré. D6 co thé la
khi ngugi lam dung chuyén tai téi tré em théng diép rang cac em v6 dung, khéng dugc yéu
thuong hodc chi c6 gia tri khi dap Ung dudc nhu cau cia mét ngudi khac.

Xam hai tinh duc: hinh thiic xdm hai nay bao gom viéc ép budc hoac du doé tré em tham gia
cac hoat dong tinh duc, cho du tré c6 nhan thiic dudc nhiing gi dang xay ra hay khong. Hinh
thic lam dung nay cé thé bao gom cac hoat dong tiép xuc truc ti€p hodc khong truc tiép (vi
du nhu st dung hinh thic lién lac qua cac phugng tién truyén thong xa hoi hodc Internet).
B6 mac: thudng xuyén khéng dap ting dudc cac nhu cau thé chat hodc tam ly co ban clia tré
em, ti d6 dé gay ton hai nang né tGi stic khde hodc su phat trién clia tré.

XU ly Tiét 16, Bao cao va Nhitng hanh dong tiép theo

Nguyén tac chung: Bat ky ngudi l6n nao trong trudng nhan thay van dé dang lo ngai vé tinh trang
clia mot hoc sinh thi phai bdo cao ngay véi Trudng ban Bao vé Tré em cang sém cang tét. Hudng
dan danh cho nhén vién dugi day bao gém 5 budc chinh:

Bao cao

Phén ﬂ’“g Ghi lai ngan gon vé ve

Tran an Phan (g voéi nhitng
théng tin tiép nhén tor
hoc sinh bang cach

bao c‘ao day da ve

n
n
c
n
s
t

k

Cé gi binh tinh, khéng | | pht hop dé co thé t CPOMS.

dwa ra dénh gia hodc tim hiéu thém thong hong thé gmmmmgh

6 ra dong cam véi hoc tin. Khong héi nhirng

sinh. Khéng bao gi¢’ céu hoi rao dau Hay

duaralgihianéuban  hdinhiéucauhdi

khc‘)ng thuc hién duoc. maé, vi du cO dleu ai

Co gang trén an hog khac ma em nght

smh va n0| 6i cho hoc 1hay/co can biet

khéng?”

da dung khl trlnh bay

diéu nay vei thay/co.
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Hay nhd rang tru khi ban dugc yéu cau cu thé, khéng bao gis tu tién hanh diéu tra déi véi bat ky
trudng hgp nghi ngd xam hai nao. Viéc diéu tra co thé lién quan téi nhitng cdng viéc chuyén mon va
sé dugc gui téi phong diéu tra toi pham néu can thiét va phu hgp véi luat phap dia phuong.

Sa do vé qua trinh trinh bao

( BAT PAU )

A

M&i bén tam
dugc néu ra

M&i ban tam c6 lién

*Luu y: Néu mdt nhan vién khdng tham gia giang day quan ngai vé tinh trang stc khoe vé
thé& chét hay tinh than cla mét hoc sinh hodc tin rang hoc sinh d6 c¢é nguy co bi t8n hai, thi
can phai bao céo truc ti€p tdi DSL trong moi trudng hgp. NEu nhan vién khéng tham gia
giang day khéng néi dugc ti€ng Anh, ho nén théng bao cho Van phong Ti€u hoc/Trung hoc
va van phong sé truc ti€p bao cao mdi quan ngai nay véi DSL.

Cé- >

quan dén céo bubc vé mot
nhan vién nao khong?

Khong

'

1. Nhan vién ngay lap tc thong
bao tém tat bang 1di néi véi
DSL clng v&i chimg c(r.

2. Sau d6, mét nhan vién sé ghi
chép lai su viéc trén CPOMS.
Né&u khéng phai 1a nhan vién
gidng day, sy viéc sé dugc
DSL bé sung.

Bao mat

Khéng—]

Céo budc phai dugc lap
tfc bao cdo cho Hiéu

truéng (Hodc Giam doc
Diéu hanh Khu vuc néu
lién quan tdi Hiéu Trudng)

Panh gia cua
DSL: Hoc sinh cé dang gap
nguy co dang ké/tlc thi
khong?

Tién hanh th{
tuc cao budc
theo quy trinh
cua Nord
Anglia

DSL sé c6
hanh déng

c6——=| tlc thi va cap

nhat [én
CPOMS

Tié€p tuc thuc
hién cac thu tuc
theo Chinh sach

Bao vé Tré em

DSL chi dao hanh déng
bang cach str dung cac
tha tuc tai chd, thy vao

khu vuc cla trudng.
CPOMS sé dugc DSL cap
nhat

BIS Ha NGi gilt bdo mat vé thong tin ca nhan va cong tac xt ly lién quan téi van dé Bao dam an toan/
Bao vé tré em. Tat ca nhiing quan ngai vé su an toan cuda tré phai luén dugc bao cao ngay lap tic
cho DSL va khéng dugc thao luan véi dong nghiép hodc cac thanh vién khac cia cong dong trusng
hoc. Théng tin sé chi dudc chuyén cho nhiing ngugi thich hgp theo quyét dinh ctia DSL va va chi
trong trudng hgp can thiét. Toan bd nhan su lam viéc tai trudng nén tranh thao luan vé nhiing van
dé mang tinh bao mat véi ngudi ngoai trudng, bao gom ca ban bé va gia dinh.

Thong tin chi tiét

D& biét thém thong tin chi tiét, vui long doc ban Chinh sach Bao vé An toan va Bao vé Tré em day du
(bang tiéng Anh) ctia ching toi.
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