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Safeguarding and Child Protection Policy 

 
Preamble 

BVIS has adopted as its child protection policy the Nord Anglia Education Policy on Safeguarding, 

Child Protection and Promoting the Welfare of Children in Our Care (2016 reviewed 2017) with the 

omission of a small amount of material which is not applicable in Vietnam.  This policy is reproduced 

on the following pages.  The policy contains material for the organisation as a whole, schools, all staff 

and specific posts.  It should be read in conjunction with the local BVIS information which is 

contained in a series of appendixes at the end of this document: 

1. BVIS Record of Concern Form 
2. BVIS Body Map Form 
3. BVIS Child Protection Team 
4. BVIS Linked Policies and Guidance Map 
5. BVIS Child Protection Training Schedule 
6. Flowchart for dealing with Child Protection Referrals. 
7. Information Sharing and Record Keeping within School. 
8. Extracts from relevant Vietnamese Law 
9. Local Contacts 
 
There are also a number of other linked NAE and BVIS policy and guidance documents which are 

relevant to safeguarding and child protection.  These are listed in appendix 4 and, along with the 

BVIS staff expectations policy, should be consulted for detailed information on the topics they cover.  

All BVIS staff are contractually required to follow these policies and guidance at all times.  
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Section 1. 

Introduction and Context 

1.1 Our Principles, Beliefs and Philosophy 
 

Nord Anglia Education’s unique philosophy is to ‘Be Ambitious’, which is underpinned by our belief and 

commitment that all our students will be supported to realise ambition by learning and thriving in the 

safest possible environment. Our students are empowered to make decisions for themselves and are 

supported in this by learning through specific elements of the curriculum, aimed at enabling students to 

be able to keep themselves safe (e.g. through personal, social and health education, Wellness 

programmes or similar). 

Nord Anglia Education and all our schools recognise that having a safeguarding and child protection policy 

does not mean that any risk to our students is eliminated.  Rather, we expect that all Nord Anglia 

Education staff, including all staff and volunteers in our schools and any contractors or partner agency 

staff used by schools, recognise where a student is at risk of, or is actually being harmed and do all they 

can to reduce further risk or further harm. 

We recognise that our schools are particularly important in protecting our students; they are in the best 

position to identify concerns early and provide or identify help for students as well as helping to prevent 

these concerns from escalating. Consequently, Nord Anglia Education and all our schools accept and 

adhere to these basic principles: 

▪ A child’s welfare is paramount and 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 students need to be safe and feel safe in school. 
▪ Every student is entitled to a rich and broad curriculum that helps to equip them to keep 

themselves safe. 
▪ Every adult in school must have a demonstrable commitment to protecting the students with/for 

whom we work. 
▪ We work in partnership with parents/carers and/or other professionals to ensure the protection 

of students. 
▪ Our guiding principle throughout is ‘the best interests of the students’. 
▪ All students have the same equal rights to protection, but we recognise that we need to do more 

for some students because of their special educational needs, disability, gender, religion and/or 
sexual orientation. 
 

1.2 Aims and objectives 
 

Nord Anglia Education and all our schools aim to: 

▪ Provide a world class, safe and happy environment to enable students to thrive and learn. 
▪ Outline the systems and processes we all take to ensure that students remain safe at school. 
▪ Raise awareness to all staff of safeguarding/child protection issues, and define their roles and 

responsibilities in reporting possible cases of abuse. 
▪ Identify students who are suffering, or likely to suffer harm. 
▪ Ensure effective communication between all staff on child protection/safeguarding issues. 
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▪ Set effective procedures for staff/volunteers or third party individuals who encounter any issues 
in relation to child protection/safeguarding to follow.  

▪ Be clear with all parties, including students and their parents/carers, regarding our approach to 
safeguarding and child protection, through the provision of clear policies. 
 

1.3 Accountability and Ownership 
 

This policy will be endorsed and adopted at the highest levels, both in our schools and in the organisation. 

The policy will be adopted by EXCO (Executive Committee) and signed off by the CEO. This policy will also 

be applied to any partner agency with unsupervised access to children and young people through their 

work with Nord Anglia Schools, as well as any contracted organisation working on any Nord Anglia 

Education school site. 

1.4 Definitions 
 
Safeguarding 
Safeguarding and promoting the welfare of children refers to the processes of protecting students from 

harm, preventing the impairment of their physical or mental health and development, ensuring that we 

seek to improve the general health and well-being of all students in our care and enabling every student 

to have the optimum life chances and enter adulthood successfully.  

Child Protection 
Child Protection is the core element of safeguarding and is defined as the responsibility to protect 

children who are suffering or likely to suffer from harm as a result of abuse or neglect. 

Note:   

If our school’s preventative work around safeguarding issues is not appropriate or extensive enough, 

students identified as being a concern may move to being identified as at risk of significant harm. 

Although other factors outside of the schools’ control may also influence this, the purpose of the policy is 

to ensure that Nord Anglia Education takes whatever measures are possible to avoid this from happening. 

 

Section 2. 

2.1 Rationale 
This policy sets out the principles and expectations, as well as the procedures and processes, which must 

be adopted by all Nord Anglia Education schools and the organisation as a whole. The policy also 

describes the steps that are taken in meeting our commitment to safeguarding students, at both school 

and organisational level. 

Given our international context Nord Anglia Education recognises and accepts its responsibility to 

safeguard all students under the UN Convention on the Rights of the Child (1989).  Nord Anglia Education 

recognises the obligation to protect our students from harm and in particular, the obligation on Nord 

Anglia Education and our schools under the following Articles of the UN convention: 

Article 3: which states that the best interests of children must be the primary concern in decision making 

about them. 
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Article 13: which states that children have the right to get and share information as long as it is not 

damaging to them or another child. 

Article 14: which states that children have the right to think and believe what they want and to practise 

their religion.      

Article 19: which states children have the right to be protected from hurt and mistreatment, physically 

and mentally. 

Article 34: which states that Governments should protect children from sexual exploitation and abuse. 

Article 35: which states that Governments should take all measures to ensure that children are not 

abducted, sold or trafficked. 

Article 36: which states that children should be protected from any activity that takes advantage of them 

or could harm their welfare and development.  

Article 37: which states that no one is allowed to punish children in a cruel or harmful way. 

All member states of the UN have signed up to the 1989 convention, with the exception of the United 

States of America. 

All the UN articles can be found at the following link: www.unicef.org/crc/files/Rights_overview.pdf 

In addition to Nord Anglia Education’s commitment to the UN convention on the rights of the child, Nord 

Anglia Education has used the safeguarding standards set by the international safeguarding organisation 

“Keeping Children Safe” to benchmark against; and the UK schools’ statutory guidance ‘Keeping Children 

Safe in Education’ (September 2016). The policy is also underpinned by the UK multi-agency guidance 

“Working together 2015” where relevant. 

2.2 Related Documents 
 

This overarching safeguarding/child protection policy should be read in conjunction with the NAE 

recruitment policy, whistleblowing policy, code of conduct for all employees, NAE guidance for safe 

working practice, the NAE social media policy and any other related policies.  

 

Section 3. 

3.1 Organisational and Individual Responsibilities 
 

Nord Anglia Education Senior Management Responsibilities 

EXCO, the Chief Executive Officer and the Education Director recognise their ultimate responsibility to 

ensure that the organisation and all Nord Anglia Education schools understand and follow the guidance 

provided by this and all other safeguarding related policies. 

Principals/Head Teachers and Senior Management Team in Schools Responsibilities 

The Principal/Head teachers and senior management team in each school will: 

http://www.unicef.org/crc/files/Rights_overview.pdf
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▪ Ensure that this policy and procedures are implemented across their school and followed by all 
staff and volunteers. 

▪ Allocate sufficient time and resources to enable the Designated Safeguarding Lead (DSL) and any 
deputy Designated Safeguarding Leads to carry out their role effectively. 

▪ Ensure that the culture of the school facilitates concerns being raised and handled sensitively.  
▪ Ensure that safeguarding is addressed through the curriculum. 
▪ Ensure the school site is secure. 
▪ Customise this policy for their particular school. 
▪ Ensure that local mapping of legislation, guidance and supportive agencies is undertaken and 

added to the school’s customised version of this policy. 
▪ Only deploy staff who will have unsupervised contact with children, where safe recruitment 

procedures have been followed. 

▪ Maintain a record of all training undertaken by staff in relation to safeguarding and child 
protection. This training record should be made available for inspection during any audit and 
should reflect the timescales for renewal identified in this policy.  

 
Responsibilities of the Designated Safeguarding Lead (or Deputy) in a school 

Every school will identify at least one named person designated as the Safeguarding Lead (DSL), to 

support the Principal/Head Teachers on each site. This means that schools with split sites will have more 

than one Designated Lead for safeguarding. This person/people will: receive appropriate safeguarding 

training to equip them to undertake their role; be given sufficient time in the working day to undertake 

the role; and be able to prioritise safeguarding when necessary.  

The Designated Safeguarding Lead may be the Head teacher if appropriate, but he/she will be subject to 

the same training and processes as every other Designated Safeguarding Lead. Schools are therefore 

advised to give careful consideration before choosing the Head teacher to act as the Designated Lead for 

Safeguarding. 

The designated staff role is guided by two principles: 

▪ The welfare of the child is always paramount. 
▪ Confidentiality should be respected as far as is reasonably possible. 
 

Being guided by these principles the Designated Safeguarding Lead will: 
 
▪ Play a key role in ensuring that the school takes action to support any student who may be at risk.  
▪ With the Principal and Head Teachers, make sure that all staff, both teaching and non-teaching, 

are aware of their responsibilities in relation to safeguarding and child protection.  

▪ Have appropriate training in addition to the basic training that all other staff receive. 
▪ Collate and keep accurate and confidential records of any concerns about children. 
▪ Have a clear understanding of the local expectations around safeguarding, who to contact, what 

agencies exist and how to contact them. 
▪ Ensure that the entire school community knows who the DSL is in their setting. 
▪ Be familiar with local regulations, procedures and agencies who can offer support for safeguarding 

matters.  
 

All staff have the responsibility to report to the Designated Safeguarding Lead any concern they have 

about the safety of any child in their care. The Designated Safeguarding Lead’s responsibility is to make 

decisions about what to do next and then to take appropriate action. 
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Responsibilities on all staff (including partner organisations and contractors having unsupervised 

contact with children) 

 

All staff will: 

▪ Ensure they are familiar with and follow this safeguarding policy and all other safeguarding related 
policies 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 signs and indicators of possible abuse. 
▪ Listen to and take seriously the views and concerns of children.  
▪ Record any concerns and report these to the Designated Safeguarding Lead (DSL). 
▪ In The British Vietnamese School, Ho Chi Minh City the Designated Safeguarding Lead (Whole 

school) is Ms Khuyen Tran who can be contacted on 098 5088645, Khuyen.tran@bvisvietnam.com 
The Deputy Designated Safeguarding Lead for the Primary School are Ms Rebecca Robinson  
rebecca.robinson@bvisivetnam.com and Mr Darragh Shahana, 
Darragh.shahana@bvisvietnam.com and The Deputy Designated Safeguarding Lead for the 
Secondary School is Ms Thuy Do, thuydo@bvisvietnam.com , Mr Joe Shooter, 
joe.shooter@bvisvietnam.com and Ms Eliza Hart, eliza.hart@bvisvietnam.com  

▪ Follow the procedures outlined in this document when/if concerned about any child. 
▪ Support students, staff or other adults who have concerns, or who are the subject of concerns, to 

act appropriately and effectively in instigating or cooperating with any subsequent process of 
investigation. 

▪ Undertake appropriate child protection/safeguarding and safe 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. 

 

All staff who have occasional or supervised contact with children (including staff from partner 

and contracted organisations) will: 

▪ Undergo a safeguarding briefing/induction in relation to their role, understand what is required 
of them if they have concerns and to whom they should report. 

▪ Provide written confirmation to demonstrate that where appropriate, all partner agency 
staff/contractors have been safely recruited with appropriate checks undertaken and that a 
safeguarding briefing has been provided to these staff, (appropriate to the role and contact they 
will have with children), before they commence their role on any Nord Anglia Education school 
or organisation site. Where these staff or volunteers are constantly supervised, the recruitment 
checks may not need to be as rigorous, but it is for the Principal/Head teacher/ Designated 
Safeguarding Lead to assess this risk, not individual members of staff or partner organisations 
themselves. 

▪ Where partners/contractors do not have their own safeguarding or child protection policy, Nord 
Anglia Education will provide a copy of Nord Anglia Education’s own policy and ask 
partners/contractors to read and follow this. These requirements will be part of any contractual 
arrangement. 

▪ Follow the guidance laid down in this policy at all times. 
▪ Be provided with guidance on appropriate safe working practice. 

 

mailto:Khuyen.tran@bvisvietnam.com
mailto:rebecca.robinson@bvisivetnam.com
mailto:Darragh.shahana@bvisvietnam.com
mailto:thuydo@bvisvietnam.com
mailto:joe.shooter@bvisvietnam.com
mailto:eliza.hart@bvisvietnam.com
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Section 4. 

Training and Support 
 

Nord Anglia Education and our schools will ensure that: 

▪ All staff and volunteers in schools are provided with appropriate general safeguarding training on 
joining the organisation and then at least every three years. This training will be available through 
Nord Anglia University (NAU) and other online platforms, as well as face-to-face events. 

▪ Relevant policies are made available in a range of relevant languages. 
▪ Staff and volunteers are supported and have the necessary skills to recognise and take appropriate 

action regarding students who are at risk, or potentially at risk.  
▪ Those who have the Designated Safeguarding Lead responsibility in schools have appropriate, up 

to date knowledge and that they access appropriate additional and specialist training (approved 
by the Education Director/Head of Safeguarding. This will be refreshed every two years. 

▪ All staff and volunteers are subject to a full induction, which includes an overview of what to do 
and who to contact if concerned about a student. 

▪ Appropriate staff are trained in safe recruitment. This safe recruitment training must be renewed 
every five years.   

▪ Training for new starters must be complete before any new starter can have unsupervised contact 
with students. 

▪ Any student who has or is suffering from any form of harm will receive support. Once agreed with 
any investigating agency (if involved), students can be offered direct support through school 
counsellors or external agency input. All Nord Anglia Education schools will hold information in 
relation to local, regional or national bodies that may be able to offer direct support in these 
circumstances. 
 

Nord Anglia Education and our schools recognise our duty of care to our employees and where staff have 

been involved in reporting and responding to abuse, we recognise that this can be very difficult to deal 

with in isolation. Nord Anglia Education’s schools will therefore be in a position to offer or broker 

appropriate external support or counselling for any staff member affected by a safeguarding issue. Nord 

Anglia Education’s schools will keep a list of organisations (such as law firms, hospitals and counsellors, 

which can be made available to staff on request). 

Please remember unless you are specifically asked to do so, never carry out an investigation about any 

suspected abuse. This can be highly specialist work and could interfere with a criminal investigation if this 

were required and appropriate under local laws. 

 

Section 5. 

5.1 Forms of Abuse  
There are a significant number of ways that students may be exposed to risk and danger. All require a 

response. Abuse is defined as any form of maltreatment of a child. This can manifest itself as direct harm 

to a child, or by a failure to take action to protect a child who is at risk of, or already suffering harm. 

The more commonly referred to types of abuse are: 
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▪ 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 may involve conveying to a child that they 
are worthless, unloved or valued only in so far as they meet the needs of another person. 

▪ Sexual Abuse: involves forcing or enticing a child to take part in 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 over social media or the internet. 

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

 

While the above are the broad four main areas of potential abuse, abuse itself can take many forms 

involving one or more of these areas.  

Organisational and school staff need to be aware of what to look for and what actions to take when 

concerned about any of these issues (or any other concerns). 

Female Genital Mutilation (FGM) 

FGM is child abuse and a form of violence against women and girls, and therefore should be dealt with 

through the procedures set out in this document where possible. 

FGM is potentially damaging to children both emotionally and in terms of health issues and is IN breach 

of a number of articles under the UN convention on the rights of the child. It is illegal in 26 countries 

across Africa and the Middle East, as well as in 33 other countries including the United States of America 

and the UK. 

We recognise that this is cultural practice in some countries and not always seen as abusive. While not 

condoning the practice, we need to be aware of the sensitivities surrounding it and always act in the 

student’s best interests.  

Forced marriages (FM) 

A Forced marriage (FM) is a marriage conducted without the valid consent of one or both parties, and 

where duress is a factor. Forced marriage is when someone faces physical pressure to marry (e.g. threats, 

physical violence or sexual violence) or emotional and psychological pressure (e.g. if someone is made to 

feel like they’re bringing shame on their family). This is very different to an arranged marriage where both 

parties give consent. 

In 2013, the first United Nations Human Rights Council also adopted a resolution against child and forced 

marriages. This resolution recognizes child, early, and forced marriage as involving violations of human 

rights which “prevents individuals from living their lives free from all forms of violence and has adverse 

consequences on the enjoyment of human rights, such as the right to education.” 

As with FGM and some other cultural practices, we need to be aware of the cultural sensitivities but 

always act in the students’ best interests. However, the school procedures must be followed in the same 

way as for any other safeguarding or child protection matter. 

Self-Harm 
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Self-harm can take a number of physical and/or emotional forms. There are many reasons why children 

and young people try to hurt themselves. Once they start, it can become a compulsion. This is why it is so 

important for schools to spot it as soon as possible and do everything possible to help.  Self-harm is not 

usually a suicide attempt or a cry for attention. Instead, it is often a way for young people to release 

overwhelming emotions and a way of coping. So, whatever the reason, it should be taken seriously.  

The exact reasons why children and young people decide to hurt themselves are not always easy to work 

out. In fact, they might not even know exactly why they do it, but there are links between depression and 

self-harm. Quite often a child or young person who is self-harming is being bullied, under too much 

pressure, being emotionally abused, grieving or having relationship problems with family or friends. The 

feelings that these issues bring up can include: low self-esteem, low confidence, loneliness, sadness, 

anger, numbness and lack of control in their lives. Young people will sometimes go to great lengths to 

cover self-harm scars or injuries and/or they will explain any indications of self-harm as accidents.  

There are some common themes that may help staff identify concerns including: 

▪ Physical indicators such as cuts, bruises, burns, bald patches (where hair has been pulled out).  
▪ Emotional indicators such as depression, sudden weight loss, drinking or drug-taking, or 

unusual eating habits and isolation or withdrawal. 
 
If staff suspect that a student is self-harming this must be referred to the Designated Safeguarding Lead 

who will consider the next steps. It is likely that this will require discussion with the student involved and 

their parents/carers to agree a course of action or referral to an organisation that may be able to support 

the student.  

Child Sexual Exploitation (CSE) 

The sexual exploitation of children and young people under 18 can involve exploitative relationships 

where young people receive something in return for performing sexual acts. Exploitation of any student 

can occur on a face-to-face level or through the use of technology, such as mobile phones or computers. 

In these situations a student could be encouraged to send or post indecent images of themselves. 

In all cases the person exploiting students does so by misusing the power they have over them. This 

power may come through virtue of age, physical strength and/or economic resources. Violence, 

intimidation and coercion are common in exploitative relationships. 

Sexting 

Sexting is when someone shares sexual, naked or semi-naked images or videos of themselves or others, 

or sends sexually explicit messages. 

Sexting may also be referred to by students as trading nudes, dirties or pic for pic. 

There are many reasons why a student may want to send a naked or semi-naked picture, video or 

message to someone else: 

▪ Joining in because they think that ‘everyone is doing it’. 
▪ Boosting their self-esteem. 
▪ Flirting with others and testing their sexual identity. 
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▪ Exploring their sexual feelings. 
▪ To get attention and connect with new people on social media. 
▪ They may find it difficult to say no if somebody asks them for an explicit image, especially if the 

person asking is persistent. 
 

Students often do not realise that in creating and sending these images they are potentially committing a 

criminal act. Ideally, we would not want to deal with these issues as criminal acts. Learning and support 

can be a more beneficial way of tackling sexting. 

Note: 

The above is not an exhaustive list of all the potential forms of abuse which staff may have to deal with 

on occasions. For information please see “Keeping Children Safe in Education” 2016. This is a UK 

publication but the types of abuse discussed are valid and can apply to any country around the world. 

 
5.2 Specific Safeguarding Issues  

 
E safety 
 
The growth in electronic media in everyday life and an ever-developing variety of devices create 

additional risks for children.  Risks and dangers of being online include: 

▪ Inappropriate content. 
▪ Ignoring age restrictions and communicating with unknown adults or other children (which 

make children vulnerable to bullying and grooming). 
▪ Grooming and sexual abuse. 
▪ Sharing personal information. 
▪ Gambling or running up debts. 
▪ Cyber Bullying. 

 
Cyber bullying is an increasingly common form of bullying behaviour and is most often related to social 

networks and mobile phones. 

Nord Anglia Education believes the best way to protect our students is to teach awareness and 

understanding of risk, particularly through personal, social and health education, sex and relationship 

education or wellness programmes. Each school’s curriculum includes appropriate and frequent 

opportunities to teach children how to recognise when they and others are at risk and equips them with 

the skills, strategies and language they need to take appropriate action.   

Mobile phone and Camera Images 

It is our policy that staff and visitors should not use personal mobile phones to take images of children. In 

our primary and secondary schools, if personal equipment is used to capture child images, these images 

should be uploaded to the schools’ system as soon as possible and immediately deleted from personal 

equipment. Permission to capture images, videos or audio recordings should be sought from the 

Designated Safeguarding Lead, Principal or Head Teacher for the school. 

Photographs for School Publications: 
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▪ Photographs of students being used by staff for learning or marketing are only taken on school 
cameras/devices.  

▪ Images should be saved on a secure server/database and printed copies only used within the 
school for purposes such as displays, records and learning journals. Images to be used for 
marketing need to be agreed with parents/carers before use. 

▪ All parents/carers must give permission for photographs to be used for publicity purposes and to 
sign a disclaimer if they do not wish their child’s image to be used externally. 
 

Visitors and parents/carers should not use mobiles devices within the school, except where permission 

has been granted to capture images of their own child or children. These images/videos should not be 

shared on Social Media platforms and livestreaming is never permitted on the school site. When 

permission is given (for example performances or sporting events), the school will remind visitors and 

parents/carers of these expectations. 

 
Staff personal phones should not be used in classrooms and learning areas when students are present 
except where required as a response to emergency planning. 
 

 

Allegations against staff and volunteers 

An allegation can be made against a staff member or volunteer at any point. It is important that any such 

allegations are treated seriously and appropriate procedures followed. 

An allegation is different to a complaint and can be defined as follows: 

▪ Where someone has behaved in a way that has harmed or may have harmed a child. 
▪ Where someone has possibly committed a criminal offence against a child.  
▪ Where someone has behaved in a way towards a child or children that would pose a risk to 

children. 
 

In the event of an allegation being made against a member of the school staff (or a volunteer helper), it 

will always be referred to and investigated by the Principal unless a criminal act has been committed, in 

which case the matter should be referred to the local authorities where appropriate. If the Principal 

deems the allegation to be of a safeguarding nature (criminal or not) the Head of Safeguarding for Nord 

Anglia Education must be informed as soon as possible and certainly within 24 hours. HR must also be 

informed by contacting the regional HR Director and the Group HR Director as soon as possible. In the 

case of the allegation being against the Principal, the Regional HR Director and the Regional Managing 

Director, as well as the Head of Safeguarding and Group HR Director should be informed.   

For serious allegations, the matter must always be reported as soon as possible to the Director of 

Education, the Group HR Director and the Chief Executive Officer, and the regional emergency plan 

should be deployed. 

No action to investigate the concern should be taken before consultation with the Head of Safeguarding 

and HR, and Group Legal to verify if Legal Privilege is to be maintained, and agreement reached about 

how best to approach and investigate the concern. If it is felt, after these initial consultations, that further 

enquiries are needed, then the member of staff may be suspended. Suspension is a neutral act, and in no 

way implies that the person is guilty of any wrongdoing. It is acknowledged that this would be distressing 

for the person concerned, and the school will do all it can to balance the interests of any individual with 
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that of the need to keep children safe. The school will seek advice from the Regional HR Director/Head of 

Safeguarding before acting and will comply with national and locally agreed guidance on these matters. 

Each school is expected to have researched and mapped the local arrangements and guidance for dealing 

with allegations, and these should be reviewed at this stage.  

Staff will reduce the possibility of an allegation being made by ensuring that they are aware of the 

expectations within the Nord Anglia Education code of conduct for staff and volunteers and the NAE 

guidance for safe working practice. 

 Whistleblowing 

Nord Anglia Education and our schools recognise that we cannot expect children to raise concerns in an 

environment where adults fail to do so. All staff and volunteers should be aware of their duty to raise 

concerns about the actions or attitude of colleagues. Appropriate concerns raised for the right reasons 

are considered to be a protected disclosure and, even if proven to be unfounded, no action will be taken 

against the whistle-blower. 

Malicious whistleblowing however, will be seen as a potential disciplinary matter. (see Nord Anglia 

Education’s whistleblowing policy). 

Anti-Bullying 

Bullying is a safeguarding matter and if left unresolved can become a more serious child protection issue. 

Staff at every level will take seriously any concerns raised in relation to the bullying of any student. Action 

will always be taken to investigate the concerns and to prevent repeat incidents or behaviours. Bullying 

may involve either face-to-face or the misuse of social media or technology. Each school should have its 

own policy and approach to restorative practices and all our schools will demonstrate a commitment to 

help resolve specific issues. 

Children with Special Educational Needs or Disabilities 

All staff should recognise that children with Special Educational Needs and Disabilities can mean 

additional safeguarding challenges. Depending on the nature of a child’s special need or disability, 

additional barriers can exist which make it more difficult to identify and recognise signs of abuse. For 

example, it is easy to assume that a child’s mood, behaviour or any injury relates to their disability rather 

than the fact they may be suffering abuse. It should also be recognised that children with disabilities may 

be disproportionately impacted on by behaviours such as bullying but they may not show any outward 

signs. Communication difficulties, in particular, can make it very difficult for a child to indicate what’s 

happening and, therefore, may make it very difficult to overcome any such barrier. Staff should be extra 

vigilant and report any and all concerns, avoiding making assumptions about the causes of any injury or 

behaviour. 

Allegations made by a child about another child (Peer on peer abuse) 

Nord Anglia Education and all our schools recognise that children are capable of abusing their peers. 

Where an allegation is made that one child may have abused another, this will always be taken seriously 

and dealt with as a safeguarding matter. Peer on peer abuse can take many forms, and gender issues can 

be prevalent when dealing with this type of abuse. Examples can include girls being touched/assaulted 
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inappropriately by boys, or boys themselves being subject to initiation violence. This type of peer on peer 

behaviour will not be tolerated. 

Under no circumstances should an allegation that one child has possibly abused another be treated “as 

just children being children” or “experimentation”.  

If the alleged actions are unwanted or involve minors who may not be able to give consent by virtue of 

their age or any disability, then this is potentially abusive and the school procedures should be followed 

in the same way as for any other safeguarding or child protection matter. 

Physical Intervention/restraint 

There may be times when adults in schools, in the course of their school duties, have to intervene 

physically in order to restrain students and prevent them from coming to harm. Such intervention should 

always be both reasonable and proportionate to the circumstances and be the minimum necessary to 

resolve the situation. UK government guidance has been issued in relation to the use of reasonable force 

and can be used as best practice advice. (Schools may wish to add their own local best practice advice 

and guidance here if available).  

https://www.gov.uk/government/publications/use-of-reasonable-force-in-schools.  

The Principal/Head teacher should require any adult involved in any such incident to report the matter to 

him/her as soon as possible. The staff member is required to document the incident in full giving a 

description and full account of the incident. Witnesses to the incident should be identified where 

possible. 

Where intervention has been required a senior member of staff should be asked to debrief the student 

and allow them to describe the incident from their point of view. Written notes of this conversation 

should be kept and the student checked for any injuries. 

Parents/carers should always be informed when an intervention has been necessary. 

 

Domestic Abuse 

The accepted definition of domestic violence and abuse is:  

Any incident or pattern of incidents of controlling, coercive, threatening behaviour, violence or abuse 

between those aged 16 or over who are, or have been, intimate partners or family members regardless of 

gender or sexuality.  

The abuse can encompass, but is not limited to: psychological; physical; sexual; financial; and emotional 

Exposure to domestic abuse and/or violence can have a serious, long lasting emotional and psychological 

impact on children. In some cases, a child may blame themselves for the abuse or may have had to leave 

the family home as a result. Domestic abuse affecting young people can also occur within their personal 

relationships, as well as in the context of their home life.  

 

https://www.gov.uk/government/publications/use-of-reasonable-force-in-schools
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Safe Recruitment and Selection 

Nord Anglia Education and all our schools will do all they can to ensure that all those working with 

children in our schools and across the whole organisation are suitable people. In order to do this, all staff 

who will work in an unsupervised capacity with children or young people will be recruited using safe 

recruitment procedures. (see Nord Anglia Education’s recruitment policy and background checking 

policy). 

Safe Recruitment involves scrutinising applicants through the interview process and application forms, 

verifying identity, qualifications and obtaining appropriate references, undertaking criminal background 

checks from all countries where the applicant has lived or worked in the last 10 years, as well as some 

additional recruitment checks. 

From July 2017, at least one member of every interview panel at both the organisational and school level, 

who are interviewing for a post or posts that may have unsupervised contact with children, will have 

undertaken safe recruitment training. All schools will keep a central record of all the recruitment checks 

undertaken on all staff. This record will include details relating to the DBS (Disclosure and Barring Service 

check - for anyone who has lived or worked in the UK only), i.e. date completed and number, other 

countries criminal records checks or certificates of good conduct, qualifications, prohibition order checks 

etc. 

Where information is disclosed as part of the criminal records checking process, whether this is 

information about cautions, convictions or soft information, any disclosure will lead to a risk assessment 

being completed prior to appointment. This risk assessment will be signed off by the Principal or Regional 

HR Manager.   

For staff who work exclusively, or at least for the main part of their role, in Early Years/Early Childhood 

settings (0 to 5 years), there will be an additional requirement that a suitability declaration is completed. 

This will state clearly that they are not living with someone who has been convicted of specific offences 

relating to children or serious violent crime.  

Section 6. 

6.1 Procedures to be followed by any staff member or volunteer who is concerned 
about any student 
 
If staff suspect that any student in their care may be a victim of abuse, or is at risk of abuse or other form 

of harm, they should not try to investigate, and inform the Designated Safeguarding Lead (DSL) about 

their concerns as soon as possible.  

Staff must disclose any concerns they have about the possibility of a student being abused or placing 

themselves at risk. It is better to share these concerns, which may later prove to be unfounded, than to 

hold onto information that may have helped protect a student from actual harm. In many cases a student 

will not make a direct disclosure, but staff will be concerned because of a physical or emotional indicator. 

In these circumstances staff should still use the record of concern form at appendix 1 and the body map 

at appendix 2 (if appropriate), to make a report to the Designated Safeguarding Lead. 
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Where any student makes any form of direct disclosure, the guidelines under the heading ‘Dealing with 

Disclosure’ below should be followed. 

 

6.2 Dealing with Disclosure, Reporting and Further Action 

 

General Principles: 
 

Note: Be aware that if a child asks to speak to someone in confidence about a problem, no one should 

ever promise confidentiality if what the child discloses or is likely to disclose relates to abuse being 

suffered by them or another child. Staff should always give this as a health warning before meeting with 

the child. 

The following guidance is based on five key practices for all staff: 

Receive 

Where possible always stop and listen to a child who wishes to speak in confidence. We know that 

children will often find the most inconvenient time to do this, but it is important that you make time for 

the child, even if this is to say “I can’t stop now but come and see me in my office at….”. Where possible 

during any disclosure try to listen, allow silences and try not to show shock or disbelief. 

Reassure 

Try to stay calm, make no judgements and empathise with the child. Never make a promise you can’t 

keep. 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. 

React 

React to what the child is saying only in as far as you need to for further information. Don’t ask leading 

questions. Keep questions open such as… “is there anything else you need to tell me?”. Try not to criticise 

the alleged perpetrator as this may be a family member for whom the child may still have feelings. 

Record 

Make brief notes about what the child says during the conversation, but if this is not possible, make notes 

as soon after as you can and certainly within 24 hours. Make sure to record exactly what the child says 

and not your interpretation of what is said. Record the time, date and place as well (see the record of 

concern form at appendix 1). 

Report 

Where a child makes any disclosure, or where you have concerns for any reason, it is very important that 

the procedures outlined in this policy are followed. A full written/typed account of the concern (ideally 

submitted through CPOMS) should be passed to the Designated Safeguarding Lead as soon as possible 

and should include, where relevant, a completed body map (which can be found at appendix 2 and on 

CPOMS). 
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Where a child has made a disclosure and alleges abuse, the Designated Safeguarding Lead (or 

Principal/Head Teacher in the absence of the DSL), should be informed as soon as possible. The 

Designated Safeguarding Lead will collate any available evidence by ensuring the notes taken from any 

witnesses are made available to any investigating body. The Designated Safeguarding Lead will then 

consider and where necessary, consult on the information available. It is the role of the Designated 

Safeguarding Lead to make decisions about what action to take next and to make the decision whether to 

take the matter further within the local legal framework. It is important that a full record of all the 

information and decisions made are recorded and stored confidentially. 

As an International Schools organisation, Nord Anglia recognises the diverse and complex local contexts 

our schools operate in. Therefore, the following principles are taken into account when following the 

framework and procedure for disclosure, reporting and further action: 

As International Schools we: 

▪ often reside in cities and countries that offer little external support. 
▪ recognise the limitations in the areas of child protection. 
▪ need to assess the quality and skills of counsellors and other support staff in dealing with 

children who have suffered harm or self-harm, in order to determine the boundaries of their 
work. 

▪ need to act in accordance with local legislation as well as the principles and practices outlined 
in this policy. 
 

Local Safeguarding Agencies/Advice 

Please see appendix 9 for details of locally available advice.  Within School advice should be sought from 

the Designated Safeguarding Lead or other members of the safeguarding team.  See appendix 3 for 

details. 

 

Schools are reminded that they can seek advice or guidance from the Head of Safeguarding for NAE: Barry 

Armstrong;  barry.armstrong@nordanglia.com Phone: +44 (0)1235 355848 or mobile: +44 (0)7710 

086737. 

 

Section 7. 

7.1 Record Keeping and Confidentiality 
 

Record Keeping 

All records of child protection concerns, disclosures or allegations should be treated as sensitive 

information and should be kept together securely and separately from the child’s general school records. 

The information should be shared with all those who need to have it, whether to enable them to take 

appropriate steps to safeguard the child, or to enable them to carry out their own duties, but it should 

not be shared more widely than that. 

▪ Child protection records should be stored securely on the school’s electronic recording system, 
CPOMS. 

mailto:barry.armstrong@nordanglia.com
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▪ Records of any child disclosure should be clearly dated and save without future amendment. 
▪ Child protection records should be separate to the general education file, but the child’s general 

school record file should be marked to indicate that a child protection file exists (e.g. red star or 
similar). All staff who may need to consult a child’s school file should be made aware of what the 
symbol means and who to consult if they see this symbol. 

▪ A child protection file (Electronic or otherwise) should be started for an individual child as soon as 
the school is aware of any child protection concerns about that child. This may arise in a number 
of ways e.g.: 

 
▪ If a member of staff raises a concern about the welfare or well-being of a child – this 

should be recorded in writing (see below for guidance). 
▪ If information is forwarded to the school by a previous school attended by the child. 
▪ If the school is alerted by another agency of child protection concerns about that child.  

 
▪ Members of staff should make a written/typed account of any concern they have regarding the 

welfare or well-being of a child, using the school’s pro forma on CPOMS. This record should be 
passed as soon as possible to the Designated Safeguarding Lead. Concerns, which initially seem 
trivial, may turn out to be vital pieces of information later. So, it is important to give as much 
detail as possible. A concern raised may not progress further than a conversation with the 
Designated Safeguarding Lead, but could also potentially lead to matters being dealt with through 
a legal system. If there hasn’t been a specific incident that causes concern, try to be specific 
about what it is that is making you feel worried. 

▪ If any information is removed from a file (electronic or otherwise) for any reason, a dated note 
should be placed in the file indicating who has taken it, why and when. 

▪ The record pro forma should include (see appendix 1):  
▪ A record of the child’s details: name, date of birth, address and family details. 
▪ Date and time of the event/concern. 
▪ The nature of the concern raised.  
▪ The action taken and by whom: Name and position of the person making the record. 

 
In the case of disclosure, remember the record you make should include:  

▪ As full an account as possible of what the child said (in their own words). 
▪ An account of the questions put to the child.  
▪ Time and place of disclosure.  
▪ Who was present at the time of the disclosure.  
▪ The demeanour of the child, where the child was taken and where returned to at the end 

of the disclosure. 
 

Confidentiality 
 
Our schools should regard all information relating to individual Safeguarding/child protection issues as 

confidential, and should treat it accordingly. Information should be passed on to appropriate persons only 

at the discretion of the Principal/Head teacher/Designated Safeguarding Lead and this should always be 

based on the need to know. 

All records relating to child protection should be secured appropriately. Such information can be stored 

electronically but contemporaneous notes should be scanned and kept in original format. 
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Section 8. 

8.1 Auditing, Reporting, Review and Sign off 
 

To support the implementation of the Safeguarding and Child Protection Policy and to enable schools to 

undertake a ‘Safeguarding Health Check’, schools will be provided with a self-assessment tool to enable 

review of their safeguarding arrangements. It is expected that all schools will undertake and submit this 

assessment to the Head of Safeguarding every year.  A random selection of schools will be reviewed in 

more depth. Schools may be supported by the Head of Safeguarding to both complete the assessment 

and plan actions where necessary.  

Elements of safeguarding practice in schools will also be included in the quality assurance framework and 

will continue to be an element of the school’s Health and Safety review and NAE’s audit process.  

This policy is owned by all our schools and is made available to students and parents/carers alike in hard 

copy where requested, but also through the school’s own website and the Nord Anglia Education 

website. The policy will be translated into key languages. 

This policy will be reviewed and updated on a regular basis but at least every two years. 

Senior staff in schools should adopt and sign this policy after each update. A copy of the revised policy 

should be made available to all staff, volunteers, parents/carers and students. 

  

 
Signed and dated by the CEO (or 

delegate) on 

behalf of Nord Anglia Education 

 

 

 

Signed and dated by School Principal 

 

 

 

Signed and dated by the school 

Designated Lead for Safeguarding 
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APPENDIX 1 - Confidential Record of Concern                 
 

An electronic version of this form is available on CPOMS 

 

Please return completed form to either the Designated Safeguarding Lead or the Deputy Designated 

Safeguarding Lead for your school. 

Student name Form/class Form Given to DSL/DDSL 

  
Who:   

Date: 

Nature of concern 

What prompted this record? (Please include dates, times, incidents, discussions, observations, 

behaviour) 

 

Notes (information that could explain child’s behaviour/situation) 

 

Does the concern fall into one of the following categories? 

Neglect  Physical abuse  

Sexual abuse  Emotional abuse  

Is the student aware you are sharing your concern with others? 

If yes, please give the student’s reaction.  If no, please say why not. 

 

Staff member (your name) Signed (if printed) 
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APPENDIX 2 – Body Map   
 

An electronic version of this form is available on CPOMS 

This Body Map should be used to document and illustrate visible signs of harm and physical injuries. These 

should be drawn up and sent to the Designated Safeguarding Lead at the same time as completing the 

record of concern form at appendix 1. Even if the injury to the child has a plausible explanation, a 

completed body map helps track a history or pattern of repeated injuries. A copy of the body map will be 

kept in the child’s child protection file. 

Always use a pen (never a pencil) or type the document and do not use correction fluid or any other 

eraser.   

Do not remove clothing for the purpose of the examination unless the injury site is freely available because 

of treatment. At no time should staff seek to record injuries on photographic equipment. If you notice an 

injury to a child, try to record as much of the following as possible in respect of all the injuries you can see: 

 Exact site of injury on the body, e.g. upper outer arm/left cheek. 

▪ Size of injury - in appropriate centimetres or inches. 
▪ Approximate shape of injury, e.g. round/square or straight line. 
▪ Colour of injury - if more than one colour, say so. 
▪ Is the skin broken? 
▪ Is there any swelling at the site of the injury, or elsewhere? 
▪ Is there a scab/any blistering/any bleeding? 
▪ Is the injury clean or is there grit/fluff etc.? 
▪ Is mobility restricted as a result of the injury? 
▪ Does the site of the injury feel hot?  
▪ Does the child feel hot? 
▪ Does the child feel pain? 
▪ Has the child’s body shape changed/are they holding themselves differently? 
 
Where any child has any form of injury that requires attention please ensure that first aid is given. 

Student name Form/class Date Injuries observed 
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Sole of Feet Top of Feet 
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Left Foot 

 
 
 
 

Right Foot 

 

Top of Left Hand 

 

Top of Right Hand 
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Palm Left Hand 

 

Palm Right Hand 

 
Additional Notes and Observations (if any) 

 
 
 
 

Staff member (your name) Signed (if printed) 

  

Your Role at BVIS (e.g. Teacher, TA, nurse) Date Given to DSL/DDSL 

  

. 
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APPENDIX 3 – BVIS Internal Safeguarding Contacts 

 

Concerns about a child should initially be reported to one of the designated officers. 

 

Designated Officers 

Khuyen Tran | Senior Designated Safeguarding Lead (Whole school) 

Email: khuyen.tran@bvisvietnam.com  Room 216  Tel:   0985 088 645 

 

Darragh Shahana | Designated Safeguarding Lead (Primary)  Tel:   0325 405 744 

Email: darragh.shanaha@bvisvietnam.com Room 116  

Rebecca Robinson| Designated Safeguarding Lead (Primary)  Tel:   0707 063 724 

Email: rebecca.robinson@bvisvietnam.com Room 003/005 

Thuy Do | Deputy Designated Safeguarding Lead (Secondary)  Tel:   0909 281 549 

Email: thuy.do@bvisvietnam.com  Room 133 

Joe Shooter | Deputy Designated Safeguarding Lead (Secondary) Tel:   0938 140 700 

Email: joe.shooter@bvisvietnam.com  Room 249 

Eliza Hart | Deputy Designated Safeguarding Lead (Secondary)  Tel:   0907 914 083 

Email: eliza.hart@bvisvietnam.com  Room 149 

 

Summer School 

Olivia Lopez | Summer School Director - 

Email: olivia.lopez@bvisvietnam.com  Room  343  

 

School Leadership 

Simon Higham | Principal 

Email: simon.higham@bvisvietnam.com  Room 038  Tel:   0121 209 5718 

Mary McAloon | Head of Primary 

Email: mary.mcaloon@bvisvietnam.com Room 017  Tel:   0938 140 503 

Toby Bate | Head of Secondary 

Email: toby.bate@bvisvietnam.com  Room 040  Tel:   0901 831 534 

 

 

 

mailto:khuyen.tran@bvisvietnam.com
mailto:darragh.shanaha@bvisvietnam.com
mailto:rebecca.robinson@bvisvietnam.com
mailto:thuy.do@bvisvietnam.com
mailto:joe.shooter@bvisvietnam.com
mailto:eliza.hart@bvisvietnam.com
mailto:olivia.lopez@bvisvietnam.com
mailto:simon.higham@bvisvietnam.com
mailto:rosyclark@bvisvietnam.com
mailto:toby.bate@bvisvietnam.com
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Other Level 3 Qualified Staff 

Rob Duff | Assistant Head of Secondary 

Email rob.duff@bvisvietnam.com  Room 148 

Gavin Brown | Head of Dalat 

Email gavin.brown@bvisvietnam.com  Room 247 

Lee Adams | Head of Sixth Form 

Email lee.adams@bvisvietnam.com  Room 255 

Katie-Anne Mumby-Cole| Head of Saigon 

Email katie-anne.mumby-cole@bvisvietnam.com Room 034 

Jon Every| Head of Science 

Email jon.every@bvisvietnam.com  Room 301 

Lucy Kent | Head of PE 

Email lucy.kent@bvisvietnam.com  Room 314SR 

Tung Huynh | Secondary Vietnamese Teacher 

Email tung.huynh@bvisvietnam.com  Room 135 

Oliver Clark | Head of English 

Email oliver.clark@bvisvietnam.com  Room 037 

Yen Tran | Upper Primary Phase Leader 

Email yen.tran@bvisvietnam.com  Room 209 

Max Coupland | Lower Primary Phase Leader 

Email max.coupland@bvisvietnam.com  Room 102 

  

mailto:rob.duff@bvisvietnam.com
mailto:gavin.brown@bvisvietnam.com
mailto:lee.adams@bvisvietnam.com
mailto:katie-anne.mumby-cole@bvisvietnam.com
mailto:jon.every@bvisvietnam.com
mailto:lucy.kent@bvisvietnam.com
mailto:tung.huynh@bvisvietnam.com
mailto:oliver.clark@bvisvietnam.com
mailto:yen.tran@bvisvietnam.com
mailto:max.coupland@bvisvietnam.com
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APPENDIX 4 – BVIS Linked Policies and Guidance Map 

 
Copies of all policies are accessible on the Staff portal for staff in school or from the Designated 

Safeguarding Lead. Core Policies 

 

BVIS 

Safeguarding 

and Child 

Protection 

Policy 

(Quick 

Guide) 

⇨ 
BVIS 

Safeguarding 

and Child 

Protection 

Policy 

⇨ NAE Recruitment Policy 

NAE Whistle Blowing Policy 

NAE Code of Conduct for All Employees 

NAE Social Media Policy 

BVIS Anti-Bullying Policy 

 

⇳  ⇳   

BVIS 

Guidance for 

Safer 

Working 

Practice 

(Quick 

Guide) 

⇨ 
BVIS 

Guidance for 

Safer 

Working 

Practice 

⇨ BVIS Photography and Video Guidance 

BVIS Touch, Physical Contact and Intimate Care Policy 

Primary Positive Behaviour Policy 

Secondary Behaviour & Sanctions Policy 

Dress Code 

Gift Policy 

    Social Media & E-Safety Policy 

Staff Use of Toilets, Showers & Changing Rooms 

Trips Policy 

Security Procedures 

Drugs Education 

Supply Teachers 

First Aid and Medication Policy 

Policy on Transporting Children 

 

For allegations against staff and volunteers BVIS follows the Nord Anglia Education policy Managing 

Child Safeguarding Allegations Against Adults in Schools and the BVIS Allegations Against Staff Local 

Plan.   

 

 

https://nordanglia.sharepoint.com/:f:/r/sites/BVISHCMCStaffPortal/Policies%20and%20Procedures/Whole%20School/Core%20Policies?csf=1&web=1&e=P5YoDb
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APPENDIX 5 – BVIS Child Protection Training Schedule 

 

Category of Staff Training Delivered 

by 

Duration Renewal 

     

Teachers & TAs NAE Online Safeguarding Online Online 2 years 

 Local Induction SG Team 1 hour Never 

 Annual Reminders SG Team 1 hour 1 year 

     

Supply Teachers Local Induction SG Team 1 hour Never 

 Annual Reminders SG Team 30 mins 1 year 

 

Examiners Local Induction SG Team 1 hour Never 

 Annual Reminders SG Team 15 mins 1 year 

     

Administration Local Induction HR 1 hour Never 

 Annual Reminders HR 30 mins 1 year 

     

Guards  Local Induction HR 1 hour Never 

 Annual Reminders HR 30 mins 1 year 

     

Cleaners Local Induction HR 1 hour Never 

 Annual Reminders HR 30 mins 1 year 

     

Kitchen Staff Local Induction HR 1 hour Never 

 Annual Reminders HR 30 mins 1 year 
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Volunteers Local Induction HR 1 hour Never 

 Annual Reminders  HR 15 mins 1 year 

     

Contractors / ECA NAE Online Safeguarding* Online Online Never 

 Local Induction HR 1 hour 2 years 

 Annual Reminders 

 

HR 30 mins 1 year 

LS Specialists  ** NAE Online Safeguarding* Online Online Never 

 Local Induction SG Team 1 hour 2 years 

 Annual Reminders 

 

SG Team 30 mins 1 year 

 

*or equivalent proof of basic safeguarding training. 

** Speech and Language, occupational therapy etc working on school site. 
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APPENDIX 6 – Flowchart for Dealing with Child Protection Referrals 
 

This flowchart will be used for dealing with child protection issues involving children.  For allegations 

involving staff please see the Allegations Against Staff Local Plan. 

 

 

 
Student makes a 

disclosure 
 

Member of staff 

has concerns 

about a child 

 

 ⬂  ⬃  

  Report on CPOMS   

  ⇩   

Principal 

Informed ⇦ 

DSL/DDSL 

evaluate concern 

and decide on 

appropriate 

course of action 

in consultation 

with HoS and 

others as 

appropriate 

⇨ 

Advice sought 

from Regional 

Office or NAE 

Director of 

Safeguarding 

where needed 

  ⇩   

 
Parents informed 

as appropriate ⬄ 
Refer informed 

that action has 

been taken 

 

  ⇩   

 
Notes kept on 

CPOMS ⬄ 
Referral to other 

agencies as 

necessary 

 

 

APPENDIX 7 –Information Sharing & Record Keeping Within School 
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Balancing a child or young person’s right to privacy with the need to share information to 

investigate or keep that child or young person safe is a complex issue.  The DSL, DDSL or 

Principal determines on a case by case basis what is shared with which staff but as general 

guidance the following applies.  For cases involving allegations against staff, see the Nord 

Anglia Education policy Managing Child Safeguarding Allegations Against Adults in Schools and the 

BVIS Allegations Against Staff Local Plan.   

 

Safeguarding concern involving a primary student 

The Deputy Designated Safeguarding Leads (Primary) or the Designated Safeguarding Lead 

as lead person will: 

Consult: 

● Primary Head Teacher 

● Class Teachers 

● Class TA where necessary 

Inform (and consult as necessary): 

● Principal 

● Designated Safeguarding Lead when 

not the lead person 

● Deputy Designated Safeguarding  

Lead (Primary) when not the lead 

person 

 

Parents are usually informed unless this imposes a greater risk to the child than not doing 

so.  This determination is made by the Primary Head Teacher and DSL/DDSL leading on the 

case.  Where it is decided not to tell parents, the reasons for not doing so are recorded in 

the case notes. 

 

Safeguarding concern involving a secondary student 

The Deputy Designated Safeguarding Leads (Secondary) or the Designated Safeguarding 

Lead as lead person will: 

Consult: 

• Deputy Head (Pastoral) 

● Head of House 

● Form Tutor 

Inform (and consult as necessary): 

● Principal 

● Secondary Head Teacher 

● Designated Safeguarding Lead when 

not the lead person 

● Deputy Designated Safeguarding 

Lead (Secondary) when not the lead 

person 

 

Parents are usually informed unless this imposes a greater risk to the child than not doing 

so.  This determination is made by the Secondary Head Teacher and DSL/DDSL leading on 
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the case.  Where it is decided not to tell parents, the reasons for not doing so are recorded 

in the case notes. 

 

Where the concern has a significant impact on the students learning, the DSL or Key Stage 

Co-ordinator will inform all the student’s teachers that there is a safeguarding concern and 

the action that teachers should take in their classes but not the nature or detail of the 

concern. 

Child Protection Register 

The Schools Child Protection register is held as a secure online document.  It contains the 

names of children on the register, date of birth and names of siblings or other children living 

in the family home.  No case details are recorded (see Child Protection Files below).  The 

following have access to the register: 

● Principal 
● Heads of School 
● Deputy and Assistant Heads of School 
● Secondary Heads of House 
● Designated and Deputy Designated Safeguarding Leads 

 
In addition a coloured dot on a student’s file indicates to other staff that there is secure a 

child protection file on that student.  If they have good reason to know the contents of that 

file, they should consult the Designated Safeguarding Officer who will share any necessary 

information from the file but limited to that which is necessary to secure the safety and 

wellbeing of the student in question. 

Child Protection File 

Each student on the Child Protection Register has a secure file which contains the record of 

concern, other notes and information relevant to the concern and a summary of all action 

taken about the concern.  These files are on CPOM.  Only the following have access to these 

files: 

● Principal 
● Designated Safeguarding Officers / Deputy Designated Safeguarding Officers 
● Heads of School 
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APPENDIX 8 – Extracts from Relevant Vietnamese Law 

The current legal framework for child protection in Vietnam is contained in the Law on Children 2016 
and the Decree Detailing a number of articles of the Law on Children.  Some relevant extracts are 
below and full copies of the text/ unofficial translations can be found on the Z: drive. 

 
The legal duty, or otherwise, for a school to report child protection issues is however unclear.   The 
Business Manager consulted the 1088 call centre and their view is that when the school detects child 
abuse, the school informs the family first, if their family does not agree to report the police, the 
school will consider the seriousness and may decide report to police if it is critical to protect the 
child. 

 
 

 
Law on Children 2016 [Law No.: 102/2016/QH13] 
 
Article 6 - Prohibited acts: 
 
“11. Disclosing information on the private life and personal secrets of children without the consent 
of children aged 7 years or older and of parents, guardians of children” 
 

“15. Refusing, not implementing or implementing inadequately or not timely support, intervention, 

treatment of children at risk or in danger, harm to the body, honor, human morale” 

Article 21 - The right to privacy of private life 
 

1. Children have an inviolable right to privacy, confidentiality and family secrets for the best 
interests of the child. 
 

2. Children are entitled to the protection of the honor, dignity, prestige, confidentiality of 
letters, telephones, telegrams and other forms of exchange of personal information; is 
protected against unlawful interference with private information 
 

Article 51 - Responsibility to supply and process information, notices and denunciations against acts 
of infringing upon children 
 

1. Educational agencies, organizations, educational establishments, families and individuals 
shall have to provide information, notices and denunciations against acts of infringement 
upon children, cases where children are harmed or at risk of violence. , exploitation, 
abandonment to the competent authority. 
 

2. The labor, war invalids and social affairs bodies, the police offices at all levels and the 
commune-level People's Committees shall have to receive and process information, notices 
and denunciations; Co-ordinate the verification, assessment, Investigation of the 
infringement, the unsafe or damaging situation, the risk of harm to children. 
 

3. The Government shall set up permanent national telephone exchanges for reception and 
processing of information, notices and denunciations about the risks and acts of 
infringement upon children; Prescribing the process of receiving and processing information, 
notifying and denouncing acts of infringing upon children. 
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Decree Detailing a number of articles of the Law on Children [Degree 56-2017-ND-CP] 

Article 25 - Receipt and coordination of information processing 
 

● Report to national hotline for child protection (toll free, 24/24) 
 Agencies, organizations and individuals tasked to protect, care for and educate children shall 

have to supply information and coordinate with the labor, war invalids and social affairs 
agencies at all levels and the police offices. The commune-level People's Committee at the 
place where the incident occurs or the place where the child resides shall conduct the 
inspection of the truthfulness of the infringing act, the unsafe situation and the risk of harm 
to the child. when asked. 

 

● In case of receipt and settlement of reports or denunciations on crimes against children, the 
Criminal Procedure Code shall be applied. 
 

RESPONSIBILITY TO PROTECT CHILDREN IN THE NETWORK ENVIRONMENT 
 
Article 33 - Information on confidentiality of private life and personal secrets of children 
 

• Confidential Information Personal life, children's personal secrets are information about: 
name, age; personal identity; Information about health status and private life is recorded in 
the medical record; personal photos; information about family members, carers; personal 
property; phone number; personal mailing address; address, information about 
whereabouts, origin; address, school information, grades, academic performance and 
friends' relationships; Information on services provided to individual children. 
 

 Article 34 - Communication, education and capacity building on child protection in the network 
environment 
 

“2. Parents, teachers and caretakers are responsible for educating their children's knowledge 
and skills on safety for children participating in the network environment; Children have the 
duty to learn, to learn, to practice their self-protection when participating in network 
environment”. 

 
Article 36 - Measures to protect confidential information of private life for children in the network 
environment 
 

1. Agencies, organizations and enterprises providing services in the network environment and 
individuals, when submitting confidential information on the children's private life, must go 
through the consent of their parents, carers children and children aged full 07 years and 
over; is responsible for ensuring the safety of children's information. 
 

2. Agencies, organizations and enterprises providing services in the network environment 
must use measures and tools to ensure confidentiality of children's private life information 
and warning messages when children provide, change the privacy of children's privacy. 
3. Parents, caretakers, children aged full 07 years and over, and agencies, organizations 
and individuals responsible for child protection as prescribed by law may request agencies, 
service providers and individuals who participate in the network environment to remove 
the confidential information of the private life of the child in order to ensure the safety and 
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best interests of the child.  
 

APPENDIX 9 – Local Contacts 

 

Government Child Protection Hotline (toll free 24/7) in Vietnamese 

Tel: 1088   

 

Counsellors and Medical Services 

BVIS does not recommend any counselling or medical service but the following have been found 

helpful by parents at either BVIS or BIS HCMC. 

International Centre for Cognitive Development (ICCD) 

Telephone: 0965 729 346 

Email:  AzJeffrey@iccd.info or Puong.pham@iccd.info 

Contact: Dr Azrael Jeffrey (Psychologist) or Phuong Pham (Counsellor / Psychotherapist) 

 

Ethos Educational Therapy & Psychology 

Telephone:  028 6288 3969 

Email:   anita@ethosasia.com  

Contact: Anita North 

Family Medical Practice 

Telephone: 28 3822 7848 

Email:  hcmc@vietnammedicalpractice.com 

Contact: Dr Miguel de Seixas (Psychiatrist) 

 

Counselling with Naomi (online) 

Telephone 01635 425 211 

Email  counsellingwithnaomi@hotmail.com  

Contact: Naomi Taylor (Psychotherapist) 

 

Centre Medical International (CMI) 

Telephone 028 3827 2366/67   

Email  info@cmi-vietnam.com    

Contact: Virginie Lambert (Psychologist)  

 

Saigon Therapy 

Telephone 096 1045800   

Email  info@saigontherapy.com  

Contact: Ms Huong Tran – Victoria (Psychotherapist) 

 

Ms Chinh Le Ostrander 

Telephone 0839085298 

Email  chileostr@gmail.com 

Contact  Ms Chinh Le Ostrander (Psychotherapist)  
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