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Rationale

RATIONALE
The Community Safeguarding Framework sits at the center of our school-wide efforts to promote the social,
emotional and physical wellbeing of the entire IST Community. It is decidedly child-centered and places matters of
child protection and safety at the forefront of school policies, community practices and administrative decision
making. IST policies, practices and procedures aimed at child protection and child welfare are further guided by the
United Nations Declaration of the Rights of the Child (1990) and reinforced by our School Philosophy.
The Community Safeguarding Framework Model contains Eight Essential Domains arising from IST Board of
Governors ‘Community Safeguarding’ Policy 5.1j, that both govern the scope of our commitment and demonstrate
the depth of our efforts to preserve the integrity and wellbeing of all members of the IST Community. Each of the
Essential Domains is further structured by Mission and Objectives statements. These statements are written in such
a way as to reflect the assertive and inclusive statements of the IST School Philosophy.
A. Child Protection
B.

Safer Recruitment

C.

Code of Conduct & Management of Safeguarding Concerns

D. Health & Safety
E.

Health, Wellbeing & Inclusive Education

F.

Digital Citizenship

G. Student Behavior Management
H. Student Support Services
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A. CHILD PROTECTION
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Protection
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IST BOARD OF GOVERNORS POLICY 5.1J COMMUNITY SAFEGUARDING
Community members shall conscientiously follow all school procedures intended to assure the safety, health,
security and wellbeing of students and all others participating in school activities or using school facilities. This shall
include compliance with any and all requirements and regulations as set by the government of China, and school
regulations pertaining to safeguarding, including:
A. Child Protection
B.

Safer Recruitment

C.

Code of Conduct & Management of Safeguarding Concerns

D. Health & Safety
E.

Health, Wellbeing & Inclusive Education

F.

Digital Citizenship

G. Student Behavior Management
H. Student Support Services
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Child Protection

A. CHILD PROTECTION
Child Protection provides child-centered, family-focused services to protect children and young people from
significant harm caused by abuse or neglect within the family or by others. It aims to ensure that children and young
people receive support and services to deal with the effects of abuse and/or neglect on their wellbeing and
development. We ensure that all students in our care are afforded a safe and secure environment in which to grow
and develop.

Mission and Objectives
1.

Our School provides an environment where students feel safe, learn, develop and have a voice.

2.

Our School promotes community awareness of, and provides training for, safeguarding students.

3.

Our Child Protection Officer monitors and reviews child protection practices and procedures.

4.

Our Teachers equip and develop in students, the agency, skills and knowledge needed to keep themselves safe.

5.

Our School has procedures for the identification and reporting of cases where harm or risk of harm to a student
is suspected and ensures that all staff are aware of such procedures.

6.

Our Staff supports students who have suffered abuse or who may be at risk.

7.

Our School has procedures in place to facilitate and promote the safe use of technology.

8.

Our Administration ensures safe practices to verify the suitability of staff, volunteers and visitors.

IST endorses the United Nations Convention on the Rights of the Child (UNCRC), of which the host country, China,
is a signatory. The People’s Republic of China (PRC) declares that it protects a wide range of children’s rights through
domestic legislation and by ratifying and joining the relevant international treaties such as the UNCRC. The PRC
Constitution provides for the state protection of children and prohibits maltreatment of children. Among many laws
and regulations providing children’s rights protection, the primary law in this field is The PRC Law on the Protection
of Minors (first passed in 1991, revised in 2006, and entered into force in 2007). This law details responsibilities of
families, schools, and the government with regard to the protection of children’s rights, and judicial protection.

Forms of abuse and neglect
Forms of abusive behavior are defined as:
Physical
Abuse

Non-accidental injury including bruises, burns, human bites, or beatings which have been intentionally
inflicted.

Sexual
Abuse

Where a child is used for the sexual gratification of another person as in obscene conversation, exposure to
pornographic material, exhibitionism, molestation, incest, rape, or sexual exploitation.

Emotional
Abuse

Behaving in an excessive or aggressive manner such as teasing or verbal abuse that demeans and belittles
the child, bullying, and lack of support or guidance.

Neglect

Inadequate supervision, persistent lack of provision of basic human necessities such as food, clothing,
shelter, medical care, or the failure to protect the child from exposure to any kind of danger, which affects
the child’s health or development.
List 1–Critical Definitions
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1. Our School provides an environment where students feel safe, learn, develop and have a voice.
At IST, we:
1.1. Ensure that the campus and facilities are safe and secure.
IST maintains a safe and healthy environment throughout the school, following the policies and guidelines as set
out in D. Health & Safety.

1.2. Implement comprehensive Health & Safety procedures.
The school and its staff implement health and safety procedures as set out in D. Health & Safety including
procedures for: emergencies, student physical and emotional safety, hygiene and sanitation, and security.

1.3. Ensure that all staff have read, understood, affirmed and signed the IST Code of Conduct.
The Administration guarantees that all staff have been appropriately instructed in the protocols and procedures as
outlined in C. Code of Conduct and Management of Safeguarding Concerns which contains explicit references to
Child Protection. The Administration maintains a signed copy on file from each member of staff.

1.4. Implement procedures to manage behavior, bullying and other disciplinary incidents.
Our code of student behavior rests on the principles of: respect for themselves; respect for others; respect for their
own and others’ property. It contains age appropriate measures to deal with student discipline. Full information
about behavior management philosophy and procedures can be found in G. Behavior Management.

1.5. Provide due process for students, parents and staff to raise concerns and grievances.
IST provides a process for students, parents and staff to raise concerns and grievances. Community members who
have concerns about student welfare, should bring this to the immediate attention of the Child Protection Officer
(School Counselor), Principals or Director.
Allegations made against staff or volunteers should be reported immediately to the Director. Complaints about the
Director should be reported to the Presiding Vice-Chair of the IST Board of Governors. A process for grievances is
in place in C. Code of Conduct and Management of Safeguarding Concerns.

2. Our School promotes community awareness of, and provides training for, safeguarding
students. At IST, we:
2.1. Ensure that all community members are aware of Child Protection procedures and how
to raise concerns regarding inappropriate and/or unsafe behaviors or practices, by
immediately notifying the Child Protection Officer (School Counselor), Principals or
Director.
The Administration and Child Protection Officer will ensure that all community members remain fully aware of the
need to safeguard and promote the welfare of children and ensure there are clear and age-appropriate reporting
processes. All staff must report suspected incidences of abuse or neglect, whenever the staff member has
reasonable cause to believe that a child has suffered or is at risk of suffering.
INTERNATIONAL SCHOOL OF TIANJIN
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2.2. Ensure that all staff receive Child Protection training appropriate to their role, as part of
their induction and annually thereafter.
All staff will be made aware of their responsibilities and obligations in identifying and reporting possible cases of
abuse and neglect. Training will include information about the possible signs of abuse, the school’s expectations of
maintaining appropriate boundaries and professional conduct, and how to minimize any risks, for example, by
always being as visible as possible to other adults when working with students. C. Code of Conduct and
Management of Safeguarding Concerns.
New IST staff and Board Members will receive initial training on induction into the school. All IST staff and ancillary
staff will participate in annual refreshers and updates on safeguarding policies and procedures and informed of
their designated contact for reporting any concerns.

2.3. Promote Child Protection procedures throughout the community, including via the
IST Board Policy Manual, IST Community Safeguarding Policies and Guidelines, Parent
Student Handbooks, Faculty Handbooks, and the IST Website.
The Administration ensures that an outline of Child Protection procedures is prominently included within key school
publications including handbooks and the IST Website. These are prominently displayed throughout the school with
age appropriate consideration.

3. Our Child Protection Officer monitors and reviews child protection practices and procedures.
3.1. At IST, the Child Protection Officer:
 oversees the implementation, monitoring, and review of the safeguarding and child protection policies and
procedures
 ensures there are opportunities through the curriculum for students of all ages to develop the skills they need
to recognize and stay safe from abuse, including being empowered to take action for themselves and others.
 makes students, staff and community members aware of their responsibilities for reporting suspicions, and of
who they can approach about any concerns
 chairs the Crisis Team to make decisions regarding action to be taken after a concern is brought to their
attention
 provides advice and support for community members who are dealing with a student for whom their concerns
are stressful or upsetting
 collaborates with the Technology Director and faculty to promote e-safety awareness among students and their
parents, ensuring that all members of the school community know their access rights and responsibilities in
using ICT
 ensures all new staff receive safeguarding training appropriate to their role, as part of their induction and
annually thereafter, and maintaining a record of this
 keeps up to date with relevant laws and best practices surrounding child protection and the safeguarding of
students
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4. Our Teachers equip and develop in students, the agency, skills and knowledge needed to keep
themselves safe. At IST, we:
4.1. Include opportunities through the curriculum for students of all ages to develop the skills
they need to recognize and stay safe from abuse, including being empowered to take
action for themselves and others.
The IST curriculum includes opportunities for students at all grade levels to learn about and develop essential skills
to stay safe and healthy, and to take action for themselves and others. We support student development in ways
that fosters security, confidence and resilience, and encourage students to respectfully but firmly challenge other
students or adults where behaviors or actions maybe be unsafe or likely to cause harm. Details can be found in
Health, Wellbeing & Inclusive Education.

5. Our School has procedures for the identification and reporting of cases where harm or risk
of harm to a student is suspected and ensures that all staff are aware of such procedures. At
IST, we:
5.1. Ensure that students are aware of who they can approach about any concerns.
Homeroom teachers and the school counselor will regularly ensure that all students are aware of who they can
approach about any concerns. Students are encouraged to speak openly with a parent, teacher, counselor or other
trusted adult if they have any concerns.

5.2. Maintain a Child Protection Committee to manage the child protection policy, procedures,
related documentation and protocols; and a Crisis Team to immediately respond to any
concerns raised.
The IST Child Protection Committee is composed of members of the Administration and Faculty, including
representatives of both local and expatriate employees. It meets several times each year to review procedures and
documentation and can make recommendations to the Administration about adjustments or improvements to
policies and protocols.
The Crisis Team, composed of the Director, Principal, Child Protection Officer, N-12 Guidance Counselor, Student
Services Coordinator, as well as translator and local liaison where appropriate, meets in cases where abuse is
suspected. Members of the Crisis Team are fully versed in all aspects of the IST Community Safeguarding
Framework. The process of investigation by the Crisis Team is detailed in C. Code of Conduct and Management of
Safeguarding Concerns.

5.3. Have clearly written and accessible procedures regarding child abuse, reporting
concerns and supporting documentation.
All staff must immediately report to the Child Protection Officer (School Counselor), Principals or Director,
regardless of whether or not they feel that the concern is either serious or substantiated, when a student reports
abuse, or there is a reason to believe that abuse may be occurring,

We follow the protocol: Listen - Report - Support.

INTERNATIONAL SCHOOL OF TIANJIN
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 Listen to the child
 Report the concern immediately to the Child Protection Officer, Principals or Director
 Support the student and school in the relevant ways outlined in the IST Community Safeguarding Framework

A report of abuse must initially be made verbally, however the Crisis Team may require a full written statement to
be completed by the member of staff, signed and dated as soon as possible. The written statement will:
 be detailed, factual and descriptive
 include direct quotes where possible
 record the cause and source of harm (who, where, when)
 not include subjective information or opinions

The flowchart below highlights key steps in the process of reporting suspicions of abuse or neglect.

INTERNATIONAL SCHOOL OF TIANJIN
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Figure 1–Reporting Abuse Flowchart
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5.4. Create and maintain written records, regarding all students for whom child protection
concerns have been identified, regardless of whether there is a need to make an
immediate referral.
The Child Protection Officer will maintain confidential written records, which are kept securely and separately from
the main student file. The student’s main file will indicate the existence of a separate child protection file.

5.5. Ensure that issues of confidentiality, are understood by all staff (including the need not to
offer confidentiality in certain situations).
Our staff have a professional responsibility to maintain confidentiality but must share information in order to
safeguard students. Staff must not promise a student to keep secrets which might compromise the child’s safety or
well-being.

6. Our staff supports students who have suffered abuse or who may be at risk. At IST, we:
6.1. Provide support for vulnerable students and, as appropriate, solicit additional support
from other professionals.
We support students by providing an opportunity to talk through their experiences and concerns with their teacher,
a counselor, or signpost the student and their family to seek further professional support where needed.
IST develops connections with local agencies that provide support, particularly in the areas of counseling. Where
needed, we will consult embassies and the Council of International Schools who provide guidance and resources in
matters of Child Protection, and access to professionals in the field. Our Student Support Services Department and
Human Resources Office will maintain active and updated contacts with relevant agencies and external consultants.

6.2. Monitor any student who has been recognized as “at risk” or otherwise believed to be at
risk of harm, including follow up where there are concerns about a student’s absence from
school.
The homeroom teacher, Child Protection Officer and Principal will be responsible for on-going monitoring of any
student who is at risk and will bring any significant developments to the attention of the Director. Where there are
concerns, the Child Protection Officer and Administration will be responsible for following up with the student and
their family, including any unexplained absences.

6.3. Provide advice and support for all staff members who are dealing with a student for whom
their concerns are stressful and upsetting.
We understand that staff who have become involved with a student who has suffered harm, or appears to be likely
to suffer harm, may find the situation upsetting or stressful. We support staff by providing an opportunity to talk
through their anxieties with the Counselor or a member of the Senior Administration and signpost them to seek
further professional support where needed.

INTERNATIONAL SCHOOL OF TIANJIN
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7. Our School has procedures in place to facilitate and promote the safe use of technology. At IST,
we:
7.1. Deploy appropriate technical measures to ensure safe use of technology
We keep the electronic data that we hold about students, families and staff secure. Access is limited to only those
staff who need it. We ensure that the school's internet connection and any system connected to it, is filtered to
block inappropriate content. The safe search feature is activated on all internet browsers as a default, and is locked
on safe search for all school devices used by students.
As a school IST reserves the right to monitor all IT activity and online communications made via the school networks,
and make this clear to all community members in the Parent Handbook, Faculty Handbooks and Responsible Use
Policy. All community members have a responsibility for bringing e-safety issues or concerns to the attention of the
Administration. They must take appropriate steps to select and secure their passwords.

7.2. Promote e-safety awareness amongst students, parents and staff by ensuring that all
members of the school community know their access rights and responsibilities in using
IT.
Responsible Use is a part of the Staff Code of Conduct to which all staff must agree and adhere. All IST students are
required to abide by the Responsible Use Policy (RUP).
 Grades N-1 - students are made aware in age appropriate ways of their responsibilities when using technology
and are reminded of this as needed during the year
 Grades 2-5 - students are taught about their responsibilities as set out in the Responsible Use Policy at the
beginning of the school year, and on entry for new students. Each student signs up to a shared class copy of the
RUP annually, which is prominently displayed and referred to in each homeroom.


Secondary - students are made aware of their responsibilities as set out in the Responsible Use Policy at the
beginning of the school year, and on entry for new students. Each student signs an individual copy of the RUP
annually, either in hard copy or digitally.

There are guidelines in place for all electronic communication between community members, which includes
commonsense measures to ensure professional communication. Staff should ensure that all communications are
transparent and open to scrutiny. There is a need to be cautious to avoid any possible misinterpretation. All
communication between staff and students should take place within clear and explicit professional boundaries. This
includes the use of technology such as mobile phones, text messaging and messaging apps, social media, websites
etc. Staff should not give personal contact details to students unless the need to do so is deemed exceptional and
is agreed with the Director or Principal.
As a school, we reserve the right to monitor all IT activity and online communications made via the school networks
and make this clear to all community members in the Parent Handbook, Faculty Handbooks and Responsible Use
Policy. All community members have a responsibility for bringing e-safety issues or concerns to the attention of the
Administration. They must take appropriate steps to select and secure their passwords.
Further details about how we promote digital citizenship and e-safety can be found in F. Digital Citizenship.
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7.3. Ensure there are safe procedures for photographing and videoing of students
In enrolling their child at IST, parent(s) are deemed to have granted permission for their child’s images to appear in
school publications such as the yearbook, the school website, school promotional publications and social media
sites.
Staff may only take photographs or videos of students for professional use. It is not appropriate for adults to take
photographs of children for their own personal use. Adults should ensure the student understands why the images
are being taken and that they are appropriately dressed. Images may never be taken in secret or in situations that
could be construed as being secretive. Adults should be able to justify any images of students in their possession
and should report any concerns about inappropriate images found.

F. Digital Citizenship

8. Our Administration ensures safe practices to verify the suitability of staff, volunteers and
visitors. At IST, we:
8.1. Affirm the purpose, philosophy and intent of recruitment practices outlined in the IST
Board Policy Manual, Section 5: Personnel Policies and Procedures.
8.2. Ensure that all interviews for staff are conducted by person(s) who have thoroughly
reviewed the IST Community Safeguarding Framework.
8.3. Ensure that during the process of advertising and recruiting for staff vacancies, the school’s
commitment to safeguarding and safer recruitment practices are made explicit.
8.4. Ensure that adults involved with our students in the provision of extended services and
school activities outside of normal school hours are supervised by an IST staff member
8.5. Ensure that visitors to the school are checked and appropriately supervised.
See Safer Recruitment
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IST BOARD OF GOVERNORS POLICY 5.1J COMMUNITY SAFEGUARDING
Community members shall conscientiously follow all school procedures intended to assure the safety, health,
security and wellbeing of students and all others participating in school activities or using school facilities. This shall
include compliance with any and all requirements and regulations as set by the government of China, and school
regulations pertaining to safeguarding, including:
A. Child Protection
B. Safer Recruitment
C.

Code of Conduct & Management of Safeguarding Concerns

D. Health & Safety
E.

Health, Wellbeing & Inclusive Education

F.

Digital Citizenship

G. Student Behavior Management
H. Student Support Service
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B. SAFER RECRUITMENT
Community members shall conscientiously follow all school procedures intended to assure the safety, health,
security and wellbeing of students and all others participating in school activities or using school facilities. This shall
include compliance with any and all requirements and regulations as set by the government of China, and school
regulations pertaining to safeguarding.
This document shall be read in conjunction with the IST Board of Governors Policy Manual (specifically Section 5.4
Personnel: Selection and Deployment) and the IST Community Safeguarding Framework.

IST is committed to safeguarding and promoting the welfare of children and young people and requires that
all staff and volunteers share in this commitment. It is recognized that this can only be achieved through sound
safeguarding procedures, ongoing training, and the recruitment and retention of competent, motivated
employees who are suited to, and fulfilled in, the roles they undertake. IST implements robust recruitment
procedures and checks for appointing staff and volunteers to ensure that all reasonable steps are taken not
to appoint a person who is unsuitable to work with children, or who is disqualified from working with children,
or does not have the suitable skills and experience for the intended role.
Mission and Objectives
1.

Our School is fully committed to equality of opportunity in the recruitment, selection, and promotion of
employees.

2.

Our School seeks to recruit and appoint suitably experienced and qualified personnel with formally verified
qualifications.

3.

Our Administration implements robust recruitment procedures when appointing staff, externally contracted
workers and volunteers to ensure that all reasonable steps are taken not to appoint a person who is unsuitable
to work with children, or who is disqualified from working with children, or does not have the suitable skills,
experience of physical well-being for the intended role.

4.

Our School provides an orientation program for both new and returning staff which prepares them to function
well within the school generally, effectively execute their specific roles, familiarizes them with the IST Community
Safeguarding Framework and associated regulations and procedures, and (in the case of expatriates new to
Tianjin) become familiar with local living conditions.

5.

Our Administration maintains two files for expatriate employees (both HR and Director), and one for local
employees, externally contracted workers and volunteers (HR only), verifying that appointments conform to the
guidelines outlined in the IST Community Safeguarding Framework, and specifically Section B - Safer Recruitment.
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1. Our School is fully committed to equality of opportunity in the recruitment, selection, and
promotion of employees.
1.1. Guidelines
 Commit to ensuring that the recruitment, selection and promotion of all candidates is conducted in a manner
that is systematic, efficient, and effective, and that promotes equality of opportunity.
 Recognise the value of a diverse workforce, and actively seek to include people from different backgrounds and
with different skills and abilities throughout our school.
 Uphold our ethical commitment and obligations under law to not discriminate against applicants for
employment on the grounds of age, color, race, religion, creed, national origin, gender, marital status,
disability, or sexual orientation.
 Make decisions about staff assignments, promotion, demotion, transfer, determination of salaries and benefits,
and selection for training on the basis of Individual merit and suitability for the particular job being the only
considerations.

2. Our School seeks to recruit and appoint suitably experienced and qualified personnel with
formally verified qualifications.
2.1. Teaching Staff: When appointing new teachers, IST will
 Require two years formal experience and hold a bachelor level degree or equivalent, at minimum, for their
given assignment.
 Require that all candidates submit an up-to-date resume, with any gaps or discrepancies in their employment
history accounted for.
 Require the formal verification of personal identification, degrees, teaching and other relevant professional
certifications, work experience, and all other documentation necessary to support their application for Chinese
work and residency permits and for the school’s use in determining the placement of the employee on the
school’s salary scale.

2.2. Local Support Staff: When appointing new local support staff, IST will
 Require support personnel to possess qualifications and experience relevant to their assignment and level of
seniority; in most cases –other than ancillary support services– this will a bachelor degree.
 Require that all candidates submit an up-to-date resume, with any gaps or discrepancies in their employment
history accounted for.
 Require the formal verification of personal identification, degrees, other relevant professional certifications,
work experience, and all other documentation necessary to support their application in compliance with IST
and Labor and other relevant government bureau policies and procedures.
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3. Our Administration implements robust recruitment procedures when appointing staff,
externally contracted workers and volunteers to ensure that all reasonable steps are taken not
to appoint a person who is unsuitable to work with children, or who is disqualified from working
with children, or does not have the suitable skills, experience of physical well-being for the
intended role.
3.1. Staff: When appointing new staff, IST will
 Require at least two satisfactory references per candidate, one of which will be from the former or most recent
employer. All referees must have held a post senior to the candidate and the relationship of the candidate to
the referee must be clearly stated.
 Employ the services –whenever possible– of reputable recruitment agencies known to promote safer recruiting
practices and who are able to provide multiple confidential references for the candidate.
 Require at least one reference for each candidate that uses the IST Confidential Professional Reference Request
template.
 Follow up at least one reference with a telephone call or personal contact, during which the applicant’s
suitability to work with children is discussed and qualifications, experience and health and physical capability
are suitable to the position are confirmed.
 Require that candidate provide all necessary health and criminal check documentation before an offer is
formalized.
 Require that in accepting an offer of employment, successful candidates submit an IST Personal Disclosure and
Declaration form that addresses:
o The validity of all qualifications and supporting documentation;
o The candidate’s criminal history;
o Potential conflicts with regard to contractual obligations;
o Any legal, personal, health, substance abuse, or other reason that might prevent the candidate from
carrying out their contracted duties;
o The candidate’s commitment to the laws and cultural standards of the PRC; and
o The candidate’s acknowledgement that contracts are only offered on condition that the Tianjin Foreign
Expert and Public Security Bureaus approve the issue of work permits and visas.
o Confirmation of having received, read, and understood the IST Community Safeguarding Framework,
including guidelines related to recruitment, child protection and the school professional code of conduct.

3.2. Externally Contracted Workers: When approving assignments, IST will
 Personally interview each worker before they are formally assigned ands commence duties
 Require a letter of guarantee from the contracted company verifying their endorsement of the worker’s
documentation, qualifications for assignment, professional character, and commitment to demanding the
worker’s full compliance with all necessary IST policies and regulations.
 Require that in working in the school the worker submit an IST Personal Declaration for External Contractors
(inclusive of relevant sections of Code of Conduct)

3.3. Regular Volunteers: When selecting and assigning volunteers, IST will
 Personally interview each volunteer before they are formally assigned ands commence duties
 Ensure that the volunteer’s identity has been checked to establish that any supporting documentation is
accurate.
INTERNATIONAL SCHOOL OF TIANJIN
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 Verify that the volunteer’s qualifications, where required, are genuine.
 Require at least two satisfactory references per volunteer, one of which will be from the former or most recent
employer. All referees must have held a post senior to the volunteer and the relationship of the volunteer to
the referee must be clearly stated.
 Follow up at least one reference with a telephone call or personal contact, during which time the volunteer’s
suitability to work with children will be discussed. This conversation will occur before the volunteer may
commence work.
 Ensure that the candidate’s health and physical capability are suitable to the position.
 Ensure that the volunteer receives the relevant level of safeguarding training.
 Require that the volunteer submit an IST Personal Disclosure and Declaration Form for Volunteers (inclusive of
relevant sections of Code of Conduct)

Note: IST requires parents or other volunteers who help on an occasional basis to work under the direct supervision
of a member of staff and prohibit them from having unsupervised contact with children. Such casual volunteers
must also submit an IST Personal Disclosure and Declaration Form for Volunteers (inclusive of relevant sections of
the IST Code of Conduct).

4. Our Administration provides an orientation program for both new and returning staff which
prepares them to function well within the school generally, effectively execute their specific
roles, familiarizes them with the IST Community Safeguarding Framework and associated
regulations and procedures, and (in the case of expatriate teachers new to Tianjin) become
familiar with local living conditions.
4.1. New Employees: At IST, we
 Provide a social orientation for all newly-appointed professional staff prior to the professional staff orientation
during which time they will be introduced to the school’s history, guiding statements and ethos; the Chinese
language and China context, and specifically that of Tianjin; culture shock and community support structures;
household and personal needs, including personal finances, shopping, taxis, healthcare; and housing and
household services; etc.
 Familiarize all newly appointed staff with the IST Community Safeguarding Framework, including child
protection training requirements specific to their role.

4.2. All Employees: At IST, we
 Engage all staff in an annual orientation cycle. Staff orientation shall be organized and directed by the Director
and members of the senior administration and leadership, and shall include, but not be limited to, the school
educational expectations, operating procedures, facilities usage, and the IST Community Safeguarding
Framework and personnel policies and procedures.
 Provide all staff with a copy of the IST Community Safeguarding Framework.
 Require all staff to re/sign a declaration that they have read and understood the IST Community Safeguarding
Framework and related policies –and specifically those related to Child Protection and the IST Code of Conduct–
and that they will follow the guidelines required to maintain ethical conduct and professional boundaries at all
times.
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5. Our Administration maintains two files for expatriate employees (both HR and Director), and
one for local employees, externally contracted workers and volunteers (HR only), verifying that
appointments conform to the guidelines outlined in the IST Community Safeguarding
Framework, and specifically Section B - Safer Recruitment.
5.1. Expatriate Employees: At IST, we
 Retain a file for each expatriate employee in
the Director’s office that includes, at
minimum, the following documentation:
o Personnel file checklist
o Professional Résumé
o 2+ professional references, either confidential
(as provided by an agency such as Search
Associates) or open
o 1+ IST Confidential Professional Reference
Request
o Record of direct contact (person to person or
via telephone/Skype/Face Time, etc.) with at
least one of the candidate’s referees
o Record of contract overview offer and terms,
and the candidate’s acceptance
o Record of Conditional Offer and Acceptance of
Employment
o Copy of contract/s

 Retain a file for each expatriate employee in
the HR office that includes, at minimum, the
following documentation:
o Personnel file checklist
o Proof of Identification
o Proof of qualifications (copies of original
documents)
o Evidence of medical clearance
o Evidence of criminal clearance
o Certificate of Employment (from most recent
employer)
o Copy of contract/s
o Residency (visa) and Work permits
o Accommodation Registration Card
o All necessary documentation associated with
family members (e.g., Kinship Authentication)

o IST Personal Disclosure and Declaration
(inclusive of Code of Conduct)

5.2. Local Employees: At IST, we
 Retain a file for each local employee in the HR office that includes, at minimum, the following
documentation:
o Personnel file checklist

o Evidence of medical clearance

o Proof of Identification (ID and Hukou)

o Evidence of criminal clearance

o Proof of Qualifications (copies of original
documents)

o Original copy of contract/s

o Certificate of Employment (from most
recent employer)

o IST Personal Disclosure and Declaration
(inclusive of Code of Conduct)

5.3. Externally Contracted Workers: At IST, we
 Retain a file in the HR office for each externally contracted worker (e.g. catering, cleaning, security,
transportation, grounds, etc.) that includes, at minimum, the following documentation:
o Personnel file checklist
o Proof of Identification
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o Company Letter of Guarantee, verifying their endorsement of the worker’s qualifications for their
assignment, professional character, and commitment to demanding the worker’s full compliance with all
necessary IST policies and regulations
o Evidence of criminal clearance
o IST Personal Disclosure and Declaration for Externally Contracted Workers (inclusive of relevant sections
of Code of Conduct)

5.4. Volunteers and Visitors: At IST, we
 Retain a file in the HR office for each
volunteer (whose purposes will require them
to interact directly with students) that
includes, at minimum, the following
documentation:
o Personnel file checklist
o Proof of Identification
o Proof of qualifications (copies of original
documents), as deemed necessary for the
assignment
o Evidence of criminal clearance
o IST Personal Disclosure and Declaration for
Volunteers (inclusive of relevant sections of
Code of Conduct)

INTERNATIONAL SCHOOL OF TIANJIN

 Retain a file in the HR office for each visitor
(whose purposes will require them to interact
directly with students) that includes, at
minimum, the following documentation:
o Personnel file checklist
o Proof of Identification
o Proof of qualifications (copies of original
documents), as deemed necessary for the
assignment
o Evidence of criminal clearance
o IST Personal Disclosure and Declaration for
Visitors (inclusive of relevant sections of
Code of Conduct
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IST BOARD OF GOVERNORS POLICY 5.1J COMMUNITY SAFEGUARDING
Community members shall conscientiously follow all school procedures intended to assure the safety, health,
security and wellbeing of students and all others participating in school activities or using school facilities. This shall
include compliance with any and all requirements and regulations as set by the government of China, and school
regulations pertaining to safeguarding, including:
A. Child Protection
B.

Safer Recruitment

C.

Code of Conduct & Management of Safeguarding Concerns

D. Health & Safety
E.

Health, Wellbeing & Inclusive Education

F.

Digital Citizenship

G. Student Behavior Management
H. Student Support Services
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C. CODE OF CONDUCT AND MANAGEMENT OF SAFEGUARDING
CONCERNS
In our school we embrace an ethos of community and caring, and as such IST is fully committed to safeguarding the
rights and wellbeing of all members of our community. At the same time we recognize that our primary
responsibility as an educational institution is to ensure the safety and protection of the students in our care, and
this requires that adults interacting with students or providing service in our school are men and women of integrity,
high ideals, and sensitivity in human relationships. To maintain and promote these essentials, all IST employees,
external contract staff, volunteers, and visitors to the school who interact directly with children are required to
adhere to the IST Code of Conduct. As adults associating with young people in an educational setting we formally
acknowledge that we must at all times –be it in our professional or private lives– be aware of our ethical and legal
responsibilities towards our school and host country, and towards the safeguarding of children enrolled in or visiting
the school.
All IST employees, external contract staff, volunteers, and visitors to the school who interact directly with children
are required to sign the relevant IST Personal Declaration Form (inclusive of Code of Conduct), declaring:
A. Acknowledgement of having read and understood the school’s Safeguarding Framework Overview;
B.

Commitment to strictly follow the rules and guidelines in the Code of Conduct –including those related to the
management of safeguarding concerns and allegations about the conduct of staff– as a condition of providing
services to students and the school;

C.

Commitment to comply with the mandatory regulations of IST to report suspected misconduct or child abuse;
and–

D. Commitment to cooperate fully in any inquiry into misconduct or the abuse of a student or students.

NOTE: Asterisked (*) Item 1 in the following ‘Mission and Objectives’ shall apply to all adults. Non-asterisked items
2-6 apply to IST employees and any other adult whose purposes require that they interact directly with students.
The IST Administration reserves the broad authority to exercise discretion in applying non-asterisked items 2-6 to
any adults for any reason when they are present on the IST campus; even those guidelines that may not be
specifically enumerated for a given role, group or individual.
Mission and Objectives: Code of Conduct
1.

*Our Board and Administration requires that any adult who comes into contact with students as a result of
their association with our school maintain appropriate boundaries and conduct.

2.

Our Employees work, learn, and act together in partnership with parents to shape each student’s purposes
and acts toward socially acceptable ends, and to pursue the aspirations of the school’s Guiding Statements.

3.

Our Employees and any other adult that provides direct service in support of students and student learning
must demonstrate professional conduct at all times.

4.

Our Employees have a contractual obligation with respect to employment to conduct themselves at all times
in such a manner so as not to jeopardize their legal status or to bring discredit to the school.

5.

Our School prioritizes the highest level of protection for students through the provision of clear procedures
that govern the management of student safeguarding concerns.

6.

Our School provides support processes for any employee that may be the subject of inquiries into misconduct
or abuse
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1. *Our Board and Administration requires that any adult who comes into contact with students
as a result of their association with our school maintain appropriate boundaries and conduct.
1.1. Guidelines: In safeguarding appropriate boundaries and conduct, all adults should
a) Remain wholly mindful of our own and other persons’ vulnerability, especially when working alone with
students, and remain particularly aware that we are responsible for maintaining physical, emotional, and
sexual boundaries in such interactions.
b) Default to doing what is safe in the event of needing to determine whether to do what is safe versus what is
expedient.

1.2. Expectations: Adults in contact with students at IST must
a) Show prudent discretion before touching a
student, and awareness of how physical touch
may be perceived or received, and whether it
would be appropriate.
b) Ensure that physical contact with students
never occurs in a way that might be construed
or misconstrued as sexual in nature.
c)

Organize work and the workplace in such a
way as to minimize any risks.

d) Hold one-on-one meetings with students in
public areas whenever possible so that the
interaction can be observed. If rooms do not
have glass panels, the door will be open during
one-on-one meetings. In addition, another
staff member will be notified of the time and
place of any such meeting.
e)

Quickly identify situations that may place a
student at risk and know how to deal with such
situations.

f)

Always intervene when evidence or other
reasonable cause leads us to suspect that a
student is being mistreated or abused in any
way. Suspected abuse or neglect will be
immediately reported to a Child Protection
Officer.

g)

Report any concerns, suspicions or certainties
about possible abuse or maltreatment of a child in
accordance with the IST Code of Conduct ‘Mission
and Objectives’ (Management of Safeguarding
Concerns Item 4) and IST’s overarching
Safeguarding Framework.

h)

Always be as visible as possible to other adults
when working with students.

i)

Ensure that members of staff develop a sense of
responsibility with regard to the way they operate
so that any actions or forms of behavior that are
inappropriate or may lead to abuse of children do
not go unnoticed or are tolerated.

j)

Maintain the highest personal and professional
profile.

k)

Respect children's rights as identified by the UNCRC
and treat them with fairness, honesty, dignity and
respect.

l)

Refrain from the use of any language that
trivializes reference to safeguarding and the
protection of children.

m)

Obtain administrative approval to use non-IST
sanctioned communication platforms (e.g.
WeChat) before engaging with students for such
purposes.

1.3. Prohibitions: Adults in contact with students at IST must never
a) Hit, physically assault or physically or
psychologically abuse any student.

and the definition of legal consent and the age
of majority in the PRC.

b) Act in ways intended to shame, humiliate,
belittle or degrade students, or otherwise
perpetrate any form of emotional abuse.

e)

Have relations with a student that in any way
constitutes exploitation, maltreatment or
abuse.

c)

f)

Act in ways that may be abusive or put a child
at risk of exploitation, maltreatment or abuse.

Act in ways that set a negative example for any
student present.

d) Engage in sexual activity or have sexual
relations with any student under any
circumstances, regardless of the student’s age
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g) Use language, make suggestions or offer advice
that is inappropriate, offensive or abusive.
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h)

Behave in a manner that is inappropriate or sexually provocative.

i)

Establish or engage in private/personal contact with students, be it in person or using communication tools and
devices, including but not limited, to e-mail, chats, SMS, and social networks. Communications with students must
use school-sanctioned processes and be for the purpose of supporting student learning and welfare.

j)

Sleep in the same bed as a student.

k)

Sleep in the same room as a student, with the exception of school sanctioned and monitored activities.

l)

Do things for students of a personal nature that the student can do themselves.

m)

Give or accept money, goods or other benefits to/from a student without the knowledge of their senior
administrator.

n)

Offer transport in their car to a student without parental consent, except in cases of emergency, in which case a
member of the senior administration must be notified.

o)

Condone or participate in any behavior by students that is illegal, abusive or endangers their safety.

p)

Discriminate against, show differential treatment towards or favor particular students to the exclusion of others.

q)

Possess, share, display or distribute pornography or images/text that could be construed as being pornographic in
nature on any devices.

This list is neither exhaustive nor exclusive. The basic principle is that adults must avoid behaviors that may be
inappropriate or potentially abusive towards children.

2. Our Employees work, learn, and act together in partnership with parents to shape each
student’s purposes and acts toward socially acceptable ends, and to pursue the aspirations of
the school’s Guiding Statements.
2.1. Guidelines: In upholding the integrity and purposes of the school, IST employees should
Embrace the school’s Guiding Statements, and actively seek to promote intercultural learning and international
mindedness within physical and social environments that ensure the safeguarding of community members.

2.2. Expectations: In pursuing the aspirations of our school’s Guiding Statements, IST
employees must
a) Act with honesty, integrity, and fairness at all
times.
b) Work to improve education in the community
and to strengthen the community’s moral,
spiritual, and intellectual life.
c)

Participate in community activities with due
consideration for obligations to students,
family, and ourselves.

d) Respect the basic responsibility of parents for
their children, while seeking to establish
friendly and cooperative relationships with the
home.
e)

Keep parents informed about the progress of
their children with respect to the purposes of
the school.
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f)

Provide parents with information that will
serve the best interests of their children and
are discreet with information received from
parents.

g) Discuss controversial issues from an objective point
of view, thereby keeping classes free from partisan
opinions.
h) Deal justly and impartially with students regardless
of their physical, mental, emotional, political,
economic, social, racial or religious characteristics.
i) Recognize the differences among students and seek
to meet their individual needs.
j) Encourage students to formulate and work for high
individual goals in the development of their physical,
intellectual, creative, and spiritual endowment.
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k) Aid students to develop an understanding and
appreciation not only of the opportunities and
benefits of democratic government but also of their
obligations to it.

except when it is released for school personnel,
authorized external agencies, or is required by law.
m) Discuss matters relating to any given student with
their parents alone.

l) Respect the right of every student to have
confidential information about him/herself withheld

3. Our Employees and any other adult that provides direct service in support of students and
student learning must demonstrate professional conduct at all times.
3.1. Guidelines: In safeguarding appropriate conduct, all adults providing direct service to
students must
Adhere to all reasonable patterns of social behavior and personal conduct accepted in the community for
professional persons.

3.2. Expectations: Adults providing direct service to students must
a) Comply with IST’s Digital Citizenship Guidelines, with student communications governed accordingly.
b) Conform to appropriate standards of grooming and attire for a professional setting. Clothing choices must not
conflict with standards expected of the students, should be suitable for the discharge of professional duties,
and should comply with standards of modesty so as to cause neither offence nor embarrassment to community
members. The administration, at their discretion, will handle individual cases of dress that may need special
attention.

GENERAL GUIDELINES
 Hats should not be worn
inside the school building
during school hours
 Non-prescription sunglasses
may not be worn inside the
school building during school
hours
 Obscene/suggestive designs,
offensive slogans or pictures,
drug and alcohol references

(slogans and pictures), may
not be displayed on clothing
or accessories
 Clothing should be clean and
neat without holes, fraying
or tears
 ‘Sweats’ may not be worn,
except for PE and at special
events

MALE STAFF
 Collared shirts are required (includes soft-collar
or traditional and fold-over turtleneck, but not
mock turtleneck or rollover)
 Shirts with tails must be tucked in
 Full length trousers are to be worn (but not
parachute/cargo pants)
 Shorts may not be worn
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 Blue jeans (including faded,
frayed, torn, or acid- or
stone-washed) may not be
worn; however, more formal
non-blue and ‘trouser’
varieties may be permitted if
clearly distinct from
standard jean cuts.
 Undergarments may not be
exposed

 Shoes: closed leather shoes are to be worn (no
sandals or sneakers may be worn)
 Sweaters: turtleneck (zip or other), V-neck and
crewneck (if appropriate shirt is visible) may be
worn

FEMALE STAFF
 Spaghetti straps and halter tops may not be
worn (necklines must be modest)
 No revealing garments (e.g. overly sheer)
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 Women's skirts/dresses/shorts/culottes and
slits and other openings shall terminate no
more than (10 - 15cm) above the knee

 Footwear must be worn at all times. Shoes
traditionally worn around the home (i.e.,
slippers, crocs, house shoes, etc.) or to the
beach (i.e., flip-flop/jandal designs) are not
permitted. Dress sandals require straps.

 Leggings may be worn only under a dress/skirt

Note: Certain dispensations may be approved by the administration upon personal request, or when staff members
have no formal contact with students and parents.

3.1. Prohibitions: Adults providing direct service to students must never
a) Swear or use other expletives or profanities.

d)

b) Proselytize or commercially solicit services,
products or memberships without written
permission by the Director.

Possess, use, distribute or sell illegal drugs at any
time, whether on or off school premises. To do so
shall be deemed cause for dismissal.

e)

Possess, share, display or distribute pornography or
images/text that could be construed as being
pornographic in nature on any devices.

c)

Provide students with or use tobacco products,
alcohol and drugs, or inappropriate images or
material deemed inappropriate by the school.

4. Our Employees have a contractual obligation to conduct themselves at all times in such a
manner so as not to jeopardize their legal status or to bring discredit to the school.
4.1. Guidelines: In fulfilling their contractual obligations to the school, IST employees must
a) Respect the community in which we are
employed and are loyal to our school in deed,
word and disposition.

c)

Show respect for the people of the PRC, their
customs, language and mores through both our
speech and behavior.

b) Conduct professional business through proper
channels.

4.2. Expectations: In fulfilling their contractual obligations to the school, IST employees must
a) Act in accordance with the laws of the People’s
Republic of China at all times.
b) Accept and comply with the regulations
governing the management of personnel as
outlined in the IST Personnel and Procedure
Manual, and including those related to
disciplinary procedures and contract and
employment suspension and termination 5.2
(see point 5.2f)
c)

Familiarize ourselves with the IST Community
Safeguarding Framework and any contractual
implications outlined therein.

d) Understand and accept the terms and
conditions of our written contracts.
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e)

Discuss any problems directly with administrators or
other staff members who are most immediately
responsible.

f)

Refrain from discussing confidential and official
information with unauthorized persons.

g)

Actively discourage anonymous communication at
the school and not respond or react to anonymous
letters or messages unless there is a clear and direct
threat to the safety of students or community
members.

h)

Follow established IST procedures governing the
registration of ‘Complaints and Grievances’ and
‘Workplace Harassment’ (see Staff Complaints and
Grievances: Guidelines) at any time that we believe
that discussions and actions to address problems and
concerns have been insufficient or inappropriate.
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4.3. Prohibitions: In fulfilling their contractual obligations to the school, IST employees must
never
a) Bring either the school or themselves into
disrepute with the people and government of
the People’s Republic of China.
b) Solicit or accept, directly or indirectly, any gift,
gratuity, favor, entertainment, loan, or any
other thing of monetary value from any
person, organization or government which
appears to be offering the gift with the hope or
expectation of obtaining advantage or
preference for any purpose in dealing with the
school.
c)

d)

Engage in any activity that may constitute a conflict
of interest.

e)

Engage in employment or any private activity that
would interfere with time or energy required for
schoolwork, or would compromise the school, or
would negatively affect the school in any other way,
unless otherwise approved by the Director.

f)

Make decisions about hiring, promotion, salaries,
benefits, or any other employment-related matter
involving an immediate family member.

Accept gifts at an estimated value greater than
RMB 1000 without permission from the
Director.

5. Our School prioritizes the highest level of protection for students through the provision of clear
procedures that govern the management of student safeguarding concerns.
5.1. Guidelines: In managing safeguarding concerns and allegations about the conduct of
staff
a) Our school commits to the thorough and
efficient management of any concern raised
about the conduct of a member of staff or
allegations of abuse perpetrated by a teacher,
or any other adult, child, or volunteer in our
school.

b)

Our school ensures that all relevant adults and
children are aware of the procedure for the
management of concerns and the inquiry into
allegations of abuse.

c)

Our school ensures that students feel comfortable
and have safe means through which to voice their
concerns.

5.2. Purpose
The procedure for dealing with concerns and allegations against staff depends upon the situation and circumstances
surrounding the allegation. This protocol must be followed when dealing with concerns and allegations but may be
adapted to each case. This protocol will be used alongside the school’s Board of Governors Policy Manual and the
IST Safeguarding Framework to detail the procedures outlined in both for managing an allegation. The protocol will
be used in any case where it is suspected or alleged that a member of staff or a volunteer at the school has:
 behaved in such a way that
may have harmed a child or
may have intended to harm a
child acted outside of the law

in relation to dealings with a
child.
 behaved in any way that
suggests they may be

unsuitable to work with
children.
 behaved in a way that is
harmful to the reputation of
the School.

5.3. Timeline
It is imperative that concerns and allegations against staff are dealt with as quickly as possible to:
 minimize the risk to the child
INTERNATIONAL SCHOOL OF TIANJIN
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 minimize the impact on the child’s progress
 ensure a fair and thorough inquiry for all parties.

To enable this to happen, all relevant adults and students should be aware of the procedures set out in this
document.

5.4. Reporting an allegation
All allegations should be reported immediately to the Director. Complaints about the Director should be reported
to the Presiding Vice-Chair of the IST Board of Governors.
Staff who are concerned about the conduct of a colleague towards a child - may feel that they are placed in a very
difficult situation. They may worry that they have misunderstood the situation and they will wonder whether a
report could jeopardize their colleague’s career. All staff must remember that the welfare of the child is paramount
and must report their concerns immediately as outlined in all safeguarding training and policy.
Upon receiving a report of concern or an allegation, the Director will contact the Presiding Vice-Chair and together
they will decide, in an initial discussion on the basis of all available information, the appropriate level of seriousness
of the concern or allegation and whether:
 more information is required; or
 no further actions are needed; or

 a strategy discussion should take
place; or
 the matter should be dealt with
informally in school; or

 there should be immediate
involvement of the police or other
external agencies.

5.5. Strategy Discussion
All allegations concerning abuse must be the subject of a Strategy Discussion. The Presiding Vice-Chair of the IST
Board of Governors must be informed about all Strategy Discussions.
Strategy Discussions may involve: The Presiding Vice-Chair of the IST Board of Governors, the Director, the
Principal/s, the school’s designated Child Protection Officer, the HR Manager, and IST legal counsel. Representatives
from other agencies may be invited to the discussion and could include representatives from health, social care
agencies and police.
When creating the response team and in any communications the Director must ensure that any sensitivities
around conflicts of interest are respected.

5.6. Inquiry
The school normally conducts an inquiry into the allegation with the investigative committee agreed at the Strategy
meeting. In very serious or complex and difficult cases, external professional investigators may be employed to
conduct the inquiry.
The following definitions should be used when determining the outcome of the inquiry:
 Substantiated: there is sufficient evidence to prove the allegation
 Malicious: there is sufficient evidence to disprove the allegation and there has been a deliberate act to deceive
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 False: there is sufficient evidence to disprove the allegation
 Unsubstantiated: there is insufficient evidence to either prove or disprove the allegation. The term, therefore,
does not imply guilt or innocence.

5.7. Supporting those involved
The person(s) who makes the allegation and their parents/caretakers
Parents and caregivers will be notified if their child makes or is involved in an allegation if they do not already know.
A young person over the age of 18 is entitled to insist that his/her parents are not informed, provided the police
are not involved, however this should always be a matter of discussion by the school with the young person. If the
police or social services (if these services exist locally) are to be involved, they will be contacted first and will advise
as to what information may or may not be disclosed to the parents. There will be a staff member designated to the
role of liaising with the parents and child about the case and ensuring that they are fully informed as far as is
possible. Parents and caregivers will be made aware of any progress in the inquiry, and where there is no criminal
prosecution, the outcome will be explained to them. This may be a disciplinary outcome. During a disciplinary
hearing the deliberations and information used for making decisions are usually confidential, but parents will be
told the outcome.
 External agencies and the police may be involved and will provide the school with advice on what type of
additional support the child may need.
 Any staff member or adult raising an allegation can be assured that this will be treated in confidence.

The Employee
IST has a duty of care to its employees and will ensure that there is a fair and complete investigative process. The
person who is the subject of the inquiry will be informed as soon as possible and usually after the initial discussion
with the Director. The employee will then be advised on what the next course of action will be. However, if the
police or social services are to be involved, they will be contacted before the employee, and will advise as to what
information may be disclosed to the person under inquiry.
A named member of staff, who will normally be the non-investigating principal, will keep the employee informed
of the progress of the case and any other work-related issues.
The employee may need additional support and the school will consider what might be appropriate to best
accommodate this. If it is a criminal investigation and the police are involved, they may provide this additional
support. The employee also has recourse through the school’s ‘Staff Complaints and Grievances’ protocol.

5.8. Confidentiality
The school will make every effort to guard the privacy of all parties during and after an inquiry into an allegation. It
is in everyone’s best interest to maintain this confidentiality to ensure a fair inquiry with minimum impact for all
parties.
A breach of confidentiality will be taken seriously and may warrant its own inquiry.
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5.9. Resignations
If an employee resigns when the allegation is made against them or during an inquiry, the inquiry will continue until
an outcome has been reached, with or without the employee’s cooperation. They will be given full opportunity to
answer the allegation.

5.10.

Record Keeping

A record of all concerns and allegations, including concerns which are considered to be comparatively insignificant,
will be kept in separate files within a safe in the Director’s Office. Only the Director and his or her deputy will have
the combination or key to the safe.
Where an allegation is found to be malicious, it will be removed from the record of the employee concerned and
all records destroyed.
For all other allegations, records of inquirys and outcomes will be kept in the Director’s safe. The record will be kept
indefinitely, including for people who leave the organization, at least from the date of the allegation.

5.11.

Action on conclusion of the case

On conclusion of an inquiry the Director will call a further meeting. The membership of this meeting will normally
be the same as that of the Strategy Meeting.
A prescribed agenda for this meeting is found at Appendix B.
The purpose of this meeting is:
1.

to make a final determination of the outcome of the Inquiry

2.

to determine what disciplinary action, if any, is to take place

3.

to consider any issues relating to referral to external agencies

In the case of an unsubstantiated allegation:
Where an allegation is proved to be false, the Director may seek external support or advice to determine whether
the child needs support or has been abused by someone else.
If a person who is not a child has made the claim, the school may pass the information to the police who may take
further action against that person.
If the case is unsubstantiated and it is decided that the employee may return to school after a suspension, provisions
will be put in place by the school to ensure that the transition is as smooth as possible. This may involve a phased
return for a trial period or the use of another member of staff as a support system in the short term. If the child
who made the allegation is still at the school, the school will consider what needs to be done to manage the contact
between employee and child.
In the case of a substantiated allegation:
If the case is substantiated a decision will be made as to the next steps according to the IST Safeguarding
Framework, Board of Governors Policy Manual and the legal context of the PRC.
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After the case

No matter what the outcome is of an allegation of abuse against staff, the school will review the case to see if there
are any improvements that can be made in its practice or policy that may help to deal with cases in the future.

6. Our School provides support processes for any employee that may be the subject of inquiries
into misconduct or abuse.
6.1. Staff Complaints and Grievances: Guidelines
a) Our school recognizes that at times opinions
may differ regarding the implementation of
school policies and procedures (including those
related to the safeguarding of students) and
that a transparent process must be available
whereby parties can resolve such differences in
an amicable way.
b) Our school recognizes the right of all
employees to file a grievance should they
believe that school policy has been violated as
stipulated in the Board Policy Manual, in the
IST Safeguarding Framework, or the
employee’s written employment contract.
c)

We commit to attempting to resolve any
grievance as quickly as possible and at the
lowest supervisory level.

d)

We accept that a grievance may not be made against
the way school policies are carried out; the school’s
Administration has latitude in determining the way
in which it implements school policies so long as their
actions do not in effect contravene the policy in
question.

e)

When a satisfactory solution cannot be reached
informally, we agree the steps noted below shall be
followed in order to reach a solution. The time limits
noted may be adjusted by the mutual consent of the
parties involved, but this must fall between the first
and last days of the official school year. If a grievance
arises late in the school year, all parties shall
undertake to expedite the grievance procedure so
that the grievance can be solved, if possible, before
the end of the school year.

Protocols Governing the Filing of Staff Grievances
a) For a grievance to be accepted, it must be
presented within 20 working days after the
staff member was notified of the condition or
action that is the basis of the grievance.
b) Any steps in the process which the involved
parties mutually agree are not necessary may
be waived.
c)

If the complainant (the person filing the
grievance) fails to meet the time limit at any
step in the procedure the grievance shall be
considered as waived, unless otherwise
determined by the Director. If the Director fails
to meet a time limit, then the claimant may
proceed independently to the next step of the
grievance procedure.
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d) All parties may request the presence and assistance of
third parties at any meeting provided for in the
grievance procedure. All parties to the grievance shall
have the right to question any participant who
presents himself/herself at any meeting stipulated in
the procedure. Any oral statements from third parties
that are to be included as part of the official record of
the case shall be taken only in the presence of the
complainant.
e) At no point in the handling of the grievance may the
school’s administration or board consider any
statements or other material that may be against the
interests of the complainant without his/her
knowledge.
f) The school’s administration shall be charged with
keeping an official record of all proceedings and
documents. This record shall be available to the
complainant for copying if he/she desires.
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T IMELINE
Step 1

Step 3

a) The employee who feels he/she has a
grievance should present the grievance in
writing to his/her immediate supervisor within
20 working days from notification of the
condition or action that is the basis of the
grievance.
b) The statement should include a precise written
statement indicating the nature of the
grievance and the fact that the employee is
commencing a formal grievance procedure.
c)

The statement should also identify the specific
school policy or part thereof, or part of the
written employment contract that the
complainant believes has been violated,
misapplied, or misinterpreted.

d) In addition, the statement should suggest a
remedy or proposal that could lead to
resolving the matter.

Step 2
a) The Director should schedule a meeting with
the complainant within five (5) working days
from receipt of the complainant’s statement to
discuss the grievance.
b) The Director should render a written decision
to the complainant regarding the grievance
within five (5) working days of this meeting.

a) If the complainant feels the grievance is unresolved
after Step Two, he/she may request in writing a
formal hearing by the board within five (5) working
days of the receipt of the Director’s decision.
b) Within fifteen (15) working days of receipt of the
complainant’s request, the board shall schedule a
special session for the hearing of the grievance or
place it on the agenda of the next regularly scheduled
board meeting.
c) The written grievance, as well as copies of all
relevant documents, shall should be supplied to the
school board by the Director and complainant.
d) At the end of the hearing, the complainant or his/her
representative shall be the last one to submit a
summation. After the hearing the board will meet
without any parties involved in the grievance in order
to arrive at a final decision.
e) The board shall communicate its final decision in
writing to the parties involved within ten (10)
working days after the hearing. This shall include an
explanation of the reason(s) for its decision, which
shall be based solely on the matters contained in the
official record.
f) The board is responsible for keeping minutes of the
hearing. All parties to the grievance have a right to
keep a personal record during the hearing and shall
receive a copy of the official record afterwards.
g) The decision of the board is final and not subject to
further appeal.

6.2. Workplace Harassment
Our school is committed to creating and maintaining a positive school climate in which every person is treated with
fairness and dignity. In supporting this commitment, the school does not tolerate harassment of any kind or form.
Those found in violation of the policy are subject to disciplinary action.
Our school defines harassment as any unwelcome conduct, whether sexual, physical or verbal, or subtle or overt,
when
a)

Submission to such conduct is
made, either explicitly or
implicitly, a term or condition
of employment or is used as
the basis for employment
decisions, or

b)

Such conduct has the purpose
or effect of unreasonably
interfering with an
individual’s work
performance or creating an
intimidating, hostile, or
offensive work environment.

c)

Harassment is not limited by
the gender of either party,
nor by superior-subordinate
relationships.

Filing of a Harassment Complaint
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Employees who feel that they have been subjected to harassment, whether by employees or non-employees,
should report such conduct to their supervisor, human resource manager, principal or Director.
An inquiry will be conducted whenever the appropriate member of management or administration is made aware
of such allegations and timely and appropriate corrective action will be taken. The affected employee can lodge a
complaint without fear of reprisal or retaliation.
Guidelines for Harassment Inquiries
Once a complaint of harassment is received, the supervisor, or administrator should advise the complainant that
an inquiry will be conducted, as confidentially as possible, once specifics of the complaint have been determined.
The complainant will be encouraged to provide an account in writing of the alleged harassment, detailing the
information in clauses 1 and 2 below. Initially, the manager, with another member of the administration present (if
necessary, a supervisor or administrator of the same sex as the complainant), should determine the following:
a) the specifics of the alleged harassment (e.g., frequency, location, duration, circumstances in which it occurred,
witnesses to the event(s), etc.);
b) the steps taken by the complainant to address or alleviate the alleged conduct; and
c)

whether the complaint falls within the harassment policy or may require some other type of managerial action.

The Director and the human resource manager must be notified of any complaint of harassment. At all stages of
the process, the investigator must document the steps taken. Once the specifics of the allegation have been
determined, the manager should assure the complainant that the complaint will be taken seriously and that
confidentiality will be maintained to the extent possible. The complainant should be reminded not to breach this
confidentiality or to take any retaliatory action of his or her own. The complainant should also be reminded that
the policy prohibits retaliation for filing a complaint, and that he/she should notify the human resource manager
or Administration if retaliation occurs.
Inquiry
The alleged harasser and witnesses identified by either party should be interviewed and provided an opportunity
to present information. The alleged harasser and witnesses should be reminded that the policy prohibits retaliation
of any kind for the filing of a complaint. Inquiries should be conducted as promptly as possible but should be
concluded within thirty (30) days after the initial complaint.
Disciplinary Action
If an inquiry supports the fact that a violation of the harassment policy has occurred, disciplinary action may include
one or more of the following, depending on the nature and severity of the harassment:
a) oral warning notice;

d) termination of contract at completion; and/or

b) written warning notice;

e) immediate termination in accordance with the
contract.

c) transfer, demotion, and/or period of close
supervision;

The complainant should be advised that the inquiry has been completed and that disciplinary action has been taken,
without specifying the nature of the action.
If it is determined that a violation of the harassment policy did not occur, the human resource manager or
Administration will remind both parties of the prohibition of retaliation and provide employee counseling as
needed.
INTERNATIONAL SCHOOL OF TIANJIN
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D. HEALTH & SAFETY

Child
Protection
Student
Support
Services

Student
Behavior
Management

Safer
Recruitment

IST
Community
Safeguarding
Framework

Digital
Citizenship

Code of
Conduct &
Management of
Safeguarding
Concerns

Health &
Safety
Health,
Wellbeing &
Inclusive
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IST BOARD OF GOVERNORS POLICY 5.1J COMMUNITY SAFEGUARDING
Community members shall conscientiously follow all school procedures intended to assure the safety, health,
security and wellbeing of students and all others participating in school activities or using school facilities. This shall
include compliance with any and all requirements and regulations as set by the government of China, and school
regulations pertaining to safeguarding, including:
A. Child Protection
B.

Safer Recruitment

C.

Code of Conduct & Management of Safeguarding Concerns

D. Health & Safety
E.

Health, Wellbeing & Inclusive Education

F.

Digital Citizenship

G. Student Behavior Management
H. Student Support Services
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D. HEALTH & SAFETY
Our commitment to Health & Safety is reflected in a comprehensive approach to a multitude of items and issues
that relate to community safety and wellbeing. Health & Safety Policies, Practices and Procedures are a matter of
priority that receive continued, ongoing attention from the entire community under the guidance of the Board of
Governors and the Director.
Mission and Objectives
1.

Our Director is duly empowered to ensure that comprehensive Health and Safety Policies and Practices exist.

2.

Our Health & Safety Committee assists in routine oversight and management of health and safety practices
and concerns.

3.

Our Staff takes responsibility for all community members in their care.

4.

Our Health & Safety Policies and Practices contain detailed guidance for emergency evacuations, drills and
necessary procedures to keep all community members safe.

5.

Our School maintains detailed procedures for medical emergencies and contacts with relevant, local health
care providers and emergency responders.

6.

Our School has effective plans and contingencies in place to anticipate environmental safety issues and disease
vectors.

7.

Our Policies and Procedures prioritize the emotional and physical health and safety of students.

8.

Our School asserts that clean and well-cared for facilities contribute greatly to child safety and community
wellbeing.

9.

Our Policies and Procedures ensure clean and healthy foods and food service to foster student and community
wellbeing.

10. Our Policies and Procedures ensure a safe and secure campus for all community members and visitors.

INTERNATIONAL SCHOOL OF TIANJIN
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1. Our Director is duly empowered to ensure that comprehensive Health and Safety Policies and
Practices exist.
1.1. Health and Safety Policy Statements
The Director shall implement procedures and assure regular training and practice for staff to achieve the following
results:
a) Rules. All employees, students, and visitors
understand and follow clearly established rules
of health and safety for all locations and forms
of school activity.
b) Identification and correction. Due to regular
inspections and general staff diligence,
hazardous or unhealthy conditions or practices
are identified early and corrected promptly.
c)

Accident prevention and response. Accident
prevention, response, and reporting is
effective, including: provision of a clinic with a
qualified nurse; effective supervision of
students in all facilities and activities; and
prompt reporting which meets medical,
ethical, legal, and insurance requirements.

d) Emergencies plans. All persons are well
prepared to follow established procedures in
emergencies, including: fire, bomb threats,
earthquake, armed intruder, and civil unrest.
e)

Government regulations. All government
regulations regarding health, safety and
security are followed.

f) Security provisions. People using the school and the
school’s physical property are kept secure from injury,
damage, loss, or vandalism through: an effective lock
and key control system; proper screening of visitors
and clearly stated and enforced hours of operation,
without losing the open nature of the campus;
employment and supervision of 24-hour security staff;
appropriate responses to security issues, normally
beginning at the lowest level possible; proper
safeguarding of school funds and valuables.
g) Liability. The school is protected from claims of loss or
damage regarding private property. Parents,
employees, and students to understand that they
should avoid unnecessarily bringing valuables to
school; all persons should understand that the school
shall not accept liability for loss or damage regarding
personal property, including motor vehicles.
h) Restitution. The school seeks redress against persons
found to have committed acts of vandalism or theft of
school property. The school seeks full restitution for
damage or losses caused by such persons, or, in the
case of minors, from their parents. The school reserves
the right to delay issuance of any documents, credits,
or refunds until receiving payment in full.

GENERAL GUIDELINES
It is the practice of the International School of Tianjin, to:
1.

Establish and maintain a safe and healthy environment throughout the school;

2.

Establish and maintain safe working procedures among staff, faculty and students;

3.

Make arrangements for ensuring safety and absence of risks to health in connection with the use, handling,
storage and transport of articles and substances;

4.

Ensure the provision of sufficient information, instruction and supervision to enable all employees and students
to avoid hazards and contribute positively to their own health and safety and to ensure that they have access
to health and safety training as appropriate or as and when provided;

5.

Maintain all areas of the school in a condition that is safe and without risk to health and to provide and
maintain means of access to and egress from that place of work that are safe and without risk;

6.

Formulate effective procedures for use in case of fire or other emergency and for evacuating the school
premises; Currently such procedures have been written to deal with Fire, Earthquake and SARS

7.

Lay down procedures to be followed in case of accident;

8.

Teach safety as part of students’ duties where appropriate;

INTERNATIONAL SCHOOL OF TIANJIN
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R ISK ASSESSMENTS
Maintaining a safe environment requires judgments to be made. The basis for safety related judgments will be a
risk assessment. This involves
 the identification of hazards. (A hazard is anything that can potentially cause harm.)
 an assessment of the likelihood of the hazard causing harm. This is the risk.

There are always difficulties in assessing risks, and 'best practice' in any activity should always be used as a guide.
Persons making risk assessments must consider the circumstances: These include
 is anyone exposed to the hazard?
 is the hazard likely to cause injury?
 is the hazard well controlled?
 is the level of supervision adequate?

exceeded? (These levels apply to chemicals,
temperature, noise, heavy loads, etc.)
 are any groups in/at unusual risk?
 Chemicals are to be labeled according to their
hazards.

 how long are people exposed and what are the
levels of exposure that should not be

ACCEPTABLE RISK
We recognize that it is impossible to eliminate risk completely and minor cuts, scrapes and stings are part of
everyday life, especially on the sports field. We can however create an environment in which the risk of anything
more than the most minor injury is virtually eliminated, and this is the aim of this policy.
MINIMIZING RISK
Once a hazard is identified and the risk assessed, the necessary arrangements must be decided and put into effect
to protect safety and health, including control measures, safeguards or the provision of protective equipment etc.
Because situations vary enormously, a solution that is appropriate for one may not be right for another. Best
practice is to remove the hazard, for example by substituting a safer material for a more hazardous one or modifying
the activity. If the hazard cannot be reduced the risk must be reduced by appropriate means such as control
measures.: Personal protective equipment may be an appropriate means of reducing risk but this should be
considered a last resort. If it is not possible to reduce the risk of non-minor injury to zero the activity must not take
place.

2. Our Health & Safety Committee assists in routine oversight and management of health and
safety practices and concerns.
2.1. Health & Safety Committee Responsibilities
The Health and Safety Committee and Director are responsible for implementing this policy within the school. In
particular they will:
1. monitor the effectiveness of the safety policy and
the safe working practices described within it and
shall revise and amend it, as necessary, on a
regular basis;
2. prepare an emergency evacuation procedure and
arrange for periodic practice evacuation drills
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(normally at least once a quarter) to take place and
for the results of these to be recorded;
3. make arrangements to draw the attention of all
persons employed at the school to the school and
departmental safety policies and procedures and of
any relevant safety guidelines and information
issued by the school;
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4. make arrangements for the implementation of the
school's accident reporting procedure and draw
this to the attention of all employees at the school
as necessary;
5. make arrangements for informing staff, faculty and
students, of relevant safety procedures. Other
users of the school will be appropriately informed;
6. ensure that regular safety inspections are
undertaken. (A Health & Safety team will inspect all
school premises and property once a quarter.);
7. arrange for the withdrawal, repair or replacement
of any item of furniture, fitting or equipment
identified as being unsafe by the Health and Safety
inspection team;

8. report to the Director any defect in the state of
repair of the buildings or their surrounds which is
identified as being unsafe and make such interim
arrangements as are reasonable to limit the risk
entailed.
9. monitor, within the limits of their expertise, the
activities of contractors and other organizations
present on site, as far as is reasonably practicable;
10. Identify any member of staff having direct
responsibility for particular safety matters or
emergency procedure and any member of staff
who is specifically delegated to assist the Board
and Director in the management of health and
safety at the school. Such delegated responsibility
must be defined as appropriate.

2.2. Duties of the Health & Safety Committee Chair
The delegated person shall:
 assist the Director in the
implementation, monitoring
and development of the safety
policy within the school;
 monitor general advice on
safety matters given by the
School and other relevant
bodies and advise on its
application to the school;
 co-ordinate arrangements for
the design and implementation
of safe working practices within
the school;

 investigate any specific health
and safety problem identified
within the school and take or
recommend (as appropriate)
remedial action;
 assist in carrying out regular
safety inspections of the school
and its activities and make
recommendations on methods
of resolving any problems
identified;

other) consider safety in their
allocation of resources;
 co-ordinate arrangements for
the dissemination of
information and for the
instruction of employees,
students, students and visitors
on safety matters and to make
recommendations on the
extent to which staff are
trained.

 ensure that staff with control of
resources (both financial and

3. Our Staff takes responsibility for all community members in their care.
3.1. Responsibilities of staff towards students and others in their care
All staff are responsible for the health and safety arrangements in relation to staff, students, and volunteer helpers
under their supervision. In particular, they will monitor their own work activities and take all reasonable steps to:
a) exercise effective supervision over all those for
whom they are responsible, including students;

clothing and safety equipment as necessary and
ensure that these are used as required;

b) be aware of and implement safe working practices
and to set a good example personally. identify
actual and potential hazards and introduce
procedures to minimize the possibility of mishap;

e) minimize the occasions when an individual is required
to work in isolation, particularly in a hazardous
situation or on a hazardous process;

c) ensure that any equipment or tools used are
appropriate to that use and meet accepted safety
standards;
d) provide written job instructions, warning notices and
signs as appropriate; 5. provide appropriate protective
INTERNATIONAL SCHOOL OF TIANJIN

f) evaluate promptly and, where appropriate, take action
on criticism of health and safety arrangements;
g) provide the opportunity for discussion of health and
safety arrangements; 9. investigate any accident (or
incident where personal injury could have arisen) and
take appropriate corrective action;
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h) provide for adequate instruction, information and
training in safe working methods and recommend
suitable "off the job" training;

Health & Safety

i) where private vehicles are use to transport children to
and from school functions, staff should ensure that
child restraints and seats appropriate to the age of the
children concerned are used.

N.B. When any member of staff considers that corrective action is necessary but that action lies outside the scope
of their school, they should refer the problem to the Director.

3.2. Responsibilities of all Employees
All employees have a responsibility to:
a) take reasonable care for the health and safety
of themselves and of any person who might be
affected by their acts or omissions at work;
b) co-operate with the Director and others in
meeting safety requirements.
c)

not interfere with or misuse anything provided
in the interests of health, safety and welfare;

d) make themselves aware of all safety rules,
procedures and safe working practices
applicable to their posts; where in doubt they
must seek immediate clarification from the
Director;

e) ensure that tools and equipment are in good condition
and report any defects to the Director;
f) use protective clothing and safety equipment provided
and ensure that these are kept in good condition;
g) ensure that offices, general accommodation,
classrooms and laboratories and are kept tidy;
h) ensure that any accidents, whether or not an injury
occurs, and potential hazards are reported to the
Director.

Whenever an employee is aware of any possible deficiencies in health and safety arrangements she/he must draw
these to the attention of the Director.
Please note the following:
 It must be realized that newly appointed employees could be particularly vulnerable to any risk and it must be
ensured that all relevant health and safety matters are drawn to their attention at an early stage.
 Whilst it is a management responsibility to instruct all employees in safe working procedures in relation to their
posts and work places, employees may from time to time find themselves in unfamiliar environments. In such
cases, the employee concerned should be particularly alert for hazards, and whenever possible, ensure they are
accompanied by a person familiar with the environment or that they are advised of specific hazards.
 All volunteer helpers will be expected, as far as reasonably possible, to meet the same standards required of
employees.

3.3. Responsibilities of Students
All students are expected, within their expertise and ability, to:
 Exercise personal responsibility for the safety of themselves and their fellow students;
 Observe standards of dress consistent with safety and/or hygiene (this would preclude unsuitable footwear,
knives and other items considered dangerous;
 Observe all the safety rules of the school and in particular the instructions of the teaching staff in the event of
an emergency;
 Use and not willfully misuse, neglect or interfere with things provided safety purposes.
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N.B. The Board and Director will make students (and where appropriate the parents) aware of these
responsibilities through direct instruction, notices and the school handbooks.

3.4. Visitors
Regular visitors and other users of the premises (e.g. contractors and delivery men) are expected, as far reasonably
possible, to observe the safety rules of the school.

4. Our Health & Safety Policies and Practices contain detailed guidance for emergency
evacuations, drills and necessary procedures to keep all community members safe.
4.1. Emergency Evacuation Procedures
IST has a detailed plan for the evacuation of students and staff from the school buildings in the event of an
emergency. Students at IST regularly take part in emergency drills for fire and earthquake. If a building emergency
requires evacuation, teachers and students will follow evacuation procedures posted in each classroom and on
each floor. If, following an evacuation of the building, it is necessary for students to leave the campus, teachers will
remain with their classes, while teacher assistants and school support staff notifies parents for pick-up.
If it is necessary for students to leave the campus without delay, they will be evacuated by school bus to the school’s
off-campus safe haven, the Tianjin International School (TIS). Parents will be then contacted to collect their children
from the TIS campus. IST has developed an emergency contact system, which utilizes an Emergency Telephone Tree
so that parents can be contacted immediately. It is essential that parents submit a current emergency contact form
to the school office, upon request. Parents must inform the school of any subsequent change to their telephone
number without delay.

4.1.1. Fire Evacuation Plan
Should there be a fire in an area of the school
 A staff member should proceed to the nearest fire alarm and activate it.

Should the fire alarm system fail, the staff member should report to the security office to activate the main alarm
system.
 Maps of escape routes and the locations of fire alarms, gongs and hydrants are on display in classrooms and
around the school.

When the alarm sounds:
 All members of the school community must
respond to all fire alarms.
 If inside classrooms
 Close all windows.
 Do not turn off air conditions or computers.
 Exit the room.
 Close the door.
 Do not use the elevator
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 Proceed to the main soccer field and track
(adjacent to the sandy play area) via the
designated escape route.
 If the escape route is blocked, take the nearest
safe route
 If outside classrooms but inside the building
(This includes recess and lunchtimes)
 Proceed to the evacuation site via the route
that allows quickest evacuation from the
building.
 Students without a teacher or TA should join
with another evacuating class.
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in order to ensure that all children have been
evacuated.
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If outside the building
 Proceed directly to the evacuation site.
 Do not re-enter the building.

Behavior when evacuating
 Talking is not permitted when proceeding to the evacuation area and while registration is occurring. All
students, staff and visitors must remain silent at these times. A signal will be given when talking is permitted.
 Classes should proceed to the evacuation site in single file.
 When proceeding to the evacuation site, keep away from the buildings.
 Any visitors, children separated from their class or other individuals should be collected by an evacuating group
and taken with them to the evacuation site.

In Winter
 Students in elementary classrooms should, on a daily basis, leave their coats in a box in their shared room. In
an emergency they should evacuate the room directly with their teacher and the TA for that room will evacuate
via the shared room, collect the box and take it to the assembly point.
 Secondary students should not make special efforts to get coats. In an emergency they should evacuate the
building directly. A supply of thermal blankets is stored in a secure container beside the track and alongside the
exterior wall of the ‘Tang’ facilities building.
 A designated staff member will distribute the blankets.

Evacuation Site
 The evacuation site is located along the length of the main 100m straight of the running track (adjacent to the
sandy play area and basketball courts) and facing the soccer field. Reporting stations numbered #1-50 are
marked on the edge of track, with #1 located at the southern end of the track (the start of the 100m straight)
and #50 towards the northern end (100m finish line/long-jump pit).
 Homeroom classes assemble in descending grade level order along the 100m straight (starting with Grade 12
at reporting station #1), and on through the various reporting groups towards the 100m finish line/long-jump
pit.
 Reporting station numbers are re-assigned annually and are recorded on the Emergency Evacuation Check List.
Should this area of track be deemed unsafe, the evacuation site will move to the far side of the main soccer
field, or alternatively, to the 7 a-side soccer field in the south-western corner of the campus.
 When classes reach the evacuation site they must line up in front of their reporting station, facing the field, in
homerooms, and in alphabetical order by surname. Adults line up in reporting groups and in alphabetical order
by first name.

Marking of Rolls
 Homerooms are assigned reporting station numbers, starting with one of the Grade 12 homerooms at #1. IST
typically has 28 homerooms (therefore #1-28).
 There are 10 reporting groups and corresponding stations for adults, typically running from #29 to #38;
however, the exact designation of each reporting group will vary from year to year relative to the actual number
of homeroom classes.
 The front desk secretary will deliver the Emergency Attendance Sheets to the identified Key Person for each of
the 12 groups. The Elementary Principal and Secondary Principal and their secretaries will oversee the
circulation of attendance sheets to homeroom teachers and teacher assistants.
 Homeroom teachers and Designated Key Person for each group marks the roll and accounts for all members.
INTERNATIONAL SCHOOL OF TIANJIN
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 Teachers report status of their classes by displaying a green card if all are accounted for, or a red card if further
assistance is needed.

The following 6 reporting station group leaders directly inform the Director of the status of their group attendance:
1.

Secondary Principal (Secondary homerooms and assigned TAs);

2.

Elementary Principal (Elementary Homerooms and assigned TAs);

3.

Elementary Non-Homeroom & Part-time Teachers;

4.

Secondary Non-Homeroom & Part-time Teachers;

5.

Non-Homeroom TAs;

6.

Office Staff -Sweepers and Blockers.

The following 6 reporting station group leaders firstly inform the Front Desk Secretary of the status of their group
attendance, who then reports to the Director:
1. Maintenance and Gardeners;

3. Cleaners;

5. Cafeteria;

2. Bus Ayis;

4. Drivers;

6. Guards and Visitors.

Once attendance is completed the Director will note any people who cannot be accounted for and, in a real
evacuation, this information will be passed to the Fire and Rescue Service on arrival. The Director will advise those
assembled of what to do next (e.g., issue space blankets; return to class; etc.)
Staff Assignments:
The Director

Elementary Principal

 Bring a bullhorn to the evacuation area.

 Bring a mobile telephone/walkie talkie to the
evacuation area.

 Bring a mobile telephone/walkie talkie to the
evacuation area.

 Collect rolls and status cards.

 Coordinate all activities at the evacuation site.

 Distribute rolls and status cards to homeroom
teachers.

 Receive status reports from the Principals and
Designated Key personnel.

 Report status of elementary school to the
Director.

 Make emergency phone calls as needed.

 Also perform the role of the Secondary
Principal/Deputy Director, if the Director is
absent.

 Coordinate all action plans, including any
decision to evacuate to outside safe haven
(TRIS).

Secondary Principal/Deputy Director
 Bring a mobile telephone/walkie talkie to the
evacuation area.
 Collect rolls and status cards.
 Distribute rolls and status cards to homeroom
teachers.
 Report status of secondary school to the
Director.
 Perform the roles of the Director in the event of
his absence.
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Nurse
 Bring a first aid kit and stretcher to the
evacuation area.
 Bring emergency kit (student list, phone
numbers and medical details, key for the
kitchen, key for the storage hut) to the
evacuation area.
 Coordinate the care of injured people.

Front Desk Secretary/Receptionist
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 Bring class rolls, status cards, daily roll, pencils
and information folders to the evacuation area.

Security Guards
 Close the campus to all vehicles, except
emergency vehicles.

Health & Safety
 Maintain the security of the campus.
 Take attendance for Group 11 (Visitors and
Guards)
 Provide a list of those who have left the school

4.1.2. Evacuation Response: Sweeper/Blocker Procedure
Emergency Response Personnel (ERP’s) should be trained in
 emergency life saving techniques
 evacuation and sweep procedures
 location and use of fire extinguishers, and how to fight small fires.

ERP SWEEPERS are volunteer personnel who have the responsibility of
 sweeping designated areas,
 evacuating all personnel,
 locating and assessing the emergency (if in their area), and
 closing doors as they evacuate the building.

ERP BLOCKERS are volunteer personnel who have the responsibility of:
 Assisting people as they leave the building and direct them to proper evacuation location.
 Prevent individuals from re-entry of building or disaster area.
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Evacuation Response Chart
BLD

Sweeping Areas

Qin
Qin

—
—

Qin &
Han

—

Qin

—
Gym Block: Every room in Gym, Gym Office, toilets,
Clinic, Elementary Science & Kitchen, Ceramics Studio,
and storage, Lobby and the internal garden on the
North.
Central Block: Includes Elementary Office Area, DT
Center 1&2 floors, Cafeteria, Kitchen, and Power
Station, and Facility Office & Boiler House
1st floor Classroom Block: Includes all classrooms on 1st
floor, and playroom, gardens, teacher center, PFO
room, toilets and Resource rooms, etc.
2nd floor Classroom Block: Includes all classrooms on
2nd floor, and toilets.
Main office & Drama Office area: Includes all
administrative offices, store rooms, bathrooms,
corridor, meeting rooms, drama office, and the change
rooms

Qin

Qin

Qin
Qin

Han

Qin &
Han

Han

Han
Han
Han

Han

Han

Han
Han
All

Front Foyer: Include Han front foyer.
Theater & Black Box: Includes theater, Facility rooms in
the back of theater, Black Box and store room, Central
Store Room, Secondary Resource Room along this
corridor.
Library: Includes Library, Office, Classroom, Study
Rooms, and Bathrooms & Facility Room across the
Library Corridor.
IT: Includes IT offices, Han Multi-purpose Room,
Writing Center, IT corridor.
Classroom 1st fl.: Includes all classrooms on 1st floor,
Toilets, Café Storeroom, Café area & Internal Garden.
Classroom 2nd fl.: Includes all classrooms on 2nd floor,
all rooms in Secondary Office area, Toilets, Facility
Store Rooms, Classroom corridor and balcony, etc.
Teacher Center & Counseling: Includes all rooms in
Teacher Center, Toilets, Facility Rooms, Marketing &
Communications Office, Individual Needs & Student
Services Office, and Counselors’ rooms
Music: Includes all Music Rooms, Music Corridor, and
Facility Rooms.
Science: Includes all rooms on 3rd floor, Science
Classrooms, Store Rooms, Workroom, Sound & Light
Control Room, Toilet Rooms, and Facility Rooms.
EXTERNAL SWEEPER – Qin & Han

Blocking Areas
Exit 103 & 104 – Gym PE Office
Exit 101- Qin main entrance
Exit 117 – PFO room
Exit 118 – student entrance
Exit 101- Han Entrance
Exit 114 – between K & G1
Exit 107 – gym to playground
Exit 108 – cafeteria to gym
Exit 110 – cafeteria west
Facility Office
Boiler House
Exit 113 – classroom to playground (by KG3M
classroom)
Exit 116- between G2 & ESL

Exit 118 – Drama office area
Exit 102 - by control room
Exit 115 – between G1&2
Robin to help register visitor group
Exit 114 – by Black Box

Exit 104- in front of Library
Exit 105- in front of IT Office
Exit 110 – by DT room
Exit 106 – by ELL classrooms
Exit 107 - between Chooi & Soel-hee’s
classrooms
---

---

-----

Figure 2–Evacuation Responsibilities and Locations
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Qin Building
 Gym Block: Every room in Gym, Gym Office,
toilets, Clinic, Elementary Science Kitchen,
Ceramics Studio and storage, Lobby and the
internal garden on the North. Sweepers exit Exit
107 – gym to playground and supervise Exit 108
– cafeteria to gym as well.
 Central Block: Includes Elementary Office Area,
Design Center, Cafeteria, Kitchen, and Power

 1st floor Classroom Block: Includes all
classrooms on 1st floor, and playroom, gardens,
teacher center, PFO room, toilets and Resource
rooms, etc.
 2nd floor Classroom Block: Includes all
classrooms on 2nd floor, playroom, and toilets.
Sweepers exit Exit 116- between G2 & ESL to
block this gate.

Station, and Facility Office & Boiler House (唐楼

、锅炉房)

Han Building
 Main office & Drama Office area: Includes all
administrative offices, store rooms, bathrooms,
corridor, meeting rooms, drama office, and the
change rooms. Sweepers exit South Theater
Corridor Gate to block this gate.
 Front Foyer & Theater: Includes whole theater
and front foyer. Sweepers exit North Security
Office Gate to block this gate.
 Theater & Black Box: include Theater, Facility
rooms in the back of theater, Black Box and
store room, Central Store Room, Secondary
Resource Room along this corridor. Sweepers
exit South Black Box Corridor Gate to block this
gate.
 Library: Includes Library, Office, Classroom,
Study Rooms, and Bathrooms & Facility Room
across the Library Corridor. Sweepers exit North
Stairwell.
 IT: Includes IT offices, Classrooms, IT corridor.
Sweepers exit North IT Corridor Gate.

 Classroom 1st fl.: Includes all classrooms on 1st
floor, Toilets, Café Storeroom, Café area &
Internal Garden.
 Music: Includes all Music Rooms, Music
Corridor, and Facility Rooms. Sweepers exit
down the Teacher Center Staircase.
 Teacher Center & Counseling: Includes Student
Counsel Rooms, Toilets, Facility Rooms, PFO
Store room, Teacher Center. Sweepers exit
down the Teacher Center Staircase.
 Classroom 2nd fl.: Includes all classrooms on 2nd
floor, all rooms in Secondary Office area,
Toilets, Facility Store Rooms, Classroom
corridor and balcony, etc.
 Science: Includes all rooms on 3rd floor, Science
Classrooms, Store Rooms, Workroom, Sound &
Light Control Room, Toilet Rooms, and Facility
Rooms. Sweepers exit down the North Stairwell.
 External: Includes sweeping external building,
checking Blockers in place and notification to
Blockers of ‘All Clear’.

Evacuation Sweep Procedures:
 Primary and Backup Sweepers are identified
for each block or wing. In the event of an
emergency (if both are on-site) primary and
backup sweepers should search designated
areas as a team.
 During an evacuation, a building sweep is
conducted by the ERP’s in order to account for
each person.
 In an evacuation of the building, ERPs check
their defined areas through to the nearest
building exit
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 Sweep ALL classrooms, bathrooms, public
areas, stairwells, offices and facilities areas.
 Knock LOUDLY on closed locked doors or stand
outside and yell, “You must evacuate the
building now!” The siren is loud so you must
speak over it.
 Sweep unlocked rooms and any rooms within
the rooms such as toilet facilities, closets,
storerooms, offices etc.
 As you sweep, yell loudly and slowly “You must
evacuate the building now. Does anyone need
help?” Listen for a response and then repeat.
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 Close any open doors (if possible leave doors
unlocked).
 Keep people from running, sightseeing,
 Instruct any lingering occupants to evacuate
the building immediately. If anyone refuses to
leave, the Director must be notified
immediately upon exiting the building.
 Assist in evacuation of any disabled personnel.
 Note building damages, people trapped inside,
and injuries.
 Note any problems with alarm audibility,
faulty fire doors or other items requiring
attention. Exit the building using the
designated evacuation route for your sweep
and precede to the assembly area.
 If you are sweeping as a team, ensure that all
of your team members are accounted for
before exiting the building.
 DO NOT GO BACK INTO THE BUILDING. No one
except trained and properly equipped
emergency responders are to re-enter a
building to perform a sweep.

Health & Safety
 Once your Sweep is complete, report to the
evacuation area and line up at the
Sweeper/Blocker Assembly Area.
 Report results of sweep and emergency
information to the Sweeper Coordinator at the
assembly area. This should include injuries or
any hazardous conditions noticed upon
evacuation.
 The Sweeper Coordinator will report results to
the Director.
 The Director will report the evacuation status
to the emergency responders and give the ‘All
Clear’ to return to the building.
 Once the ‘All Clear’ is given, the External
Sweepers should inform the Blockers of the ‘All
Clear’.
 Note: Sweeps are not to be carried out if there
are unsafe conditions such as smoke, fire, or
hazardous materials releases along the sweep
route, or route blockage would force the ERP
deeper into the building.

Evacuation Block Procedures
 During an evacuation, the ERP Blocker assists
people and prevents re-entry of individuals
from evacuated areas unless they are
authorized emergency response personnel.
 Primary and Backup Blockers are identified for
each entrance side. In the event of an
emergency (if both are on-site) primary and
backup blockers should work together as a
team to assist and prevent re-entry.

position until the external sweepers inform
them of the ‘All Clear’.
 No one except trained and properly equipped
emergency responders are to re-enter a
building to perform a sweep.
 Note: In event of unsafe conditions such as
smoke, fire, or hazardous materials releases
along the block route, blockers should remain
at a safe distance from the point of entry.

 Blockers should position themselves at or near
main entrance doors and should remain in

4.1.3. Earthquake Drill
In case of an earthquake, the following course of action will be taken:
 If indoors, teachers should keep their students inside. While shielding their heads with hands and elbows,
students should move away from windows, shelves, and heavy objects and furniture that may fall. They should
not be under light fixtures or other suspended objects. If in the classroom, students should take cover under
desks, tables, or other heavy furniture.
 If in a hall, stairway, gymnasium or other area where no cover is available, the students should move to an
interior wall. They should turn away from windows, kneel alongside the wall, bend their heads close to their
knees, cover the sides of their heads with their elbows, and clasp hands firmly behind their necks.
 If in the library, the students should immediately move away from windows and bookshelves and take cover
under a desk or a table.
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 If in a laboratory or kitchen, all burners should be extinguished (if possible) before taking cover. Students
should stay clear of hazardous chemicals that may spill.
 If outdoors, students should move to an open space, away from buildings and overhead power lines. Students
should lie down or crouch low to the ground (since legs will not be steady). Teachers and students should
constantly keep an eye on their surroundings to be aware of dangers that may demand movement.
 If in a school bus or vehicle, the vehicle should pull over and stop, away from power lines, bridges, overpasses
and buildings. Students should remain in their seats and hold on.

Once the earthquake has ended, the emergency evacuation procedure for fire should be followed.
Note: practice earthquake drills will be announced in advance. The start of the earthquake will be signaled by
sounding the fire alarm. There will follow a 2 minutes silence indicating the period of the earthquake. The fire alarm
will then sound again to indicate the end of the earthquake. Students will then follow the emergency evacuation
procedures for fire.

4.1.4. Bomb Threat
In the event of a bomb threat, the person receiving the call will report the call to the Director or principal, try to
keep the person talking and fill out the Bomb Threat Report Form, located at reception and by office telephones.
The administration will sound the fire alarm and the school will be evacuated using the usual emergency evacuation
procedures.

4.1.5. Lock-Down Procedures
LOOK – LOCK – LIE LOW
A lock down procedure is implemented to protect students, staff and community members in the case of potentially
dangerous situations arising within the school or nearby community. Most lock downs will be instigated by
unknown and immediate threats such as unwanted visitors, intruders, hazardous materials or political unrest.
A ‘full’ lock down signals a real and active threat to the school community and involves the sounding of the warning
signal and the clearing of all public areas of students, staff and visitors securing potential victims in a safe place. A
‘modified’ lock down is a precautionary response that involves a general announcement about a potential threat
and the raising of the campus security status but without the need to immediately secure community members in
designated safe spaces.
Lock down procedures should be preplanned and staff and students should be aware of procedures and have an
opportunity to practice these.
1. Lockdown Roles and Responsibilities
 In the event of a lock down the following roles
and responsibilities will be in place:
 Director/Director of Operations, or if necessary
Principals – assess the situation and initiate
the warning signal, lockdown procedures and
liaison with outside agencies
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 Principals – seek safety and communicate with
administration, office staff and teachers by
phone
 Security - building and campus sweep, securing
of buildings and campus, informing and
updating Director and Director of Operations
of situation. After the alarm has sounded the
security staff will monitor all gates to the
school
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safety of students and adults in the immediate
area and make an initial check of attendance
 Office Staff – take cover in a safe place
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 Eurest – take cover in Eurest office or kitchen
area
 Ayi s – go to the nearest classroom or secure
area

 Drivers – go to the security office

2. Lockdown Announcement
When Security/Senior Administrator is aware of an intruder or possible threat to the school they will:
 Alert teachers, staff, students and other
community members by broadcasting the lock
down signal over the PA system in both buildings

 Contact the police

If a teacher, staff member, or other adult discovers a situation that may warrant a lockdown and this has not been
announced over the PA system, the staff member will:
 Shout “Lock down, Lockdown, intruder in the
building”
 Lock students in the classroom if supervising a
class
 Report immediately to elementary, secondary,
security or main office areas to alert others to

the incident and inform the Senior
Administration team of this (Director, Principals,
or Director of Operations)
 Director/Principals/PE staff may activate the
emergency switch located on their office
telephone to alert Security who will then initiate
the warning signal

If a student discovers a situation they will alert the nearest teacher, administrator or member of the security staff.
3. General Lockdown Procedures
In the event of a lock down, in all locations, teachers/staff will:
 Check area for students or adults and bring
them into the lock down room

 Deny access to the room by any unknown
person

 Close and lock the doors

 Never leave the classroom to search for
missing students or adults

 Keep students/adults away from windows and
doors
 Keep students/adults calm and silent
 Ask students/adults not to use phones or
electrical devices
 Close blinds and turn off lights. Try to block
other viewpoints with furniture or other
objects.

 Wait for the all clear signal before exiting the
room. The all clear signal will be the turning off
of the alarm and coincides with a verbal
announcement with a known member of the
senior administration (Director, Principals and
Director of Operations)

** If for any reason a teacher is not supervising their assigned class at the time of an alarm sounding (i.e., students
are unsupervised), it is their responsibility to return to their students.
4. Procedures for Academic Staff
Once aware of the need for a lockdown, academic staff (teacher or TA) will:
 Take attendance – noting the names of students or adults who are missing and those gathered from the
corridor who are not normally in the class
INTERNATIONAL SCHOOL OF TIANJIN
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 Wait for the signal to be turned off and listen for further instructions, which will generally recommend
evacuation to a designated evacuation area (generally the school running track).

In larger or more open areas of the school, teachers will move students and adults to the smallest and safest
location within or near to that space as follows:
 Theater – lock students into this area (doors
lock from inside)
 Cafeteria – small groups may use the office or
kitchen area. During sittings, students will
evacuate to the back gate at OC and exit the
campus
 Library – one of the computer rooms

 Student Center – nearest classroom
 3-5 Play Room – Lock doors on ground floor
and go up to mezzanine floor
 Gymnasium – Bathrooms
 Sports Field/Playground – Students go to back
gate at OC and leave the campus

5. Lockdown procedures for non-academic staff
 Secondary Administrative Staff will take lock
down position in the Secondary Admin
Meeting Room or nearest lock down area

 Cleaning staff and ayi s take lock down
positions in the nearest classroom or
designated lock down area

 Elementary Administrative Staff will take lock
down position in the Elementary Admin
Meeting Room or nearest lock down area

 Parents/community members will take lock
down positions in the nearest classroom or
designated lock down area

6. End of Lockdown
At the end of the lock down the alarm will be turned off and a recognized member of the senior administration
team will make an all-clear announcement. If this announcement includes the words “Learner Profile”, it should be
ignored and people remain in lock down positions until a clarifying announcement is made. The all-clear
announcement will generally be followed by instructions to evacuate the building to the designated evacuation
areas used in other emergencies. A full attendance check and debriefing will occur at the designated evacuation
area.
Normal sweeping and blocking procedures will take place during the evacuation of the buildings.
Where the police or emergency services are involved in the lock down, they will dictate when the crisis has been
resolved and the lock down procedure finished.
At the end of a lock down practice or incident that does not involve outside services, the administration will
announce the end of the lock down.
7. Modified Lock Down
The local police authorities may request a modified lock down at a time when there is no immediate threat to the
students and adults in the building but when a potential threat has been identified nearby. In this case the following
will take place:
 Security or Administration alert students and staff in the building of a lock down using the PA system. This may
be accompanied by a spoken announcement explaining the circumstances of the lock down
 Security will check and secure exterior doors of the building and man the campus gates
 Teachers and staff will remain inside the building until notified to do otherwise
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 Teachers and staff will maintain normal routines and work environments within their areas
 The end of the lockdown will be announced over the PA system by the Administration

4.1.6. Imminent Threat to Security
In the event of an imminent threat to the school’s security, for example very severe weather conditions or civil
disturbance, the administration will issue a signal via the broadcasting system. The signal will be an oral instruction
to:
“EVACUATE TO THE GYMNASIUM!”
1.

On hearing the signal, teachers will evacuate their students in an orderly fashion to the gymnasium.

2.

In the gymnasium the students and adults will line up in the same order as the outdoor evacuation site.
Secondary students will line up at the northern most end of the gymnasium, then elementary students, and
staff and visitors at the southern-most end of the gymnasium.

3.

Students and adults will be registered using the usual emergency evacuation procedures.

TEACHERS AND STUDENTS WILL WAIT QUIETLY FOR FURTHER INSTRUCTIONS.

5. Our School maintains detailed procedures for medical emergencies and contacts with relevant,
local health care providers and emergency responders.
5.1. Medical Emergency and Student Injury Response
General Information
Where the nurse is located?
 The school nurse is based in the medical clinic in
Qin building along the main corridor leading to
the gymnasium.

How to find the nurse?

 Seek assistance from the elementary/secondary
office if you cannot locate her

What to do before nurse arrives?
 Report to a member of the administration or the
elementary/secondary office

 Go to the clinic

 Find a first-aid trained member of staff to help if
one is close by

 Telephone her extension number: 8059

 Administer first aid

 Call her Mobile: 138-2070-5530

 Keep the injured/sick person as comfortable as
possible

NOTE: FIRST AID KITS CAN BE FOUND IN :
Qin Building:

Han Building

 Clinic (AED is located here)

 Front Desk

 Elementary Office

 Security Office

 Teacher Lounge

 Secondary Office

 Design Center(machine)

 Teacher Center

 Gymnasium Office Room

 All 4 Science Laboratories
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 In a cabinet outside the Facilities Office (behind
Qin Building, beside outdoor basketball courts)

Nurse’s response
a. Once the nurse is informed, she must arrive at the location of the injured person taking a first aid kit with her
immediately. The nurse should advise any other necessary personnel or health professionals and report immediately
to director and principal/s.
b. The nurse should also follow all other relevant protocols as outlined in the attached emergency response
protocols.
Life-threatening cases
Students who are in a state of cardiovascular arrest or imminent collapse need immediate resuscitation. Examples
of these conditions include heart attack, severe injuries, severe bleeding, shock and severe asthma attack etc. In
these cases, the principal or senior administrator will be contacted to help organizing the relevant responsibilities
for the emergency and make the student to medical aid ASAP.
1. Do not move victim
Staff members witnessing an accident or illness shall stay with the student while sending another person to call or
get the nurse. If victim has no pulse and breathing, witness can start CPR if he/she has been trained.
2. Give first aid and call emergency number
School nurse will determine the level of care and give first aid to the student immediately. A witnessing/nearby
person shall assist the nurse by calling ambulance 120 and Tianjin Family Hospital and state that medical aid is
needed and provide the following information:
1.

Location

2.

Type of injury or problem and individual's present condition.

3.

The sequence of events leading to the injury.

3. Alerting the principal or senior administrator
A witnessing/nearby person shall assist nurse by calling the principal or senior administrator, and then the principle
and senior administrator will organize personnel to respond the emergency.
 Send helpers: Send a staff member who has been trained in CPR or other emergency training to assist nurse.
Send two assigned person to assist the nurse by obtaining emergency equipment and handing the nurse clean
supplies as needed, and recording information dictated by the nurse.
 Report to the Director
 Inform parents: The parent will be called to receive information about the student injury or illness. If parent
has special request regarding medical care such as preferred hospital, the school will do what parent ask for.
In case of parents cannot be contacted, school nurse will Tianjin Family Hospital’s advice.
 Arrange transportation: If the student needs to be transported to a hospital rather than using ambulance,
receptionist should be responsible for arranging it.
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 Prepare finical support: Parents are responsible for medical fee. However, in order to avoid any financial
difficulties for rescuing the student when arriving at the hospital, the person who accompany with the student
should take some cash in advance from school.

4. Accompany victim to hospital: The principal's designee and nurse shall accompany the student to the hospital
and remain with him or her until a parent/guardian arrives.
5. Follow up: School clinic and the administration should follow up together.
Helpers, emergency number and transportation after 6pm, during evening or weekends
 Helpers: If accident or emergency happens during school activities in evening or at weekend, the staff on duty
for supervising the students is the helper to assist nurse in the situation. If nurse is absent, a trained staff will
spontaneously become the key person to deal with the accident or emergency.

Emergency number for evening and weekend: local ambulance 120 & SOS 24 hours alarm center.
Please note that there is a surcharge RMB 1650 for using SOS service out of its working hours. Parents are
responsible for the payment. Parents need to be told about the surcharge before sending a student to SOS Clinic.
We can send the student to other medical facilities if parents prefer.
Transportation: There is usually no school bus available for transporting injured/sick student during evening or
weekend. If victim is transportable, ask safeguard to call a taxi; if not or in a serious condition, call local ambulance,
or ask the SOS 24 hours alarm center to arrange transportation.

5.2. Major hospitals in Tianjin with accident and emergency facilities for expatriates
1. Tianjin United Family Hospital 天津和睦家医院

Address: No. 24 Fukang Road, Nankai District 南开
区复康路 24 号

Tel（电话）：5856-8500
24Hrs Urgent Care（24 小时急救中心）：58568555
Address: No. 22 Tianxiao Yuan, Tanjiang Road, Hexi
District 河西区潭江道天潇园 22 号
2. Raffles Medical 莱佛士医疗

4. Tianjin Medical University General Hospital 天津
医科大学总医院
Tel（电话）：6036-2233
Address: No. 154 Anshan Road, Heping District 和
平区鞍山道 154 号

Tel（电话）：2352-0143
Beijing 24hrs Alarm Center（北京 24 小时急救中
心）：010-6462-9100
Address: 1st Floor, Apartment Building, Sheraton
hotel, Zijinshan Road, Hexi District
河西区紫金山路喜来登酒店公寓一层
3. Tianjin First Center Hospital International Medical
Center 天津一中心医院国际诊疗中心
Tel（电话）：2362-6360
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5. Tianjin No. 2 Children’s Hospital 天津市第二儿童
医院
Tel（电话）：8778-7101
Address: No. 238 Longyan Road, Beichen District
北辰区龙岩道 238 号
6. Tianjin Hospital 天津医院
Tel（电话）：6091-1000/3000
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Address: No. 406 Jiefangnan Road, Hexi District 河
西区解放南路 406 号

Tel（电话）：2341-5201/5202
Address: No. 76, 3F, Block B, Shanggu Business
Center, Tianta Road, Nankai District

7. Shanggu Aichi International Dental Center 上谷爱

南开区天塔道上谷商业中心 3 层 76 号

齿口腔
List 2–Emergency Providers in Tianjin

5.3. Serious but Non-life-threatening cases
Students with acute medical conditions must be treated at a hospital or referred to a doctor. These students are in
stable condition and do not require resuscitation. Examples of the conditions include fracture/dislocation,
moderate injuries, severe abdominal pain and other severe medical illnesses. In these cases, school nurse can give
first aid to the student first and then follow the responding procedure step by step.
1. Administer first aid
Give first aid to the injured/sick student and make the patient transportable.
2. Alert the director and principal/s and relevant sectional secretaries.
3. Arrange transportation
Notify receptionist that we need transportation. If the student is not transportable, have the receptionist call an
ambulance (120).
4. Notify Parents
 Calmly inform the parents about the nature of the injury /medical concern
 Assure them that their child is being taken care of
 Ask their opinion as to the medical center they prefer the school transport their
Medical or other local hospitals)

child (UFH/Raffles

 Arrange to meet them there
 If neither mother nor father is available request that they identify and contact someone who can be their
substitute

5. Call UFH/ Raffles Medical /local hospital
Call UFH (5856-8555)/Tianjin Raffles Medical Clinic (2352-0143) to inform them about the character of the injury
/medical concern and the school is transporting the student.
Share the following information:
1) Tell them who you are (nurse at IST school)
2) Tell the student name
3) Explain briefly about the accident (ex. broken leg, dislocation, gash in the head, broken tooth, etc.)
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4) Tell them when you expect to arrive
6. Accompany victim to hospital
School nurse will accompany the student to hospital. If the injury/medical concern is not serious, the parent can
take their child to hospital. The nurse needs to inform the UFH/ Raffles Medical that the parents will accompany
the student themselves.

7. Follow up
After the student is checked by a doctor, ask the student’s condition and treatment.
Report the information to administration and record in student’s medical records.
Special Note:
In case parents cannot be contacted in any injury or emergency, the school nurse will adhere to UFH/ Raffles
Medical clinic’s advice.

5.4. Life-threatening cases
Students who are in a state of cardiovascular arrest or imminent collapse need immediate resuscitation. Examples
of these conditions include heart attack, severe injuries, severe bleeding, shock and severe asthma attack etc.
1. Do not move victim
Staff members witnessing an accident or illness shall
stay with the student while sending another person to
call or get the nurse with AED. If victim has no pulse and
breathing, witness should start CPR immediately.
2. Give first aid and alert the director and principal/s.

contacted, school nurse will follow UFH/ Raffles Medical
clinic’s advice.
4. Call hospital
Contact UFH (5856-8555) or Tianjin Raffles Medical
Clinic (2352-0143) and state that medical aid is needed
and provide related information:
 Location

School nurse will determine the level of care and give
first aid to the student immediately. In life threatening
cases, a witness/nearby person shall assist nurse by
calling the director and assist the nurse by obtaining
emergency equipment, handing the nurse clean
supplies as needed, etc.
3. Inform parents
The parent will be telephoned regarding the student’s
injury or illness. If parent has special request regarding
medical care such as preferred hospital, the school will
follow their direction. In case of parents cannot be
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 Type of injury or problem and individual's
present condition.
 The sequence of events leading to the injury.

5. Arrange transportation
If the student needs to be transported to a hospital by
means other than ambulance, the receptionist shall be
responsible for arranging it.
6. Accompany victim to hospital
The principal's designee and/or nurse shall accompany
the student to the hospital and remain
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with him or her until a parent/guardian arrives.

8. Follow up

7. Prepare financial support

School clinic will follow the case and provide feedback
to administration.

IST covers the initial consultation fee. Parents are
responsible for subsequent medical treatment fees with
the school nurse assisting with insurance claims.
Helpers, emergency numbers and transportation during CCAs, evenings or weekends
Helpers
If an accident or emergency happens during school activities in the evening or at weekends, the staff member/s
supervising the students assists the nurse as necessary. If the nurse is absent, a trained staff member will assume
responsibility as the key person to deal with the situations.
Emergency numbers for evenings and weekends:
 local ambulance (Mandarin speaking only):
 UFH emergency:

120
5856-8555

 Raffles Medical 24 hours alarm center:

010-6462-9100

Transportation
When there is no school transportation available for medical emergencies during evenings or weekends, a taxi
should be called to transport the student to hospital (assuming that the victim is transportable). An ambulance (120)
should be called for any emergencies in which the victim is unable to be safely moved by the staff on hand.
Special Note:
If a parent has a preferred clinic or hospital to send the student, school nurse will do what the parent asks for. In
case parents cannot be contacted in any injury or emergency, school nurse or staff will follow advice given by Tianjin
Family Hospital.

5.5. Medication Policy
Over-Counter-Medicine
In IST clinic there is a small selection of over-the-counter medicines to treat common sickness (e.g. Paracetamol,
Ibuprofen, Tylenol, Throat lozenges, Antihistamine, Ventolin, Belladonna, ORSII etc.). All are international
recognized medications. School nurse can treat students with these products provided parents give permission.
The procedure for giving medication to a student
Before giving any kind of
medication:
 Ask about the story.
 When did the problems
start?
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 What have caused the
problems?
 Has the student previously
been treated with this
medication, when was the
last time (especially in case

s/he had medication before
leaving home and it would
be too early to repeat the
dosage.)

Check student record:
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the answer in the Form D is
not clear.
 Always check for medical
related allergy.
 For patients with asthma
caused by acetylsalicylic –

Health & Safety

do not give Ibuprofen,
Tylenol, or Panadol
 Check temperature before
giving fever-reducing drugs
and Double check
medication and dose.

Make a record of the medication,
which is given:

 Patient name and problem
 Type of medication
 Dosage
 Time given
 Temperature before dosage
if the medication is fever
reducing.

Special Note: In case of severe allergy (Anaphylaxis), please call parent for the permission of adrenalin injection, if
the parent cannot be contacted, school nurse will follow the Tianjin Family Hospital doctor’s advice.
Private Medicine
For students who need to take medicine (regular or occasionally), we offer to keep their medicine in the clinic. We
also offer to hold spare medicine for students, in case the student should one day forget to bring his or her own
medicine to school.
If a student is being treated with antibiotics or other temporary medication but is well enough to attend school the
clinic can on parents request, administrate the medicine that is needed during the school day.
The procedure for school nurse to administrate student private medication
 The student has to take the first dose at home.
 The medication should be in a transparent plastic bag with the student’s name and grade on it.
 Parents need to complete a “Medication Request Form.
 For students in nursery through grade 5, the medication must be brought in by a parent (medicine brought in
by the driver, Ayi, or student will not be accepted).
 Always call parent to confirm if the information for medicine giving time or dosage is not clear.
 Make a record on private medicine sheet after each time giving medicine.

The school nurse needs to notify parents if medicine is running out and new supplies haven’t been delivered.

6. Our School has effective plans and contingencies in place to anticipate environmental safety
issues and disease vectors.
6.1. School Closures and Contingency Plans
Fog Days
There are some days in Tianjin when early morning fog is too thick to permit the safe transportation of students to
school. On these mornings the message “Today is a Fog Day” is passed to all parents and employees by means of
the school’s Emergency Telephone Tree. On declared Fog Days, the school day will start exactly 2 hours later than
normal, and buses will therefore pick up students exactly 2 hours later than the normal time. Once a Fog Day has
been announced, this decision will not be altered for any reason. On days when the fog is unusually persistent, the
Director will announce a further delay to the start of the school day by means of the Emergency Telephone Tree.
On Fog Days there is a special school schedule. The time allocated to every lesson, and to lunchtime, is reduced.
There is no morning recess. Thus it is possible to teach every lesson despite the late start to the school day.
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Fog Day Instructions
1.

The responsibility for declaring a ‘Fog Day’ lies with
the school’s administration. A decision will be made
early in the morning, no later than 6:30am.

2.

As soon as a decision has been made the Director, Mr.
Moody, will telephone the first person on each of the
parents’ emergency telephone trees. (Parents are
reminded to keep their copy of the emergency tree
next to their telephone).

3.

Each person on the emergency telephone tree must
immediately telephone the next people on the tree
with the message “Today is a Fog Day.” Please restrict
your conversation to this simple message because
time is important!

4.

5.

6.

If there is no reply from the parent you telephone,
please by‐pass that person and telephone the next
parents on the tree. It is most important to do this, in
order to ensure that the message reaches all parents.
After a few minutes, try the person again and say that
you have already passed on the message.
In the event of a fog day, school will start exactly two
hours later than usual. Your child will therefore be
picked up exactly two hours later than the usual time.
(Note: the school day will end at the usual time).
The school will contact school bus drivers who will
start their pick‐up run 2 hours later than usual. In the

case of parents who use their own driver or taxi, it is
the responsibility of those parents to contact their
driver with the ‘fog day’ message.
7.

If fog persists and it is necessary to postpone the start
of the school day beyond two hours, the Director will
send out further information by means of the
telephone tree. Further information will be sent out by
8:30 a.m. On fog days a parent should therefore
remain at home until that time to await a further
message.

8.

If, despite the above precautions, any children arrive
at school early on a fog day, they will be kept warm
and secure in the Administrative Offices with Mr.
Moody.

9.

Please note that the administration will put safety first
when deciding on whether to announce a fog day.
Under no circumstance will the decision, once
announced, be changed.

10. If parents who use their own transportation are
worried about fog in their area of town and have not
11. When parents hear that a fog day has been
announced, they should put safety first and keep their
children at home. Please telephone the school to let us
know that you have taken this action.

Air Quality Index (AQI) Protocol
The International School of Tianjin monitors air quality throughout the day by reference to a real time Air Quality
Index (AQI) feed at the following website: http://www.aqicn.info/city/tianjin/. It should be noted that this rating
is based upon an average AQI from various testing sites around Tianjin. The closest site to IST is in Meijiang, and
typically readings at this location are notably lower than the average reading used by the school when making
decisions about air quality.
Although most other schools in Tianjin and Beijing currently use an AQI of 250 as the threshold for acceptable
conditions for outdoor play and sports, at IST the Board of Governors has chosen to impose an AQI limit of 200. Any
reading of 201 and above will result in the cancellation of normal outdoor play and athletic activities. The only
exception to this limit will be for scheduled ISAC and ACAMIS inter-school sports tournaments where the common
agreement amongst member schools is that the threshold for the cancellation of sports events is an AQI of 250.
IST permits short-term, quiet and non-athletic outdoor instructional activities in the 201-300 AQI range; however,
no outdoor activities whatsoever are permitted when AQI readings exceed 300. Fieldtrips are allowed to proceed
when AQI levels exceed normal protocol limits, but only when taking place at indoor locations.
AQI guidelines suggest that those with respiratory problems should limit the intensity of outdoor activity when AQI
readings indicate ‘Lightly Polluted’ conditions (AQI 101-150), and remain inside when AQI readings indicate
‘Moderately Polluted’ conditions (AQI 151-200+). It is therefore important that parents inform the school nurses
and homeroom teachers if their children have respiratory problems, and that parents reiterate these thresholds
and activity restrictions with their children.
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AQI
0 – 50

Air Pollution Level
Excellent

Health Implications

51 – 100

Good

Unusually sensitive individuals should reduce intense
activity.

101 – 150

Lightly Polluted

Slight irritations may occur. Individuals with respiratory
problems should reduce intensity of outdoor activity.

151 – 200

Moderately Polluted

201 – 300

Heavily Polluted

Slight irritations may occur. Individuals with respiratory
problems should remain indoors.
Healthy individuals will be noticeably affected when
participating in high intensity activities. All athletic activity
and outdoor play cancelled. Quiet, non-athletic
instructional activities permissible.

300+

Severely Polluted

No health implications.

All outdoor activity cancelled.

Figure 3–Air Quality Index (AQI) Tolerances

6.2. Communicable Diseases
The aims of school policy regarding communicable diseases are the care of the individual student and the
prevention and containment of disease among students and staff.
Parents will keep children with communicable diseases at home during the period of their illness and convalescence.
Parents shall inform the school’s medical personnel of any communicable disease their child has contracted, except
for minor coughs and colds. In the case of notifiable diseases, the parents shall also inform the relevant local
government authority.
A student who becomes ill at school with a communicable disease, including influenza, may first be isolated from
his/her fellow students and then sent home at the discretion of the school’s medical personnel. Parents of sick
students are expected to comply with the school’s request to come to school to collect their children. Students
should not return to school until the risk of transmission has passed. Students require clearance by the school’s
medical personnel prior to re-admission.
Further guidance on common conditions such as fever, vomiting, diarrhea, etc., can be found in section 7.1
During times of actual or threatened endemics or pandemics of a communicable disease the school will comply
with all government directives and will also devise special regulations and procedures for prevention or
containment. These special regulations will be published in print and electronically for the IST community. The
Director is authorized to terminate the enrollment of students whose parents demonstrate chronic failure to
comply with school’s policies regarding communicable diseases. The following guidelines can be applied to a variety
of threatened endemics or pandemics including influences such as H1N1 and Avian Flu and Severe Acute
Respiratory Syndrome (SARS).

6.3. Influenza Pandemic Preparedness
2.

A. Goals
1.

To adopt flexible means that will ensure
minimal disruption to the students’ education.

To provide a highly controlled, low-risk
environment for our students and employees.
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B. Areas for Consideration
There are four main areas that the school has taken
into consideration for planning purposes:

1.

Health and hygiene

2.

Educational program

3.

Employee contracts and welfare

4.

Finance

C. Guiding Principles
The following principles apply to the implementation of the contingency plan:
1.

2.

3.

Recognize the primacy of expert advice: The
school regularly seeks advice from the following
sources: the World Health Organization, the
Centers for Disease Control (US), the Chinese
Center for Disease Control and Prevention, and
the Tianjin Center for Disease Control and
Prevention, the Local Center for Disease Control
and Prevention (Jinnan District), and the AEA/SOS
Clinic.
Seek and provide information: The school seeks
and validates information from multiple sources
including government departments, embassies,
UN agencies and inter-school networks. It
regularly disseminates information to the school
community.

outlined in a four-stage plan. The Task Force will
evaluate and modify strategies in response to
changing circumstances.
4.

Provide optional courses of action for community
members: The school leadership has neither the
expertise nor the authority to make life decisions
for members of the community. It will therefore
provide optional courses of action, for example in
the areas of program completion by students,
and contractual decisions by employees.

5.

Control rumors: Members of the IST community
are expected to report all rumors regarding Avian
Flu to the Task Force. The Task Force will
investigate all rumors and report its findings to
the community.

Devise and evaluate strategies: The strategies for
combating potential flu pandemics are broadly

D. The Four Stage Plan
Stage 1:
 Strict health and hygiene measures in school.
 Education and advice for students, staff and
parents on the nature of influenza and
preventative measures including personal hygiene,
vaccination and healthy life style.

 All students who have been absent from school
must report to the School Clinic to be checked by
the School Nurse before re-admission to class. The
purpose of this measure, which applies to all
students who have missed any school, apart from
those on school sponsored trips, is to lower the risk
of contagion between students.

 Continuously seek information and advice from Stage 2:
relevant authorities including WHO, CDC, AEA/SOS,
 When cases of transmission are reported in
the Chinese/Tianjin governments and foreign
Tianjin's surrounding provinces (Beijing and Hebei),
embassies.
or in provinces from which the school caterer
sources products, the Influenza Task Force will
 Purchase and stock maintenance of disinfectant
meet immediately to determine the level of risk
and cleaning materials and other items including
and to decide whether or not the school should
facemasks and non-contact thermometers.
stop the use of certain food products.
 Plan web-based academic program and other
 Restrict entry to school campus of all people who
means for home study, for use in an emergency
have visited regions declared to have been
situation.
infected.
 Students may not bring drinking cups for use in the
 If the areas declared to have been infected include
classrooms. They should bring drinking bottles or
Beijing/Tianjin/Tanggu, the security staff will
flasks to school each day and take them home
restrict entry to the campus of all people except
daily for washing. The purpose of this measure is
to reduce the risk of infection from dirty cups.
INTERNATIONAL SCHOOL OF TIANJIN

66

IST Community Safeguarding Framework

students, staff, parents, IST drivers and essential
suppliers.
 If the areas declared to have been infected include
Beijing/Tianjin/Tanggu, the school nurse will
monitor the health of all students, staff, parents,
IST drivers, and essential suppliers upon entry to
the school campus.
 All students and staff sent home sick with flu-like
symptoms will remain at home for a mandatory 5
consecutive days before being checked by the
school nurse prior to readmission to school.
 Students, staff and parents advised not to visit
livestock markets.
 Immediately cease the use of certain food
products in school, when of transmission are
reported in Tianjin.

Stage 3: Report
 Comply with all instructions and advice from
relevant authorities including Chinese and Tianjin
governments and World Health Organization.
 Prohibit all visitors to school campus except
students, staff, parents, IST drivers and essential
suppliers. Parents, IST drivers, and essential
suppliers will be restricted from entering the
school buildings.

Health & Safety
 Monitor health of all students, staff, parents, IST
drivers, and essential suppliers entering the school
campus.
 Prohibit entry to the campus of any person who
has traveled, or whose family members have
traveled, to an infected region.
 Upon medical advice, prohibit entry to school
campus of any person who has not received an
influenza vaccination within the previous twelve
months.
 According to circumstances, implement additional
measures to prevent infection, including
cancellation of all field trips, social events and
sporting fixtures.

Stage 4: School Ordered or Advised to Close
 If the school is ordered or advised to close by
relevant authorities such as Chinese or Tianjin
governments or World Health Organization,
implement the web-based academic program and
other home study strategies for students.
 Make decisions regarding staff welfare and
employment based on staff contracts, applicable
school policies, Chinese/Tianjin government
directives, advice from WHO, and in the case of
expatriate employees, the advice of the United
States Embassy.

E. How Parents Can Help
1.

Do not send your children to school when they have a cough, cold, or fever. Students who come to school in
this condition will be sent home immediately, and will not be re-admitted until they have completed a period
of quarantine of 5 consecutive days and have been checked by the school nurse.

2.

Remind your child about the need to use tissues when coughing and sneezing, and to wash their hands after
using the toilet.

3.

Have your family vaccinated against influenza. Flu vaccinations are available at a very reasonable cost in
Tianjin.

4.

Ensure that your children eat a balanced, healthy diet, pay close attention to personal hygiene, and get plenty
of sleep.

6.4. Hand, Foot, & Mouth Disease
What is hand, foot, and mouth disease?
Hand, foot, and mouth disease (HFMD) is a common illness of infants and children. It is characterized by fever, sores
in the mouth, and a rash with blisters. HFMD begins with a mild fever, poor appetite, malaise ("feeling sick"), and
frequently a sore throat. One or 2 days after the fever begins, painful sores develop in the mouth. They begin as
small red spots that blister and then often become ulcers. They are usually located on the tongue, gums, and inside
of the cheeks. The skin rash develops over 1 to 2 days with flat or raised red spots, some with blisters. The rash
does not itch, and it is usually located on the palms of the hands and soles of the feet. It may also appear on the
buttocks. A person with HFMD may have only the rash or the mouth ulcers.
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What causes HFMD?
Viruses from the group called enteroviruses cause HFMD. The most common cause is coxsackievirus A16;
sometimes, HFMD is caused by enterovirus 71, or other enteroviruses. The enterovirus group includes polioviruses,
coxsackieviruses, echoviruses and other enteroviruses.
Is HFMD serious?
HFMD caused by coxsackievirus A16 infection is a mild disease and nearly all patients recover without medical
treatment in 7 to 10 days. Complications are uncommon. Rarely, the patient with coxsackievirus A16 infection may
also develop "aseptic" or viral meningitis, in which the person has fever, headache, stiff neck, or back pain, and may
need to be hospitalized for a few days.
Another cause of HFMD, EV71 may also cause viral meningitis and, rarely, more serious diseases, such as
encephalitis, or a poliomyelitis-like paralysis. EV71 encephalitis may be fatal.
Is HFMD contagious?
Yes, HFMD is moderately contagious. Direct contact with nose and throat discharges, saliva, fluid from blisters, or
the stool of infected persons spreads infection from person to person. A person is most contagious during the first
week of the illness. HFMD is not transmitted to or from pets or other animals.
How soon will someone become ill after getting infected? The usual period from infection to onset of symptoms
("incubation period") is 3 to 7 days. Fever is often the first symptom of HFMD.
Who is at risk for HFMD?
HFMD occurs mainly in children under 10 years old, but may also occur in adults too. Everyone is at risk of infection,
but not everyone who is infected becomes ill. Infants, children, and adolescents are more likely to be susceptible
to infection and illness from these viruses, because they are less likely than adults to have antibodies and be
immune from previous exposures to them. Infection results in immunity to the specific virus, but a second episode
may occur following infection with a different member of the enterovirus group.
What are the risks to pregnant women exposed to children with HFMD? Because enteroviruses, including those
causing HFMD, are very common, pregnant women are frequently exposed to them, especially during summer and
fall months. As for any other adults, the risk of infection is higher for pregnant women who do not have antibodies
from earlier exposures to these viruses, and who are exposed to young children - the primary spreaders of
enteroviruses.
International SOS May 2008 1
Hand, Foot, & Mouth Disease
Strict adherence to generally recommended good hygienic practices by the pregnant woman (see "Can HFMD be
prevented?" below) may help to decrease the risk of infection during pregnancy and around the time of delivery.
When and where does HFMD occur?
Individual cases and outbreaks of HFMD occur worldwide, more frequently in summer and early autumn.
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Can HFMD be prevented?
Specific prevention for HFMD or other non-polio enterovirus infections is not available, but the risk of infection can
be lowered by good hygienic practices. Preventive measures include frequent hand washing, especially after diaper
changes, cleaning of contaminated surfaces and soiled items first with soap and water, and then disinfecting them
by diluted solution of chlorine-containing bleach. Avoidance of close contact (kissing, hugging, sharing utensils, etc.)
with children with HFMD may also help to reduce of the risk of infection to caregivers.
Good practice on hand washing
When to wash:
 Before eating.
 Before, during, and after handling or preparing
food.
 After contact with blood or body fluids (like
vomit, nasal secretions, or saliva).
 After changing a diaper.
 After you use the bathroom.
 After handling animals, their toys, leashes, or
waste.
 After touching something that could be
contaminated (such as a trash can, cleaning
cloth, drain, or soil).
 Before dressing a wound, giving medicine or
inserting contact lenses.

 More often when someone around you is sick.
 Whenever they look dirty.

How to wash:
 Wet your hands and apply liquid or soap
 Rub hands together vigorously to make lather
and scrub all surfaces.
 Continue for 20 seconds! It takes that long for
the soap and scrubbing action to dislodge and
remove stubborn germs.
 Rinse hands well under running water.
 Dry your hands using a paper towel or air dryer.
 If possible, use your paper towel to turn off the
faucet.
 Use an alcohol-based wipe or hand gel while
soap and water are not available

Exclusion of children with HFMD
Exclusion of ill children from school or group settings during the illness till to fully recovery is strongly recommended,
concerning current disease outbreak in China.
Exclusion of ill patients may not prevent additional cases since the virus may be excreted for weeks after the
symptoms have disappeared. Also, some persons excreting the virus, including most adults, may have no symptoms.
Prevention and control measures for school
1.

During epidemic season of this disease, maintain good ventilation of classrooms and dormitories, and other
places.

2.

Daily cleaning and disinfection on toys, personal hygiene appliances and utensils for food and drink.

3.

For cleaning or disinfection work (especially cleaning toilets), the staff should wear gloves. After the work the
staff should immediately wash their hands.

4.

Daily cleaning and disinfection on the door handles, stair railings, desktop, and other objects

5.

Guide and educate children to develop the habit of washing hands properly.

6.

Daily checking, found suspicious case, take timely measures to send children see doctor and send back home
to rest; the items she/he used should be immediately disinfected.

7.

If more children infected, report promptly to local health and education departments. According to the local
epidemic control needs, local education and health departments may decide in vacation measures.
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7. Our Policies and Procedures prioritize the emotional and physical health and safety of students.
7.1. Student Physical and Emotional Safety
Health Services
IST has a fully operational school clinic staffed by a qualified nurse. In addition, the school has established an
emergency access scheme with the AEA Clinic / Tianjin Family United Hospital located in the Sheraton Hotel. Under
this scheme, students are provided access to the AEA Clinic /Tianjin Family United Hospital for initial treatment in
emergency medical situations that occur during school hours and/or at school events. The school’s medical
insurance covers only the cost of this initial treatment. Parents are responsible for the cost of all medication and
for all treatment beyond the initial consultation with the AEA or Tianjin Family Hospital doctor. Parents are
therefore strongly advised to arrange medical insurance for their children.
Please note that responsibility for the decision to send a sick or injured student to AEA/SOS clinic lies with the
school nurse, whose priority is always the welfare of the individual student. Access to initial treatment at the AEA
clinic or Tianjin Family United Hospital does not apply before or after school hours or on any day following an
accident or injury.
Please do not send your child to school if he/she is sick, as your child’s recovery will be slower, and other children
and adults will be exposed. If a student becomes too ill to participate in school lessons or activities, the school nurse
will telephone the parents to pick the child up from school. Students who are sent home sick with a potentially
communicable disease, including where there are symptoms such as fever, vomiting, diarrhea etc. will be readmitted to school after a minimum of 24hrs and only after the school nurse has checked.
In the case of a serious injury the parent will be notified, and the child will be taken to the AEA Clinic or Tianjin
Family Hospital. In order to enable the school to handle medical emergencies effectively, all parents must fill out
the Health Information forms and submit them promptly to the school. Parents are asked to update this information
annually. In addition, parents nurse must inform the school nurse of any changes in their child’s medical condition.
Should your child require medication during the course of the school day, the medication must be held and
administered by the school nurse. Students are not permitted to carry medication on the school campus for selfadministration. Before medication may be administered, parents need to fill out the Medical Request Form, which
is available from the clinic. Parents are encouraged to telephone the clinic directly to discuss medication and
medical concerns with the school nurse. The school nurse must be notified if a child is on short-term or long-term
medication.
A doctor’s note is required following an absence of six or more consecutive school days due to a major illness,
communicable disease, or injury. The doctor’s note should state that the student may return to class, as well as
noting if there are any physical restrictions.
Further guidance on communicable diseases can be found in section 6.2.
Vaccinations and Immunizations
Parents are responsible for ensuring that their children have received vaccinations and immunizations including
those specified by the government of P. R. China. Parents are required to provide information about their children’s
vaccinations and immunizations on the medical information form provided by the school.
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In times of medical emergency, including actual or threatened epidemics or pandemics, the Director, in consultation
with the Board of Governors, may require parents to submit evidence that their children have been vaccinated in
accordance with advice given by an outside medical facility approved by the school and/or advised or mandated by
the Chinese or local governments.
Health Screening
 The school clinic does an annual health screening of all IST students. For grade 1 through 11 the health screening
include: height, weight, vision and hearing. For Kindergarten it includes height weight and sight, not hearing.
For NPK it includes only height and weight.
 The screening is usually done in September and October. Always check the dates with secondary principal and
elementary principal, to make sure that your plans do not clash with other school arrangements.
 The health screening requires 1 nurse, and 1-2 volunteers from the community to help. Another nurse will be
on duty in the school clinic. All tests are done in another quite room.
 The schedule for elementary students has to consider they can only be taken out of class when they are with
their homeroom teacher or TA. You don’t need to make the same considerations with secondary students. All
teachers will get the screening schedule one week ahead in order to give them a chance to make changes. The
teachers will get the schedule from e-mail. The screening students for Grade 10-11 can be taken at recess,
lunch-time or after school.
 For grade 1 through 11 calculate allow 6 min./student.
 For Nursery, Pre-K, and Kindergarten allow 3 min/student. All students who are absent or cannot participate
for another reason on the scheduled day, will have it done another day shortly after.
 Before the health screening all parents have to be notified via newsletter one week before the screening and
give them the opportunity to contact the clinic in case they have any issues concerning the health screening. All
students from N to G11 gain the screening, unless they have a signed note from home saying that the screening
is not to be done.
 All students screened will receive a form to take home that day which informs you of the results of their health
assessment. Please note that parents are responsible for any follow up treatment that may be required.

Height and Weight
 With the hard copy of these guidelines you’ll
find a height and weight pediatric chart. This
chart has to be used to verify that the students
are within the normal range of height and
weight.
 If a student for some reason is not within the
normal range a note will be send home to the
parents. The same note needs to get into the
student’s clinic-file.

 If a student does not respond according to the
normal vision range, a note will be send to the
parents suggesting follow up with optician or
eye-specialist.
 If there is any doubt that abnormal responses
could be caused by language problems,
headache, and tiredness etc. the test should be
replay 8-10 days later.
 For further information see articles in “infolook up” folder.

Hearing

Vision
 For the eye test it is important that those
students who have glasses or contacts
permanently or for reading, wear them during
the vision test.
 Always make sure that the student
understands the test and how to respond.

 During the test the student cannot wear
earrings or hats. Also chewing will affect the
test.
 Make sure that the earphones are placed
correctly (blue for left-red for right) over the
ears and the hair is removed from the ears
before.

 The test is done at a 3-meter distance from the
E-chart, within the range of 0,4 and 0,7.
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 Make sure that the student understands the
test and how to respond.

 3 different suggestions to tests can be found in
the health screening-folder.

 The test has to be done in a room with no
disturbing elements.

 The form used for the test is also found in the
health screening –folder.

 Any noise from the surroundings can affect the
result of the test.

 If a student cannot respond this frequency,
s/he has to be checked within 4 weeks.

 The test is done within the normal speaking
frequencies

 If a student has to see an optician or an ear
specialist, a note will send home.

 (500 –4000 Hz and 0-50 Db).

7.2. Bullying
Bullying is persistent, offensive, abusive, intimidating, malicious or insulting behavior, which amounts to an abuse
of power and makes the recipient feel upset, threatened, humiliated or vulnerable. Bullying undermines a target’s
self-confidence and may cause them to suffer stress.
Responding to a bullying incident:
1.

Intervene quickly to stop the incident

2.

Calmly separate the parties involved

Response to student who was bullied:
1.

Acknowledge the incident

2.

Gathering more information

3.

Make a plan to ensure the students’
immediate/continued safety

4.

Contact parents

5.

Follow up

Response to student who bullied:
1.

Send student to principal or counselor

2.

Apply intervention strategy

3.

Contact parents

4.

Respond to students who observed bullying

Suicide Risk Response Procedures
1.

Teachers and staffs need to report to the school counselor or the principal immediately if a student has suicidal
ideation.

2.

School counselors are responsible for conducting an assessment of suicidal risk. If the student is at imminent
risk of suicide, school counselors should immediately contact at least one of the student’s parents/ guardians.

3.

A student who is at imminent risk of suicide must remain under adult supervision until a parent accepts
responsibility for the student’s safety.

4.

School counselor works with the student to sign No Suicide Contract.

5.

School counselor should notify principal and the teachers of the students of the situation and actions taken.

NO-SUICIDE CONTRACT
I, _____________________________________, hereby agree that I will not harm myself in any way, attempt
suicide, or die by suicide.
Furthermore, I agree that I will take the following actions if I am ever suicidal:
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1) I will remind myself that I can never, under any circumstances, harm myself in any way, attempt suicide, or die
by suicide.
2) I will call any or all of the following numbers if I have suicidal thoughts and I am in immediate danger of harming
myself but have suicidal thoughts (please list names, phone numbers, addresses, and any other relevant contact
information below):
1.
2.
3.
Signature: ________________________
Date:
Signature: _______________________ Counselor,
Date:

7.3. Insurance
Accident Insurance
The school provides all students with the CIS Personal Accident Insurance Scheme under which all students are
insured against permanent disablement or death caused by accidental bodily injury. This scheme also covers for
limited medical expenses incurred for the treatment of injury due to an accident.
When an accident happens, please tell parents that IST only pay for the initial physician consultation fee.
Medications and additional treatment are the responsibility of the student's parents. Parents are required to pay
for these additional fees and then complete an insurance claim form available from school.
As to the insurance claim, please see the bellowing procedure:
1.

When an accident happens, please call 95518 A.S.A.P. within a week and also tell finance office;

2.

Tell them Policy No.PECD200912010111000010 ( 学生、幼儿意外伤害保险）and
PZCJ200912010111000010（校园方责任保险）;

3.

Tell them the child's name, age, sex, injured body part, accident time, accident address, accident reason;

4.

If fail to call 95518, please tell finance office to contact Mr. Duan 8123-1838 for claim.

7.4. Transportation and Campus Security
School Bus Service
The school provides an optional school bus service for an additional fee. Students who participate in the service
must follow bus rules and, as the school hires an outside company to run the service, parents must sign a liability
waiver for the school.
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Buses are fitted with safety belts and there is an ‘ayi’ to help children. Parents may not ride the school bus. A parent
or designated caregiver must pick the child up at the drop-off point, (unless the parents indicate in writing that the
child may walk home alone from the bus stop.) Please contact the school office at 2859-2001 if you would like to
participate in the bus service or have questions regarding the service. Please note that the school requires up to 5
working days to process applications for a student place on the school bus.
School Bus Rules:
All IST behavioral policies, rules and guidelines apply on school buses and also on buses provided by other
companies. In addition, the following rules apply:
 Students must wear seat belts and follow bus rules.
 Children must follow the directions given by the bus Ayi and driver.
 Children must keep volume inside the bus at a reasonable level.
 Children are to keep hands and arms inside the bus at all times.
 Children must orderly board and disembark from the bus as directed by the Ayi.

In addition, the following rules apply:
Student Bicycle Use
Students may come to school by bicycle, subject to written permission from the principal. The bicycle will be kept
in a place designated by the school. Students may use bicycles to ride to and from school and may not ride them in
the campus unless taking part in a supervised activity. Parents are strongly advised to provide helmets for their
children.
Student Automobile Use
Student Drivers
Students aged eighteen (18) years or above holding a current Chinese driver’s license may apply in writing to the
principal for permission to drive to school. Permission, once granted, may be withdrawn, for cause, by the principal.
The principal shall inform the Director of all cases of granting, denying or withdrawing permission to drive to school.
Student Parking
Students who have permission to drive to school will park their cars in a place assigned by the principal. Parking will
be at the owner’s risk, and the school will not be responsible for any loss or damage to the vehicle(s) or its contents.

7.5. Field Trips
As a part of the total learning experience in Tianjin, classes will sometimes take fieldtrips. When their child is first
admitted to the school, parents sign their permission for him or her to participate in all fieldtrips that take place
within Tianjin during the school day. For out of town and/or overnight fieldtrips, parents will be asked to sign
additional permission slips.
The Secondary school operates a ‘Week Without Walls’ outdoor education program each year. The focus of this
program is centered on the IB Learner Profile and also the Areas of Interaction (AOI), allowing students to make
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connections between their learning and the world around them. Each grade level has its own destination and a
program designed to maximize the experience for the students. These trips take place during the first quarter of
the school year. “Week Without Walls” also provides opportunities for the classes to grow as a group and to develop
bonds that will last throughout the year.
The teachers should notify the clinic about a fieldtrip
3 days ahead:

Contact Tianjin Family Hospital / SOS to let them know
who, where, when, and how long.

 Who, where, when, how, and how long.

 Ask which hospital the teacher should contact if
medical assistance is needed during the trip.

 The teacher or the TA can pick up the first aid
kid from the clinic the day before or the day of
the fieldtrip. The person who picks up the bag
has to check out the bag by signing on the
“check out list”.
 If the teacher is not familiar with the content of
the bag and how to use it, s/he has the
responsibility of notifying the nurse and making
an appointment to get proper instruction.

 Ask Tianjin Family Hospital to notify the other
associate hospitals about the field trip in their
area.
 Inform the teacher. All Tianjin Family Hospital
contact numbers are in all first aid bags.

For all overnight fieldtrips the teachers need:

 If the teacher feels s/he needs refreshment on
the first aid training. She/he needs to notify the
clinic.
 The clinic will provide the teacher with all
necessary medical information on the students.

 Have completed “Health information forms”
from all students.
 Information sheet on most common medical
situations.
 Package with diarrhea medicine + introduction
to this.

If the students are going to another province:
For further information about the first aid kit please read procedure on this issue.

Code of Conduct Contract
From the Student Handbook: Students represent their home, the school, and their cultural community. Conduct
should be courteous and exemplary, both in school and in public. In light of this expectation, students will follow
the code of conduct on field trips.
I.

Courteous and respectful to teachers, speakers, host country nationals and peers

II.

Responsible and sensible in how I act on the bus, at any public location or in hotels and restaurants

III.

A quiet, attentive listener for any speaker

IV.

Helpful in keeping my community neat and tidy including the bus, any public location, or hotel rooms and
restaurants

V.

An active participant in discussions and learning activities

VI.

Responsible for my own things and to take appropriate care of anything given to me

In addition, I will be expected to communicate with others in English or when appropriate, Chinese.
Field Trip Guidelines for Teachers in Charge
Day fieldtrip (one week prior approval from Principal)
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Overnight fieldtrip (one month prior approval from Principal)

Trip Approval
Supervision

Emergency
Contacts

Teacher-student ratio of 1:10
Teacher-student ratio of 1:5 (near water).
Male and female teachers for trips with both genders
Teachers wait at drop off point until last student has been picked up
Ensure that all adults (teachers, guides, parents) are clear about their roles on the trip
Ensure that all adults (teachers, guides, parents) are clear about IST expectations and policy in
student parent handbook regarding field trips, student responsibilities, conduct, discipline,
English language, dress code, school bus rules
Create emergency telephone tree for all trips
All teachers to take a cell phone on trip- arrange from school office if needed
Enter 3 Administration phone numbers in cell phone
Enter school nurse Tianjin Family Hospital numbers in cell phone
Inform Administration, parents and nurse of teacher cell phone numbers
Complete IST “Fieldtrip Permission and Information Form” and submit to Receptionist

Administration
Collect photocopies of all student passports (photo page and visa page) for overnight trips
Create list of passport numbers of all travelers on trip (for ease of check in at hotels) for
overnight trips
Inform school nurse of trip (and Tianjin/Beijing Family Hospitals for longer trips)

First Aid

Transport

Students
Home-School
Connections

Collect a list of students on your trip with medical condition(s) from the clinic
Organize the monitoring and/or administration of medication for students during the trip
Collect the First Aid kit from the Clinic
Ensure that your First Aid kit has what is required for your trip
Ensure that all teachers are familiar with the First Aid kit and how to use its contents
Ensure all teachers have first aid training
Check with principal on whether medical insurance and vaccinations are required.
Before departure record:
No thin tread on tires
Bus license registration number plates
Spare tires
Bus driver's name
Check brakes
Bus driver's driving license number.
Air conditioning in good condition
Condition of seating inside
Before departure arrange for the following
Ample storage space
checks:
First Aid kits (to be checked by school nurse
Drivers for longer journeys
before departure)
All drivers to have mobile phones
Litter bins
Safety belts working.
Microphone if possible.
Buses should not separate unless agreed by Administration
Large rubbish bags to be taken on buses to collect litter during the trip. Bus should be left clean
at the end of trip.
Students to be aware of trip details, rules and responsibilities
Students to bring student ID cards, passports, visas as required.
Letter sent home to parents with details of the trip and itinerary, (translated as appropriate)
Signed permission form from parents received, (translated as appropriate)
Parents know when and where to deliver their students at the start of the trip. Principal
informed of all details
Parents know when and where to collect their students at the end of the trip- Estimate a
realistic time of arrival. Principal informed of all details
Parents know the teacher contact numbers for the entire trip. Principal informed of all details
Parents know how they will be contacted if there is a delay in arrival
Parents are aware of responsibilities for emergency telephone tree and have details

INTERNATIONAL SCHOOL OF TIANJIN
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Figure 4–Field Trip Guidelines

7.6. Week Without Walls
Supervisor and Secondary Office Responsibilities
Trip supervisors can expect to take responsibility for:
Before the Trip
Research
 Reading and researching
about the areas they will be
visiting so as to act as an
additional source of
information during the
preparation for the trip and
during the trip itself.
 Developing trip itineraries.

 Recording emergency contact
details and submitting to the
Secondary School Principal.
 Creating parent emergency
phone tree and submitting to
Secondary School Principal.
 Completing and submitting the
pre-departure checklist to the
Secondary School Principal.

Documentation
 Preparing or updating written
information about trips and
planners in the format
requested as well as by the
deadlines set by the Secondary
Principal.
 Building electronic files of
specific trip information and
documentation on the school
server.

Administration
 Organizing the distribution and
collection of paperwork such
as: permission, behavior and
medical forms and trip-specific
communications with parents.
 Forwarding transport request
to the school receptionist or
Louie.

Finance
 Costing trips so that they are
within the WWW budget and
within the parameters set by
the Secondary School.
 Sending copies of the trip
budget to Secondary School
Principal.
 Informing the Finance Office of
dates for payments in advance
of the due date.
 Retaining all receipts and
fapiaos (including incidental
spending) and forwarding
these to the Finance Office.

developments relating to their
specific trip.
 Keeping parents informed of
trip details.
 Preparing (possibly with
student assistance)
informational displays relating
to WWW
 Providing opportunities for
their group to meet before the
start of the trip in order for the
students to get know each
better and for trip
administration details to be
attended to.
 Providing students with
opportunities to be better
informed about the activities
and venue of the trip (i.e.,
viewing videos, looking at
records of past trips, discussing
readings, etc.)
 Preparing educational tasks
and exercises for students to
undertake during the trip
 Fully conveying trip
expectations to students and
their parents.

Communication of Information
 Keeping the Secondary
Principal informed of

Meetings
 Attending all WWW meetings prior to trip departure
 Attend all first aid training sessions prior to trip departure

During the Trip
 Ensuring that the trip has academic integrity

INTERNATIONAL SCHOOL OF TIANJIN

 Focusing student behavior on the expectations
of IST and trip specific codes of conduct
 Providing students with enriching social and
educational experiences
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 Modeling behavioral and cultural expectations
as listed in the student guidelines

 Immediately reporting any medical problems or
accidents to the school nurse and Secondary
Principal or Director

 Ensuring that student responsibilities are
understood by students and fulfilled, including
IST and trip specific codes of conduct

 Carrying a first aid kit at all times
 Being aware of the consequences for student
violation of trip expectations and regulations

 Ensuring that students are supervised at all
times
 Making a note of student numbers when
departing from tour points

After the Trip

 Recording student room allocations
 Ensuring that in any accommodation at least
one teacher has a room on the same floor as
students
 Ensuring that students keep to their own rooms
and observe the curfew
 Carrying out regular checks on rooms to ensure
neatness and cleanliness
 Requesting that hotel management remove
contents of hotel room mini bars in advance of
arrival
 Monitoring the use of English on the trip
 Encouraging the use of Chinese when
communicating with local people

 Submitting fapiaos to the Finance Office for
reimbursement and processing
 Returning equipment and first aid kits to the
school
 Organizing, collating and analyzing student
evaluation of the trip
 Completing the WWW trip evaluation and
noting any recommendations for the following
year (including submitting a copy to the
Secondary Principal)
 Promoting and organizing the photo
competition submissions for your trip
 Organizing a brief slide show or presentation
on the trip for the WWW assembly
 Following up on journal work with students.

 Immediately reporting any problems on the trip
to the Secondary Principal or the Director

Trip supervisors can expect the Secondary School Office to:
 Working with faculty to develop trips and help ensure that trips meet curriculum and safety expectations.
 Providing a timeline of deadlines required for written communications and events that trip supervisors are
expected to attend.
 Coordinating, typing, printing and collating written communication.
 Fielding general telephone calls and inquiries from parents that relate to Week Without Walls issues.
 Working with trip sponsors to plan curricular and assessment procedures.
 Working with trip sponsors to plan the format of the WWW assembly.
 Coordinating first aid training prior to the trip.
 Communicating with school wide administration on Week Without Walls related issues.
 Dealing with any disciplinary matters in a timely fashion
 Overseeing the evaluation of Week Without Walls.

Field Trip Bus Driver Agreement
I understand that as the driver of the bus being used to transport students that I am responsible for ensuring that:
I follow all driving safety rules including:
INTERNATIONAL SCHOOL OF TIANJIN

 Stopping at red lights
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 Not following too closely to other vehicles
 Following the speed limit at all times
 Not answering or talking on the cell phone at
any point while driving
 Not smoking while driving
 Ensuring that the bus is only placed on ‘neutral
gear’ when stopped.

I will also ensure that the bus has been inspected and
that:
 The interior is clean and ready for students
 All seat belts on the bus work
 The maintenance on the bus has been recently
done
 The bus is fueled
 That there is a plan in place if the bus has
maintenance problems: Who do you contact?
What is the procedure?

INTERNATIONAL SCHOOL OF TIANJIN
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7.7. Student Supervision
Student supervision will need our consistent attention throughout the school year. We want fair and consistent
adherence to playground and cafeteria behavioral expectations and classroom essential agreements. We believe
our students will respond in a positive manner to our expectations; in turn, our daily routine will run smoothly. It
has been well documented that students react favorably when they see that reasonable rules are carried out in a
friendly and positive manner. These points of emphasis will necessitate that teachers:
 Be in their rooms at the appropriate time and take
an active part in supervising behavior and
directing students to their classes.

consistently. If grade 5 students choose to
misbehave in the hallways, they will loose the
privilege to transition unaccompanied by an adult.

 Supervise and insist on proper student use and
behavior in the playground, gym, cafeteria and
hallways.

 Emphasize general building cleanliness and more
specifically, cleanliness in cafeteria, hallways and
classrooms.

 Teachers must ensure that students in N-4 should
be met by an adult when transition from class to
class. Students in grade 5 may transition on their
own if they demonstrate appropriate behaviors

 Treat students with respect at all times.
 Ensure that all students are on time for all classes
 Honor all assigned supervision duties

7.8. Duty Expectations
C AFETERIA DUTIES
Morning Recess
 You need to arrive punctually and cover the duty from 9:45-10:05.
 Grades 3-5 can go to cafeteria for morning recess.
 Monitor all areas and ensure students leave area tidy by removing all dishes/ trash and pushing their chair in.
 Children go directly to their homeroom after recess.

Lunch
 Please arrive punctually and cover the duty from 12:10-12:30. One TA will be scheduled in the cafeteria from
12:05 to 12:45 to supervise students who come into the cafeteria early or stay behind to finish their lunch.
 A written description of supervision responsibilities and a duty zone map can be found in the appendices. All
teachers and TA’s are expected to be familiar with both of these documents. You need to walk around and
assist students where needed (e.g. opening lunch boxes etc)
 Ensure students use appropriate manners when addressing cafeteria staff.
 Zone 4 TA/ teacher is responsible for heating Kindergarten/ Grade 1/ Grade 2 student lunches in the microwave.
No K-2 student is allowed to heat up their own food.
 At 12:25 blow a whistle (Zone 1- is in change of blowing whistle) and the students will put up their hands to be
dismissed. No students should leave before being dismissed.
 Students may return trays etc. before the whistle blows but must still return to their seats to be released, even
if the whistle blows while they are walking to or from the service counters. All students must clean their area/
push their chairs in.
 Students should only be dismissed if their tables are clean and all rubbish is put into the bin.
 Ensure that students do not run to recess.
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O UTSIDE DUTIES
Morning Recess
 Recess duty runs from 9:45-10:05.
 At 10:00 Zone 4 will blow whistle. All teachers and
TA’s on duty will direct kids to the basketball/
blacktop area closest to back entrance area where
all students will line up and wait quietly in
designated areas to be dismissed--no later than
10:05 - Grade K-3 will return to their classrooms
through the back and side entrances / Grades 4-5
will use the side entrance near stairways.

Lunch Recess
 Lunch recess duty runs in two sessions from either
12:25-12:45 or 12:45-1:10 (Wednesday 12:2012:35 and 12:35-12:50); however, the whistle
blows 5 minutes before the end of recess to enable
students to get to classes on time.

 Other on duty will help cover the area.

 At 1:00 Zone 4 will blow whistle. All teachers and
TA’s on duty will direct kids to the basketball/
blacktop area closest to back entrance. All
students will line up and wait quietly in their
designated areas to be dismissed at 1:05pm Grade K-3 will return to classrooms through back
and side entrances. Grades 4-5 will use side
entrance near stairways.

 TAs/teachers should not congregate to chat and
should not be using cell phones etc. while on duty.

 If a student is injured the teacher should send the
student to the school nurse accompanied by a TA.

 All teachers and TA’s should know their areas of
responsibility. This information can be found on
the duty maps and description of duty supervision
documents found in the appendix.

 There will be others on duty to help cover the area.

 If a student is injured the teacher should send the
student to the school nurse accompanied by a TA.

 Students may not remain inside their classroom
unsupervised or in any unsupervised areas of the
playground.
 The inside playgrounds are for N/PK ONLY, and the
play equipment is only for elementary students
during elementary breaks. Please emphasize this
with secondary students as we share the same
morning recess time.
 Teacher Assistants and teachers take primary
responsibility for morning recess supervision and
are stationed in key locations.


All teachers are expected to spend some time at
the beginning of the year assisting their TA's in
establishing appropriate playground behavior by
modeling appropriate management skills.

 TAs/teachers should not congregate to chat and
should not be using cell phones etc while on duty.
 All teachers and TA’s should know their areas of
responsibility. This information can be found on
the duty maps and description of duty supervision
documents found in the appendix.
 Students may not remain inside or in unsupervised
areas.
 The inside playgrounds are for N/PK ONLY, and the
play equipment is only for elementary students
during elementary breaks.
 All students may enter the gardens surrounding
the library.
 Teacher Assistants and teachers take primary
responsibility for lunch recess supervision and are
stationed in key locations.


All teachers are expected to spend some time at
the beginning of the year assisting their TA's to
establish appropriate playground behavior by
modeling appropriate management skills.

During both morning and lunch recess students have a few choices of where they can spend their free time.
 Outside (See above)
 Library- students do not have to line-up outside.
They will move directly to their homeroom
classrooms from the library. The library faculty
will dismiss students at the same time as
OUTSIDE - Recess - 10:00 - Lunch Recess - 1:05

INTERNATIONAL SCHOOL OF TIANJIN

 Shared room if the teacher approves or if a
shared room is open during the recess time
 Either of the Playrooms – K-1 or 2-5
 Grades 4/5 can go to Study Lounge

81

IST Community Safeguarding Framework

Health & Safety

8. Our School asserts that clean and well-cared for facilities contribute greatly to child safety and
community wellbeing.
8.1. Cleaning Procedure for cleaning staff
General Instruction
1.

All bathrooms will be cleaned every 3 hours
with disinfection effervescence tablets
solution. Remember to sign on the check
sheets in the bathrooms.

2.

All door handles and banisters will be cleaned
with Dettol and paper towels three times a
day. Remember to sign on the check sheet.

3.

Cleaning supervisor checks the bathrooms,
door handles and banisters every 3 hours, and
remember to sign on the check sheet.

8.

Different color rags are used to clean different areas

4.

For each item that a rag has been used, it has
to be rinsed in warm water mixed with
disinfection effervescence tablets or Dettol.

5.

Floors are cleaned with mops and disinfection
effervescence tablets solution. No rags are
used on floors even.

6.

Clean mops and rags every day.

7.

Method of disinfecting cleaning rags: rinse
rags in warm water mixed with Clorox or
Dettol, and then dry them by exposing to air.

o Yellow rags are only to be used for toilets.
 Use disinfection effervescence tablets solution
o Blue rags are only to be used for sinks and surfaces around the sinks in bathrooms.
 Use disinfection effervescence tablets solution
o Pink rags are only to be used for surfaces in the bathrooms, such as doors, walls and ceilings, etc.
 Use disinfection effervescence tablets solution
o White rags are only to be used for surfaces inside classroom, such as tables, sinks, and chairs etc.
 Use Dettol
o Orange rags are only to be used for windowsills.
 Use Dettol
9.

Refill cleaning materials
o Spray bottles with Dettol every day at 7:00
am. Always empty the bottle before
refilling. The bottles should only be filled
1/3.
o Refill Paper towels.
o Refill liquid soap if empty or just very little
left.

10. Cleaning classroom
o Except the daily cleaning routine, the
surfaces of tables and chairs of some
classrooms need to be disinfected during
recess and lunch time. For details, please
see attached List of Responsible Areas of
Disinfecting.

11. How to mix the products
o Dettol–1 capful in 500ml water / 2 capfuls
in 1000ml water / The solution looks milk
white
o Used for door handles and surfaces outside
bathrooms.
12. Disinfection effervescence tablets:
o Cleaning bathroom: 1 tablet in 1000ml
warm water
o Mopping floor: 1tablet in 2000ml warm
water
o Used for all cleaning in bathrooms and
floors outside bathrooms
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Instruction for cleaning tables and chairs
 Time: Monday to Friday, at
Morning Recess and lunch
time

 Morning recess: 9:55-10:15am
 Lunch time for elementary
school: 11:50-12:50am

 Lunch time for secondary
school: 12:35-1:35 am

Responsible Areas
Classroom

Recess

Lunch time

Staff rooms

9:55-10:15am

12.10–1.10 / 12.50–1.50

Playrooms

9.45-10.05 / 12.25-1.05

Afterschool

Procedure for cleaning tables and chairs
 Main disinfecting areas should be the surfaces
of tables and chairs and chair back that
students touch most often. Cleaners should
also clean the other parts of tables and chairs
regularly.
 Spray Dettol solution on the surfaces of tables
and chairs, and then use cleaning rags /paper
towel to wipe. Change the paper towel when
needed.
 Cleaners should refill Dettol solution every
morning at 7:00am.

Procedure for cleaning computer surface
 Cleaning areas: computer key boards and
mouse in IT classroom and Library
 Spray Dettol solution on the paper towel and
use the paper towel with Dettol solution to
wipe the surface of keyboard and mouse.
Change the paper towel when needed.
 Cleaner is responsible for refilling Dettol
solution every morning at 7:00am.
 Ensure each computer desk in IT classroom and
Library has one sanitized hand gel for students
to use.

8.2. Cleaning Procedure for TAs
Instruction for cleaning tables and chairs in
classrooms
 Days and Times: Monday to Friday, twice a day
at morning recess & lunch time
 Areas: All tables and chairs in classrooms
including shared rooms, playroom, library,
computer lab and workroom. For details,
please refer to the List of Responsible Area of
Disinfecting.
 Procedure:
o Disinfecting areas should be the surfaces of
tables and chairs and chair back that
students touch most often. The other parts
of tables and chairs should be cleaned by
cleaners.
o Spray Dettol solution on the surfaces of
tables and chairs, and then use paper towel

to wipe. Change the paper towel when
needed.
o Cleaners should refill Dettol solution every
morning at 7:00am.

Procedure for cleaning computer surface
 Cleaning areas: computer key boards and
mouse in IT classroom and Library
 Spray Dettol solution on the paper towel and
use the paper towel with Dettol solution to
wipe the surface of key board and mouse.
Change the paper towel when needed.
 Cleaner is responsible for refilling Dettol
solution every morning at 7:00am.
 Ensure each computer desk in IT classroom and
Library has one sanitized hand gel for students
to use.
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8.3. Cleaning Responsibilities for NPK
Teacher and Teaching Assistant (shared) 教师和教学助理（共享）
Cleaning up children who have experienced toileting
accidents and vomiting. (see below for procedures)

清理孩子们如厕后的遗留物和呕吐物。 （详见下文的
程序）

All food items that have not been consumed are to be
stored away in airtight containers or covered and placed
in fridge i.e. crackers and biscuits etc.

所有没有吃完的食物，都要放入密闭容器中或者盖起
来放入冰箱。如曲奇和饼干等

Teaching Assistant（助教）
PreK placement mats need to be cleaned with
disinfectant solution at the end of each day.

PreK 的置物垫需要在每天放学后用消毒液清洗。

Once per week children’s bedding is to be sent home for
washing by parents.

每周把孩子们的被褥打包一次，让他们带回家给父母
清洗

NPK Ayi (NPK 阿姨)
Once per week the fridge needs to be cleaned out and
wiped down.

每星期都要把冰箱里东西清理干净并擦干净。

Once per week the microwave needs to be cleaned out
and wiped down.

每星期都要把微波炉清理干净并擦干净。

All resources e.g.; paint pots, paint brushes, painting
easels, art equipment etc., in the classrooms should be
cleaned at the end of each day. All equipment must be
drained and dry BEFORE it is put away. They also need to
be sorted.

在教室里的所有设备，例如，油漆罐，画笔，绘画画
架，艺术器材等，每天放学后都应清洗一遍。所有的
器材必须拧干晾干后再分类放置起来。

All toys in the classroom should be cleaned once weekly
with disinfectant solution

在教室里的所有玩具，应每周用清洁剂清洗一次。

Tables in the classrooms should be cleaned before and
after snack and lunchtimes with disinfectant solution.

教室里的桌子在零食时间和午饭前后都要用清洁剂清
洁。

The classroom floor should be mopped with disinfectant
solution after snack and lunch time.

教室地板需要在零食时间后和午饭后用清洁剂擦洗。

All toilets, toilet floors and sinks must be cleaned 2 times
per day with disinfectant solution plus regular inspection
and cleaning throughout the day as needed. Preferred
times are 9.20 and 12.20

所有的厕所，厕所地板和水槽，每天要用消毒液清洁
两次。平时还要定期检查并清洗。我们建议的时间是
9：20 和 12：20

All carpets should be vacuumed at 9.50 and at 11.30
before children’s bedding is put on them at rest time.

所有的地毯应该在 9：50 和 11：30 之前吸尘，在孩
子们休息时间把被褥放在上面之前。

All the blinds in the classroom need to be checked once
per month for dust build up.

教室里所有的百叶窗每个月都需要检查清洁一次，以
防灰尘堆积。

List 3–NPK Procedures (English & Chinese)
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TA to organize (助教职责)
All cushion covers and the dress up clothes should be
washed once per fortnight on a Friday.

所有垫子罩和衣服都需要在隔周五（每两周）晚上清
洗。

Once per fortnight mattress covers should be cleaned
and sterilized.

每两周都需要清洁并消毒一次被罩。

All playground equipment needs to be wiped down
every Monday morning with disinfectant solution.

所有的游戏设备都需要在每周一用清洁剂擦干净。

Every two weeks, the play dough equipment needs to be
put through a dishwasher.

玩面团的设备每两周都要放到洗碗机里清洁一次。

All the classroom cupboards must be cleaned out and
wiped with disinfectant solution.

教室 中所有的柜橱都要清理干净并用清洁剂擦干净。

Foam mattresses require airing and spraying with
disinfectant solution once per month.

泡沫垫子每个月需要喷洒清洁剂并晾晒。

Classroom wooden blocks cleaned with disinfectant
solution and oiled.

教室 中的木质柜子 需要用清洁剂清洁并漆油。

All used cups, plates, bowls and cutlery etc. should be
cleaned in the dishwasher on the day that they were
used. All equipment must be drained and dry BEFORE it
is put away.

所有的杯子，盘子，碗，刀叉等每天使用过后都需要
放到洗碗机里清洗。所有的器具都需要拧干晾干再存
放起来。

List 4–NPK Teaching Assistant Guidelines (English & Chinese)

Dealing with accidents of vomiting and diarrhea （对于呕吐和拉肚子情况的处理）
A separate broom, bucket and mop are to be kept for
cleaning up vomit or toileting accidents. This needs to be
clearly labeled in English and Chinese.
A bag of kitty litter needs to be available to pour on
vomit immediately. This can be swept up with the
specific broom and then discarded.

需要一个单独的扫把，水桶和拖把来把呕吐物和弄脏
的厕所擦干净。这些需要用中英文标签标注出来。

The soiled area then needs to be mopped over using the
specific bucket and mop with disinfectant solution.

被弄脏的地方要用专用的水桶和拖把用清洁剂拖干
净。

All equipment is then to be disinfected and put away for
all Ayi’s, teacher aids or teachers to access when need
be.
If a child wets him/herself during sleep time, mattress
and covers require disinfecting and thorough drying and
airing.

所有的器具都需要消毒并存放起来，供日后阿姨、助
教和老师在需要的时候取用

需要准备一袋猫沙以备需要铺在呕吐物上。用专用的
扫把清理之后丢弃。

如果有孩子在睡觉的时候尿床了，被褥和被罩需要消
毒并彻底晾干晒干。

Procedures for cleaning soiled or wet children (清洁弄脏或者尿床孩子的步骤)
Staff members must wear rubber disposable gloves

工作人员必须要戴上一次性橡胶手套

Children need to be contained in the bathroom or
moved there a.s.a.p.

把孩子尽快带到浴室清洗 。

INTERNATIONAL SCHOOL OF TIANJIN
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Wet and dirtied floor areas need to be immediately
contained.

被弄湿弄脏的地板要尽快控制起来。

The child is to be changed in bathroom area – no sitting
him/her on a seat where urine can be transferred.

孩子需要在浴室中换衣服（不要坐在他的座位上，以
免尿遗留在上面）

Wet wipes are used to wipe child down and then
disposed of in covered rubbish bin.

要用湿纸巾擦干孩子，并把纸巾丢弃在带盖的垃圾箱
中。

The child will be changed into clean clothing accordingly
and wet/soiled clothes put in plastic bag to be sent
home.

给孩子换上他们自己的干净的衣服，并把湿的、脏的
衣服放到塑料袋子里让他们 带回家

The wet or soiled area is to be cleaned with disinfectant
using specific cleaning equipment.

湿的或脏的地方要用清洁剂和专用清洁器具清洁干
净。

Special Considerations: 特别注意事项
Mops are not to be rinsed in the classroom.

不要在教室中洗拖把

Specific mops need to be labeled to go with the mop
bucket and used just for the labeled purpose.

特殊用途的拖把和水桶要贴上相匹配的标签，并专桶
/拖把专用。

Buckets are not to be emptied into classroom or toilet
sinks – an outdoor drain or specific area is to be
designated for this.

水桶中的水不能在教室中或者厕所的下水口中倒掉。
有一个专用的户外下水口或者特殊地方以供倒水。

Separate cloths are to be used for wiping tables in
preparation for food consumption.

擦吃饭的桌子需要一个专用的抹布。

Children are to have their own classroom bucket with
small sponges for them to participate in cleaning. These
need to be made available to children every day.
Classroom cloths need to be color coded according to
their use i.e. different colors for the floor, table and
children

孩子们需要有一个属于他们自己教室的水桶和小拖
把，以供他们参与到清洁的活动中来。这些需要能提
供孩子们每天使用的。

Floors should not be swept while children are eating.

在孩子们吃东西的时候不要擦地板。

School contrives to drive away mosquitoes and insects to
protect child, include using pesticide, planting
mosquitoes buster, but make sure no pesticide to fruit in
campus.

学校致力驱赶蚊子和昆虫以便保护孩子受到伤害，包
括使用杀虫剂、种植驱蚊草等。但确保校园内的果树
不喷洒杀虫剂。

教室中的抹布需要不同的颜色不同的用途。比如：不
同颜色的抹布用于擦地板、桌子和孩子们。

List 5–NPK Special Considerations and Guidelines (English & Chinese)

8.4. Cleaning chemical storage regulation 清洁剂存放管理规定
1. Location 存放地点
Detergent for cleaning company should keep in: the work room beside toilet of employee on 1st floor of the Qin
building, the work room beside Ming 11 classroom of the Qin building, the work room beside Song 2 classroom of
the Qin building and storeroom by the GYM as well as the work room across from the library of the Han building.
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保洁人员使用的清洁剂存放于ＩＳＴ学校的如下地点：秦楼员工卫生间旁工作间、明 11 旁工作间、宋 2 旁
工作间。汉楼图书馆对过工作间。体育馆旁库房内。
2. Reserves 存储量
There should not be over one month’s supplies in the storeroom by the GYM, the others should have only two days’
supplies.
储存体育馆旁库房内清洁剂储存量应控制在一个月用量；其余地点不超过 两天用量。
总量不超过 Maximum in storeroom
马桶清洁剂

Closestool detergent

3.8L×2

玻璃清洁剂

Glass depurative

3.8L×4

中性清洁剂

Neutral chemical

3.8L×4

滴露

Dettol

1.2L×6

泡腾片

Chlorax

18 瓶

除臭剂

Deodorizer

48 袋

不锈钢上光剂

Stainless steel polish

3.8 L×1

溶雪剂

Dissolve powder

25KG×1 袋

List 6–Storage Guidelines (English & Chinese)

3. Surroundings 储存环境
The detergent should be kept in a cool and ventilated place. Do not keep flammable, explosive and caustic articles
around detergent.
清洁剂的存放应保证阴凉、通风，周围不得存放易燃易爆或强腐蚀性、挥发性物品。
4. Usage regulations 领取使用规定
All detergent should be kept neatly in the specialpurpose shelf or the box.

所有未使用的清洁剂应存放在专用货架或箱子中，并
码放整齐。

Shift leaders for the daytime are responsible for
distribution

日常领用及入库均由白班领班负责。

The cleaner should fill in a rolling form before getting
detergent.

保洁员工领用药剂时，要填写登记单。

The detergent label must be correct.

清洁剂的包装标识必须正确。
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Clear name the information on the label including Name
/ usage / causticity / inflammability / dangerous degreed
to human / warning.
Chemical bottles must be sealed with lid and put on a
shelf where a child can not touch them. They should be
kept individually, away from food or other articles that
contact the human body directly.
Cleaner must clean the outside packaging before you put
it back.

Health & Safety

标签的内容物包括名称、用途、腐蚀性、可燃性、对
人的危害程度、注意事 项。
清洁剂使用后必须将盖封好，并放置在儿童不易拿到
的货架等指定位置。不得与食品或其他直接接触人体
的物品放置在一起。
必须将残留在包装外的清洁剂擦拭干净。

List 7–Cleaning Product Usage Guidelines (English & Chinese)

5. Warnings 注意事项
 使用酸性或碱性清洁剂时要戴好手套
 Anyone working with acid or alkali detergents should put on colloidal gloves.

如清洁剂溅入眼中，立即用清水冲洗，并到医务室或医院进行治疗。
If the detergent gets in your eyes, you should rinse immediately with water, and see the doctor in the clinic at once.
 所有使用后的清洁剂空瓶，应用清水洗刷干净，并集中处理，减少残留药液对周围环境的影响。
 Rinse empty bottles before they are thrown away. It will be good for our environment.
 如对使用过的清洁剂瓶再次利用，注意做好正确的标识，并仅限于盛放清洁剂。
 If you want to recycle containers, they must labeled correctly and only used for chemicals.

9. Our Policies and Procedures ensure clean and healthy foods and food service to foster student
and community wellbeing.
9.1. Food Safety Procedures
School Lunch Service and Snacks
The school has contracted with the Eurest catering company to offer a full meal service. To use this service, students
may purchase an electronic charge card from the school office. Students may alternatively choose to bring a
nutritious lunch and a drink from home and there are microwave ovens available in the cafeteria to heat food.
Nursery and Pre-Kindergarten students will be given a snack and fruit juice each day. Please see the IST website for
more information on Eurest Health and Safety Procedures.
Healthy Foods Policy
While recognizing that the selection and provision of snacks and meals for their children to eat at school is a
legitimate right of all families, the IST community firmly believes that students at this school should be provided
with healthy foods that promote both student health and student learning. To this end the school strongly
discourages parents from providing their own children with unhealthy snacks such as candies and soda drinks. In
addition, treats for other class members may only be provided if prearranged with a teacher or a member of the
administration.
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Birthdays will be celebrated together on one day per month as designated by the homeroom teacher. The school
also forbids the sale of sweets, chocolates, soda drinks, and other sugar rich and salty foods to students unless
formally approved for special occasions by the administration. IST expects teachers and parents to act as role
models for students and strongly encourages adults in the building to model healthy eating behavior.
IST maintains a formal contract with a fully qualified drinking water supplier to ensure that drinking water is
regularly assessed and of a consistently appropriate standard.
IST Food Services & Areas of Designated Responsibility
1. The Director is responsible for the oversight of all food health and safety related processes in the school.
2. The Administrative Offices Manager supports the Director in the routine administration of food health and
safety related processes, including supporting the School Clinic to liaise with relevant medical services.
3. The School Clinic is responsible for the administration of first aid should any food related concerns arise at
school.
4. The Operations Department, under the supervision of the Director of Operations, is responsible for routine
checking of the school’s food service and food service environments, including: regular testing of drinking water;
maintaining records of all testing reports; communicating with local FDA; updating relevant policies; ensuring
that the food preparation environment is clean and sanitary and that all food preparation and storage devices
are maintained in good condition.
5. The Purchasing Manager is responsible for the provision of any incidental foodstuffs purchased by the
department for school use. Responsibility is also held for related matters such as the maintenance of purchase
records, oversight of expiration dates, sourcing of qualified suppliers, etc.
6. The Catering Company is responsible for all food and related health and safety concerns under the scope of
their company’s codes of food service compliance, its contract with the school, and in accordance with all
necessary requirements of the local FDA. The Site Manager is responsible for oversight of the quality of all food
sourcing and supply chains, raw material inspection (ensuring that foodstuffs are fresh and uncontaminated),
and preparation and serving processes. The Site Manger is also responsible for ensuring that there are regular
and routine inspections of all components of the catering company’s services and service lines, including the
cleanliness and suitability of the physical plant (e.g., kitchen, storage, cafeteria, etc.), of the machinery and
service line equipment and materials, and of staff hygiene. The Site Manager, with the support of the Head Chef,
is responsible for ensuring that all necessary food processing and service policies and procedures are closely
adhered to, including daily checking of the quality of foods prepared for and served to members of the IST
community.
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IST Food Service Declaration
By signing my name to the IST Food Service Declaration form, I formally acknowledge my responsibility to strictly
adhere to the professional standards, policies and guidelines governing IST Food Services & Areas of Designated
Responsibility.
Title

Signature

Date

Head Chef
Site Manager of Catering Company
Director of Operations
Purchasing Manager
School Nurse
Administrative Offices Manager
Director

10. Our Policies and Procedures ensure a safe and secure campus for all community members and
visitors.
10.1.

Security Procedures

SECURITY GUARD RESPONSIBILITIES
Entrance 校门入口
Start to work on time（7:00 and 19:00）Only standard
uniform, and proper personal hygiene is acceptable.

按规定着制服，准时上岗（7：00 and 19:00）,保持良
好的卫生。

Check vehicles and people entering or leaving, they must
have available ID issued by school.

检查进出的车辆和人员持有学校发给的有效证件。

Stop unreasonable entries politely

礼貌劝阻闲杂人员进入学校。

It is forbidden to park vehicles and stay in area that
should remain unimpeded.

禁止车辆和人员在此区域逗留，保证门前畅通。

Check sanitation in this area and clean sundries in there.

检查大门区域的卫生，及时清理杂物。
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Guard house 警卫室
Start work with standard uniform, maintain tidiness and
cleanliness in the room

按规定着制服上岗，保持室内卫生。

Ensure there are adequate register forms and the files
are maintained well.

保证有足够的常用表格，所有文件应保存完好。

Perform the visitor procedures /vehicle management
seriously.

严格执行来访接待程序和车辆管理程序。

Perform key control process and registration rules.

严格执行钥匙使用登记制度。

Receive and check mail & letters and inform reception
counter to collect “urgent mail”.

接收和检查邮件，及时通知前台收取“急件”。

Answer the phone politely, ask for help when you
experience language issues.

礼貌接听电话，有语言问题应立即与前台联系。

Keep the walkie-talkie charged up.

负责对讲机的充电。

Exit 校门出口
Uniformed in standard way, take walkie-talkie, maintain
personal hygiene

按规定着制服，持对讲机上岗，保持良好的卫生。

Check leaving vehicle and visitor; take back ID issued by
school. Update the absence form.

检查离开车辆和人员，收回学校发给的有效证件。并
填写离校人员登记表。

Dissuade unreasonable visitors politely

礼貌劝阻闲杂人员进入学校。

It is forbidden to park vehicles and stay in this area,
which should be unimpeded

禁止车辆和人员在此区域逗留，保证出口畅通。

To avoid traffic accidents, it is forbidden that vehicles
enter into school by this route.

严禁车辆由此门进入，以免发生事故。

Check sanitation in this area and clean sundries there.

检查大门区域的卫生，及时清理杂物。

Foyer 大厅
Come in standard uniform, take the walkie-talkie and
maintain personal hygiene
Only school buses stop here regularly, others are
forbidden to park, unless they have an acceptable
reason
Check people entering or leaving that they have an ID
issued by school.

按规定着制服，持对讲机上岗，保持良好的卫生。
除校车在规定时间，其他任何车辆无特殊情况禁止停
在大厅门前。
检查出入人员是否持有学校发给的有效证件。

Check sanitation in foyer; ensure the area is clear of
obstacles.

检查门厅区域的卫生，保证出入口的畅通。

Provide help to visitors; answer their questions in a
friendly way.

帮助来访人员，礼貌回答提出的问题

Ensure the area is clear and guide vehicles parking in the
parking area.

保证门前车道的畅通，引导外来车辆停到停车场。

Guide unknown visitors.

为陌生的访客引路。
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处理突发事件。

Patrol 巡逻
Come in standard uniform, take walkie-talkie, flashlight
(night) and maintain personal hygiene.

按规定着制服，持对讲机上岗，夜班要携带手电，保
持良好的卫 生。

Patrol by area, do not patrol at class rooms during school
time

按区域巡逻，上课时间不询查教学楼。

Check fire hydrants, extinguishers, exit lights and ensure
they area condition.

检查消火栓、灭火器、出口指示灯保证完好。

Check corridors and doors, to ensure there are nothing
to block the way.

检查通道和安全门，保证无杂物阻挡。

Check windows/ floors and other facilities to find
hazards.

检查和清除门窗、地面和各种设施是否存在安全隐
患。

Check key point near the door/window, to check they
are closed after school time.

检查重点部位的门窗，在放学后是否关好。

Take charge to handle fire alarms and follow the fire
procedures.

负责检查火灾报警，执行火灾处理程序。

Take charge to deal with emergencies and be first at the
incident.

处理突发事件，接报警应立即赶到现场。

Keep out unauthorized people or ask visitors/drivers to
the Han building foyer.

将进入教学区域的无人陪同的来访者，司机请到汉楼
大厅。

Stop any behavior which breaks safety rules.

制止各种违反安全制度的行为。

List 8–Comprehensive Guard Instructions (English & Chinese)

10.2.

Instruction to School Guards 保安员执行火警程序

When school guards hear the fire alarm 听到火警后
Working days 上班时间
Close school gates. Don’t allow any vehicle except fire
trucks to enter the school during the fire alarm and
explain the reason to the drivers and passengers.
Then, the school guards should to check the fire alarm
immediately under safe circumstances. After the guard
has checked fire scene and there are no fire hazards on
the campus, the guards of CCTV room can reset button
in the fire system.
If guards meet fire, all the guards need to extinguish
immediately and ring the emergency fire services (119#).
At the same time, the guards will inform Director
immediately.
According to actual situation, the school guards need to
escort fire brigade to the locale of fire.
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关闭大门，门岗保安员向所有在火警报警期间来访的
人员车辆解释，学校有火警，为了安全考虑，需暂时
等待至火警消除后，方可进入。同时确保学校门前车
道的畅通，以保证救护车辆出入的需要。
由距离报警点最近的两名保安员在确保自身安全的前
提下，立即到现场查看火警报警情况，在确认没有发
现任何火情后应迅速向消防控制室报告，消防控制室
值班员在确认无误后方可关闭火警铃声；恢复正常的
人员与车辆来访程序；同时将经过记录在案。
如发现失火，其他所有在岗的保安人员可用现有的灭
火器立即到现场控制火势，并根据火情需要电话通知
119 报警。同时立即通知学校负责人员。
根据实际需要引领救火车，救护车等救援车辆出入学
校。
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alarm has been lifted.
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火警解除后等待学校通知及时恢复正常的秩序。

Non-working days 非上班时间
Close school gates. Don’t allow any vehicle except fire
trucks to enter the school during the fire alarm and
explain the reason to the drivers and passengers.
School guards should then check the fire alarm
immediately under safe circumstances. After the guards
have checked the fire scene and no fire hazards are
found in the campus, the guards of CCTV room can reset
button in the fire system.
If guards find fire, all the guards need to extinguish
immediately and emergency fire services (119#). At the
same time, the guards will inform the Director
immediately.
According to actual situation, the school guards need to
escort the fire brigade to the location of the fire.
The security team ensures the return to normality after
the fire alarm has been lifted.
Note: Personal safety is the most important. When
there is a fire, keep calm and quickly determine
hazardous locations and a safe place for a possible
evacuation.

关闭大门，门岗保安员向所有在火警报警期间来访的
人员车辆解释，学校有火警，为了安全考虑，需暂时
等待至火警消除后，方可进入。同时确保学校门前车
道的畅通，以保证救护车辆出入的需要。
由距离报警点最近的两名保安员在确保自身安全的前
提下，立即到现场查看火警报警情 1 况，在确认没
有发现任何火情后应迅速向消防控制室报告，消防控
制室值班员在确认无误后方可关闭火警铃声；恢复正
常的人员与车辆来访程序；同时将经过记录在案。
如发现失火，其他所有在岗的保安人员可用现有的灭
火器立即到现场控制火势，并根据火情需要电话通知
119 报警。同时通知学校负责人员。
根据实际需要引领救火车，救护车等救援车辆出入学
校。
火警解除后等待学校通知及时恢复正常的秩序.
注意：人身安全是最重要的，如果确实发现有人员被
困在火场，应请求专业人员帮助，不要贸然进入火场

List 9–Fire Procedures 1 (English & Chinese)

Checking ID Procedure 验证程序
Checking IST staff bus 检查员工班车
After entering the bus, face to everybody, smile and
bow, and then greet saying: “Good morning everyone,
show you ID please”.

上车后，面对乘客（员工），微笑，鞠躬（微），然
后礼貌的说：“大家早上好！请出示您的证件”。

Check everyone‘s ID and say “thank you”.

检查每个人的胸卡后，说：“谢谢”。

If someone is sleeping, say: “excuse me” to wake up
him/her.

如果有人在睡觉，礼貌的说：“对不起…..”叫醒他。

Before leaving the bus, you must face to them and say:
“thank you, have a nice day”.

在下车前说：“谢谢大家的合作，祝您愉快！”

Checking teachers or other cars

检查教师和其他车辆

Salute to the driver and passengers and smile, then say:
“Good morning / afternoon …, could you show your ID
please”.
After checking say: “thank you for your cooperation” or
“ thanks, and have a nice day”

向司机和乘客敬礼，微笑然后说：“早晨好，请您出
示您的证件”
检查完毕说：“谢谢合作，祝您愉快”。

List 10–Identification Procedures (English & Chinese)

Patrol rules and conditions 安全巡查规定
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Security guards must arrange special patrols around
campus every day.

学校保安每天要安排专人巡查学校的所有区域。

Security patrollers must take a walkie-talkie and patrol
record with them.

巡逻保安要携带对讲机和巡查记录表。

Examine existing or possible hazards.

检查发现存在或可能存在的安全隐患。
Check 内容包括

Unauthorized people who enter the campus.

无授权人员的非法闯入。

Those breaking the non-smoking rules.

违反禁止吸烟的规定。

Regulation of vehicle management.

违反车辆管理规定。

The firefighting equipment is well maintained.

消防设备完好。

All doors can open freely, nothing is blocking them.

所有门是否能正常打开，无阻碍。

Obstructions and condition of floor.

通道是否有障碍物，地面是否平坦。

The glass on the window and door is fixed.

门窗的玻璃是否牢固。

Lighting and sanitation is good.

照明是否正常，卫生状况。

Any potential issues.

共用区域有无可疑物。

Unauthorized use of fire.

未得到批准使用明火。

Uncared for valuable items.

无人照看的贵重物品。

Accompany delivery vehicle and monitor entire
process. The vehicle can’t go to the student playing
area in school working time.

陪同送货车辆，监督全过程。在学校工作时间，车辆
不能进入学生聚集游戏区域。

Rush to the spot when emergency event happened.

遇突发事件要立即赶到现场。

List 11–Patrol Guidelines (English & Chinese)

Fire alarm response procedures. 消防报警处理程序
Standard 1. Take action immediately when fire the alarm
occurs, but it must be convinced in the safety condition.
Standard 2. All school members should act according to
the evacuation procedures when the fire alarm rings the
security guards and engineers should respond as below
procedure

标准 1、在保证安全的情况下,迅速采取措施处理报
警。
标准 2、一旦发生报警，学校所有人员应立即按疏散
程序执行，保安和工程技术 人员将按照 如下程序执
行。

Procedure 程序
The security leader on duty or engineer should rush into
to the fire control room when the alarm rings, find the
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消防控制室，查清报警地点，通知保安到现场查看。
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alarm location and inform guards to go to the location at
once.
Instruct the guards to check alarms and keep
communicating with guards in the location.

消防控制室负责人指挥保安员立即到现场查看，并随
时用对讲机保持联系。

Operate fire systems according to situation at the danger
zone.

根据报警现场反馈情况在经确认无误后操作控制柜。

Report to the Director/principal about situation in the
particular location.
In case of fire, the fire-fighting team of IST should take
their walkie-talkies and bring extinguishers to put out
the fire immediately to ensure safety.

并随时向校长报告现场情况。
如发生火情在保证安全前提下，学校义务消防队应携
带对讲机和灭火器材迅速赶到报警地点灭火。

Report to the fire control room about situation of the
fire by walkie-talkie.

并及时用对讲机向控制室报告现场情况。

All staff have to evacuate to a safe place while there is a
fire emergency.

与此同时消防控制室值班员立即按下报警器迅速疏散
人员到安全地点。

If the fire is out of control, the security leader will call
the emergency fire services number 119 immediately.
According to the visitor 's register, security should to
count heads to be sure that no one is lost, after the
emergency evacuation. (Visitors Only) Provide absence
list.
After confirming there is no hazard, report to the fire
control room to cancel the alarm.

如果火势无法控制，立即报火警 119＃。
当紧急撤离之后，警卫应该依据来宾登记簿到集合地
点清点来宾人数，确保无人走失。并提供离校人员名
单，便于核对。
在确认危险已解除后，报告控制室取消报警。

Gate guards need to guide the fire trucks and
ambulances into the incident area.

门岗保安引导消防和救护车辆进入现场。

After the incident, fill out a fire accident report, to give
to the school administrate department.

填写消防报警记录表，向学校管理部门报告。

List 12–Fire Procedures 2 (English & Chinese)

10.3.

Student irregular leave permission and procedure 学生非正常时间离校批准程序

Standard: For the purpose of ensuring student safety, IST does not allow students to leave the campus during school
time unless the student is accompanied by a teacher/parents or an authorized driver and with a letter of
authorization.
标准: 为学生的安全，学校是不允许学生在上课时间离开学校的，除非有老师/家长或者是有家长签名的书
面证明的司机陪同。
Procedure 程序
1. Teacher completes permission form.

1 教师填写离校许可证。

2. Authorized signature is obtained (nurse / principal /
school secretary).

2 得到批准人的签名 （校医、校长、校长秘书）。

3. Phone to security house to inform security guards.

3 电话通知警卫门岗。
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4. Permission Form is passed to security guards.

4 将许可证交给保安。

5. Security guard checks form and grants permission for
the student and accompanying adult to leave the
campus.

5 保安核实后，准许学生和接学生的成人离校。

10.4.

Permission to Remove School Property 携入携出物品批准程序

Standard: For the purpose of ensuring the safety of school property, all school property to be removed from the
campus must be recorded and approved by the administration before the items are removed.
标准: 为保障学校资产安全，所有带出学校的物品应被登记，离开校区前应得到学校管理部门的批准。
Procedure 程序
1. Complete the pass record fully.

1 填全物品携出证的内容。

2. Obtain authorized signature (manager / principle /
Business Director / School Director).

2 得到批准人的签名 (校长、事业部总监、总监、经
理)。

3. Take all items to the guardhouse, and show them to
security guards.

3 将所有携出物品送到保安门岗。

4. Give the Permission to security guard.

4 将携出证交给保安。

5. Security guard checks form and permits the removal
of the items.

5 保安核实后放行 。

6. Security files recorded.

6 保安负责存档。

10.5.

Open/close gate procedure 开关门程序

Standard: Security guard protect the property after school time and in school vacation, all the doors in school
opening /closing should be controlled by security.
标准：保安负责学校放学后和假期的财产安全，控制教学楼内的门开关，开关门必须有记录。
Procedure 程序
1. Security guards comply with the procedure of key
control, prepare keys well before school starts to open
doors.

1. 保安要按照钥匙管理程序和规定使用钥匙，每日开
门前要准备好所需的全部钥 匙。

2. The list of doors indicates the order of door

2. 开关门记录表能帮助你按顺序开门，所以开门时必
须携带记录表和按顺序开门。

opening, so you must use the list.
3. Guards should record each time when doors are
opened and sign your name.
4. Security guards submit the opening record to school
maintenance department every day.
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5. All the doors should be opened at 6:00am every day.

5. 每日早 6：00 之前将所有应打开的门打开。

6. For a temporary request, guards should record
time/position/name, and sign on the key usage.

6. 临时要求开门，要记录时间、位置、姓名，同时要
在钥匙领用登记表登记。

10.6.

Key Control procedure 钥匙管理程序

Standard: Facilities should control the usage of key in the campus; only authorized people can get keys, set up file
for key management, and record process of key usage.
标准: 工程部应控制钥匙的使用，只有被授权的人员才能得到钥匙，建立钥匙管理档案，所有钥匙的使用
过程都应详细记录。
Procedure 程序
Daily usage 日常使用

1. Keys must be kept in a special box, classified and
hung in order.

1. 所有钥匙存放在专用的钥匙箱里，分类、按顺序存
放。

2. Hang all keys by name/position/amount.

2. 有详细的钥匙登记，包括名称、位置、数量。

3. Label the keys with appropriate number or name.

3. 每一把钥匙都有对应的标签

4. Implement key registration regulations; record
time/name/user etc.

4. 执行钥匙使用登记制度，记录使用时间、钥匙名
称、使用人等。

5. Security guards must hand over the key statements,
and record of lost and broken keys

5. 保安换班时要交接钥匙的使用情况，记录丢失和破
损的原因和数量。

6. All staff are forbidden to copy or take away keys from
the campus

6. 禁止未经授权私自复制和携带钥匙出校区。

Apply for a key 钥匙申请
1. Send a maintenance request to the Facility about your
need with your signature.
2. All modification of keys and locks must get approved
from school Director in advance.
3. The following keys cannot be copied when the key is
lost, the lock must be changed immediately: Financial
Controller Office / Accounting Office / School
Directors/Principal’s Office / HR Office /Office Manager
etc.

1. 将有你签名的钥匙的维修申请送到工程部。
2. 所有钥匙和锁的变更须提前得到校长的同意。
3. 以下钥匙如有丢失应立即换锁，不能复制，财务总
监、财务办公室、校长室、人事部办公室、行政办公
室等。

Spare Keys Usage 备用钥匙使用
1. Someone can borrow a spare key from Facility for
temporary use, but must return this during school time,
and sign the record when draw and return.

1. 借用备用钥匙，须到工程部签名领用和归还，必须
在当天换回。

Master key usage 万能钥匙的使用
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1. Master keys can only be kept and used by following
administration team numbers, School Director/Principal
/ B &D Director/ Financial Controller/HR Manager/
Facility Manager.
2. Master keys cannot be lent to other school members
and cannot be copied.

1. 万能钥匙只能如下管理成员保管和使用，各位校
长、事业发展部总监、财务总监、人事经理、工程部
经理。
2. 万能钥匙不能复制或转接他人。

List 13–Key Control (English & Chinese)

Lost & Found 失物招领指导

10.7.

Any lost items that are found on the school campus will be placed in the lost and found cupboard. Students and
parents should approach the office personnel should they wish to search the box for lost items. Parents are asked
to label their children’s personal items, such as clothing, in order to assist the school to identify the owner before
the item is placed in the lost and found box. Quarterly displays of lost items will be made to help students to identify
their lost property
IST Lost & Found Instructions
Please refer to the following instructions in the case of people who lost or found any items on IST campus
Found
During work hours (7: 30AM-4: 30PM):
1.

2.

3.

During work hours:

Any item found on campus should be handed
in to the front desk. The front desk secretary
will make record in the “Lost & Found Record
Book”.
If the found item has been recorded, the front
desk secretary will inform the loser to claim; if
not, a “Lost & Found” message will be sent to
all First class accounts at school.
If no claim received within 24 hours after the
“Lost & Found” massage was sent out, items
like clothes, lunch boxes and etc will be kept at
the Lost & Found cabinet at the student
entrance; others will be kept at the front desk.

1.

Check the “Lost and Found Record” book at the
front desk;

2.

If recorded, the loser could get it back after
signature;

3.

If no record, the loser could make a record in
the book.

4.

The front desk secretary will orally inform the
ancillary staff and send email to all the First
class accounts at school;

5.

The claimer who lost his/her item value of
RMB1000 should complete a “Security Case
Report” at the front desk, and the HR
department will follow up with the case.

During non-work hours:
1.
2.

Any item found on campus should be handed
in to the school guards.

During non-work hours:
 For any lost case during the non-work hours of
school, the loser could claim the issue during
work hours.

The school guards will make record in the “Lost
& Found Record Book”, and report the issue to
the front desk secretary during work hours.

失物招领指导

如您在 IST 国际学校内捡到或丢失物品，请参照以下步骤处理
捡到物品
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在校内发现任何被遗失的物品后，请将捡
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工作时间内 （7: 30AM – 4: 30PM）：

到物品交到前台，由前台秘书在失物招领

2.

册上登记；

1.

去前台查找失物招领册记录；

前台秘书核对捡到物品是否已有人登记查

2.

如果丢失物品已被发现并登记在失物招领
册上，失主在招领册上签字后，可取回物

找。如果在册，前台通知失主认领；如果

品；

不在册，前台通知校内 First class 用户认
领。失主认领物品时，应在失物招领册上

3.

物招领册上登记，请求协助查找；

签字。
3.

如果丢失物品还没有被发现，失主可在失

失物招领信息发出 24 小时后，仍无人认领

4.

件通知校内 First class 用户；

的。衣服、饭盒等物品，将保存在学校出
口处的失物招领箱内；其它物品，将保存
在前台。

前台根据登记记录通知后勤人员，并用邮

5.

价格在 1000 元人民币以上的物品，在邮件
发出 24 小时后依然没有人发现的，失主应
在前台填写“安全事件报告”，由人事部负

工作时间外

责调查。

1.

请将在校内捡到的物品交给校内保安；

2.

保安接到捡到物品后，应在招领册上作相
应记录，并在工作时间向前台汇报。

工作时间外：
 如物品丢失发生在学校正常工作时间以外

的，失主可在学校开始后请求协助查找。

丢失物品

10.8.

Vehicles 车辆

In order to have a good vehicle management process in order to ensure the safety of school staff and drivers, we
would like to share the school’s regulation with you.
为确保良好的车辆管理秩序，保证学校员工及司机的人身安全，特制定下列规章。
Vehicles Management Regulations 车辆进出管理规定
1. All drivers who enter the school regularly need to show
their “Driver ID Card” or “ Family ID Card” (for parents
only) issued by IST at the entrance before being let in.

1. 所有进入学校的长期车辆，在进入学校前司机需出
示学校签发的“司机证件”或家长出示学校签发的“家
长证件”方可进入。

2. The visitor must register at the entrance and use
proper certificate to exchange the “Visitor Card” and
“van entry permit”.

2. 访客的临时车辆，需在保安处登记用恰当的证件换
取“访客证” 和“临时车辆出入许可证”方可进入。

3. The speed limit is 5km/h for all vehicles all times.

3. 任何时间，任何车辆的限速为 5 公里/小时。

4. No vehicle is permitted to park in front of the building
for waiting, except for student shuttle bus that it is from
7:45 to 8:15 and 15:00 to 15:30. At other times, all
vehicles must park at the assigned parking lot.

4. 除接学生时，每天 7:45 至 8：15 和 15:00 到
15:30 ，校车允许在学校主建筑前等待停留，其它时
间所有车辆必须停在指定地点。
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5. Only vehicles that need to pick up or deliver goods at
the rear of school are permitted to drive to the rear of
the school. Guards must accompany vehicles making
deliveries to the rear of the school, lead the vehicles by
walking in front of the vehicle. Once deliveries are
completed, vehicles should be escorted to the school
parking lot. No vehicles should be left parked at the rear
of the school or on the internal perimeter road.
6. No smoking is permitted in school area. No bottle
drinking water is available for drivers.

Health & Safety

5. 只有确实需要到学校主建筑物后方运输货物的车辆
方可开到学校后方。对于这些车辆，需由保安全程陪
同，步行在车前引导车辆至学校建筑物后方。在卸货
后，车辆应立即离开学校或停在停车场上。学校建筑
物后方及校区车道上不得停车。

6. 校区内不得吸烟。不允许从学校打桶装饮用水。

7. Only school driver can wash shuttle bus and car in
campus, and must be in assigned area.

7. 只有小车司机可以在校园内洗车，但必须在指定区
域。

8. The staff should enter from North Gate and leave from
South Gate, when you driving cars into the IST campus.

8. 所有车辆进入学校，应从北门进入，南门驶出。

List 14–Vehicle Management (English & Chinese)

Student Drop off regulations 送孩子上学：

10.9.

 The entry gate will not open until 7:45am for student drop off vehicles to enter.
 送孩子的车在 7：45 后，方可进入学校。
 After drop off, vehicles need to leave through the exit gate as soon as possible. No vehicle is permitted to park
in front of the main building or turn back.
 送孩子后，车辆应立即从出口离开，不能在校前停留或掉头。

10.10.

Student Pick up regulations 接孩子放学：

 School vans will line up in the correct order before 15:00 of each day.
 校车班车每天 15:00 之前先按正确的顺序停好。
 Other mini vans will be let in after 15:05 at which time they may join the rear of the queue.
 其它的中型轿车可在 15:05 之后被允许进入，按顺序停在已停好的车队后边。
 All private cars and taxis will be let into school before 15:05 and should park at the assigned park lot. If the
private cars and taxis arrive school after 15:05, they need to park outside the school. The drivers or Ayis may
only walk into school and lead students out of the exit gate after showing the exit guard their ID card.
 小轿车及出租车在 15:05 之前允许进入学校并统一停在学校指定的停车场。如果小轿车及出租车在
15:05 之后到达学校时，需停在校外，由司机或阿姨将孩子接出，并在出口处出示胸卡，方可将孩子领

出校区。

PLEASE DO NOT ENTER THE IST SCHOOL BUILDINGS 请您不要进入教学楼
 In the interests of student safety and appropriate use of school facilities, only students, parents, school
employees and authorized guests will be permitted to enter the school buildings.
 为了保证学生的安全和恰当使用学校设施，只有学生，家长，学校员工和经授权的客人
 被允许进入学校教学楼。
 All other drivers and visitors must be accompanied by a school employee or guard if they are to enter the school
buildings.
INTERNATIONAL SCHOOL OF TIANJIN

100

IST Community Safeguarding Framework

Health & Safety

 所有司机或访客必须在学校员工或者保安陪同下才可以进入学校教学楼。

10.11.

Vehicle control procedure 车辆进出管理程序

Standard: security guard take responsibility to control all vehicle have certificate issued by school administration
and follow up the regulation relevant to vehicle management.
标准：保安人员负责确保所有进入学校的车辆,都持有学校签发的证件，遵守行驶路线，保证学校的车辆
进出管理规定有效实施。
Procedure 程序
1. Security guards should make a “vehicle register form”
ready, and prepare adequate a “visitor card”
2. The guard will check the ID certificate of driver and

passengers, follow up with visitor procedures if they
are not regular vehicle.
3. Except for school shuttle bus, security guards must
record all vehicles on the “vehicle record sheet”
4. The security leader should assign one guard patrol
between the parking lot and building and check any
drivers or unauthorized people enter into building.
5. Vehicles delivering goods should be accompanied by a
guard for whole process, leave the building after the
work is finished, or park their vehicle in the parking lot .
6. Guards will check the vehicle, and make sure there are
no school assets inside.

10.12.

1. 保安值班员应准备好《外来车辆登记表》和足够的
“来访卡”。
2. 礼貌的要求司机和同车人员出示证件，无证件者应
按照《外来人员接待程序》执 行。
3. 保安值班员必须在《外来车辆登记表》做详细记
录，除学校班车，其它所有车辆 都必须被记录。
4. 保安领班应安排一名保安员在停车场和大楼之间的
通道之间巡逻，阻止司机或无授权人员进入教学楼。
5. 送货车辆保安巡逻人员必须全程陪同，卸货后要求
送货车立即离开教学楼, 或停放在停车场。
6. 保安要检查送货车辆,确认无学校资产。

Visitor regulations 来访人员管理规定

For the purpose of ensuring safety of students and teachers, preserve a undisturbed surroundings, visitor should
following this regulation.
为保证教师和学生的安全和保持安静的学习环境，来访人员应遵守管理规定。
All visitors must register and take a visitor card before
they enter into the building.

所有来访者应在进入学校前，要在门卫处登记，领取
“来访卡”。

Security guards must accompany the visitor to the lobby
on the first floor of the building .

保安负责送来访者至一楼接待大厅。

Generally, it is requested that interviews should be in
the lobby area and if going to other areas visitors
must be accompanied by school staff or security .

无特殊情况，会客应在一层大厅。进入其它区域，必
须 有学校员工或保安陪 同。
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Visitors can only use staff toilets on the first floor.

来访者只能使用一楼的员工厕所。

Visitors must return the “visitor card” to the guard house
when they are leaving.

访客离开时，必须将来访卡交回门卫保安室。

Entry will be refused onto the campus for those
unsuitably dressed.
When there be a fire alarm, accord to evacuation layout
（on the wall）all visitors should evacuate immediately
and obey security commands.
All above items is only for ordinary visitor, not include
VIP and other ID certificate。

衣着不整者,将被拒绝进入校区
当发生火灾警报，所有访客应依照紧急撤离指示图
（墙壁上）立即撤离，并服 1 从保安的指挥与管理
以上规定仅限于持“来访卡”者，不包括 VIP 和其它证
卡。

Standard: All visitors must be registered in deed and wear the “visitor card” in campus period before leave; security
guard ensure Visitor Procedure implement and instruct visitor to respect safety rule.
标准：所有外来人员都应被详细记录，在校期间必须佩带学校发放的来访卡。保安员应确保学校的会客制
度的实施，帮助外来人员遵守学校的安全规定。

Procedure 程序
1. Security guard should make “visitor register form”
ready and adequate “visitor card”

2. Welcome and salute the visitor, speak in courteous
way, for example: good morning, may I know who
would you like to meet? Which department and
name? etc…
3. Contact interviewee, ask visitor register in detail
after got permission. (guard should provide help and
ensure the register form is filled fully.
4. Inspect visitor paraphernalia if there are not weapon
and explosive. The computer /printer/projector /camera
etc valuable personal belongs should be record and
paste sticker.
5. Guard must record card number, one card a person,
and visitor must wearing as far as leaving.
6. Assign one guard accompany visitor to the reception
desk, introduce to receptionist .if receptionist or
interviewee need help, guard must accompany with
them in entire process, report to main entrance guard
room .
Guard must check parcel while visitor leaving, make sure
no school estate .take back visitor card and record
leaving time

1. 保安值班员应准备好《来访人员登记表》和足够的
“来访卡”。
2. 接待来访人员时，要先敬礼，使用礼貌用语询问来
访人员的目的，如：您好，请问您要找哪个部门，他
/她的姓名？您有预约吗？您的工作单位？
3. 用电话与被访人联系，得到被访人同意后，请来访
者在来访登记表上登记（保安协助填全所有项目）。
4. 检查来访者有无携带易燃易爆物品，或电脑、打印
机、投影仪、照相机等要求登记，粘贴个人物品标志
贵重物品。
5. 发出“来访卡”之前要记录卡的编号，每人一张卡，
要求佩带在胸前直到离开学校。
6. 由一名保安员陪同来访者到一楼前台接待处，并详
细告知接待员来访者的情况。如果前台接待或被访人
要求陪同或护送，保安员应全程陪同。并用对讲机通
知门卫室协助。
在访客离开学校时，保安员应检查其携带的物品有无
学校的财产，收回“来访卡”，记录离校时间。

List 15–Visitor Management (English & Chinese)
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E. HEALTH, WELLBEING & INCLUSIVE EDUCATION

Child
Protection
Student
Support
Services

Student
Behavior
Management

Safer
Recruitment

IST
Community
Safeguarding
Framework

Digital
Citizenship

Code of
Conduct &
Management of
Safeguarding
Concerns

Health &
Safety
Health,
Wellbeing &
Inclusive
Education

IST BOARD OF GOVERNORS POLICY 5.1J COMMUNITY SAFEGUARDING
Community members shall conscientiously follow all school procedures intended to assure the safety, health,
security and wellbeing of students and all others participating in school activities or using school facilities. This shall
include compliance with any and all requirements and regulations as set by the government of China, and school
regulations pertaining to safeguarding, including:
A. Child Protection
B.

Safer Recruitment

C.

Code of Conduct & Management of Safeguarding Concerns

D. Health & Safety
E.

Health, Wellbeing & Inclusive Education

F.

Digital Citizenship

G. Student Behavior Management
H. Student Support Services
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E. HEALTH, WELLBEING & INCLUSIVE EDUCATION
Health, Wellbeing and Inclusive Education is a critical component of our commitment to student welfare. Our
curriculum promotes agency among students according to their individual needs, interests and abilities while
maintaining an awareness of the unique and sometimes differing norms and expectations within different cultures
and contexts. The curriculum also aims to help students take proactive measures to maintain their own ethical,
mental, physical and emotional integrity as they grow and mature.

Mission and Objectives
1.

Our Teachers help all children to understand themselves and the changes that they encounter as a natural
part of the growth process.

2.

Our Teachers help all children to negotiate feelings in themselves and in others while remaining respectful of
proper boundaries and behaviors.

3.

Our Curriculum helps all children to recognize and be able to articulate difficulties by feeling safe and secure
in seeking out help and guidance when necessary.

4.

Our Curriculum encourages all children to be open-minded, balanced, ethical, thoughtful, and resilient actors
in their own lives and in the lives of those around them.
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F. DIGITAL CITIZENSHIP
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IST BOARD OF GOVERNORS POLICY 5.1J COMMUNITY SAFEGUARDING
Community members shall conscientiously follow all school procedures intended to assure the safety, health,
security and wellbeing of students and all others participating in school activities or using school facilities. This shall
include compliance with any and all requirements and regulations as set by the government of China, and school
regulations pertaining to safeguarding, including:
A. Child Protection
B.

Safer Recruitment

C.

Code of Conduct & Management of Safeguarding Concerns

D. Health & Safety
E.

Health, Wellbeing & Inclusive Education

F.

Digital Citizenship

G. Student Behavior Management
H. Student Support Services
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F. DIGITAL CITIZENSHIP
Digital citizenship guides students to be kind, respectful and responsible agents in the digital world. Students
learn about the rights, responsibilities and opportunities of living, learning and working in an interconnected
digital world, and they act and model in ways that are safe, legal and ethical. The digital citizenship
curriculum is the responsibility of all teachers.
Mission and Objectives
1.

Our Students learn to engage in positive, safe, legal and ethical behaviors when using technology, (including
social interactions online or when using networked devices) through our Responsible Use Policy.

2.

Our Teachers develop in students, the agency, skills and knowledge to exercise responsible digital citizenship.

DIGITAL CURRICULUM OUTLINE
 Searching the internet

K-2

 Staying safe online
 Show respect online
 Protecting digital identity
 Citing sources

3-5

 Privacy for everyone
 Cyberbullying and staying safe online
 Strategic searching
 Cyberbullying and staying safe online

6-8

 Balancing tech-time
 Citing sources and remixing content
 Impact of words and actions online
 Strategic searching
 Cyberbullying and staying safe online
 Balancing tech-time
 Citing sources and remixing content

9-12

 Online relationships
 Sexting, trolling and negative online
behaviors
 Data protection
 Impact on your future
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1. Our Students learn to engage in positive, safe, legal and ethical behaviors when using
technology, (including social interactions online or when using networked devices) through our
Responsible Use Policy.
All IST students are required to abide by the IST Responsible Use Policy (RUP), which is available on the IST website
and in the Parent Student Handbook.

1.1. Elementary
Grades N-1 - students are made aware in age appropriate ways of their responsibilities when using technology and
are reminded of this as needed during the year
Grades 2-5 - students are taught about their responsibilities as set out in the Responsible Use Policy at the beginning
of each the school year, and on entry for new students joining part way through the year. Each student signs up to
a shared and published class copy of the RUP, which is prominently displayed and referred to in each homeroom
class.
In the Elementary School, we embrace the following aspects of being a digital citizen:
 Respect Myself. I will select online names that are appropriate. I will consider the information and images that
I post online.
 Protect Myself. I will not publish my name, address, phone number, school name or photos of myself.
 Respect Others. I will not use technologies to bully or tease other people. I will not take, share or alter images
of others. I understand that school computers are shared computers, therefore, I will not modify or adjust the
configurations of a school computer.
 Protect Others. I will protect others by reporting misuse of technology. I will not forward inappropriate
materials or communications.
 Respect Intellectual Property. I will cite any and all use of websites, books, media, etc. for my school work.
 Protect Intellectual Property. I will legally use the software and media that others produce.

1.2. Secondary
Students are made aware of their responsibilities as set out in the Responsible Use Policy at the beginning of the
school year, and on entry for new students joining part way through the year. Each student signs an individual copy
of the RUP annually, either in hard copy or digitally.
Secondary students may bring their own computers on campus as part of our ‘Bring Your Own Device (BYOD)’
policy.
Mobile phone use is not permitted during school hours (7:45 – 3:15), including passing time, unless for a specific
educational purpose given by a teacher or administrator. The exception to this is during morning and lunch recess.
Mobile phones should be in a school bag and on silent mode (no vibration). If a mobile phone is seen or heard
during restricted times, it will be confiscated until the end of the day. Please note that IST does not hold
responsibility or liability for confiscated property. Multiple infractions will be dealt with on an individual basis by
the Secondary Principal.
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In the Secondary School we use information and technology in safe, legal (In this case, LEGAL is in accordance with
laws in China–and may be different from what is legally allowable or permissible in other countries) and responsible
ways. We embrace the following conditions or facets of being a digital citizen.
 Respect Myself. I will show respect for myself through my actions. I will select online names that are
appropriate, I will consider the information and images that I post online. I will consider what personal
information about my life, experiences, experimentation or relationships I post. I will not be obscene.
 Protect Myself. I will ensure that the information, images and materials I post online will not put me at risk. I
will not publish my personal details, contact details or a schedule of my activities. I will report any attacks or
inappropriate behavior directed at me. I will protect passwords, accounts and resources.
 Respect Others. I will show respect to others. I will not use electronic media to spam, flame, bully, harass or
stalk other people. I will not produce, broadcast or manipulate images of others. I will show respect for other
people in my choice of websites, I will not visit sites that are degrading, pornographic, racist or inappropriate.
I will not abuse my rights of access and I will not enter other people’s private spaces or areas in school or at
home. I understand that school computers are shared computers. Therefore, I will not modify or adjust the
configurations of a school computer. This includes the installation of any unapproved program or program
module.
 Protect Others. I will protect others by reporting abuse, not forwarding inappropriate materials or
communications; and not visiting sites that are degrading, pornographic, racist or inappropriate.
 Respect Intellectual Property. I will request permission to use resources. I will suitably cite any and all use of
websites, books, media, etc. I will validate information. I will use and abide by the fair use rules.
 Protect Intellectual Property. I will request to use the software and media others produce. I will use free and
open source alternatives rather than pirating software. I will purchase, license and register all software. I will
purchase my music and media, and refrain from distributing these in a manner that violates their licenses. I will
act with integrity.

1.3. Misuse of Technology
This includes, but is not limited to, illicit internet sites, downloading or sending inappropriate material,
inappropriate use of email either to forward bulk emails or to convey inappropriate or offensive written or pictorial
material.
Deliberate interference with IST computer equipment including introducing viruses, hacking, or possession of hard
drives that make this possible, will be considered destructive vandalism.
CONSEQUENCES FOR VIOLATION(S)
I understand and will follow the above Responsible Use Guidelines. If I break this agreement, the consequences
could include suspension of computer privileges and/or disciplinary action. I also understand that my school
network and e-mail accounts are owned by IST and are not private. IST has the right to access my information at
any time.
Student’s Name (please print) __________________________
__________________________

Student’s Signature _______________ Date

As the parent or guardian of this student, I have read the IST Responsible Use Guidelines. I understand that
technology is provided for educational purposes in keeping with the academic goals of IST, and that student use for
any other purpose is inappropriate. I recognize it is impossible for the school to restrict access to all controversial
materials, and I will not hold the school responsible for materials acquired on the school network. I understand that
children’s computer activities at home should be supervised as they can affect the academic environment at school.
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I hereby give permission for my child to use technology resources at IST.
Parent or Guardian’s Name (please print) ________________________________
Parent or Guardian’s Signature ____________________ Date ________________
SHARING POLICY FOR STUDENTS AND PARENTS
The spirit of technology education is one of sharing. We create blogs, podcasts, videos, wikis, and other social
media, but we do not create them for one person. We create them to share with the class, the school, and the
school community and, perhaps, the world, because we understand that a global audience drives achievement. We
might share our work on our website, blogs and wikis. These are teacher moderated sites, where students can
collaborate online with teacher supervision. Student full names and personal information are always kept
confidential and are not shared online.

2. Our Teachers develop in students, the agency, skills and knowledge to exercise responsible
digital citizenship.
2.1. Teach using a cross-curricular framework to ensure students have a strong understanding
of digital citizenship.
IST implements a comprehensive Digital Citizenship curriculum from Kindergarten - Grade 12, ensuring a vertically
articulated progression. Homeroom teachers, subject teachers, and technology and information literacy specialists
collaborate under the leadership of the Technology Director and Curriculum Coordinators. There are appropriate
links made to the Health, Wellbeing & Inclusive Education program and the Information Literacy curriculum.
Following the Common Sense Media Framework, students learn about Digital Citizenship through eight domains.
https://www.commonsense.org/education/scope-and-sequence
Privacy & Security
Students learn strategies for managing their online information and keeping it secure from online risks such as
identity thieves and phishing. They learn how to create strong passwords, how to avoid scams and schemes, and
how to analyze privacy policies.
Self-Image & Identity
These lessons are designed to help students explore their own digital lives, focusing on their online versus their
offline identity. Students learn the benefits and risks of presenting themselves through different personas and the
effects on their sense of self, their reputation, and their relationships.
Relationships & Communication
Students reflect on how they can use intrapersonal and interpersonal skills to build and strengthen positive online
communication and communities. They delve into the concept of digital citizenship and digital ethics, and they
reflect on their online interactions.
Cyberbullying & Digital Drama
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Students learn what to do if they are involved in a cyberbullying situation. They explore the roles people play and
how individual actions — both negative and positive — can impact their friends and broader communities. Students
are encouraged to take the active role of upstander and build positive, supportive online communities.
Digital Footprint & Reputation
Students learn to protect their own privacy and respect others’ privacy. Our digital world is permanent, and with
each post, students are building a digital footprint. By encouraging students to self-reflect before they self-reveal,
they will consider how what they share online can impact themselves and others.
Creative Credit & Copyright
Living in a “copy/paste” culture, students need to reflect on their responsibilities and rights as creators in the online
spaces where they consume, create, and share information. From addressing plagiarism to piracy, students learn
about copyright and fair use.
Information Literacy
Information literacy includes the ability to identify, find, evaluate, and use information effectively. From effective
search strategies to evaluation techniques, students learn how to evaluate the quality, credibility, and validity of
websites, and give proper credit.
Internet Safety
Students explore how the Internet offers an amazing way to collaborate with others worldwide, while staying safe
through employing strategies such as distinguishing between inappropriate contact and positive connections. These
foundational skills are just the beginning.

2.2. Ensure Data-Security
 Keeping electronic data we hold about students, staff and families secure.
 Ensuring that the school's internet connection and any system connected to it, is filtered to ensure that
inappropriate content is blocked.
 Ensuring that all members of staff with access to IT systems take the appropriate steps to select and secure
their passwords.
 Making staff and students aware that all school IT activity and online communications may be monitored,
including any personal and private communications made via the school network.
 Conducting regular assessments regarding information risks.
 Making all staff and students aware that they have a responsibility to report incidents.
 Establishing guidelines for e-communications between community members within the school.

2.3. Critical media usage
 Teaching students to balance their online interactions and other forms of interpersonal communication.
 Teaching students to develop ethical and social awareness through online platforms and digital media
including:
o Cyber bullying

o Anonymity issues

o Trolling

o Online predation
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o Sexting

o Digital footprint

2.4. Responsible participation
 Teaching students to navigate a common platform(s) for learning and reporting.
 Teaching the parameters of safe searching, using appropriate terminology and sourcing appropriate data.
 Maintaining an active subscription to an online plagiarism database required for all students in Grades 9-12.
Students in younger grades receive consistent guidance to learn and develop ethical practices.
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G. STUDENT BEHAVIOR MANAGEMENT
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IST BOARD OF GOVERNORS POLICY 5.1J COMMUNITY SAFEGUARDING
Community members shall conscientiously follow all school procedures intended to assure the safety, health,
security and wellbeing of students and all others participating in school activities or using school facilities. This shall
include compliance with any and all requirements and regulations as set by the government of China, and school
regulations pertaining to safeguarding, including:
A. Child Protection
B.

Safer Recruitment

C.

Code of Conduct & Management of Safeguarding Concerns

D. Health & Safety
E.

Health, Wellbeing & Inclusive Education

F.

Digital Citizenship

G. Student Behavior Management
H. Student Support Services
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G. BEHAVIOR MANAGEMENT
Our code of student behavior rests on the principles of: respect for themselves; respect for others; respect for their
own and others’ property. All detailed school regulations, bus rules, etc. will be logical extensions of these three
basic expectations and will be explained to students in those terms.
Mission and Objectives
1.

Our Policies are intended to protect student rights and responsibilities while rewarding success and positive
social behavior.

2.

Our Students represent their homes, the school and their cultural community through courteous and
exemplary conduct both in school and in public.

3.

Our Policies and practices are age appropriate, considerate of student and community welfare and impartially
applied.

4.

Our Teachers and students work together to foster a community of respect and inclusivity.

5.

Our School implements policies and practices that ensure student wellbeing and ensure the consistent
implementation of behavior expectations among all community members.
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1. Our behavior management policy is intended to protect student rights and responsibilities while
rewarding success and positive social behavior.
1.1. Philosophy
We believe that most students, in most instances, will be able to keep to the basic code of behavior outlined above.
However, there will inevitably be times when students need to be reminded of their responsibilities to themselves
and to the school. Normally, a constructive, quiet warning is enough to elicit appropriate behavior and
consequences are not necessary. If a student persistently refuses to behave according to stated expectations then
he/she should be sent for a conversation with the counselor and/or relevant Principal for further consequences.
Each teacher is responsible for the student management within his or her classroom. The school does have a set of
Rules and Guidelines and it is expected that all teachers will use these as a basis for their management system.
When problems of behavior arise, they are dealt with according to regulations developed by the administration
and implemented by the Director, as required under board policy. Consequences range through: classroom
consequences; conversation with the Principal; lunchtime or after school detention; parental involvement; internal
or external suspension: to recommended withdrawal from the school and ultimately expulsion.

1.2. Student Rights and Responsibilities
Each student in our school has the right to be treated with respect, courtesy and consideration by every other
student, teacher, school employee, or other adult in the school. Each student has the right to know what the rules
are; to appeal to higher authority when he/she feels unfairly treated, or when he/she thinks that no objective
hearing has been allowed.
However, persons in charge of classrooms and of the school as a whole must have the authority to carry out their
work for the benefit and safety of everyone concerned without constant arguments. If a student feels that a
particular rule or judgment is unfair, he/she may express such complaints to the teacher concerned and, in the
event of not achieving a satisfactory conclusion, to the Principal.
It is the intent of the school to afford vigilant protection of the rights of all school personnel and students, including
the rights to free inquiry and expression, the right to freedom of association, and the right to administrative due
process.
Of equal importance is the right of the school to prescribe and control student conduct in a manner consistent with
the school’s philosophy and fundamental safeguards.
In exercising this right, each Principal, working with his/her staff and with the students, will attempt to achieve the
objectives and follow the procedures set forth by the Board of Governors’ policies, and administrative regulations
pertaining to the various aspects of student rights, student conduct and student discipline.

1.3. Objectives
The primary objective is the proper recognition and preservation of a student’s rights:
 Freedom of Expression – Students may freely express their points of view provided they do not seek to coerce
others to join in their mode of expression and provided also that they do not otherwise intrude upon the rights
of others during school hours.
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 Personal Appearance – Restrictions on a student’s hairstyle or his/her manner of dress will be determined
where there is a ‘clear and present danger to the student’s health and safety, or causes an interference with
work, or creates classroom or school disorder’. Participation in voluntary activities may necessitate specific
requirements for approved grooming and dress due to the nature of the activity. The school dress code is printed
on page 39 of this handbook.
 Petition – Students are allowed to present petitions to the administration at any time. Collecting of signatures
on petitions is limited to before and after school hours. No student will be subjected to disciplinary measure of
any nature for signing a petition addressed to the administration – assuming that the petition is free of
obscenities, libelous statements, personal attack, and advocacy of disruption which poses a probable threat of
disruption to the regular school programs, and is within the bounds of reasonable conduct.
 Property – A student’s locker and desk should not be opened for inspection, except when approved by the
Principal because he/she has reasonable cause to believe that prohibited articles are stored therein. Locker
clean-out sessions will be conducted as determined by the Principal. Such clean-outs will be to dispose of waste
materials, recover missing books and other school property, and for other just cause as determined by the
Principal. Adequate notification to students prior to any such a locker clean-out is recommended.

1.4. Due Process
Each student has the opportunity and the right to use school as a means for self-improvement and individual
growth. In so doing, he or she is expected to conduct his/her affairs in such a way as to assure other students the
same opportunities without serving to restrict or otherwise inhibit their individual and collective rights.
 Due Process - Students are to have clearly-established means by which ‘administrative due process’ is available
to see that their rights are protected. Students are to be involved, singly and collectively, as citizens of the
school with the attendant rights of such citizenship and corresponding responsibilities for the proper conduct
of their own affairs and those of other students. ‘Due Process’ may be defined as a course of legal proceedings
in accordance with the rules and principles established for the enforcement and protection of individual rights.
The concept applies to any dispute between two parties.

The concept of due process means that students are entitled:
 to know what the rules are;
 to be notified of charges against them, and be
provided the opportunity to respond to those
charges;
 to have counsel;
 to appeal a decision about the charges to a
higher level;

 to have the charges or penalties removed from
their records, if their innocence or noninvolvement is shown by the evidence.
 In the administration of due process, the
student should be made to feel that his/her
value as a person is not in question. What may
be questioned is the student’s behavior. The
purpose of all school rules and disciplinary
actions is to make the student understand that
he/she is responsible for his/her actions.

2. Our students represent their homes, the school and their cultural community through courteous
and exemplary conduct both in school and in public:
2.1. Classroom Expectations
 Quiet talk is expected inside. Loud, boisterous
noise is appropriate only outside or when
organized and planned.
 Student movement is to be purposeful and
considerate of others.
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 Students are to meet deadlines and be
responsible for daily assignments.
 All written work is to be neat, legible, and
reflect the potential of its owner.
 Students are to actively listen.
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 Students are asked to respect all people, be
courteous, helpful, and considerate of property
and other people’s feelings at all times.
 Students must use polite language, refraining
from the use of obscenities in any language.
 Students share the responsibility of keeping the
school neat and clean (i.e., chewing gum is not
acceptable, litter is picked up).

Student Behavior Management
 Students are to respect all other guidelines
established in their classrooms.
 Students should recognize that English is the
language of inclusion at IST and endeavor to
use these during classroom time whenever
possible and outside of the classroom where
this will provide opportunities for intercultural
interactions among students.

 Students remain with their class at all times
unless permission to leave is granted by the
teacher.

2.2. Outside the Classroom
 Students are expected to walk at all times on
stairways and in corridors within the building.
Running in the buildings is discouraged for
safety reasons.

 Students are to remain on school property
during school hours unless special permission is
given, or unless they are accompanied by a
teacher.

 Students are to stay to the right on stairs at all
times.

 Non-personal audio equipment, skateboards,
toys, and games should not be brought from
home to be used at school unless special
permission is granted by the teacher.

 Quiet talking only in the stairwells.
 Students are to use playground equipment
safely and in the manner for which it was
made.

2.3. Teaching Assistants and Local Staff
IST employs a number of locally trained teaching assistants who are charged with a variety of supervision and
clerical roles within the school. In all cases, students will treat teaching assistants with the same respect and
standards of behavior that they would afford to teachers and administrators. This is equally true for any local staff
in the employ of IST.

2.4. Academic Honesty
Academic honesty is expected of all students. Students are expected to submit for assessment only authentic pieces
of work (written, oral or in any other form) that are based on his or her individual and original ideas, with the ideas
and work of others fully acknowledged. They will learn how to properly reference and cite their sources in class.
Examples of academic dishonesty include:
 Plagiarism: this is defined as the representation of the ideas or work of another person as the candidate’s own.
(This includes, for example, copying the work of another student, or submitting for assessment a piece of work
that has been downloaded from the Internet).
 Collusion: This is defined as supporting malpractice of another student. For example, by allowing one’s work to
be copied or submitted for assessment by another student.
 Duplication of work: this is defined as the presentation of the same work for different assessment components.

Any other behavior that gains an unfair advantage for a student such as taking unauthorized materials into an
examination room, misconduct during an examination or falsifying an academic record. Students in breach of the
code of academic honesty for the first time will face consequences within the school.
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If a student is suspected of violating the Academic Honesty Policy, the following process is followed subject to
considerations of grade level. Within the same year, violations are treated in the same way regardless of subject
and subsequent instances can be in different subject areas:
 1st instance: Following an interview in which the student is shown the evidence and given the chance to explain,
the student is required to re-submit the assessment and is reminded of IST’s academic policy and IB
expectations. Principal and parents are notified and the malpractice is recorded by the Principal’s office. There
may be a requirement for Turnitin documentation to be submitted as necessary to monitor future work. Further
general discussion with peers regarding cut and paste dangers, seriousness of consequences etc. may be
necessary.
 2nd instance: The student is zero graded; parents are notified by the principal; further disciplinary
consequences are possible. This is recorded as a second instance of malpractice.
 3rd instance: The student receives no credit for the relevant course for that semester, and may be
recommended by the principal for withdrawal/expulsion from the school.

If incidences are recorded over a period of years, the principal reserves the right to add supplementary
consequences. When relevant, students will also face penalties imposed by the International Baccalaureate
Organization. The more detailed IB policy on academic honesty is available and will be discussed with students at
the start of each academic year.
Students from Grade 9-12 are registered with Turnitin.com, an IBO-recommended organization. This enables the
school to send student work for analysis and for students to check their own work for originality. IST also subscribes
to EasyBib.com, an online learning tool that helps students create citations, Works Cited lists and in-text citations.
EasyBib is introduced in Grade 4 and is used throughout Secondary. Appropriate citation skills are taught at relevant
levels.
Where relevant, students may also face penalties imposed by the International Baccalaureate Organization
Nota bene: IST is registered with turnitin.com®, for students in G9-12, an IBO-recommended organization. This
enables the school to send student work for analysis and for students to check their own work. IST also subscribes
to EasyBib.com®, an online learning tool that helps students create citations, Works Cited lists and in-text citations.
EasyBib.com® is introduced in Grade 4 and is used throughout Secondary. Appropriate citation skills are taught at
relevant levels.

2.5. Lewd and Lascivious Behavior
While IST acknowledges that students and parents may come from societies that have widely disparate views on
what constitutes lewd and lascivious behavior, the school adheres to the standard social morals and expectations
of all people living and working in the People’s Republic of China. The tolerance for sexualized behavior is therefore
within the limits accepted by Chinese customs and laws. Students may not engage in sexual activities of any kind
while on campus or on an IST related activity/function.
 Public displays of affection are discouraged on campus. IST staff reserves the right to intervene and request
students to cease displays of affection that they may deem inappropriate.

2.6. Prohibitions
The following items are strictly prohibited at IST:
 Guns, knives, Tasers, slingshots or other weapons or simulated weapons such as toy guns, rubber knives,
wooden swords (exceptions may be made by staff in the case of dramatic performances)
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 Pornography (including downloaded images, videos, illicit website links, etc.)
 Alcohol and Tobacco products (Possession by adults is permitted however, no adult, including a parent is
permitted to provide tobacco or alcohol to a student, even their own child, while on campus or participating in
an IST function.) Tobacco products may NEVER be consumed on campus
 Controlled substances and narcotics, stimulants, barbiturates, suppressants, hallucinogenic substances,
inhalants (including marijuana, illegal prescription drugs, ecstasy and other “designer” drugs, performance
enhancing steroids, opiates)
 Drug related paraphernalia (including pipes, syringes, vials, containing unexplained/unproven substances etc.),
clothing bearing drug references and symbols/images.

Possession of any of the above items will result in suspension, and may also result in immediate expulsion at the
discretion of the Director, or legal consequences with the relevant authorities at the discretion of the school
administration.
SMOKING
IST is a no smoking campus. All persons are required to observe the no-smoking rule at all times.

2.7. Juvenile Criminal Offenses
In extreme instances, student behavior may constitute a juvenile criminal offense as determined by the laws of the
People’s Republic of China. In the event that a student is suspected of having taken part in criminal activity, the
school will immediately notify parents and may contact local authorities. The school recommends that in such
instances, parents should contact their national embassy or consulate at their earliest convenience. IST may contact
embassies or consulates on behalf of parents or students for the purpose of seeking consular advice. Behaviors that
might require the involvement of local authorities include:
 Possession of, or assault with, a deadly weapon.
 Grand Larceny (in excess of 2,500 RMB).
 Sexual Assault.
 Possession or distribution of a controlled substance or illicit narcotics (as listed above), including certain types
of pornography.

Interrogation by outside authorities
In the event that a student is subject to interrogation by outside authorities in connection to the commission of a
criminal event, or witnessing of a criminal act, IST will undertake all reasonable measures to contact parents, require
that a native Chinese speaker is available for immediate translation of all communication and ensure that the
student is not removed from school premises without being properly accompanied by a parent or a member of the
senior administration.

3. Our policies and practices are age appropriate, considerate of student and community welfare
and impartially applied.
Note that in all cases, the IST Senior Administration reserves the right to determine the severity of any offense and
may intervene in any breach of discipline if there is reasonable concern for the safety and well-being of students or
to protect the integrity of the School, its Officers or Staff.
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3.1. Stages of Disciplinary Action: Elementary
Stage 1. Common behavior infractions will be met with a standard escalation of responses/actions within the
school. In most instances of minor violations of expected behavior, the first infraction will be dealt with by the
classroom in teacher who will administer oral warnings, remind students of the expectations of the code of conduct,
move the student to a different location within the classroom and may choose to record the student name and
infraction for the purpose of record-keeping. Commonly disruptive behaviors are:
 Speaking out of turn
 Disrespectful behavior or speech
 Failure to follow directions
 Distracting others
 Failure to turn in homework
 Riding a bicycle without a helmet

Stage 2. In the event that a student repeats similar offenses or makes more serious breaches of the code of conduct,
the classroom teacher may choose to escalate consequences through the Principal and Counselor. Additionally, the
teacher and administrator may choose to hold the student in time-out, classroom detention or suspension of recess
privileges. Parents will be notified in the following instances:
 Continuation of the behaviors listed in Stage 1 with little or no improvement
 Mild physical or verbal aggression
 Misuse of technology (see below)
 Deliberate damage to property

Stage 3. In the event of persistent breaches of the code of conduct the teacher will notify the Principal and or
Counselor. Parents will be required to come to school as part of a further escalation of consequences. Stage 3
behavior infractions may result in the provision of a required plan of action put in place by the school, third-party
counseling at the request of the school, suspension at the discretion of the Principal or expulsion at the discretion
of the Director. Note that only the Director holds the authority to expel a student from the IST rolls. Stage 3
consequences will be in place for the following:
 The student persists in behaviors indicated in Stages 1 and 2
 Significant physical harm to another person
 The student has put him/herself or another member of the school community in danger
 Vandalism
 Theft
 Lewd or lascivious behavior/language directed at another person
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3.2. Stages of Disciplinary Action: Secondary
The school approaches matters of student discipline from a “common sense” point of view. The Director, Principal,
Counselors, teachers and staff act in loco parentis for the students in their care. The consequences for students of
breaches of discipline will therefore be in line with of those of a normally prudent parent. In order to ensure
consistency of disciplinary action, the school has developed three standard Stages of escalation for breaches of the
code of conduct. Note that some behaviors are considered more egregious and consequences may begin at a higher
Stage of consequences than others.
Stage 1. Common, minor behavior infractions will be met with a standard escalation of responses/actions within
the school. In most instances of minor violations of expected behavior, the first infraction will be dealt with by the
classroom teacher who will administer oral warnings and remind students of the expectations of the code of
conduct. Teachers may impose further sanctions upon students such as expecting resubmission of work or requiring
a student to complete academic tasks during lunch or other normally scheduled “free times” within the school day.
Teachers will also keep a consistent record of student infractions as needed for the purposes of record-keeping and
further escalation of consequences. Common infractions are:
 Tardiness to homeroom or class
 Failure to complete homework
 Dress code infringement (see below)
 Use of obscenities or public rudeness
 Repeated breach of use of English language expectations
 Littering
 Violation of school bus rules
 Riding a bicycle without a helmet

Stage 2. In the event that students repeat behaviors listed in Stage 1, the teacher will contact parents, the Principal
and Counselor in an effort to escalate the consequences guide student choices to better behavior. Stage 2
consequences may include a letter written to parents and placed within the permanent file of the student,
detention for a period of time to complete assigned work, remediation of previously submitted work, or a parent
conference, where further sanctions may be put into place with parent agreement. In some instances, such as
graffiti, monetary restitution may be required. Behaviors that in Stage 2 include:
 Continuation of the behaviors listed in Stage 1 with little or no improvement
 Graffiti (restitution required)
 Misuse of technology (see below)
 Breach of academic integrity, (plagiarism, collusion or duplication)
 Unsupervised presence on school grounds before or after hours
 Verbal assault/aggression, bullying behavior or cyber-bullying directed against any member of the IST
community
 Truancy
 Vandalism (minor acts, restitution required)

Stage 3. In the event of repeated violations of the code of conduct as listed above, or in the case of more egregious
acts stage 3 sanctions will apply. Stage 3 sanctions will always include a parent meeting and suspension from school
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by the Principal. Stage 3 infractions may also include, mandated counseling at parent expense by a third-party,
mandated testing at parent expense to determine if there are physiological dimensions to student behavior,
recommendation for expulsion. In all cases, infractions at this Stage will be recorded as part of the student’s
permanent file while at IST. Stage 3 behaviors include:
 Continuation of the behaviors listed in Stages 1 and 2 with little or no improvement
 Possession of tobacco, alcohol or other substances (with the exception of those determined felonious by Chinese
law)
 Lewd or lascivious behavior/language directed at another person
 Vandalism (severe acts, restitution required)
 Verbal assault/aggression, bullying behavior or cyber-bullying directed against any member of the IST
community
 Fighting or other forms of physical aggression
 Larceny (restitution required)

3.3. Disciplinary measures and terms defined
Corporal punishment– Corporal punishment shall not be used in the school by anyone under any circumstances.
School employees are allowed, however, to physically restrain a student when this is necessary to prevent him/her
from harming him/herself or any other person, or to keep him/her from damaging property.
Parents of IST students are expected not to use corporal punishment on their children. In cases where the school’s
Principal or staff suspects regular corporal punishment, physical or psychological abuse, in the home, the counselor
and/or Principal or Director shall meet with the parents and offer advice or assistance to ensure that the practice
is stopped. In cases where such practices are continued, the school will report the parents or guardian(s) concerned
to responsible authorities.
Detention– Detention during or after school hours may be imposed by the faculty or administration. In cases of
detention after school hours, parents will be notified one day prior.
Disciplinary or Academic Probation– Students may be placed on disciplinary or academic probation following a
conference between the student, parent(s) or guardian(s), and the administration. The Principal may draw up a
contract to be signed by the student, his/her parent(s) and the Principal detailing the behavioral and/or academic
expectations for the student together with agreed actions and timelines.
Expulsion– Very serious and/or chronic offenses may lead to expulsion. This action shall only be taken after due
consideration and consultation between the Principal, Director, student, and the parent(s) or guardian(s). The
Board of Governors shall receive written notice of all expulsions prior to, or concurrent with, the expulsion.
Forfeiture of Tuition– If a student is suspended or expelled, tuition for the period of suspension or for the remainder
of the semester after expulsion cannot be refunded.
Suspension– Behavior or academic performance that seriously deviates from accepted standards as judged by the
administration may lead to suspensions from one to five school days by the Principal or Director. A suspended
student cannot return to school until a conference is held between the administration, the student and the
parent(s) or guardian(s). Work missed during suspensions must be made up. The Principal may draw up a contract
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to be signed by the student, his/her parent(s) and the Principal, detailing the behavioral and/or academic
expectations for the student together with agreed actions and timelines.

4. Our teachers and students work together to foster a community of respect and inclusivity.
4.1. Use of English Language
IST is an English medium school. The English language is a defining characteristic of the educational programs that
we provide. Our students are expected to work to develop the highest levels of English language proficiency during
their time at IST. The English language is consequently central to our school’s community identity; it is the language
of our common identity and is therefore a necessary tool for building bridges between the many cultural and
linguistic groups that we have in our community.
We also recognize the vital importance of mother tongue interactions and acknowledge that proficiency in other
languages is supported by a strong mother tongue. For this reason, there are times in the classroom when the
teacher may employ guided use of a student’s first language (mother tongue) in order to enhance the student’s
learning and to celebrate his or her cultural and linguistic background.
If a student who is capable of conversing in English repeatedly chooses to ignore teacher requests to use English in
applicable academic and social contexts, or chooses to deliberately exclude other students through the use of a
language that is not common to all of those present, he or she may be sent to a guidance counselor or to the
relevant Principal.
Students who receive ESL support will naturally be given much greater consideration and support in the use of both
English and their mother tongue to ensure that they have ample opportunities to freely communicate their
thoughts and feelings and to ensure that optimal learning takes place at all times.

4.2. Responsible Use of Technology
See Community Safeguarding Framework Section F–Digital Citizenship

4.3. Dress Code
Students are encouraged to wear comfortable clothes and shoes and must be conscious of the need for appropriate
and modest dress on the school campus and at all school-sponsored events and on field trips. The following dress
code serves to clarify common expectations.
Elementary Dress Code
Children are encouraged to wear comfortable clothes and shoes. Daily activities include active and messy play, and
children should feel comfortable enough to enjoy themselves without worrying about their clothes. Placing names
on clothing and other belongings helps to ensure the return of all possessions and clothes that have been mislaid.
Although there is no defined dress code at IST at the current time, older students, in particular, must be conscious
of the need for appropriate and modest dress on the school campus and at all school-sponsored events and on
fieldtrips. Students are required to purchase an IST sports t-shirt and must wear appropriate sport shoes on Physical
Education days.
Secondary Dress Code
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Students and other community members are expected to demonstrate their respect for our school, the customs of
our host country, and the varied cultural backgrounds of our international community by wearing clothing that is
both comfortable and appropriate for learning and teaching. The following dress code serves to clarify common
expectations for elementary and secondary students on the school campus and at all school-sponsored events and
field trips:
 Clothing is clean and neat without holes or
tears.
 Undergarments are not visible.
 The bottom of the top overlaps the top of the
bottoms.
 Clothing does not restrict safe movement.

 No obscene/suggestive designs, offensive
slogans or pictures, drug and alcohol references
(slogans and pictures), on clothing or
accessories.
 Sunglasses and hats are not worn in the
classrooms, offices or assemblies.
 Footwear is required at all times (no rubber
beachwear flip-flops)

Facial Hair
IST prefers that its students be clean-shaven. Facial hair, which is closely cut and tastefully groomed, is permitted
within certain limits; full beards are not permitted without religious validation. The administration reserves the
right to determine whether or not a facial-hair style is acceptable. If it is deemed unacceptable the student may be
asked to change or shave it.
PHE Dress Code
In the interests of health and safety, all students must wear appropriate PHE uniforms, sportswear and trainers to
participate in PHE classes and all sports activities.

4.4. Sportsmanship
Good sportsmanship is expected of all students who participate, either as athletes or as spectators, in any form of
school-related sports activities. Good behavior rests again upon the three basic principles set forth in the behavior
code above; students are expected to behave with self-respect, respect for others, and respect for their own and
other property. Specific regulations pertaining to behavior and discipline during school-related activities will be
developed and enforced by the Athletic Director. IST provides a variety of opportunities for students to view live
performances and participate in assemblies. Students are expected to conduct themselves in a mature and
responsible manner at all times. Proper audience etiquette includes:
 Turning off all phones
 Keeping movement in seats and comments
during programs to a minimum.
 Keeping feet off seats.
 Refraining from calling out performers’ names
or “cat-calling”.
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 Acknowledging that a person standing at the
microphone will signal the start of an event and
that quiet is required from the audience.
 Respecting the performers by not moving about
during a performance. Students should only
enter or leave the venue between acts.
 Food and drinks are not allowed. Adherence to
these few guidelines will make performances
more pleasant for everyone.
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5. Our school implements policies and practices that ensure student wellbeing and ensure the
consistent implementation of behavior expectations among all community members.
5.1. Absences and Tardiness
When a student is absent from school, parents are required to telephone the teacher/school office an explanation
on the day of absence or provide a written explanation upon the student’s return to class. This written explanation
is necessary for proper attendance record keeping. If a child will be absent for a prolonged period, the parents
should contact the school office so that the teacher may be informed and arrangements may be made for missed
work.
 A doctor’s note is required following an absence of six or more consecutive school days due to a major illness,
communicable disease, or injury. The doctor’s note should state that the student may return to class, as well as
noting if there are any physical restrictions.
 A tardy student must check in at the front desk in the main lobby to obtain a tardy slip before going to his/her
classroom.
 Secondary parents traveling with their children during term time must check to ensure their child is not missing
semester exams or other major examination dates. These dates are specified in the calendar of school activities.
Unless there are extenuating circumstances, students missing semester exams will not be given the opportunity
to make-up missed grades.

Prolonged Absences/Tardy from Major Assignments/ Examinations Due to Illness:
If a student misses a formally scheduled examination or deadline for reasons of illness, a doctor’s note must be
provided for the date in question if any opportunity to make up the missed assessment or deadline is to be given.
If a student is absent for 20 days or more during one school year, he/she may be required to repeat the grade level
in the following school year. This decision is based upon the school’s belief that the absences would negatively
affect either the student’s ability to complete the core components of the curriculum requirements of the year of
the absence or for a student to successfully participate in the next grade level. The school will take into account
time spent in another school during the period of absence, differing school systems, and school attendance
calendars when making such decisions.
The Director, in consultation with the appropriate Principal, will make all final decisions regarding retention and
promotion.

5.2. Truancy
Students are expected to attend all lessons in school throughout the regular school day. Students who are absent
from school, from individual lessons, or from official school activities such as field trips, without permission from
their parents or the school will be considered to be truanting. Truanting students will face disciplinary action. In
addition, at the discretion of the school’s administration, they may be required to take part in a guidance program,
which may also include their parents.
In cases of repeated truancy, the Director may permanently expel the student from the school.
Early Departure
 Students who miss 1-4 periods of class will be marked for a HALF-DAY absence from school.
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 Students who miss 5 or more periods of class will be marked ABSENT from school.

5.3. Absentee Parents
Except by the authorization of the Board of Governors, students may not attend the International School of Tianjin
unless one parent is in full-time residence in Tianjin. If both parents plan to leave on a business trip or holiday, they
must inform the school office in writing giving details of names of guardian(s), contact numbers and addresses. A
helper in the home may NOT serve as the guardian. Please note the importance of notifying the school when both
parents are leaving Tianjin, as this helps a great deal in understanding and working with your child. This information
is essential when parents are out of town, in case your child is injured and emergency medical treatment is required.

5.4. Students on Campus
Any student wishing to arrive early or stay late (see above) must be in possession of his/her ID card at all times, and
any staff member may ask the student to produce this card. Students without this card may be asked to leave
immediately. Disciplinary consequences will apply for the violation of any of the above rules. Parents or guardians
of elementary students who are leaving during the school day should fill out a permission form at the Elementary
School Office and give this to the guard on their way out.
Elementary Students who are permitted to walk or cycle home without adult supervision, must complete a
permission form to do so. The campus guard will hold the names of these students and they will be able to leave
the campus alone.
Elementary students should not stay on campus after school unless they are registered for a CCA or under specific
teacher supervision. Elementary students are not expected to be in an unsupervised space at any time.
On Campus After Hours
Students in Grades 11&12 are allowed onto campus at 07.30 for unsupervised private study. Both grades may also
stay unsupervised at school until 17:00. Any other student wishing to stay outside of the hours listed above may
only do so with explicit teacher supervision and Principal approval.
 Grade 12 students are also permitted to enter the school campus on weekends or holidays between 08:00 and
16:00 provided that they have teacher and Principal permission. They must sign in at the school guardhouse
and obey all other rules listed below.
 With the exception the above, other students may only remain on or return to the school campus after 15:30
for after-school activities or other official events, and they must then be under the direct supervision and
responsibility of a teacher. They must leave the campus immediately after the activity or event is finished.
Students wishing to be spectators at IST hosted sports events may do so only with the permission and under
the supervision of attending IST coaches and teaching staff.
 Any student who will be on campus outside of normal school must sign their name in the “On Campus” log book
located at the reception desk. This log requires that they identify their name and grade and also the location
where they will be found in the building. Such students are only permitted to make use of that location and the
nearest restroom facilities unless or until such time as proper teacher supervision is also present.
 Any student wishing to arrive early or stay late must be in possession of his/her ID card at all times, and any
staff member may ask the student to produce this card. Students without this card may be asked to leave
immediately. Disciplinary consequences will apply for the violation of any of the above rules.

Students Leaving School Grounds or Events
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The school is responsible for the students’ safety and supervision from the time they enter until the time they leave
the school campus at the end of the school day. No student is permitted to leave the school grounds during the
school day without permission from the Director or appropriate Principal and their parent or guardian. Students
will only be allowed to leave school with parents or the student’s registered driver if a letter of authorization is
received from the student’s parents. Similarly, no student is permitted to leave an off-campus school sponsored
event without permission from the teacher in charge.

5.5. Transportation
Bicycle and Electric Bicycle Use
Students may come to school by bicycle or electric bicycle with parental permission. The bicycle will be kept in a
place designated by the school. Students may use bicycles to ride to and from school and may not ride them in the
campus unless taking part in a supervised activity. Students using bicycles, electric bicycles, skates or scooters on
school grounds for recreational purposes during after school hours are required to wear a helmet and be mindful
of other people in the area. Motorized vehicles must be parked in the car-park and not ridden around students.
Student Drivers
Students aged eighteen (18) years or above holding a current Chinese driver’s license may apply in writing to the
Principal for permission to drive to school. Permission, once granted, may be withdrawn, for cause, by the Principal.
The Principal shall inform the Director of all cases of granting, denying or withdrawing permission to drive to school.
Student Parking
Students who have permission to drive to school will park their cars in a place assigned by the Principal. Parking will
be at the owner’s risk, and the school will not be responsible for any loss or damage to the vehicle(s) or its contents.
Late Transportation
Access to school buses after 15:30 (14:30 on Wednesdays) is not assured for students who are not in a registered
Co-Curricular Activities (CCA) or who are not remaining at the formal request of the school. CCA Students and those
asked to stay at school will always be given priority for busing. Other students will be permitted bus access on a
first come, first served basis after CCA/otherwise registered students have been provided for. Should no space
remain on these buses, non-CCA/registered students must be prepared to make their own way home from school
at their own cost.

5.6. Visitors
All visitors to the school are required to first show their I.D. cards, or sign in, at the guardhouse and then report to
the reception desk. Our office staff will make them feel welcome and assist them as needed.
 If students wish to host a guest for the day they must have prior permission from their Principal and must also
get prior permission from any teacher to whose class they wish to bring their guest. All cases require a minimum
of 24 hours’ notice to both Principal and teachers. The normal maximum attendance for a visitor is 2 days.
 If a visitor is found in the school but has not followed the protocols above they may be asked to leave the
grounds, and any student hosting such a visitor may be subject to disciplinary action.
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5.7. Miscellany
Respecting Our Environment
IST has a beautiful campus. Each student is responsible for the school environment; this includes clearing up their
tables after recess or lunch. Waste bins are provided for the control of trash/litter. Consequences apply for students
who do not look after the school environment.
Food, Drink and Gum in Classrooms
Students may not chew gum on the school campus or consume food or drink (except water) in the classrooms class
rooms and learning spaces such as the theatre, black box, library and gymnasium at any time except for special
school-approved parties or meetings.
Valuables on Campus
Valuables are brought on to campus at the student’s own risk. Wherever possible, they should be named and easy
to identify. Students must give any valuables to a teacher to look after, lock them safely in lockers or keep them on
their person when not in use. The school cannot be held responsible for valuables lost, unless in the safekeeping of
a supervisor.
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H. STUDENT SUPPORT SERVICES
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IST BOARD OF GOVERNORS POLICY 5.1J COMMUNITY SAFEGUARDING
Community members shall conscientiously follow all school procedures intended to assure the safety, health,
security and wellbeing of students and all others participating in school activities or using school facilities. This shall
include compliance with any and all requirements and regulations as set by the government of China, and school
regulations pertaining to safeguarding, including:
A. Child Protection
B.

Safer Recruitment

C.

Code of Conduct & Management of Safeguarding Concerns

D. Health & Safety
E.

Health, Wellbeing & Inclusive Education

F.

Digital Citizenship

G. Student Behavior Management
H. Student Support Services
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H. STUDENT SUPPORT SERVICES
IST supports the belief that all students should be allowed to demonstrate their knowledge and understanding
under conditions that meet their individual needs. To that end, IST offers an array of accommodations including,
but not limited to, specialized staff, in-class support, small classes and appropriately structured lessons.
Mission and Objectives
1.

Our Student Support Services ensure that the language and learning needs of all students are met effectively
and compassionately by appropriately qualified staff.

2.

Our Student Support Services support individual needs of students through dedicated and comprehensive
approaches based on appropriate data.

3.

Our School provides counselling programs that are developmentally appropriate and help students develop
skills, disciplines and dispositions necessary to succeed in school and life.
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1. Our Student Support Services ensure that the language and learning needs of all students are
met effectively and compassionately by appropriately qualified staff.
1.1. Philosophy
We believe that most students, in most instances, will be able to keep to the basic code of behavior outlined above.
However, there will inevitably be times when students need to be reminded of their responsibilities to themselves

1.2. Student Services at IST
At IST, the Student Services Departments include English as a Second Language (ELA), Individual Needs (I.N.) and
Counseling.
The Student Services Department enables students for whom English is an additional language and students with
individual learning or emotional and social needs to participate fully in the various academic and related social
programs of the school.
Some students experiencing academic and/or behavior difficulties may not have a defined disability/disorder or
require learning support to meet their individual educational needs. In such cases, adjustments to the regular
education program will address a student's specific needs without having individual needs support or professional
diagnosis. Should a student require more specific support they will be referred to the Student Support Team.

1.3. General Admissions and Placement of Students
The International School of Tianjin does not discriminate in admissions with regard to race, gender, ethnic origin,
or religion. The decision to admit a student is based on an assessment of the student’s ability to benefit both from
the school’s academic program and also from the student environment, which emphasizes care for the person,
development of self-discipline, and responsibility to the community. The school also conforms to requirements
under Chinese law.
The Director, in consultation with the school Principals and the relevant academic staff make all admissions’
decisions.

1.4. English Language Acquisition (ELA)
Language Philosophy
Our school is a place where we value language within and beyond the classroom. We value language as the means
through which we think and learn. We value language as the means to communicate with others, to understand
their cultures, and to include them in all we do. We value language as a means to be creative. We value the pleasure
that comes from the use of rich and expressive language in all its forms.
Our teachers are all language teachers. Together, they help our students become confident users of English, which
is the common language of our school. They appreciate that students learn in different ways and therefore use a
wide range of teaching methods. We teach our students other world languages, too. These include the language of
our host country, China, and other languages from Asia and beyond. Our parents are also language teachers. With
support from the school, they also help their children develop their mother tongue.
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Our students, teachers and parents understand that the confident and respectful use of language helps us give
service to others in a spirit of friendship. We use language to express our own feelings and to appreciate the points
of view of others. Thus we may learn from each other and contribute to a better and more peaceful world.
N-12 Curriculum Coordinator
The N-12 Curriculum Coordinator is responsible for supporting coherent and consistent learning experiences for
students by ensuring commonalities in the areas of content, skills, dispositions and expectations throughout and
across grade levels. The coordinator assists in the development of curriculum and oversees the implementation of
curriculum and adopted instructional practices. The coordinator provides direct support for grade level teams,
departments and individual teachers integrating literacy practices into the curriculum and daily teaching practice—
including modeling lessons and providing support with the development of teaching and learning materials. The
coordinator also conducts regular PD workshops addressing each of the major areas of literacy, and is responsible
for coordinating a N-10 continuous curriculum review cycle.
The Elementary Instructional Coach
The Elementary Instructional Coach at IST is responsible for planning, coordinating, and implementing highquality instruction with and amongst elementary teaching staff. The role allows for discussion and modeling of best
practice according to research and experience. The instructional coach is charged with coaching teachers in all
curriculum areas in the pursuit of enhancing student understanding, knowledge and skill. An instructional coach
identifies staff development needs and assists in provisioning professional learning opportunities. The instructional
coach works with the school’s leadership team, teachers and students to facilitate learning and help learners reach
their highest potential.

1.5. Language and Curriculum
English is the medium of instruction at IST. As a result, students use and develop their listening, speaking, reading
and writing skills in this language, as they study our curricula in the elementary and secondary schools. Students
also study these language skills in other world languages and across all subjects.
IST meets the individual language needs of all of its students: native speakers, second language learners and those
studying other world language courses. This is achieved by employing a variety of strategies, including the provision
of ELA pullout and in-class support, offering different language courses according to English language proficiency
level, and providing differentiated instruction and assessment tasks across the curriculum.
IST provides a curriculum model with common standards, benchmarks of achievement and criteria for all students.
ELA student progress is therefore assessed and reported in accordance with relevant IST standards, grade level
achievement benchmarks and IST and IB assessment criteria.
IST assessments and subsequent progress reports demonstrate current achievement as reflected by student
performance on various activities and tasks in primarily English language settings. The assessment of the student
performance in English may not be reflective of a student's ability to perform or achieve in their Mother Tongue.

1.6. ELA admissions policy
English is the language of instruction at the school. In its endeavor to provide a rich and challenging English language
learning environment, it is necessary that the school maintains the integrity of its academic program by ensuring
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that the majority of our student body is able to comprehend the cognitive academic language spoken in the
classroom. It is recognized that as an international school many students at IST do not speak English as their first
language, and many of them require support to foster their acquisition of academic English. To this end, the school
provides a comprehensive and dynamic additional English Language Acquisition (ELA) program to meet the needs
of students who speak English as an additional language.
Students applying for Grade 1 to Grade 10 for whom English is not the mother tongue, or for whom there is concern
regarding their level of English language proficiency, receive an abbreviated or full English language proficiency
(WIDA MODEL) assessment and interview prior to enrolment. WIDA MODEL assesses students’ English language
proficiency in the areas of the five WIDA English Language Proficiency (ELP) Standards: Social and Instructional
Language, Language of English Language Arts, Language of Mathematics, Language of Science, and Language of
Social Studies. A new applicant’s English language proficiency is assessed using the grade level assessment
appropriate to the grade level for which they are applying. Nursery, Pre-Kindergarten and Kindergarten applicants
are not formally assessed.
In aiming to maintain a learning environment in which
the majority of our student body is able to
comprehend the cognitive academic language spoken
in the classroom, the school limits the number of
Entering (Level 1) and Beginning (Level 2) students in
a classroom as follows:
 No restriction in Nursery or Pre-K.
 No restriction in Kindergarten but with the
guideline that there are not more than 50% of
ELA students of the maximum class size
 25% of the maximum class size in Grades 1-7
 Admission decisions for ELA students in grade
8 or above are made on an individual basis.

Students who demonstrate an overall English
Language Proficiency Level of 5 or 6 on the WIDA
Language Proficiency Test are not formally classified as
ELA and receive no additional English language
support beyond that which is provided for students for
whom English is the Mother Tongue.

WIDA Model Measure of Developing English
Language. Test Administration Manual P64 Figure
43: Performance Definitions

WIDA Performance Definitions
The WIDA framework recognizes the continuum of language development within each domain (Speaking, Listening,
Reading, and Writing) and throughout six proficiency levels. The six language proficiency levels describe the
progression of English language development for English language learners in order from lowest (Level 1: Entering),
to highest (Level 6: Reaching).

1.7. Elementary English Language Acquisition (ELA)
ELA Students in Grades 1-5 receive a combination of in-class support and pullout support according to their WIDA
MODEL assessment score in conjunction with homeroom assessments. A student who is predominately receiving
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in-class support may from time to time be included in pullout classes to receive additional instruction in a particular
language domain as deemed necessary by grade level ELA and Homeroom Teachers. English language learners
spend the majority of their day in mainstream classrooms. The emphasis of the Elementary ELA program is to
progress students’ proficiency in academic English so as to enable the learner to access the mainstream curriculum.
During pullout lessons, ELA students receive language arts instruction and when necessary are pre-taught certain
concepts to enhance understanding of learning within mainstream class. In-class support provides the opportunity
for the ELA specialists to assist students with concepts that may be difficult for them because of the English language
involved. ELA students attend all specialist lessons with their class. The ELA specialists collaborate and plan closely
with their grade level teachers to ensure scaffolding and differentiation is in place, where needed, for English
language learners.
Learning English at IST equips students with the necessary skills and attitudes to communicate successfully in the
global contexts of the 21st century. It greatly contributes to the holistic development of students while
strengthening their lifelong learning skills. Developing English language proficiency at IST provides students with
the opportunity to extend friendship groups and participate in a wider range of activities and community groups.
Assessment
At the beginning and end of the school year, all ELA students from Gr1- Gr5 will take the full WIDA MODEL
assessment test. WIDA MODEL provides opportunities for students to demonstrate their growing proficiency in
each of the four language domains of speaking, listening, writing, and reading. The information gathered from these
assessments will determine the level of support for the individual student.
ELA Exit Criteria
The decision to exit students from ELA is based upon the formal WIDA MODEL English language proficiency
assessment, progress reports, and input from relevant academic staff. In general, students who demonstrate an
overall English Language Proficiency Level of 5 or 6 on the WIDA Language Proficiency Test are generally not
formally classified as ELA. They would no longer require additional English language support to access the
mainstream curriculum beyond that which is provided for students for whom English is the Mother Tongue.

1.8. Secondary English Language Acquisition (ELA)
English Language Acquisition (ELA) is aligned with English B. English B at IST encourages English Language Learners
(ELL) to learn English to develop their intercultural awareness and international mindedness. It promotes global
citizenship through communicating in a variety of modes in more than one language, as well as the possibilities to
reflect upon and explore different cultural perspectives.
English B takes the view that language is central to learning, as well as to literacy.
Learning English B at IST equips students with the necessary skills and attitudes to communicate successfully in the
global contexts of the 21st century. It greatly contributes to the holistic development of students while
strengthening their lifelong learning skills. English B also provides students with the opportunity to develop insights
into the features and processes of language, and to realize that there are diverse ways of living, behaving and
viewing the world.
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ELL students in grades 6-9 will be placed in three groups while ELL students in grade 10 will be placed in two groups.
When students have a strong enough English level to exit the ELL program, they are placed in English A. The detailed
summary below discusses the curriculum for the highest-level class that is offered. The curriculum of the lowest is
subject to change based on the needs of the students.
The materials and units studied may change slightly from year to year to best accommodate the varying language
levels of the students.
Expected Outcomes
During their study of English B students will learn to:
 Interact comfortably

 Show understanding of a wide range of texts

 Listen to others critically and ask questions

 Read texts and criticize, argue, evaluate,
conclude, judge and justify

 Participate in debates
 Follow a lecture or presentation, take notes
and restructure information
 Understand main points and some details in
a variety of media

 Read texts and evaluate specific information,
ideas, opinions and attitudes.
 Write a certain number of words
 Understand elements of a story

 Use images to make meaning of text

 Write a story

 Use his or her own examples to share
understanding

 Write various types of essays with the help of
a model

 Share cultural perspectives and share
stereotypes presented in visual texts

 Write to inform, entertain and influence
others about topics related to personal
interest and global significance

 Discuss a range of visual language formats
and why they were created.

Assessment
ELL recognizes that acquaintance with content, strategies, and skills do not equal mastery. English skills must be
continuously developed allowing students to engage with more complex ideas, texts, and tasks as they progress
through the program. Each year students complete a similar set of required reading, writing, speaking, listening,
viewing and expressing tasks in order to refine their skills, deepen their understanding of language and literature
as well as achieving mastery.

1.9. Mother Tongue
Definition
The Mother Tongue of English language learners (also known as first language, home language, preferred language,
native language, or heritage language), describes the language that students use at home, and/or outside the
classroom environment.
The Importance of Mother Tongue
The International School of Tianjin acknowledges the critical role that mother tongue plays with regard to the
facilitation of second language learning. We honor the development of additive bilingualism, continuous cognitive
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development, increasing intercultural awareness and understanding and supporting students in remaining
connected to the language, literature, culture and community and educational system of their home country.
The Promotion of Mother Tongue
In line with our Language Philosophy, IST actively seeks to support the preservation and development of students’
mother tongue, both during the school day and beyond, in so much as school resources permit.
IST Board of Governors Mother Tongue Policy
IST will consider the provision of formal Language A mother tongue classes for elementary and/or secondary
students when both of the following conditions are met:
 The number of students participating in the given mother tongue language course in a school division
constitutes 10% or more of the total student population in that division of the school, and
 The combined number of elementary and secondary students participating in the given mother tongue
language course/s constitutes 10% or more of the total student population

The Board of Governors may approve the provision of mother tongue classes in situations where these criteria are
not met, on the basis that the cost of the program is either funded by the parents or shared proportionately
between the parents and the school, as determined by the school.
Parents who commit to the program must make a full year's financial commitment for this component of their
school fees. Mother tongue classes will normally be scheduled at the same time as the host country language,
Mandarin Chinese; thus a student who studies mother tongue language will normally be unable to study Mandarin
Chinese.
Mother Tongue Assessment
Admissions: At times when admissions staff believe that a student may have underlying learning difficulties, the
student may receive a mother tongue assessment as part of the applications process. This, with past school records,
English language proficiency assessments, placement tests, and the student interview, will be used to gauge the
student’s ability to benefit from the learning programs offered at the school. At times, when past school records
and IST assessments indicate that the student may be experiencing significant difficulties with their mother tongue
development, serious consideration will be given as to whether or not the student’s needs would be best met in
IST’s English medium learning environment. Parents are counseled, accordingly.
Diagnosis of Learning Difficulties
If it becomes evident that an ELL student is not making the progress that might be expected, a mother tongue
proficiency test and/ or ability test may be administered to determine the student’s level of proficiency in their
mother tongue and general ability, thereby guiding decisions that will be made regarding the student’s future
learning.
Mother Tongue Language Courses: In the event that the school is able to offer formal mother tongue classes,
assessments and reporting will be consistent with first language criteria as determined by the school and the IB.
Promotion and Implementation of Mother Tongue Policy
 IST promotes the development and maintenance of mother tongue through a number of means, including:
INTERNATIONAL SCHOOL OF TIANJIN

135

IST Community Safeguarding Framework

Student Support Services

 The establishment and use of clear expectations and procedures for the guided use of mother tongue in
classrooms
 The provision and circulation to parents and students of information related to the promotion of mother tongue
 Encouraging and facilitating parent initiated mother tongue classes within school premises
 Incorporating mother tongue vocabulary activities in English language and ELA teaching and learning programs
 Recognizing and celebrating various mother tongues within the school
 Purchasing mother tongue resources for classrooms and the library
 Acknowledging the value of mother tongues as beneficial resources for students and teachers
 Encouraging students and parents to use mother tongues during student-led conferences
 Promoting second language student attendance at mother tongue classes outside of the school (such as
language academies) as opposed to additional English classes

Guiding Use of Mother Tongue in Classrooms
English is the medium of instruction in all classrooms at IST. All teachers are language teachers and it is their
responsibility to promote student learning of the English language. However, there are times when the teacher
should employ guided use of a student's first language specifically to enhance the student's learning and to
celebrate his or her cultural and linguistic background.

1.10.

General Guidelines

 Inclusive behaviors are expected. No exclusion
of any group members by means of language
usage should be allowed.

 Focus on the positive, not on the negative.
Make the use of English a desired outcome,
not a punishment.

 Allow other languages when introducing or
clarifying new concepts. This allows students
to communicate and share their prior
knowledge of concepts in their first language.

 Praise appropriate behavior such as students
making a real effort to use English or include
others in their discussions.

 Assign newcomers a ‘language buddy’ if
possible that speaks the same native
language. Give specific guidelines to the
‘language buddy’ about usage of the first
language and how he or she can best help the
newcomer.
 Encourage students to use a variety of
strategies as aids for getting meaning, e.g.
electronic translators, dictionaries, visuals,
context clues. Don’t allow students to become
overly dependent on just one strategy.
 Allow translation during ‘one of those
moments’ when it would aid comprehension
during a discussion e.g. allow a student to
translate the meaning of an idiomatic phrase,
metaphor, etc. that is causing students to lose
the meaning of a discussion or concept.
 When reading for pleasure in the classroom,
students should be allowed to read in their first
language.
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 Focus on the behavior, not on the name of the
language being used e.g. use, ‘I would really
like to understand you.’, rather than, ‘Stop
speaking ……….!’
 Use posters in the room to positively remind
the students of language expectations.
 Use a non-threatening but meaningful verbal
reminder about appropriate language use e.g.
Explain that you have a magic door, wand,
remote control, etc. that makes people use
English. When someone is not using the
appropriate language you might say, ‘Oops, I
better get my remote.’ The student will
understand what you mean without language
ever being mentioned.
 Teach, explain and discuss classroom language
expectations with the class.
 Brainstorm ways to include speakers of all
languages in activities.
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 Allow students to have input to classroom
displays regarding language usage.
 Model appropriate directing techniques to
students when language is not being used in
an appropriate manner.
 Consequences should not be punitive. They
should be constructive. They should develop
independent meta-linguistic awareness and
reflection (where, when and how to use
language appropriately). E.g. Language Usage
Charts, responding in a journal,
problem/solution charts.
 Should a student continuously disregard
classroom language usage expectations, a
meeting should be held with the student, his/
her parents, and the principal. If it is necessary,

Student Support Services

the student study team will develop an action
plan to support the student in speaking,
English.
 Give contextual ways for students to gain
meaning from oral and written text e.g.
learning strategies, visuals, checking for
comprehension.
 Let beginners start with a simple translation
dictionary but encourage them to move on to
an English dictionary.
 Have a sense of empathy with students. Think
of your own experiences in trying to learn and
use another language.
 As with very young learners, celebrate every
effort unto success!

2. Our Student Support Services support individual needs of students through dedicated and
comprehensive approaches based on appropriate data.
2.1. Individual Needs
Admissions Policy for Students with Individual Needs
IST accepts students with mild to moderate learning difficulties. Students are admitted who are able to participate
successfully in the regular classroom with a limited amount of support. As there is minimal access to specialized
support services in Tianjin, IST may not be able to meet the needs of students with high-level disability or learning
difficulty.
Admission decisions for students with special educational needs are made by the school’s Administration in
consultation with the Student Support Team and the student’s parents. It is recommended to parents of students
with special educational needs that they contact the school before they decide to locate to Tianjin. IST will support
and monitor the progress of enrolled students with individual needs. If the school determines that it can no longer
meet the needs of an enrolled student, the parents may be requested to withdraw the student from the school.
While a student with learning support requirements is enrolled in the school, it is the responsibility of the school to
meet the student’s learning needs, including suitable arrangements and adjustments for teaching and assessment.
This will be in consultation with the Administration and Student Support Team and if available, consideration of
official diagnosis and recommendations.
Inclusive Education at IST
IST expects that all enrolled students are included in mainstream classes for the majority of the school week.
Inclusion at IST aims to increase access and engagement in learning for all students by developing a differentiated
and supported program meeting the needs of each student. This is achieved by a culture that upholds and respects
the partnership between all stakeholders so that the interests of all students within IST are safeguarded.
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IST believes that all students should have access to an appropriate education that affords them the opportunity to
achieve their personal potential.

2.2. Student Support Team (SST)
The Student Service Team comprises the Elementary or Secondary Principal, Student Support Coordinator and/or
Individual Needs Teacher and the Counselor. Other stakeholders may be invited for specific meetings. At IST, the
Student Support Team (SST) works in collaboration to help promote student success in the mainstream classroom.
Intervention strategies such as differentiation, alternative or modified learning instruction and/or behavior
management strategies may be developed to:
 Improve academic performance

 Consults and discusses with staff as needed

 Improve behavior, or

 Documents difficulties

 Adjust and refine teaching skills so that the
classroom teacher is able to teach students
with diverse educational needs.

 Recommends specific adjustments and
accommodations

 Referrals to the SST may depend upon:
 Academic performance
 Negative behavior affecting individual
academic success
 Negative behavior affecting school
expectations and culture
 Frequent absence
 Upon referral, the SST:
 Reviews all referral that have been sent to the
SST
 Reviews teacher concerns

 Recommends school based resources (i.e.
Counseling, IN Support etc.)
 Monitor student progress and effectiveness of
interventions
 Provides parents with clear information and
feedback
 Provides feedback to administrators regarding
school resource needs
 Develops Intervention Plans
 Where necessary develops Individual
Education Plans (IEP). An IEP is developed for a
student who has significant support needs.
This plan is reviewed at least annually.

Student Support Staff for Individual Needs
IST Student Support Department, Individual Needs teachers and Teacher Aides provide learning assistance and
guidance to students, staff and parents.
The Counseling Department supports students with university and career planning, and also support students with
academic and personal/social issues.

2.3. Identification of Individual Needs
Processes used at IST to identify student needs include:
 Application Forms B and F of the Student Application Package
 History of education from school reports/ admission documents (Form F)/ reports and recommendations from
external agencies
 Referrals to Student Services Team (SST)
 Consultation with teachers, parents and students (where applicable)
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 Observation and monitoring of the student
 Administration of test screeners in school
 During the course of the school year it may be recommended to the parents that their child needs further
assessment by an Educational Psychologist, Speech, Physiotherapist, Pediatrician, or Occupational Therapist.
 After such appointments, parents should provide the school with a report indicating:
 Diagnosis and recommendations for support

Should parents refuse to comply with school requests for further assessment, the school reserves the right to
suspend student enrollment until the request has been fulfilled or, to exclude the student due to non-compliance.
The IB is designed to enrich the learning of all students, particularly those with advanced skills or aptitudes in
specific areas of the curriculum. Therefore, IST does not make specific provision for gifted and talented but instead
provides a rich curriculum that extends to all students.
Assessment Assistance
Possible Arrangements for PYP and MYP students may include:
 Use of technology in class
 Using Speech to Text
 Support from a Scribe
 Additional time
 Assessment conducted orally where applicable
 TA support

IB Diploma Programme candidates
A student who has a learning disorder diagnosis is eligible to apply for special considerations with the IB to assist
the candidate during their preparation of work for assessment and in their written examinations. Special
arrangements may include:
 Additional time

 Modifications to examination papers or assignments Transcriptions

 Rest periods

 Extensions to deadlines

 Word processor

 Assistance with practical work

 Scribe

 Exemption from one or more assessment components

 Readers

 Other arrangements as recommended by committee and approved by the
IB

 Communicators
 Prompters
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3. Our school provides counselling programs that are developmentally appropriate and help
students develop skills, disciplines and dispositions necessary to succeed in school and life.
3.1. The School Counselling Mission
The IST School Counseling program helps promote the overall wellness of GR K-12 students by offering a
comprehensive, preventative, and accessible program in the areas of Academic, Personal/Social, Career, and Global
Perspective Domains.
International Model for School Counseling
The IST School Counseling Program strives to align with the International School Counseling Model to facilitate
student development in four domains to promote and enhance the learning process. Standards for each domain
provide guidance and direction for International School Counseling Programs.
Competencies define specific knowledge, attitudes and skills that students should attain and indicators
demonstrate skill acquisition.
Domains are broad, inter-related developmental areas which include standards and competencies to promote
behaviors that enhance learning for all students.
 Academic Development
 Career Development
 Personal/Social Development
 Global Perspective Development

Fezler & Brown (July 2011) The International Model for School Counseling Programs, p.28.
The International Model for School Counseling Programs is based on the ASCA National Model
A Framework for School Counseling Programs ® and is developed with permission by the American School Counselor Association. Read the
complete international model here:
http://www.aassa.com/uploaded/Educational_Research/US_Department_of_State/Counseling_Standards/International_Counseling_M
ode_Handbook.pdf

3.2. Counselling Services Offered
 Academic Development

 Career Development

 Study Skills Development

 Career Exploration
Resources

 Learning Styles
 Organization skills
 Tutoring Referrals
 Grade Improvement
 Presentation Skills
 Goal Setting
 Decision Making
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 Classroom Guidance
University Planning
 University Planning
Workshops for Parents
 Individual University
Planning
 PSAT/SAT Testing

 University Admissions
Representatives Visits
 University and College Fairs
 Interview Skills
 Personal/Social
Development
 Individual Counselling
 Parent Conferences
 Group Counselling
 Decision Making
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 Grief Management

 Transition Presentations

 Individual Counselling

 Classroom Guidance
Lessons

 Parent Workshops

 Third Culture Kids and
Cross-Culture Kids
Discussions

 Peer Conflict Resolution
 New Student Orientation

 Goal Setting
 Global Perspective
Development

 Bridging cultural differences
with Friends

3.3. Counselling Policies and Procedures
Access to See the Counselor
All students have access to meet with the counselor. Students and parents may request an appointment. Teachers
and staff members may also refer students. Concerns and referrals are held in accordance to confidentiality rules
of the counseling office.
Limit of Services and Community Referrals
Professional School Counselors who hold a Masters Degree in School Counseling are formally trained to address
academic, social, and career aspects. Although school counselors have been trained in various counseling
techniques, school counselors are not capable of providing students or parents with psychological or medical
diagnoses. A formal diagnosis may be obtained from a licensed psychologist, psychiatrist, or medical physician. A
listing of community resources is available from the counseling office.
Confidentiality
School Counselors are held to a level of confidentiality that protects the rights of a student or adult. It is necessary
at times for the counselor to share pertinent information regarding a student or adult if relative to imminent danger
or safety concerns. The counselor may discuss the academic, social, and career status of a student with only the
legal parents, guardian or teachers involved in a particular situation. Sensitive information relative to psychological
aspects and social aspects may be shared, with school officials and teachers, at the discretion of the parent and
student.
Clear and Imminent Danger
In the case of imminent danger that has been disclosed and determined by the counselor, the issue must be urgently
addressed. Students who disclose a risk of suicide or harm to others will be immediately reported to Administration
and the parent will be immediately contacted. A professional evaluation and clearance by a Physician, Licensed
Psychologist, or Psychiatrist, as well as a re-entry meeting with the School Principal and School Counselor is required
before a student is granted permission to continue classes.
Child Protection Responsibility
All school staff members have the responsibility to guard the mental and physical welfare of all students who attend
IST. In the event that suspicion of a child abuse or neglect case is reported, proper measures shall be taken to ensure
the welfare of the student by contacting the necessary community-based authority.
Crisis and Critical Incident Management
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In the event of a crisis, the counseling department will follow the leadership of the School Director in determining
response. Crises that arise may include death of a student, family member, or staff member by suicide, accidents,
substance abuse, homicide, etc. Critical incidents that may arise include natural disasters, fire, weaponry use,
political unrest, etc. Crises and Critical Incidents are not limited to the above and may include other situations for
which the Counseling Department will work closely with Administration to provide any necessary services for
students, staff members, and parents.
Role of School Counselor in the Enforcement of School Rules
School Counselors embrace the role of student advocate. The counselor does not become involved in, nor has the
authority to determine the matters of school discipline such as detentions and suspensions. Discipline matters will
be reviewed and consequences determined by the respective Administrators. Students may be referred to the
Counselor by the Administrator to avoid possible school discipline or upon a student’s return to school after an
assigned consequence.
Collaboration with Individual Needs (Student Services)
The IST Counseling Department is. part of the IST Student Services Department. The School Counselor and Individual
Needs Coordinator meet weekly with Administrators to determine how to best address the needs of students who
have been referred to the Student Support Team (SST) for urgent, academic or social reasons.
Transition
Moving to a new country or returning to a home country can be a time of adjustment for students. School-wide
transition programs that are supported by the Counseling Department include the New Student Orientation,
Classroom Buddy Program, Departing Families Meeting, and a Leaving Student Meeting. A special program for GR5
students moving from elementary to GR6 also occurs each Spring. Students and parents are always welcome to
discuss concerns around transition adjustment.
Request of Documents for School Transfer
Families who intend to move should inform the appropriate School Principal as soon as possible so that
arrangements for a smooth school transition can be made. Documents that are required may be requested using
the REQUEST FOR ADDITIONAL DOCUMENTS form that is available in the main office.
University Planning Policies and Procedures
University, College, and Other Post-High School Applicants
The IST Counseling Department respects the rights of students to make personal decisions about post-high school
planning options. Students are encouraged to work collaboratively with parents and the College Counselor to
determine a suitable post-high school plan.
Disclosure of Student’s Plan
Conversations held with students and parents regarding university choices will remain within the boundaries of
Counseling Office confidentiality and the involvement of necessary school officials and teachers essential to the
student’s application process. Information regarding a student’s university choices, entrance exam scores, and
rejections is not shared publicly, unless requested by a student or parent or is voluntarily shared by students and
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parents with peers and other community members. The Counselling Office does reserve the right to publicize
acceptances in those case where it may benefit the prestige and reputation of the school.
All university application decisions and post-high school destinations are documented by the counseling
department and remain on file in the school’s archive. Students are required to properly inform the counselor of
application status and enrollment-choice before or after IST graduation.
Career Planning and University Planning Lessons
GR 9-12 students will participate in lessons that are relevant to the career and university planning process.
Resources will be available, however students must actively engage in the use of resources to be efficient in the
planning process. Parents are asked to routinely engage in conversations with students to determine proper time
management of planning.
Proper university planning requires that students select no more than 6-7 reasonable university choices:
 2–Reach. Highly-selective Universities with steep requirements
 2-3 –Match. Within reasonable range of requirements and good chances
 2–Safety. Universities in which students are above and beyond requirements

Long‐shot universities are schools for which very few individuals worldwide are admitted e.g. Harvard, Cambridge,
etc. Only students who are deemed appropriate applicants should apply.
IST students are asked to respect the planning process and only apply for schools of genuine interest. Gaining
entrance to a university for the satisfaction of utilizing acceptance letters for other university applications will be
considered unethical and declining an offer to attend could possibly impact future applicants of the university as
universities often track final enrollment decisions of secondary schools to determine future offers.
University Representative Visits
Several University Admissions Representatives visit IST throughout the school year either as part of a College Fair
or individually. GR 9-12 students are encouraged to speak with these visitors and ask questions to gain first-hand
knowledge about specific universities.
Final University Application Choices
GR 12 students must submit final university application choices to the counseling department, during the month of
October. This allows for proper review of plans and preparation of documents. It is important to note that many
countries require early submission of application from students considered to be of international status.

3.4. University Document Requests
Document Preparation
It is the responsibility of the student to research the application documents needed for submission to a respective
university. College Counselors are available to assist when needed. Request documents using the yellow REQUEST
TO PROCESS APPLICATION form found in the counseling department. Complete and submit the form to the
Counselor no less than 15 school days before the application documents are due. Students must allow time for
mailing, especially to international locations, and take this into consideration when making requests. Documents
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will be processed in the order for which requests have been received. Requests which fail to be submitted in a
timely manner may not be processed by the application due date.
The counseling office and main office are closed during all school holidays and university documents will not be
prepared at these times. Students must take care to ensure that documents are prepared in a timely manner before
vacation periods.
Official Transcripts
Official transcripts are required for the majority of university applications. The official IST transcript includes GR 912 courses that have been completed only at IST. Students who transfer into IST anytime during the GR 9-12 school
years, must make sure that transcripts are requested from previous schools. Transcripts from schools outside of IST
cannot be combined on the IST transcript.
All official IST transcripts will include the signature of one school official and the school chop. Students are allowed
3 free paper transcripts. Afterwards, a charge of 5 RMB will incur for additional requests.
Paper‐Hardcopy Transcripts
These may be required for mailed applications. If students are not immediately mailing the application with the
counselor in the counseling office, sealed transcripts may be released and students or parents must acknowledge
receipt by signature.
Electronic Transcripts
Electronic transcripts may only be uploaded to application accounts, via the counselor. Students and parents may
not receive an electronic copy of an official transcript.
Release Of Predicted Scores
Students who are enrolled in the IB Diploma Program and who sit for formal examinations will receive official IB
examination scores in the month of July. Some students require Projected IB Scores for applications to schools in
the UK, Canada, Hong Kong, Singapore and the US. Projected Scores are gathered in September and January as
needed. Projected Scores differ from Predicted Grades in that they are based on the subject teacher's perception
of a student's potential exam score at the end of the course. These Projected Grades are gathered by the IST DP
Coordinator and are non-negotiable and confidential.
Predicted scores are collected in March and submitted directly to the IBO. These teacher grades are meant to be
accurate, probable and conservative predictions based on student performance in the particular subject. Students
must not engage in dialogue with teachers regarding scores.
Recommendation Letters
Many university applications require students to submit a letter of recommendation from a Teacher or Counselor.
Recommendation letters are a courtesy extended to students. Students are informed of the recommendation
process and encouraged to personally approach staff members for a request. Students should allow 4 weeks for a
recommendation letter to be completed along with providing the recommender with a request form or a polished
resumé. Recommendations are considered official documents of the university application and may or may not be
available for students and parents to view.
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Application Mailing Fee
The counselor is available to assist students with the mailing of university applications. Students are encouraged to
allow additional time for mailings to reach the intended destinations. IST ‘s preferred agent of mailing
internationally, is FED EX. Local China Post is also available for locations nearby. Students and parents are
responsible for the mailing fee whichj will vary upon destination. Below, is a listing of the most common fee
amounts, however fees are subject to change by the agent:
 US / Canada / Australia / Other EU locations: 250 RMB
 Korea: 150 RMB
 HK: 150 RMB
 Students must submit payment to the school receptionist upon mailing. Only cash payments are accepted.
 University Entrance Examinations

Entrance Examinations
University Entrance examinations vary. Students and parents are encouraged to research the necessary
examinations needed by applicants. IST offers a limited number of official examinations for students to take
throughout the school year. All official examination scores are released directly to students via the student’s official
examination account with the exception of one examination, the PSAT. Students must contact the examination
board, directly, if there are concerns regarding scoring and forwarding of scores to the proper university. Scores
cannot be released from IST as only the informational school copy of a report is received for archive purposes.
Official PSAT (Practice SAT)
The PSAT is offered at IST on twice each school year in October, with a maximum of 30 seats available and open to
students in GR 8-9 and GR 10-11. The PSAT is an abbreviated, practice version of the SAT and helps students to
prepare for the official examination by measuring knowledge of Verbal, Mathematical, and Writing Skills. The PSAT
10/11 is given in the Fall and the PSAT 8/9 is given in the Spring. Students are provided with individualized score
reports and are given free access to Collegeboard planning tools to improve SAT scores and explore career and
university options. Study materials for the PSAT may be found online and in the counseling department.
Official SAT
The SAT general and subjects tests are offered at IST during the months of October through June and measure
knowledge of Verbal, Mathematical, and Writing Skills. Be aware that registration deadlines are six weeks prior to
the test date. Students interested in testing must make an account at
www.collegeboard.org and then complete an online registration form. Payment for the SAT is required via credit
card online. Testing occurs on Saturdays and students must report to the testing center no later than 7:45 am.
Students are advised to begin SAT testing during the spring of GR 11. Scores must be sent directly from the CollegeBoard organization to the necessary university. Study materials are available online and in the counseling office.
TOEFL (Test of English as a Foreign Language) and IELTS (International English Language Testing System)
Students who are from countries where English is not the official language may be required to complete the TOEFL/
IELTS exam to determine level of English proficiency. This is also applicable for students who speak English well, but
where English is not the official language. Students and parents should make arrangements, via the official TOEFL/
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IELTS website, to have testing completed beginning in the latter months of GR 10 and in GR 11 in order to fulfill
university requirements. All scores must be released directly from the organization. Students may access study
resources online.
IB University Recognition
IB students are a diverse group with varied backgrounds and aspirations. In the last 10 years IB students have sent
transcripts sent to well over 5000 Higher Education Institutions in more than 100 countries, and a growing body of
research provides evidence that IB students are more likely than their peers to go on to Higher Education and
perform better once there. Thus, it is imperative that this group of talented and ambitious students have adequate
pathways into postsecondary study. To this end, the IB recognition team seeks to both increase the number of
postsecondary institutions worldwide that value and recognize IB Programmes, and to improve the quality of that
recognition.
Graduation and Beyond
High School Graduation is an important milestone in a young person’s life and is a time for celebration. We applaud
the hard work of the graduating students and extend support by attending the graduation ceremony that occurs
May or June of each year. The reality of graduating and entering the real world may produce an overwhelming
feeling for students. Students are encouraged to seek assistance for any concerns that may arise during graduation
time. The Counselor is prepared to discuss any topic of concern with students and parents, or simply engage in
conversations of celebration. Counselors can help ease the anxiety that starting a new phase in life may bring.

3.5. IST Child Protection Policy and Guidelines (see document A–Child Protection)
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APPENDIX A
DUE PROCESS PROCEDURE–ELEMENTARY
A teacher/s identifies a student who displays academic difficulties, poor study or work habits, emotional, social or
behavioral concerns.
 The classroom teacher sends the initial referral to the SST.
 Should a specialist have concerns they are to forward information to the classroom teacher who will gather
information from the other specialists who may have similar concerns.
 Note it is the classroom teacher who initiates the process with the SST.
 The class teacher checks the student’s school file (SAP Card Elementary), Individual Needs Teacher or Counselor
to assess any earlier interventions or support that may have been given.
 Elementary and Secondary SST meetings are held on each alternative week.
 The referral form is found:
 Student Services/ Forms for Teachers/ Referral Forms 2016-17/ Initial Referral Form SST 16-17
 The SST team will meet. This team will include Individual Needs, School Counselor and Elementary Principal.
After discussion decision will be made as to:
 Keep as an alert but no further action needed or
 Gather further data from all teachers- Teacher Information Doc and Teacher Checklist
 SST review data gathered
 Meeting with teachers - Teachers should bring with them samples of student work, report cards and any other
relevant documents
 An action plan will be developed based upon the information received
 Meeting with parents if necessary
 Strategies and interventions are communicated to the parents
 Strategies and interventions are reviewed/modified by the student study team.

If the strategies do not bring positive results, the team will reconvene to consider further action and/or to make a
decision regarding the recommendation of an outside referral. An SST representative and the homeroom teacher
will meet with the parents to communicate the team’s recommendations.
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APPENDIX B
DUE PROCESS PROCEDURE–SECONDARY
A teacher/s identifies a student who displays academic difficulties, poor study or work habits, emotional, social or
behavioral concerns.
The teacher talks to the homeroom teacher – HR teacher ascertains whether other teachers have similar concerns.
 Concerns Cc’d to IN and Counseling
 The homeroom teacher checks the student’s school file or assessment portfolio (if from Elementary school it is
kept in Louisa's office), the Individual Needs teacher or Counselor to assess whether any earlier interventions
or support had been given.
 The Secondary SST meetings are held every second week. The homeroom teacher fills out a Student Support
Team (SST) Initial Referral Form and gives them to the Student Support Coordinator.
 Student Services/ Forms for Teachers/ Referral Forms 2016-17/ Initial Referral Form SST 16-17
 The SST team will meet. This team will include Individual Needs, School Counselor and Secondary Principal and
other staff when required. After discussion decision will be made as to:
 Keep as an alert but no further action needed or
 Gather further data from all teachers- Teacher Information Doc and Teacher Checklist
 SST review data gathered
 Meeting with teachers - Teachers should bring with them samples of student work, report cards and any other
relevant documents (e.g. academic contracts, list of any other infractions etc.) and anecdotal notes
 An action/intervention plan and possibly intervention plan will be developed based upon the information
received
 Meeting with parents if necessary
 Strategies and interventions are communicated to the parents
 Strategies and interventions are reviewed/modified by the student study team.

If the strategies do not bring positive results, the team will reconvene to consider further action and/or to make a
decision regarding the recommendation of an outside referral. An SST representative and the homeroom teacher
will meet with the parents to communicate the team’s recommendations.
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APPENDIX C
HOME ROOM TEACHER: INITIAL REFERRAL FORM TO SST
Student Name:

Grade: _________ DOB:

Nationality:
Mother Tongue:
Student’s Languages: (Please rate language proficiency as Good, Fair or Poor)

Home Room Teacher: ___________________________________ Date:
Referring Teacher/s:
Reason for referral:

☐ Academic ☐ Social/Emotional ☐ Behavioral

Comments:

Any Relevant background information (e.g. medical, family, etc.):

Do the parents know of your concerns? Y/N
Comments:

Please return to
sscoordinator@istianjin.net

INTERNATIONAL SCHOOL OF TIANJIN
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APPENDIX D
STUDENT SUPPORT TEAM - TEACHER CHECKLIST
This form is to gather information about a student who has been referred to the Student Study Team.
Name of teacher completing the form: ________________________________ Date:___________________
Student Name: __________________________ Grade: _________ DOB: _______________

CHECK ONE for each of the following areas
AREA OF CONCERN

ABOVE AVERAGE

AVERAGE

BELOW AVERAGE

In Class Work
Study Skills
Homework Completion
Reading
Mathematics
Handwriting
Written Expression
Attendance
Attitude

Continued on the NEXT PAGE
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Please CHECK any of the following as it applies to this student. Other Comments please attach.

 Academic Difficulty

 Written expression

 Following verbal or written
directions

 Spelling

 Attending to tasks
 Length and quality of
written work
 Completing written
assignment
 Participating orally in class
 Asking for help when needed
 Writing legibly
 Organization
 Maintaining expected pace
in class work
 Generalizing and/or
comprehending abstractions

 Emotional Concerns

 Inconsistent in daily
performance

 Appears discouraged or
depressed

 Impulsive

 Easily frustrated by failure
 Impatient

 Unusual comments or
behavior

 Physical/medical Concerns

 Overly-dependent
 Over-conforming
 Fearful or timid
 Behavior Concerns

 Disruptive

 Rate of reading

 Disregards rules and
procedure

 Math concepts
 Math computation

 Steals
 Disrespectful/defiant/challe
nges authority

 Oral expression

 Strength and quality of
written work

 Lies

 Unable to tolerate change

 Aggressive

 Reading comprehension

 Cheats

 Perfectionist

 Retaining information

 Oral expression

 Distractible/short attention
span

 Over-reacts; e.g.
criticism/other
 Excessively shy and/or
withdrawn
 Inappropriate social
interaction

 Lethargic, tired, listless
 Over-active (wired)
 “Tuned out” or “spacey”
 Clumsy or awkward
 Suspected problem in vision
 Suspected problem in
hearing/speech
 Suspected abuse and or
neglect
 Frequent complaints of
illness
 Poor grip on writing
instruments
 Problems in
running/skipping

Please SCAN OR PRINT and return to sscoordinator@istianjin.net
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APPENDIX E
STUDENT SUPPORT TEAM (SST) – INFORMATION FROM ALL TEACHERS
Student: ____________________________________Grade: ____________ Date: _______________
Teacher:________________________________________Subject: ________________________________
This student has been referred to the SST. Please complete the following page for the student in your subject area.
Give as much information as possible. Use more pages if necessary.
Academic

Behavior

Social / Emotional

Attitude

Other

Please SCAN OR PRINT and return to
sscoordinator@istianjin.net
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APPENDIX F
SST INTERVENTION PLAN
Date of Development:
I. Personal Information

Last Name:

First:

Birthdate: m/d/y

Age:

Middle:

M ( ) F (x )

Mother/Guardian Name:

Father /Guardian Name:
Phone Contact Number:

Homeroom Teacher: A
Enrollment Date: m/d/y 8/15/11

Grade-Section:
Previous Plan: N/A

IIA. Necessary Interventions

These interventions will begin on
Date (m/d/y)

and end on
Date (m/d/y)

Areas of Difficulty:
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 Social /Emotional
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 Physical

Issues Impacting Performance: N

An updated plan will be in place during the start of the next school term. Unless otherwise stated, these
interventions will be implemented as indicated below.

1.

2.

3.

4.

5.

6.

7..
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IIB. Necessary Testing Accommodations

______ Individual Setting
______ Oral Testing
______ Preferential Seating
______ Small Breaks

________ Extended Time __________%
________ Read Aloud
________ Speech to Text
________ Other (please specify)

______ None Needed

III. Student’s Strengths
1.

2.

3.
IV. Improvement Goals
1.

2.

3.

4.
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V. Implementation of Plan
Teachers

Teachers

1.

5.

2.

6.

3.

7.

4.

8.

Meeting Members:
School Principal
Individual Needs Coordinator
School Counselor
Parent/Guardian

Date (D/M/Y) _________________________
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APPENDIX G
IST STUDENT PROFILE
Name:
DOB:

Student
Photo

Contact Name:
Areas of Concern:
Diagnoses (if any):
Referrals:

Comments:
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APPENDIX H
INTERVIEW INDIVIDUAL NEEDS

Student Name: __________________________________DOB: ________________________________

Nationality: __________________________________

ELA: Y / N Communication in Mother Tongue: Y /N

Previous School: ____________________________Contact Person:__________________________

Disability:
______________________________________________________________________________________

Academic Reports: Y / N

Sighted Y / N

Pediatric/Therapist Reports: Y / N

Sighted: Y / N

Seizures: Y/ N

Frequency: __________________________

Retained: Y / N

Medication: Y /N

Comments:
_____________________________________________________________________________________

Independence and Management Skills 
Self Care:
Dressing 

Toileting 

Eating 

Travel 

Transitions 

Social and Communication:
Speaks in Sentences 

Follows Directions 

Responds to Questions 

Plays with children of same Age 

Prefers to Play by Self 

Parallel Plays 

Behavior:
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Easily Upset 
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Follows Directions 

Obsessive 

Academics:
Literacy:
______________________________________________________________________________________
Numeracy:
______________________________________________________________________________________
Other: ______________________________________________________________________________________
Support Needed
______________________________________________________________________________________
Other Information

INTERNATIONAL SCHOOL OF TIANJIN

159

IST Community Safeguarding Framework

Appendices

APPENDIX I
COUNSELING APPENDICES:
1.

Request for Additional Documents

2.

Official Transcript Request

Requests for Additional Documents
 Please print neatly and submit to Ms. Song in the main office.
 IST students will receive (3 each) of the following courtesy items each year:
 Official Transcript, School Profile, IST Report/Certificate Set, SML Envelopes
 Additional documents will be assessed the appropriate fees listed below.

PLEASE ALLOW 10 SCHOOL DAYS FOR PROCESSING FROM THE DATE OF PAYMENT.
Student Name: ___________________________________ Date submitted: ___/___/___
Dates of Enrollment:_________________________ Contact Number: ____________________
Email address:________________________________________________________________

Materials requested by STUDENT (indicate requested
number)

Materials Completed
(Office Use Only)

IST Official Transcript

5 RMB

IST Official Transcript

Must be sealed when released

IST School Report Cards

IST School Report Cards

& Certificate of Attendance Set

& Certificate of Attendance Set

25 RMB
School Diploma Copy
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IST School Profile

Small Envelope

5 RMB

IST School Profile

1 RMB

Medium Envelope
Large Envelope
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Small Envelope

2 RMB

Medium Envelope

3 RMB

Yearly School Calendars

Large Envelope

2 RMB

Yearly School Calendars
Amount to Finance Dept.

Total Amount Due:

Date Paid:

Documents Released/Sent:
Date: ____/____/_____ Courier: ____________ Tracking number: ______________________
Personal Pick Up Signature: ____________________________________________________
Official Transcript Request Form
Please complete the form neatly. You will need one form for each college/university to which you will apply. You
must allow at least 15 school days for processing documents via uploading or FedEX mailing. The 15-day period
begins once this form is submitted.
Documents should be: ____Electronically uploaded

or

____Mailed FedEX

Student Name
Date given to counselor
College/University Name
Application Deadline
University Address
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University Telephone

Application Materials to be included/sent by
STUDENT:

Application materials to be included/sent by
COUNSELOR:

Application (Online or mail)

Application Review

Application Fee (Online)

Teacher Letters of Rec

Essay(s)/Personal Statement

Counselor Letter (if applicable)

Financial Certification

IST Official Transcript

Transcripts from Previous Schools (9-12)

School Profile

Teacher/Counselor
Recommendation

Letter

of

Counselor Report/SSR
Other

Test Scores (SAT, TOEFL)
Other
Other

For Office Use Only:
Date Sent:

Uploaded:

Courier:

Website:

Tracking No.
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APPENDIX J
RECORD OF CONCERNS ABOUT A STUDENT’S SAFETY / WELL-BEING OR OF
A STUDENT DISCLOSURE
Student Name:

Class: _________ DOB:

Nationality:

Mother Tongue:

Reason for this report:___________________________________________________________________
Notes:
•
•
•
•

be detailed, factual and descriptive
include direct quotes where possible
record the cause and source of harm (who, where, when)
do not include subjective information or opinions

Any other relevant background information of which you are aware (e.g. medical, family, etc.):

Do the parents know of these concerns? Y / N
Name:

Signed:

Date:

Where there is a risk of harm, community members should immediately inform the Child Protection Officer,
Principal or Director of their concerns either in person or by telephone. This written record can be submitted
to the Child Protection Officer, or in their absence, the Principal/Director, as soon as practical thereafter.

INTERNATIONAL SCHOOL OF TIANJIN

163

IST Community Safeguarding Framework

Appendices

APPENDIX K

IST COMMUNITY SAFEGUARDING
PERSONAL DECLARATION
I,
, acknowledge that I have read and understood the 'IST
Community Safeguarding Framework Overview' (including Code of Conduct), and promise to strictly follow the
professional standards and guidelines outlined within this document as a condition of employment at the
International School of Tianjin.
In addition, I agree to:
 comply with mandatory reporting regulations related to suspected child abuse.
 cooperate fully in any investigation into the abuse of a child, or children, or other community member/s.

My signature confirms that I understand that any behavior inconsistent with the IST Community Safeguarding
Framework or any failure to take action as mandated by the IST Code of Conduct may result in disciplinary action
up to and including termination of my employment with the school and possible civil/criminal investigation by the
relevant authorities of the People’s Republic of China.

Name:
(Please print in BLOCK LETTERS)

Signature:

Date:
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APPENDIX L

IST 社区安全保障
个人声明
本人

，已经正式收到了关于“IST 社区安全保障框架”（包括

行为准则）的内容介绍。作为在天津经济技术开发区国际学校天津分校提供服务的条
件，我承诺严格遵守本文中概述的职业和行为标准及指南。
此外，我同意：
 遵守与涉嫌虐待儿童有关的强制性报告的规定
 充分配合针对虐待儿童或其他社区成员的任何调查
我的签名确认我了解任何与 IST 社区安全保障框架不一致的行为或任何违反与对外
承包劳务人员相关的行为准则的行为都可能导致纪律处分，包括离开学校，以及接受
可能的由中华人民共和国相关政府部门进行的民事或刑事调查。
姓名：
(请用楷体书写)

签名：
日期：
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APPENDIX M
PERSONAL DISCLOSURE FORM
I understand that I have been successful in my application for a teaching position at the International School of Tianjin and that a
Criminal Reference Check is required in order that I commence formal employment at the school. In line with IST's Safer Recruitment
practices, I agree to share responses to the following statements and declare the information to be true.
1. I have no criminal convictions or formal professional warnings recorded against my name by any legal or professional institution.
If you are unable to confirm this statement, please provide an explanation:
2. I understand that the laws and cultural standards governing acceptable use of narcotics, opiates and other substances and one’s
personal conduct and activities while in the People’s Republic of China may be different from those of my home country and agree
that in all cases, Chinese laws and customs must be faithfully adhered to.
If you are unable to confirm this statement, please provide an explanation:
3. There are no reasons –including legal, personal or health issues, substance abuse or any other cause known to me– that would
prevent me from working safely with children and/or interfere with my ability to carry out my contracted duties.
If you are unable to confirm this statement, please provide an explanation:
4. My application to IST conflicts in no way whatsoever with any other contractual obligations I have with my current or former
employers.
If you are unable to confirm this statement, please provide an explanation:
5. All documentation submitted as a part of my application is authentic, and qualifications are from licensed educational institutions.
If you are unable to confirm this statement, please provide an explanation:
6. I acknowledge that I have received, read and understood the 'IST Community Safeguarding Framework Overview' document
(inclusive of the IST Code of Conduct) and that I commit to conscientiously following all school policies and procedures related to
community safeguarding.
If you are unable to confirm this statement, please provide an explanation:
Please complete and sign the form below to show that you understand that failure to disclose any information relating to the 6
questions above may be regarded as grounds for withdrawing an offer of employment or dismissal.
Name: Position applied for/appointed to:
Date: Signature:

Please complete, print, sign, scan and email this form to the Director of the International school of Tianjin at info@istianjin.net. Please
also return the original signed hard copy to IST, along with any other original documentation required by the school.
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EMERGENCY RESPONSE PERSONNEL CHART
ERP Team

BLD

Sweeping Areas

Guo Ying, Guard

Qin

—

Adam Liu, Guard

Qin

—

Wendy Liu, Cindy Li
Viola Song

Qin &
Han

—

Amrita Singh
Frances Tschoepel

Qin

—

Durian Wang,
Lily Yang

Qin

Betty Bai
Liang Chunxi
Angela Diao
Liu Yan
Aileena Song
Melody Hou
Trinity Yang,
Jade Zhang
Helen Gao
Christina Song
Caroline Park
Lu Lu
Robin Liu
Nina Ni,
Susan He
Ahnita Zhang
Lisa Li
Lisa Fang
Dora Hu
Summer Yang
Gao Peng
Catherine Wei
Neo Zhang
Lucy Chen
Wenjun Lv
Louisa Wang

Qin

Qin

Gym Block: Every room in Gym, Gym Office, toilets, Clinic,
Elementary Science & Kitchen, Ceramics Studio, and storage,
Lobby and the internal garden on the North.
Central Block: Includes Elementary Office Area, DT Center 1&2
floors, Cafeteria, Kitchen, and Power Station, and Facility
Office & Boiler House
1st floor Classroom Block: Includes all classrooms on 1st floor,
and playroom, gardens, teacher center, PFO room, toilets and
Resource rooms, etc.

Blocking Areas
Exit 103 & 104 – Gym PE
Office
Exit 101- Qin main entrance
Exit 117 – PFO room
Exit 118 – student entrance
Exit 101- Han Entrance
Exit 114 – between K & G1
Exit 107 – gym to playground
Exit 108 – cafeteria to gym
Exit 110 – cafeteria west
Facility Office
Boiler House
Exit 113 – classroom to
playground (by KG3M
classroom)

Qin

2nd floor Classroom Block: Includes all classrooms on 2nd floor,
and toilets.

Exit 116- between G2 & ESL

Han

Main office & Drama Office area: Includes all administrative
offices, store rooms, bathrooms, corridor, meeting rooms,
drama office, and the change rooms

Exit 118 – Drama office area

Front Foyer: Include Han front foyer.

Exit 102 - by control room
Exit 115 – between G1&2
Robin to help register visitor
group

Qin &
Han

Han
Han
Han
Han

Han

Theater & Black Box: Includes theater, Facility rooms in the
back of theater, Black Box and store room, Central Store
Room, Secondary Resource Room along this corridor.
Library: Includes Library, Office, Classroom, Study Rooms, and
Bathrooms & Facility Room across the Library Corridor.
IT: Includes IT offices, Han Multi-purpose Room, Writing
Center, IT corridor.
Classroom 1st fl.: Includes all classrooms on 1st floor, Toilets,
Café Storeroom, Café area & Internal Garden.
Classroom 2nd fl.: Includes all classrooms on 2nd floor, all
rooms in Secondary Office area, Toilets, Facility Store Rooms,
Classroom corridor and balcony, etc.
Teacher Center & Counseling: Includes all rooms in Teacher
Center, Toilets, Facility Rooms, Marketing & Communications
Office, Individual Needs & Student Services Office, and
Counselors’ rooms

Exit 114 – by Black Box
Exit 104- in front of Library
Exit 105- in front of IT Office
Exit 110 – by DT room
Exit 106 – by ELL classrooms
Exit 107 - between Chooi &
Soel-hee’s classrooms
---

Anna Wu
Jacky Zhang

Han

Lucy Xu
Vickey Liu
Francis Zhang

Han

Music: Includes all Music Rooms, Music Corridor, and Facility
Rooms.

---

Fiona Fei
Sun Jie

Han

Science: Includes all rooms on 3rd floor, Science Classrooms,
Store Rooms, Workroom, Sound & Light Control Room, Toilet
Rooms, and Facility Rooms.

---

All

EXTERNAL SWEEPER – Qin & Han

Wang Peng
Zhu Bin
Wang Li
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