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INTRODUCTION 

 
 
East-West International School (‘The School’) is committed to child protection and aims to achieve the 
highest level of protection for children. The School aims to put in place a policy and procedures which 
will significantly strengthen child protection within all of its practices, activities and programs, both on 
and off campus. 
 
The School has a zero-tolerance approach to child abuse. 
 
What is The School's Child Protection Policy and what is its’ purpose?  
The School's Child Protection Policy is based on the UN Convention on the Rights of the Child. It is a 
Policy which communicates that The School is committed to keeping children safe. It makes clear to 
everyone involved with The School that children must be protected; it helps to create a safe and positive 
environment for children, and shows that The School is taking its’ duty of care seriously.  
 
The School’s Child Protection Policy provides a framework of principles, standards and guidelines to 
prevent and respond to abuse: 
 

• Developed by management with input from child protection representatives and approved by 
The School’s Board members. 

• The School understands it has a moral and legal responsibility to protect children within its’ care 
and seeks to create an environment where children feel safe, where children can speak out, 
where children are listened to and where children and staff representatives are respected and 
empowered.  

• Seeks to protect the school, staff representatives and Board members from allegations of abuse, 
whether founded or unfounded, which can destroy a school’s reputation. 

• The School sought partnership with the ChildSafe Movement in developing this Policy. The 
ChildSafe Movement is a respected organization with renowned thought leaders in global child 
protection, powered by the internationally recognized organization Friends-International. 
Established in 2005 to safeguard children and youth from all forms of abuse and exploitation, 
the ChildSafe Movement has developed numerous tools to raise awareness and provide 
solutions to ensure the welfare of children.  

 
Definitions for the purpose of this Policy 
 
What is a ‘child’? 
According to the United Nations Convention on the Rights of the Child, ‘childhood is separate from 
adulthood, and lasts until 18; it is a special, protected time, in which children must be allowed to grow, 
learn, play, develop and flourish with dignity’.   
 
What is child abuse? 
The School adopts the World Health Organization definition: 'Child abuse' or 'maltreatment' constitutes 
all forms of physical and/or emotional ill-treatment, sexual abuse, sexual exploitation, neglect or 
negligent treatment or commercial or other exploitation, resulting in actual or potential harm to the 
child's health, survival, development or dignity in the context of a relationship of responsibility, trust or 
power’ (WHO, 1999 Report of the Consultation on Child Abuse Prevention). 



 
Physical abuse: Physical abuse occurs when a person purposefully injures or threatens to injure a child 
or a young person. This may take the form of, but is not limited to, slapping, punching, shaking, burning, 
shoving, corporal punishment or grabbing. The injury may take the form of bruises, cuts, burns, 
fractures etc.  
Emotional abuse: Emotional abuse is a chronic attack on a child’s self-esteem. It can take the form of, 
but is not limited to, name-calling, threatening, bullying, ridiculing, intimidating or isolating the child.  
Sexual abuse: Child sexual abuse is a physical violation of a child's body through any sort of sexual 
contact or psychological violation of a child's space through verbal or visual sexual behavior.  
Neglect: Neglect is the persistent failure to meet a child’s basic needs such as adequate nutrition, 
personal hygiene, shelter, appropriate supervision, general and mental health care, opportunities for 
mental development and emotional nurture, schooling, participation and access to educational 
resources. 
 
School representatives: all full-time and part-time staff members, Board members, volunteers, interns. 
 
The School means to protect children  
We will meet our commitment to protect children from abuse through the following means:  

• Awareness: we will ensure that all students, staff representatives and parents are aware of child 
abuse and the risks to children  

• Prevention: we will ensure, through awareness, guidelines and good practice, that staff 
representatives and parents minimize the risks to children, and that child protection policies and 
education also address abuse and bullying from children to other children.  

• Reporting: we will ensure that staff representatives are clear of the steps to take when concerns 
arise regarding the safety of children.  

• Responding: we will ensure that action is taken to support and protect children where concerns 
arise regarding possible abuse. This process will be fair and transparent.  

• Participation: we will ensure that children are actively involved in creating a safe environment 
and we take seriously their views, wishes and concerns in all matters regarding their safety and 
protection.  

• Proactive Engagement:  we will diligently check the backgrounds of all staff, seeking references 
and as much as is possible history of the applicant, to ensure that new staff, as we are able to 
ascertain, have no history of any abuse or neglect according to the above definitions.  

 
Scope of the Child Protection Policy: the scope of this Child Protection Policy applies to all students, 
staff representatives, Board members, parents, media, community and visitors who come in contact 
with our students whether on school premises on field trips or excursions etc. The School makes the 
Child Protection Policy available to all parties and provides targeted training to staff representatives 
according to their capacity.  
 
The policy has to be: 

• Publicized, promoted and distributed widely. 
• Approved and signed by the relevant management body and the Board. 
• Complied with by all staff representatives and stakeholders. 
• Reviewed every year and adapted whenever there is a significant change. 
• Translated into relevant local languages. 



The school recognizes that other children can be abusers, through verbal bullying and online bullying. 
The school has no tolerance for bullying and has in place ways to protect children from bullying and to 
help the bullies become people who respect others.  

Components of the Child Protection Policy  
This Child Protection Policy incorporates the seven ChildSafe Components of a Child Protection Policy:  

• Component 1: Recruitment 
• Component 2: Education and Training 
• Component 3: Management Structure 
• Component 4: Behavior guidelines - ‘Code of Conduct’ 
• Component 5: External Media & Communication guidelines 
• Component 6: Reporting and reaction guidelines 
• Component 7: Ramifications and misconduct 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



1. RECRUITMENT OF STAFF 

 
 
The School commits to making every effort to ensure all staff representatives are recruited carefully and 
receive support and training to be able to prevent and respond to suspicions and situations of child 
abuse.  
 
All staff representatives whether paid or unpaid, full time or part time, temporary or long-term, having 
direct or indirect contact with children should undergo a thorough and standardized recruitment 
process and agree to the Child Protection Policy.  
 
1.1 Guidelines on Recruitment  
 
1.1.1 Advertisement of Vacancies and Application Forms  
All advertisements for job vacancies and application forms make reference to the Child Protection Policy 
and screening. Example statements: 

• The School’s recruitment and selection procedures reflect our commitment to the safety and 
protection of children in our activities / programs.  

• The School has a Child Protection Policy in place. 
• Candidates will be expected to comply with The School’s Child Protection Policy.  

 
1.1.2 Screening of Candidates  
All international candidates must provide a police check. If not available for Khmer candidates, an 
Attitudes Certificate from the Commune. If not available, complete a self-declaration of criminal 
convictions which includes a statement that they would be prepared to undergo a police reference 
check if appointed.  If any convictions or concerns are stated, it is the responsibility of the human 
resource staff and management to determine whether or not they pose a threat to child protection. 
 
Overall, screening must include: 

• Reference checks - both from government authorities (Criminal Record/Police Check) and from 
previous employers.  

• Commit to and sign the Child Protection Policy and Code of Conduct.  
• If teaching, meets working with children and teaching requirements. 
• Interview questions that relate to child protection topics and issues. 
• Self-Declaration Form, if required 

 
1.1.3 Working Conditions 

• The School commits to providing working conditions that support employees, both women and 
men, in their roles as parents or caregivers.  The School supports youth employment by offering 
teaching internships and career pathways. 

• The School ensures that no children below the minimum working age, as defined by national 
law, are engaged to work at The School and that young workers above the minimum working 
age are protected from work which, by its nature or the circumstances in which it is carried out, 
is likely to harm the health, safety or morals of children. 

• Child protection issues are included in regular, formal staff evaluations (incidents that have 
occurred, how they responded, any other risks they've identified and awareness of the school 
reporting/reaction systems). 



2. EDUCATION AND TRAINING 

 
 
A strong child welfare component is integrated in our training systems. Through education and training 
we allow all our students and staff representatives to gain practical knowledge and skills: 
 
2.1 Guidelines on Education and Training  
 
All staff representatives are required to receive:  

1. Induction and annual training on the School’s Child Protection Policy, including Code of Conduct, 
how to recognize signs of abuse, how to respond and how to report. 

2. General refresher training for staff (once/twice a year) to remind staff of procedures in place and to 
update on any new developments.  

3. ChildSafe Awareness training to provide all staff with an understanding of child protection and 
emerging issues within the school campus and the local community. 

 
These trainings include:  

• Behavior guidelines regarding direct and indirect contact with children.  
• Child Protection Policy principles. 
• How to identify and respond to suspicions or disclosures of child abuse.  
• Reporting and Reaction procedures (on and off campus) and proper use of reporting tools.  
• Key people to report concerns of abuse to (Child Protection Officer, management etc.).  
• Confidential use of personal information of children.  

 
Training shall be continually re-evaluated and updated. Where possible, feedback is sought from the 
participants for future improvement.  
 
Students are to be informed about the Child Protection Policy and Code of Conduct, their rights, what 
behaviors to expect from staff representatives and each other and when and whom to speak to if they 
feel uncomfortable or at risk. 
 
Parents will be informed on The School’s commitment to child protection, gain an understanding of the 
Child Protection Policy, how to respond and contribute to creating protective environments for their 
children and their peers (including in their own homes), and to encourage open communication with 
their children about safety and protection.  
 
 
 
 
 
 
 
 
 
 
 
 



3. MANAGEMENT STRUCTURE 

 
 
Creating a 'child-safe' school depends on having clear structures and an open and aware 
culture in place, to ensure that all staff representatives and students feel confident and comfortable 
about speaking out and implementing child protection safeguards. 
 
A management structure should be adopted in order to facilitate the implementation of the Child 
Protection Policy and procedures at The School.  
 
Management structure should include: 
- Board of The School 
- School Director 
- Child Protection Officers 
 
In order for policies and procedures to run smoothly and effectively, and ensure staff are aware of their 
responsibilities, it is vital that staff receive effective support.  
 
3.1 Guidelines on Management Structure 
 

• Management should provide a ‘safe’ environment where staff representatives are encouraged 
to actively participate in the protection of children, with open lines of communication and 
support for reporting, along with a positive environment for giving and receiving feedback.  

• Management should reflect core values and principles, uphold a professional approach and 
demonstrate awareness of abuse. 

• Management should demonstrate leadership in child protection and act as role models. 
• Ongoing supervision, monitoring and support is provided for all staff representatives to ensure 

that child protection policies and procedures are understood and being implemented and that 
any problems or queries are dealt with as soon as they arise. 

 
3.2 Designate Child Protection Officers 

• School representatives will be responsible for electing Child Protection Officers. 
• The role of the Child Protection Officer is clearly defined, so that expectations on all sides are 

clear and that deliverables are monitored. 
• The identification of the Child Protection Officer shall be based on the following criteria. 

o A known and trusted member of staff who is accessible to all teams 
o A member of staff who has knowledge of field work and office-based work 
o A strong background in child protection 
o A staff member who can demonstrate an understanding and use of confidentiality 
o A staff member who either has experience of, or can demonstrate, the capacity to 

develop information-gathering skills (where general internal investigation is required for 
incidents or reports of abuse) and work with sensitive issues. 

o Good communication (including written and verbal) with authorities, police and 
partners for legal matters, as well as record-keeping skills. 

 
 



3.3 Standardized Reporting Procedure 
• A written procedure on what to do if a staff representative is concerned about, witnesses, hears 

or suspects potential child abuse is made available to students and all staff representatives. 
• The procedure should include the contact details of the Child Protection Officers and local 

emergency contacts. 
• This written procedure must be kept up to date and clearly displayed in The School for easy 

reference.  
• Any changes to this procedure shall be communicated to all staff representatives immediately.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4.  BEHAVIOUR GUIDELINES - ‘CODE OF CONDUCT’  

 

The School’s Code of Conduct is aimed at safeguarding students of The School and to prevent all forms of 
abuse of children, on-campus or on excursions/field trips. It also aims to protect The School and its’ 
representatives from false allegations and misconduct. All students and staff representatives are required to 
agree and abide by their Code of Conduct.  
 
In accordance with the United Nations Convention on the Rights of the Child, The School will always act 
in the ‘best interests of the child’, upholding a zero tolerance to abuse and treating every suspicion or 
report as serious.  
 
Any staff representative of The School not complying with any of the guidelines will be subject to 
disciplinary action which may lead to termination of employment.  

The School’s Code of Conduct can be found in the Annex. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



5. EXTERNAL MEDIA AND COMMUNICATION GUIDELINES 

 
 
The School is committed to making every effort to ensure student information, communication and 
marketing upholds children's rights and privacy. 
 
The School’s Media & Communications Guidelines (see Annex) ensures children are portrayed with 
dignity and respects their privacy and safety at all times. 
 
The creation or sharing of degrading or offensive images or material related to children by any staff 
member or student is prohibited.  
 
5.1 Commitment of The School 

• To share The School’s Media & Communication Guidelines to any media who are to cover stories 
or any other activity at The School. All media are to agree to the Media & Communication 
Guidelines, either by signing or confirming their agreement by email. The School will also make 
sure that all staff representatives who arrange for and/or accompany the media are aware of 
the guidelines and their responsibility to uphold them at all times.  

• To provide guidance to school representatives and parents on the appropriate ways to 
photograph and video our students and children in the community or other schools on 
excursions and trips. 

• To have a system in place for informed and signed consent for photographing children for 
marketing purposes including ramifications for misconduct. 

• To have confidentiality and security of personal student information measures in place. 
• To have measures in place to prevent children from accessing abusive or dangerous content on 

The School’s internet and awareness tools to address online risks and abuse (including bullying) 
on personal devices.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



6. REPORTING AND REACTION GUIDELINES 

 
 
The School considers child abuse unacceptable in all circumstances.  
 
The following procedure shall be followed for raising and reporting concerns of child abuse. The 
procedure is made accessible to all staff representatives with a reaction flow chart for reporting 
suspected abuse. Please find The School’s Reaction Flow Chart in the Annex of this policy. 
 
6.1 Guiding Principle of the Best Interests of the Child 

• If any staff representative knows any information about the maltreatment of a child, it is his/her 
responsibility and duty to respond.  

• The response is guided by concern for the welfare of the child above all else, with decisions 
made in the best interests of the child.  

• All reporting and reaction protocols remain child-focused and child-centered at all times, above 
and beyond the demands of bureaucracy.  

• If a child reports an incident, the child must be taken seriously, listened to carefully and treated 
with absolute respect.  

• The child must feel confident and comfortable with the procedure.  
• The child must understand that the issue may need to be taken further. If a situation involves 

immediate harm to a child, action is to be taken without delay, as inaction may place the child in 
further danger.  

• At no time should the child be returned to the environment where the abuse occurred. The 
child’s caregivers have to be informed about the incident, and are to be involved in the further 
process if this is in accordance with the best interest of the child. 

 
6.2 Incident Reporting 

1. Any incident or suspicion of abuse, past or present, by The School’s representatives, 
board members or others must be reported immediately to the designated Child Protection 
Officer only. 

2. If the concern involves the Child Protection Officer or the School Director, the Board must be 
addressed instead. 

3. As soon as possible, the person receiving the disclosure needs to fully document the allegation, 
including the time, place and witnesses by using the Incident Report Form (see Annex).  

4. In certain instances, it may be necessary to report concerns to appropriate external bodies. This 
will usually occur as a consequence of the reporting procedure. However, if urgent action is 
required in order to protect the child, then it may be prior to the reporting procedure. 

 
6.3 Distance the Alleged Perpetrator 

• In the best interest of the child, it may be decided to demand the alleged staff member or 
volunteer to stand down during the investigation and the identity of the child is kept 
confidential until further action (i.e. investigation is arranged). This decision can only be made 
by the Child Protection Officer and School Director. Staff representatives stood down receive full 
payment and are entitled to a just process that does not presuppose guilt or innocence. 

• The allegations should not be discussed or communicated to other people until the allegations 
have been considered and a decision has been made. The decision made should be documented 
and filed by the Child Protection Officer. 

 



6.4 Information Gathering 
• The decision of how to gather information about the incident should be made by the Child 

Protection Officer and School Director. In the case that the School Director is the subject of the 
concern, the Child Protection Officer should discuss the case with The Board.  

• The process leading to decision making should be well documented and all facts or 
written allegations and responses kept on file. The responsibility for investigating allegations of 
child abuse in many countries rests with the Police and local Social Service Department. The 
Child Protection Officer and/or School Director may seek legal advice or the advice of external 
organizations such as the ChildSafe Movement in deciding whether a formal referral to the 
authorities is necessary.  

• If it is decided that external reporting should not take place then there must be a clear rationale 
for that decision which should be recorded. 

• Any reports that are made (by a student, parent, staff member) maliciously or not in good faith 
(to defame) shall warrant strict disciplinary action. 

• When a case is immediately dropped, the reasons for doing so shall be communicated to the 
person who reported the matter. 

• Staff and others are entitled to discuss their concern with The School’s Board, if they think that 
the case has not been dealt with adequately by Child Protection Officer and the School Director. 

• Arrangements are made to provide supervision and support to those affected both during and 
following an allegation. This is to ensure that all staff representatives and students have the 
opportunity to discuss issues of concern in order to minimize trauma; that everyone is clear 
about the action that is being taken; that the person alleged of committing the offence is 
assumed innocent until proven guilty and that the process is conducted as smoothly as possible. 

 
6.5 External Child Abuse  
Staff representatives may also be confronted with a report or disclosure of a child at The School of 
abuse that has occurred outside The School, e.g. abuse within families and in communities, among 
children and youth etc. Staff representatives are responsible to respond to these cases with the same 
carefulness as abuse within The School following the same Reaction Flow Chart and Incident Report 
Form and discuss the case with the Child Protection Officer. It is recommended that the Child Protection 
Officers utilize the support of organizations and professionals, such as the ChildSafe Movement to 
investigate these incidents further. 
 
6.6 Confidentiality 
All cases of child abuse, whether alleged or proven, will be handled with utmost confidentiality and 
shared only on a need-to-know basis. At times ‘limited confidentiality’ may need to be considered if 
someone’s life or safety is at risk.  
 
All written documents must be stored in secure files and soft-copies password protected. Case feedback 
can be given to the person reporting when final decisions are made about action to be taken and where 
feedback does not break confidentiality or the best interest of the child. 
 
6.7 Commitment of The School 
Our commitment and efforts systematically include:  

• Immediately reporting any incident or suspicion of any form of abuse or exploitation, past or 
present, by staff representatives or parents to the designated Child Protection Officer.  



• Ensuring the Reaction Flow Chart and Incident Report Forms are visible in key locations for staff 
representatives and students, available on the company intranet and is regularly mentioned 
during training. 

• Ensuring all staff representatives are trained and equipped to report incidents. 
• Training students and having student-friendly material available on campus. 
• All reporting and reaction protocols remain child-centered at all times, above and beyond the 

demands of bureaucracy. If a child reports an incident, the child must be taken seriously, 
listened to carefully and treated with absolute respect.  

• In situations where those reporting the incident are themselves involved, the report needs to be 
taken to higher management. If higher management is involved or inadequate action has been 
taken, then the incident must be referred to the relevant authorities or local partner for 
immediate action, if not already done so. 

• Confidentiality: All cases of child abuse, whether alleged or proven, will be handled with the 
utmost confidentiality and shared only on a need-to-know basis. All written documents must be 
stored in secure files.  

 

6.8 Child Protection Officers 
The School has nominated Child Protection Officers - details of which can be found in the Annex. 
 
Sarun Koam, School Coordinator 
Tel: 012 525 817  Email sarun.koam@ewiscambodia.edu.kh 

Landon Seigler, Secondary Academic Coordinator and Guidance Counselor  
Tel: 077 428 201  Email: landon.seigler@ewiscambodia.edu.kh 

Brandie Carroll, Grade 3 Teacher 
Tel: 096 396 1197    Email: brandie.carroll@ewsicambodia.edu.kh 

Sineth Khun, Grade 5 Teacher 
Tel: 077 243 050  Email: sineth.khun@ewiscambodia.edu.kh 

Nadine Pieterse, Communications Coordinator 

Tel: 087 793 662 Email: nadine.pieterse@ewiscambodia.edu.kh 

 
The main tasks of a Child Protection Officer include: 

• Ensuring the Child Protection Policy is approved and signed by the relevant management body 
and Board members.  

• Implementing the Child Protection Policy; managing feedback from management and Board 
members; liaising with community child protection partners and other key stakeholders.  

• Acting as a primary contact person for suspicions or disclosures of abuse; receiving reports from 
staff representatives, collecting information and sharing with the School Director. Connecting 
with support networks, local authorities and police if necessary. 

• Supporting students, staff representatives and parents to deal with emergency situations, or 
consulting in suspicious or disclosure of abuse or exploitation.  

• Ensuring Child Protection Policy training and awareness sessions are conducted for all staff, 
students annually. 



• Ensuring the Child Protection Policy is easily accessible via the school’s communication channels 
for all students, school representatives and external stakeholders. 

• The Child Protection Policy is complied with by all staff representatives. 
• The Child Protection Policy is translated into relevant local languages.  
• The Reaction Flow Chart for reporting suspected abuse - with Child Protection Officers names 

contacts and telephone numbers - is clearly displayed within The School for easy reference by all 
staff representatives and students; along with emergency and advice telephone numbers. 

• Report on child welfare developments, successes and challenges to The School’s management 
and Board members. 

• Conducts a risk assessment of The School and community activities in line with child protection 
risks, including third party suppliers. 

• Child-friendly / illustrated versions of key elements of the Child Protection Policy are clearly 
displayed and accessible to students - key elements may include behavior and communication 
guidelines and reporting and reaction procedures. 

• The Child Protection Policy is reviewed and updated every year to reflect lessons learned, changes 
in structures and procedures. 

 
The ChildSafe Movement 

• The ChildSafe Movement will provide ongoing support to the Child Protection Officers in 
implementing and managing the Child Protection Policy, providing direct support services and 
referrals to assist students and families. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



7. RAMIFICATIONS AND MISCONDUCT 

 
 
Ramifications are steps taken as a result of an investigation of an allegation of a violation of the present 
Child Protection Policy, its guidelines and principles  
 
Steps will be taken to ensure child is protected and individuals violating the Child Protection Policy are 
held accountable for their actions. 
 
The School will take immediate disciplinary action and any other action which may be appropriate to the 
circumstances. This includes further training (in case of minor issues), written warning, dismissal and 
potentially legal action. This will be kept on record at the school and possibly included in references in 
the case of serious infractions. 
 
In any case, the School will follow the Kingdom of Cambodia’s National Laws relating to the Criminal 
Code of Conduct and relevant statutes. Therefore, the School will consider involving authorities such as 
the Police to ensure the protection of children and criminal prosecution where this is appropriate.  
 
The decision to suspend is not subject to challenge. When investigating and determining  
the concerns or complaints, the process should always be fair and any adverse determination should be 
open to challenge through an appeals process. This process would be handled via external authorities. 
Support can be provided by local child protection organizations, including the ChildSafe Movement. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



ANNEX 

1. Code of Conduct 
2. Incident Report 
3. Reaction Flow Chart and Emergency Contacts 
4. Media & Communications Guidelines 
5. Media & Communications Consent and Release Form 
6. Visitor / Guest Guidelines 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Annex 1 

CODE OF CONDUCT 

 

EAST-WEST INTERNATIONAL SCHOOL 
CODE OF CONDUCT 

  
Minimum specifications regarding the behaviors and actions of East-West International School staff 
representatives and stakeholders. Any staff representative not complying with any of the guidelines below 
will be subject to disciplinary action which may lead to termination of employment/contract. 
Be prepared and avoid putting yourself and The School in risky situations. 

 

Do: 
• Put a priority on creating positive, caring relationships with students 
• Ensure students’ feelings and safety are a top priority 
• Respect a child’s right to privacy 
• Respect the cultural, religious or ethnic background of a child 
• Remember that someone might misinterpret your words or actions, no matter your intentions 
• Recognize that caution and patience are sometimes necessary, even when dealing with 

bullying or a situation where a child is upset 
• Arrange to be in an open or public space if you are working with a child one-on-one 
• Make sure any materials you use in class (movies, reading material) are age-appropriate for 

the children 
• Ensure you understand and follow all guidelines and policies in the Staff Handbook and Child 

Protection Policy 
• Seek help and support from the Child Protection Officer if there is any part of the guidelines 

and policies that you do not understand 
• Inform members of the Safeguarding Team if you feel a student is in danger 
• Ask if you are not sure of how to deal with a disciplinary issue 
• Be aware of any personal needs (social, mental, health) of your students 
• Seek advice or support immediately if you have any concerns about a situation you have been 

involved in 
• Follow school guidelines on using your phone to take photos of students and sharing photos 

on social media 
• Ensure that people entering the East-West International School campus are only allowed if 

they have an ID badge issued by the school or have permission from the School Director 
• Encourage children to speak out and raise concerns about any kind of abuse 
• Accept that any child of any age, both male and female can experience and be affected by 

abuse 
• Work in a professional manner and maintain professional boundaries with children 
• Treat all children with equal regard and offer fair opportunities not based on relationships 

with the child 
Don’t: 

• Have private contact with children through a personal social media or email account 
• Plan activities so that you are alone with a child 
• Condone, or participate in, behavior with a student that is illegal, unsafe or abusive 
• Use, sell or share drugs with a student 



• Drink alcohol with or provide alcohol to a student 
• Develop romantic or sexual relationships with a student, even if s/he is no longer a minor 
• Use your position of power to enter into any type of relationship with a student beyond a 

professional relationship 
• Encourage a child to do something harmful to himself/herself, others or property 
• Behave or use language that may be considered harmful, disrespectful or discriminatory  
• Behave or use language that may be considered sexually provocative 
• Unnecessarily intrude upon or observe a student’s privacy or when they are tending to their 

personal needs 
• Act in ways to shame, humiliate, degrade, belittle or otherwise impose any form of emotional 

abuse on a student 
• Use language, make suggestions or offer advice which is inappropriate, offensive or abusive 
• Influence the religious beliefs of a student, comment on his/her religious beliefs or try to 

convince a student to change his/her religious beliefs 
• Direct a student to undertake a task for which staff and others personally gain 
• Have a personal commercial relationship with a student or exchange money or gifts 
• Neglect a student or deny their basic needs 
• Take a student to your home or other place not relevant for school 
• Believe “it could never happen to me” 
• Believe that abuse is not serious - for any child - boy or girl 
• Don’t physically assault, abuse or discipline a child or threaten a child with violence or abuse 

 
What If 
 
You suspect a child or young person is being abused or neglected: 
 

• Inform the Safeguarding Team 
• Record the date, time and facts that support your suspicions on the Incident Report Form 

 
A child discloses to you that they have or are being abused by someone else: 
 

• Listen carefully to the child. Avoid expressing your own views on the matter. Do not display 
shock or belief that could cause the child to stop talking. 

• Let them know they’ve done the right thing. Reassurance can make a big impact on a child 
who has been keeping abuse a secret. 

• Tell them it’s not their fault.  
• Say you will take them seriously. They’ve told you because they want help and trust you will 

be the person who will listen and support them.  
• Don’t talk to the alleged abuser. Confronting the abuser could make the situation worse for 

the child and sometimes put them in danger. 
• Explain what you’ll do next. If age appropriate, explain to the child that you will report the 

abuse to someone who will be able to help. 
• Don’t delay in reporting alleged abuse. The sooner it is reported, the better.  

I, _____________________, agree to abide by all the terms in this Code of Conduct and the East-West 
International Child Protection Policy. I understand that any breach may result in immediate termination of 
my contract, position and/or involvement at East-West International School. In accordance with the United 



Nations Convention on the Rights of the Child, specifically the consideration of the best interests of children, 
I understand that East-West International School reserves the right to provide information in regards to 
concerns about my conduct to other organizations that work with children and/or relevant authorities 
(relevant to Labor Laws of the Kingdom of Cambodia).  

 
Signed ___________________________  
  

 
Dated_____________  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Annex 2 

CHILD PROTECTION / INCIDENT REPORT FORM 

 
If you see/hear, have knowledge or suspect any kind of abuse of a child or if a child's safety might be in 
danger, please complete this form to the best of your knowledge.  
 
The term ‘child’ refers to any student of East-West International. 
 
Please note, any child protection concern involving a staff representative must be reported to the 
designated Child Protection Officer ONLY, by completing the Incident Report Form. You can choose to 
complete this form before or after contacting the designated Child Protection Officer. For confidentiality 
reasons, the report should be written and signed solely by you. It will be held in a safe and secure place 
and treated with the strictest confidentiality. Please note: If your concern involves the designated Child 
Protection Officer, report to your School Director. 
 
All child protection concerns involving external people (e.g. abuse within the home or community the 
child comes from, or abuse in another school) can be discussed with the Child Protection Officer AND 
your School Director. You might complete this form before or after contacting the designated Child 
Protection Officer and your School Director.  
 

 
 
Place and Time/Date of completing this form: .................................................................................  
 
ABOUT YOU  
Name: ...............................................................................................................................  
Position: ...........................................................................................................................  
Your relationship to the child: .................................................................................................  
Contact details (include phone number): 
......................................................................................................  
 
ABOUT THE CHILD  
Name: ...........................................................................................................................  
Gender: .........................................................................................................................  
Age: ..............................................................................................................................  
Address: ........................................................................................................................  
Phone number/email: ..................................................................................................  
Child's guardians: ..........................................................................................................  
Child’s grade/teacher: .....................................................................................................................  
 
ABOUT THE INCIDENT  
How did you know about the incident?  

 Direct observation      Suspicion      Disclosure of child     

 Disclosure of other person(s). Name(s)........................................................................  

 Other.............................................................................................................................  
Details:................................................................................................................................. 
............................................................................................................................................  



 
Date and time of the alleged incident OR period of the alleged accident: 
................................................................................................................................................. 
...............................................................................................................................................  
 
Location of the alleged incident: 
.................................................................................................................................................. 
................................................................................................................................................. 
.................................................................................................................................................  
 
Who was involved in the alleged incident? 
................................................................................................................................................... 
................................................................................................................................................... 
...................................................................................................................................................  
 
Name of alleged perpetrator: 
................................................................................................................................................... 
..................................................................................................................................................  
 
If the alleged perpetrator is a staff member -> Their position: 
................................................................................................................................................... 
...................................................................................................................................................  
 

If the alleged perpetrator is another child or young person from the school -> Their grade/teacher:  
…………………………………………………………………………………………………………... 
………………………………………………………………………………………………………….. 
 
If the perpetrator is an outside person -> Relationship to the child: 
................................................................................................................................................. 
.................................................................................................................................................  
 
Nature of the allegation (If applicable, state exactly what the child or other source said to you  
and how you responded to him/her): 
................................................................................................................................................... 
................................................................................................................................................... 
................................................................................................................................................... 
................................................................................................................................................... 
................................................................................................................................................... 
................................................................................................................................................... 
................................................................................................................................................... 
.................................................................................................................................................. 
................................................................................................................................................. 
.................................................................................................................................................. 
................................................................................................................................................... 
.................................................................................................................................................. 
................................................................................................................................................... 
...................................................................................................................................................  



 

Your personal observations on the child (visible injuries, emotional state, etc.): 
................................................................................................................................................... 
................................................................................................................................................... 
.................................................................................................................................................. 
................................................................................................................................................. 
................................................................................................................................................... 
..................................................................................................................................................  
 
Any other information to support the allegation: 
................................................................................................................................................... 
................................................................................................................................................... 
.................................................................................................................................................. 
...................................................................................................................................................  
 
ACTION TAKEN 
................................................................................................................................................... 
................................................................................................................................................... 
................................................................................................................................................. 
.................................................................................................................................................  
 
PERSONS INFORMED  
Within East-West International School  
Name: ..................................................................................Position..................................................  
Name: ..................................................................................Position..................................................  
 
Authorities Police:  □ Yes □ No  
If yes, give details: 
.................................................................................................................................................. 
................................................................................................................................................... 
................................................................................................................................................... 
.................................................................................................................................................. 
If no, reason for that decision: 
…………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………… 
  
Others informed: ....................................................................................................................... 
................................................................................................................................................... 
...................................................................................................................................................  
 
Signature..............................................................  
 
Name....................................................................  
 
Date.......................................................................  
 
 



Annex 3 

REACTION FLOW CHART AND EMERGENCY CONTACTS 

 
The following Reaction Flow Chart applies to incidents that occur inside and outside of school (i.e at 
home, excursions, day trips). 

If you see, hear, or suspect another staff representative, student or external person breaking 
the Child Protection Policy - or if a child or anyone working with us breaks the Code of 
Conduct - follow the details below. 

Step 1: Incident is advised (this might be done by a student, a staff member).  Keep the child 
safe. 

Step 2: Make a report as soon as possible (face to face, written, by telephone, text or email) 
ONLY to a Child Protection Officer: 
 
Sarun Koam, School Coordinator 
Tel: 012 525 817   Email sarun.koam@ewiscambodia.edu.kh 

Landon Seigler, Secondary Academic Coordinator and Guidance Counselor  
Tel: 077 428 201   Email: landon.seigler@ewiscambodia.edu.kh 

Brandie Carroll, Grade 3 Teacher 
Tel: 096 396 1197     Email: brandie.carroll@ewsicambodia.edu.kh 

Sineth Khun, Grade 5 Teacher 
Tel: 077 243 050   Email: sineth.khun@ewiscambodia.edu.kh 

Nadine Pieterse, Communications Coordinator 

Tel:  087 793 662   Email: nadine.pieterse@ewiscambodia.edu.kh 

 
Step 3: The Child Protection Officer collects information and can consult with the ChildSafe Movement’s 
Child Protection Officer (and/or MetU) for specialist advice and consulting during the reporting process. 

The child is supported throughout every step. 

Step 4: The Child Protection Officer collects further information if possible and consults with the 
Director of the School* with their recommendations and decision on reasonable cause. The family of the 
child may be contacted at this time dependent on family involvement in the incident and taking into 
consideration the best interests of the child. 

*If the Director of the School is the accused, the Child Protection Officer can consult directly to the 
Board. 

The child is supported throughout every step. 

Step 5: If reasonable cause, the School Director (and HR if necessary) may call a meeting with the staff 
member (if staff member is the alleged abuser) and disciplinary action takes place (depending on School 
Ramifications Guidelines) while investigation continues. If no reasonable cause, no further investigation 



will be required, however an internal report should be made and referred to during the staff 
representative’s performance review. 

Provide and increase care for the child appropriately, depending on the nature of the incident. ChildSafe 
can support with access to specialists relating to counseling, rehabilitation or hospital care as required. 

Step 6: If reasonable cause is established during the meeting, the School Director will follow internal 
human resources processes. 

Step 7: Investigation escalation - the incident is referred to police, local authorities, child protection 
experts and partners, The School’s attorney, as required. Findings will determine ramifications for the 
accused and further support for the child. 

 

 
EMERGENCY CONTACT DETAILS 
 
ChildSafe Movement 
Khemreth (Tito) Vann, ChildSafe Movement Child Protection Officer, Friends-International 
Tel: 092 449 233  
Email: tito@friends-international.org; info@thinkchildsafe.org  

ChildSafe can provide referrals to the 3PC network including mental health, sexual abuse, physical 
violence specialists, depending on requirements. 

ChildSafe Hotline 
012 311 112 

mailto:tito@friends-international.org
mailto:info@thinkchildsafe.org


 
National Police  
Hotline: 1288 
 
Kantha Bopha IV Children's Hospital 
Tel: 023 428 009 
 
Calmette Hospital 
Hotline: 011 426 948 
 
Khema Clinic 
Hotline: 023 880 949 
 
Roomchang Dental Hospital 
Hotline: 069 811 338 
 
Royal Rattanak Hospital 
Hotline: 023 991 000 
 
Action Pour Les Enfants 
Hotline: 092 311 511  
 
Fire Department 
Hotline: 666 
 
Paramedics 
Hotline: 119 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Annex 4 

MEDIA & COMMUNICATIONS GUIDELINES 

 
Every child has a right to be accurately represented through both words and imagery.  
The School’s portrayal of each child must not be manipulated or sensationalized in any way, but provide 
a balanced depiction of their life and circumstances. Children must be presented as human beings with 
their own identity and dignity preserved.  
 
East-West International School will avoid the following:  

• Language and images that could possibly degrade or shame children. 
• Discrimination of any kind. 
• Taking pictures out of context (pictures should be accompanied by an explanatory  

caption where possible and should be relevant to any accompanying text, for example). 
• Unnecessarily focusing on the story of one individual. 
• In images, children should not be depicted in any poses that could be interpreted as  

sexually provocative.  
• The School will acquire informed consent/permission of the child, the child's parents/guardian, 

before using any image for publicity, fundraising, awareness or other purpose. The purpose 
should be made clear to the consent giver.  

• As far as possible, people (including children) should be able to give their own accounts, rather 
than have people speak on their behalf. People's (including children's) ability to take 
responsibility and action for themselves should be highlighted.  

• Use of pictures of children in the East-West International photo database will be  
regulated to protect the identity and rights of the child at all times.  

• The disclosure of personal information on children is limited to those who need to know.  
 
All information about a child/children's life and personal information as well as photographs of children 
(both hard copies and information stored on The School’s internal systems) will be kept in secure files. 
This is to ensure respect for children's right to privacy and confidentiality, and to protect children from 
those who may use information about them to cause them harm. Information will never be used directly 
from confidential case files, either hard or soft copy. 
 
Outsiders and media representatives who want to use any information or images related  
to the work of East-West International must meet with The School Director/management and sign the 
‘Student Media & Communications Consent and Release Form’ prior to any action. All areas of the 
media guidelines should be outlined with the media before signing of the Form.  
 

Signature..............................................................  
 
Name....................................................................  
 
Date.......................................................................  
 
 
 



Annex 5 

STUDENT MEDIA & COMMUNICATIONS RELEASE AND CONSENT FORM 

 
Student Media Consent and Release Form 

Throughout the school year, students may be highlighted in efforts to promote EWIS activities and 
achievements. For example, students may be featured in materials to train teachers and/or increase 
public awareness of our school through newspapers, radio, TV, the web/social media, DVDs, displays, 
brochures, and other types of media. In this light, EWIS endeavors to abide by the school’s Child 
Protection Policy. The use of any of these materials is limited to the purpose of EWIS’ promotion of its 
services externally or internally. 

I, as the parent or guardian of __________________________, hereby give EWIS and its employees, 
representatives, and authorized media organizations permission to print, photograph, and record my 
child for use in audio, video, film, or any other electronic, digital and printed media. 

a. This is with the understanding that neither EWIS nor its representatives will reproduce said 
photograph, interview, or likeness for any commercial value or receive monetary gain for use of any 
reproduction/broadcast of said photograph or likeness. I am also fully aware and agree that I will not 
receive monetary compensation for my child’s participation or mine. 

b. I further release and relieve EWIS employees and other representatives from any liabilities, known or 
unknown, arising out of the use of these materials.  

I certify that I have read the Media Consent and Release Liability statement and fully understand its 
terms and conditions. 

Please understand that failure to return this release form within ten (10) school days from the date of 
distribution will constitute approval of the above requests. 

_____ I grant permission for use of my child’s likeness by EWIS as outlined above 

_____ I do not grant permission for use of my child’s likeness by EWIS as outlined above 

Please Print 

Name of Child __________________________________________ Grade__________ 

Address _______________________________________________________________ 

______________________________________________________________________ 

Signature of Parent or Guardian ____________________________________________ 

Date____________________        Phone Number _________________________ 



Annex 6 
 

VISITOR/GUEST GUIDELINES 

 
East-West International School is a caring and welcoming institution and we want parents and 
community members to feel comfortable on our campus. However, to ensure the safety of all students 
and staff, all visitors are required to enter through the school’s main office. Visitors must wear a 
“Visitor’s Pass” while on campus at all times. These are acquired at the main office and are to be 
returned when the visitor leaves the campus. Individuals who are on campus without having followed 
appropriate procedures may be asked to leave. A visitor is considered to be anyone who is not in the 
building as a student, staff member, Board member or employee at our school canteen. 
 

• All adult visitors to the school must use the adult bathrooms. Adults are not allowed in the 
student bathrooms at any time.  

 
• Visiting adults are not allowed to take photos of any students or facilities without permission 

from the School Director. 
 

• Visiting adults must ensure they are not alone with a child who is not their own at any time.  
 

• Visiting adults must abide by all school rules and policies, including those which ban the use of 
plastic bags, Styrofoam containers and non-reusable water bottles. 
  

• Visitors must sign-in on arrival to school and wear a “Visitor’s Pass” while on campus at all 
times. 

 


