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STAFF & VOLUNTEER CODE OF CONDUCT

Creating a healthy, safe, secure and supportive learning environment for students is the first priority of Chinese
International School, and all staff, volunteers and other personnel have a responsibility to act with care, maturity,
integrity and accountability to ensure that this is achieved and that students are always protected.

The following is a list of standards that staff and volunteers are expected to uphold, as well as inappropriate
behaviours to avoid. Please be aware that this list is not exhaustive, and the underlying goal of protecting students
should be kept in mind at all times.

This Staff & Volunteer Code of Conduct applies to all individuals hired to work on campus, or to work with students on
or off campus, or volunteering to work with students in a supervisory role, and to all interactions with students
regardless of age or location, both in their professional and private lives.

STAFF & VOLUNTEERS MUST ALWAYS...

1. Maintain a Safe & Positive School Environment
e Remember that your first priority is the protection and wellbeing of students.
e Treat every student in your care with courtesy, care and respect -- just as you would treat any adult member
of the school community and as you would wish to be treated yourself.

2. Identify & Report

e Take responsibility for knowing what constitutes a potential risk, for promptly identifying situations that may
place a student at risk of harm, and for managing, minimising or eliminating such risks.

e Take responsibility to immediately report any concerns to one of the Child Protection Officers (CPOs) and/or
responders. (In the case of concerns involving another member of staff, report to the Deputy Head of School,
Director of Finance & Business Administration, Director of Community Relations, or Director or Deputy Director
of Hangzhou CIS.)

This is a mandatory CIS requirement, and may differ from requirements under Hong Kong law. All reports should
include a written statement using the Child Protection Reporting Form.
e Cooperate fully in any follow-up measures, including investigations.

3. Maintain Visibility

e Make yourself as visible as possible to other adults when working with students, and avoid putting
yourself in situations where your behaviour could be open to question and therefore misinterpreted. (A general
guideline is to conduct meetings in locations that are public and visible, with doors open and other adults
present, preferably on campus.)

e Be sure you are never in a situation where you are alone with a student and not visible to others -- e.g.,
inviting a student to one’s own place of residence, car, or other private location; visiting a student’s home or
room; or when on trips, sleeping alone in the same room with a student -- unless authorised by a
parent/guardian, or in the case of medical or other emergency. (A general guideline is to have another student or
adult in the room or near vicinity while talking to a student after school; or for example, to take two or more
students to the bathroom together.)

e Take special care in boarding, residential or travel situations, which may pose additional risks due to
dormitory/bedroom/sleeping area configurations and a casual atmosphere. (A general guideline would be to

arrange meetings only in public areas and to clearly alert students and other adults to your presence when
necessary to enter dormitories or other sleeping areas.)


https://docs.google.com/document/d/1RxfMi4P9xMyh3dkHBCJ-OvufJEaa37z2/edit
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4. Communications, Media & Online Behaviour

e Use materials and media with age-appropriate language and content.

e Conduct communications with students using school-sanctioned channels or platforms.

e Follow the school’s guidelines for Online Learning and social media use.

¢ Do not establish or seek to establish social contact with students or alumni who are under the age of 18
outside of school.

e Make sure photos, video and other media serve a constructive school purpose and present students and
activities appropriately and respectfully.

e Upload photos and video to school servers and delete from personal devices within 24 hours or at the
completion of a school trip.

e Take special care in the online learning situation, which has created spaces where the professional/academic
and domestic/private lives of staff, students and parents have become visible to each other.

5. Appropriate Language & Discipline
e Only use language or discipline that is corrective and aims to teach, rather than language or discipline that
is harsh and that aims to punish or humiliate.
e Avoid all physical punishment.
e Be aware of sensitive topics, and which references to avoid in relation to the school’s NSL guidelines.

6. Fair, Equal & Respectful Treatment

e Always treat students fairly and equally so no students are favoured or excluded.

e Give comments, suggestions or advice to students that are about learning and learning-related work,
performance and efforts. Do not give comments, suggestions or advice -- whether positive or negative -- about
a student’s physical appearance or other overly personal matters.

e Do not give or receive gifts without parent or guardian knowledge (refer to the school’s Gift Policy).

e Never act in ways that may exploit a student. Never ask or directly or indirectly coerce a student to provide
labor or services, especially those that result in the adult’s gratification, profit, or other financial or personal
advantage.

7. Appropriate Clothing & Physical Contact

e Limit physical contact to safe practice (refer to Safe Touch Policy) related to physical activities such as sports,
or medical or other emergencies, and make sure that contact is age-appropriate, respectful and safe.

e Wear clothing which is appropriate to the learning environment and context.

e Never engage with a student in any emotional or romantic relationship, sexual activity and/or physically
intimate activity, or behaviour that could be interpreted as the above, including flirtatious or seductive looks,
regardless of the student’s age, and regardless of the definition of legal consent and the age of majority in Hong
Kong or other relevant jurisdictions. (In the interest of transparency, any concerns regarding a student’s
perceived infatuation with a staff member should be reported to the staff member’s supervisor to allow third-party
monitoring of the situation.)

CIS premises are non-smoking, whether indoors or outdoors. Please use restrooms designated for adults. Please
also familiarise yourself with emergency evacuation signage and proceed to the nearest exit in case of an alarm. Our
campus is protected by CCTV.


https://mycis.cis.edu.hk/schoolwide/resources/school-policies-guidelines
https://docs.google.com/document/d/1WhwZ1zD_tQRp4Flgu0kPH2EuakksZrVr/edit

padle

Child Protection Policy “Appendix I
BILINGUAL VERSION, May 2023
Next revision: May 2026

O

IS

(# 8 TSRS 174578

HBERE—ERRE. . RAENCPIHNBTRERZLERERVWERER £REBAET. SHREMEMAS
MARMELGEER. A3 EENREENEETSE, ARERE—BF BRBEDRIIIRE,

LT R4 A TMEREERETHRE, UREHRNTETS. FHIE ENFELTEHEREN, BAERENEY
FRRERL,

AMEBE T RERETANERARBERMFFEAL, TR, AHNHEHKME T EELEHTRE, TERNEE
THEMMBANEFPEBENES), TimESEFRIEL,

i 8 THIERESE W R IR #E:
1. BR—(EREEBHNERIRER
o iR EMEEABIRESLENRENEL,
o LR, ADHEEMREEHFE —(E2L —GHEERENEMREA—K REEREBCNERERF—
o

2. BHRIFIRR

o HERTHBREERRMNER REEHARSHBLEEMGEENFER LEE, HESERREL R,

o ERRBRBLEFREMNER EIAME-REREZER FHEEEAER MBS —RELBWAET, FR
BREMRR. MBRITEHRE ., A HEFRIRER UNER BB KRR E AR, SREEMRFIEER, WTReRE
BEENERAMTRE, TAEHRESE -~ NEERERBRRMEEEN,

o ROEAEMRERER LERAE.

3. (REEFI R 1%
o MBA—ER, FEEZMAFIE FTEZHCHNTARIERIRMA. (—RFAE, £L{ISFTMEEHEE RrH
AFERFERERM, IEEREMREANTES RIFEEREE,)
o MHERFTEHREBAEBB/E —EMAHANABINFERL —INBF2LER B IR, SESEMIASR 2
BBEMNRAER, HEERITH, M—ESLERET—EAREE—RIFEGIRR EEEANRE HEE

B EMBEAERT,
o (—RFAIZ MEBRMEBEXHKEE S —ES2ARMEANTTISRIEMT; FINFEREBEFRA U LHELE —REETF
fl, )

o HAEH. IEHRTHERITA+TIEER SRERES BAE MEREHIARSEMARENNIER. (—HER
A2, EEAKSHRHRE, TALERAHERESAMAMRAECHEATSHAMERZE, )

4. BE, RS LTS
o (HRMEESAFIHBFESNATHERALEIRE,
ERASREAIMEENR T A HEEETER,
ETERIEREE R ERNERES
FEERSERT+/\EHBERRRE IR B RE L TER,
HERER . fERAMERHSRARRMEER, TeEMRTBERTES SRERINEE,
240NN B E RATIRRFHS S E2EMR A RE LEE2REEZER, BEEAREPMER,
ETHLL2ERARNEE ZBET. PANMXBAELTEREIHAMER SNRERRE FAAEE.


https://docs.google.com/document/d/1uzspGmqrVgYmjvR8HEk9qjWuthQX8hKhM-1-fvzPpzE/edit

Qi

<
% Child Protection Policy “Appendix I
BILINGUAL VERSION, May 2023

Next revision: May 2026
o GEMESHERELRTHATATLEABM EDLA T BRENRES,
o BEFAMHEES,
o GERBEEDBGIEREEREEEREEEIERNE.

6. N, FTEREEHEFF
o REATRTFHFMHFE— 2L MARERERTZIRE, HUAZIHR
o iR BEIBHTRRESE RETHEMNER. RBEE N, FEESE MM RBEMBNTAA SR HETR.
EEapE—EAS LEMERREN,
o ARR/EZATMENERT, TEGTHREZEELENEY BEERERBER).
o TRERERAIRERIRIBERITE KETRERIEENEESERMUS DR, LHIMERMGRE AT
R, FIE, wREE LA AR5 EE AR

7. EWEMRE R 5o
o SEEMERFNSEIHEMANTEITA(BE(XEEBECE)) . fIMNET. BERIAMBRIIRTR, LREREE
REFHENT. B TEERREM,
REGE BRER. RBHISH,
FREE S A B A TR AR R AF IR R B RR, H 1T AR e LAV M, SERABERGER BRRBENF
i, BUAREF AT RRENEER A MBI EEEFTREMRAEDR, (5T RIFBHE, TS EBERDHEE
BTHEHDHFHTETANER, BEZEREBBETIMNIE, URHFE=AEERER,)

EER—ERERE, BREZEAREN FEARAZRGLM. FRERSMAES, TEZHREERIIEREMEA,
HAMARE B SRR AR E R E TR R

AAREESFLUL(EBE T RELTASTAD
By completing this form, | agree to uphold this Staff & Volunteer Code of Conduct.
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