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COLEGIO MAYA  

Child Protection Policies And Procedures    V.2090 

 

Introduction 

 

This policy aims to provide all members of staff, students and their families with a clear 

and secure framework for ensuring that all students in our school are protected from 

harm, both while at school and during school related activities. 

 

Practitioners who work with children in Colegio Maya, El Salvador will read this policy 

within the framework of LEY DE PROTECCIÓN INTEGRAL DE LA NIÑEZ Y ADOLESCENCIA. 

(LEPINA), MINED stipulations, and the Parent-Student Handbook. 

 

Colegio Maya believes in supporting all aspects of children and young people’s 

development, learning and keeping children safe.  

We understand that emotional and social aspects of learning create a foundation for all 

academic learning. If a child has not been supported to understand, express and resolve 

their feelings, they may not have the ability to share with other children, resolve the small 

conflicts that arise in day-to-day classroom life, or concentrate on learning. Their 

frustrations may cause a range of antisocial, disruptive, overly compliant or withdrawn 

behaviors. 

 

All staff will work to ensure that: 

 

 Children and young people feel listened to, valued and respected 

 Staff are aware of indicators of abuse and know how to share their concerns 

appropriately 

 All staff are given appropriate support and training 

 

The educational staff play a crucial role in helping to identify welfare concerns, and 

indicators of possible neglect at an early stage. Colegio Maya is committed to referring 

those concerns via the Division Head and counselor. 

 

In order to ensure children are adequately protected, we will ensure that: 

 

 All staff are regularly trained in basic Child Protection awareness. 

 All staff have read and understand the school’s Child Protection Policy and are 

aware of the indicators of child abuse and how to respond to concerns or 

disclosures of abuse by children. 

 All staff are required to sign a confidential form in order to protect the 

confidentiality of our students.  
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Colegio Maya has developed and adopted an appropriate definition of child abuse 

including: Physical, emotional or sexual abuse, sexual exploitation, neglect, commercial 

exploitation and inappropriate behavior of children toward other children.  

 
All children and adolescents are equal before the law. Any distinction, exclusion, 

restriction or preference based on criteria such as sex, race, color, age, language, 

religion, opinion, descent, national, ethnic or social origin, economic position, physical or 

mental disability is not permitted. 

 

Children and adolescents have the right of respect for their personal integrity, which 

includes physical, psychological, cultural, moral, emotional, and sexual.  As a result, 

children may not be subject to any form of violence, exploitation, maltreatment, cruel or 

inhumane torture or other degrading treatment. 

Child Safeguarding Policy  

Principles  

The school’s priority is to ensure, as far as is possible, that all enrolled students are kept 

safe and protected from abuse and/or harassment either at school or elsewhere.  

Abuse is defined as, but not limited to the following that may occur either at the school 

or in the home:  

➢ Sexual harassment  

➢ Physical violence  

➢ Emotional harassment  

➢ Repeated bullying  

➢ Cyber bullying  

All students will be treated equally (with equal access to services to meet their particular 

needs) regardless of gender, ethnicity, disability, sexuality or religious/other beliefs.  

Each student will have the opportunity to report, in a safe, supportive and protected way 

any abuse to which he/she has been subjected.  

School employees, volunteers and the Board of Directors will take any and all concerns 

or allegations seriously; such will be responded to appropriately and in accordance with 

applicable law.  

All school employees and/or associated staff members in, for example, the 

extracurricular program or volunteers, will be held accountable under the terms of this 

policy.  
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The school designated Child Safeguarding Officers are:  

 

 

 

 

 

 

 

 

 

Colegio Maya will annually trains staff on safeguarding and child protection matters. The 

school community is aware of possible signs or symptoms of abuse.  

The school has procedures for disclosure and reporting abuse or suspected abuse. 

Safeguarding defined 

Safeguarding is a term which is broader than ‘child protection’ and relates to the action 

taken to promote the welfare of children and protect them from harm. 

Safeguarding is everyone’s responsibility. 

Safeguarding children is defined as: 

 Protecting from danger through appropriate mitigating strategies; 

 Preventing, in areas that the school can control, impairment of students’ health and 

physical and emotional development; 

 Ensuring, in areas that the school can control, that students grow up in circumstances 

consistent with the provision of safe and effective care; 

 Taking action to enable all children to have safe and rewarding educational 

experiences;  

 Monitoring the students’ social and emotional development in order to identify and 

deal with any incidence of mistreatment or abuse.  
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Having safeguards in place within an organization not only protects and promotes the 

safety and welfare of children but it also enhances the confidence in the school, of staff, 

parents/legal guardians or careers and the general public. 

For the purposes of this policy, the following definitions will apply: 

 

PHYSICAL ABUSE:  The use of physical force that causes actual or likely physical injury or 

suffering (e.g., hitting, shaking, burning, torture.) 

 

EMOTIONAL ABUSE:  Any humiliating or degrading treatment such as bad name calling, 

constant criticism, belittling, persistent shaming, solitary confinement or isolation. 

 

NEGLECT:  Persistent failure to meet a child’s basic physical and/or psychological 

needs.  Examples include failing to provide adequate food, clothing and/or shelter; 

failing to prevent harm; failing to insure adequate supervision; or failing to ensure access 

to appropriate medical care or treatment. 

 

SEXUAL ABUSE: All forms of sexual violence, including incest, early and forced marriage, 

rape, involvement in pornography and sexual slavery.  Child sexual abuse may also 

include indecent touching or exposure, using sexually explicit language towards a child 

and showing children pornographic material.  

 

SEXUAL EXPLOITATION:  Any actual or attempted abuse of a position of vulnerability, 

differential power, or trust, for sexual purposes, including, but not limited to, profiting 

monetarily, socially or politically from the sexual exploitation of a child. 

 

COMMERCIAL EXPLOITATION: 

 Any form of exploitation of children for the purpose of financial gain by an 

individual.  Examples include: 

i. Exploitation through child labor and in accordance with international law; 

ii. The sale and trafficking of children and adolescents; 

iii. The removal of human organs or tissues, as well as their marketing; 

iv. The contemporary forms of slavery and practices similar to debt bondage, the 

condition of a servant with forced labor without payment; 

v. The work whose nature or the circumstances is likely to harm the health, 

vi. Safety or morals of children and adolescents; 

vii. The recruitment of children for use in armed conflicts or military activities 

viii. The use of children and adolescents for the illicit activities such as the production and 

trafficking of drugs and other narcotics. 
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BULLYING: 

A specific type of aggression (physical, verbal, or social) which includes behavior that is 

intended to harm, disturb, intimidate, or humiliate and is characterized by an imbalance 

of power between individuals or groups. 

(i) These incidents differ from normal, common conflicts that take place between 

friends.  (Children joke around with each other, call each other names, or engage in 

some fairly physical horseplay and yet these incidents are not considered bullying when 

they occur between certain children).  The difference lies in the relationship of the bully 

and victim, and in the intent of the interaction. 

(ii) Usually, although not always, bullying occurs between individuals who are not 

friends.  In a bullying situation, there is a power difference between the bully and the 

victim.  For instance, the bully may be bigger, stronger, or able to intimidate others or 

have the social power to exclude others from their social group. 

 

Building a school culture where bullying has no place involves modelling and fostering 

healthy social interactions. Studies show that most students grow out of bullying behavior 

with time, but the school has a role in supporting students to develop effective ways of 

relating to others at the time of maximum vulnerability. Bullying prevention can be seen 

as a learning opportunity for everyone to develop understanding of the motivation 

behind bullying and how to respond to it.  

Bullying incidents, of course, vary in their severity and impact. Most mild bullying behavior 

can be managed by students themselves with support from classroom teachers and 

conflict resolutions. Responding to more severe incidents requires input from the division 

principal, head discipline and counselor.  

Addressing bullying effectively has benefits for the future of both targets and initiators of 

bullying.  

A safe, positive physical and emotional school environment is important for students’ 

achievement and wellbeing and enables all students to be included. School culture 

powerfully affects the prevalence of bullying. The right school culture can evidence 

reduced bullying, however, effort has to be sustained to maintain the right school culture, 

or bullying recurs.  

 

Strategies to reduce bullying are most effective when they are part of a wider focus on 

creating a positive climate that is inclusive and supports student learning.  
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Possible signs of a child being bullied may include:  

Adults should be aware of the following possible signs and so should investigate if a child:  

• is frightened by the thought of going to or from school  

• changes their usual routine  

• becomes withdrawn anxious, or lacking in confidence  

• starts stammering  

• attempts or threatens suicide or runs away  

• cries themselves to sleep at night or has nightmares  

• feels ill in the morning  

• begins to do poorly in school work  

• comes home with clothes torn or books damaged  

• has possessions go "missing"  

• asks for money or starts stealing money (to pay a bully)  

• has lunch or other monies continually "lost"  

• has unexplained cuts or bruises  

• comes home hungry when money/lunch has been stolen  

• becomes aggressive, disruptive or unreasonable  

• is bullying other children or siblings  

• stops eating or becomes a compulsive eater or any other change in eating habits.  

• is frightened to say what's wrong  

• gives improbable excuses for any of the above  

Note: These behavioral indicators do not necessarily, in and of themselves, mean that a 

child is being bullied. Together with other indicators, they may warrant a referral to the 

safeguarding team.  

Prevention plan.  

• Emphasizing the school’s rules to students regularly  

• Bullying campaigns  

• Class intervention by counselors. (Reading stories, conflict resolutions, talks).  
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• Guided discussions about bullying  

• A "bully box" or similar to anonymously expose cases of bullying  

• Cero tolerance for students and staff (encourage to report any type of bullying).  

•A system of peer counselling where bullies or victims of bullying can approach 

designated members of the student community (Bullying Counsellors chosen by the 

Student Government) and discuss any type of bullying.  

 

Anti-Bullying Program  

Colegio Maya's Handbook sets out that bullying (verbal, non-verbal, physical, sexual, 

emotional and cyber bullying/texting/sexting are regarded as "Severe Disciplinary 

Infractions".  

The consequences of a Severe Disciplinary Infraction, is a minimum of a Disciplinary Step, 

are also set out in the Handbook as follows:  

"Students who commit severe infractions will be removed from school immediately and their 

case referred to the Disciplinary Committee, which will decide if the students will be able 

to remain in the school."  

Cero tolerance to bullying.  

This details how students could/should react to bullying.  

• TELL, TELL, TELL.  

• Do not react to bullying by getting upset.  

• Walk away in the direction of a trusted adult.  

• Speak clearly to a parent, staff member or the bully.  

• Keep a note or diary of what is happening.  

• Write a letter to a teacher or parent our counselor.  

• Ask your parents to visit the school.  

• Talk with a friend, a teacher, your mum or dad or someone you trust about what to do.  

• Do not accept being bullied.  

• Report bullying incidents to a trusted professional staff member, if the incident occurs in 

class time or to a trusted member of the supervisory staff if the incident happens during 

recess, lunchtime or after school.  
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• If in a position to do so, without creating a tenser situation, stop any bullying you see 

happening.  

Parents role:  

• Talk to the child about bullying.  

• Listen to what your child tells you.  

• Advise your child to stay away from bullies.  

• Be supportive to your child and give advice on non-violent, positive ways to deal with 

bullying.  

• Put yourself in your child’s place and be aware that telling a child what an adult would 

do is inadequate.  

• Let your child feel that it is not her/his fault.  

• Do not blame your child for being bullied.  

• Report any bullying that takes place at and outside school to someone at the school.  

Cyber bullying  

Children who have access to various forms of technology may sometimes carry out cyber 

bullying.  

Cyber bullying can be defined as any form of bullying that involves the use of electronic 

technology, such as devices and equipment – including cell phones, computers and 

tablets, as well as communication tools, such as social networking sites, messaging 

applications, gaming sites and Chat Rooms such as Facebook, Twitter, Xbox Live, 

Instagram, YouTube, Snapchat, tiktok, and others.  

Young people may find themselves more easily drawn into initiating or being part of bullying 

behavior in the digital environment.  

Examples of cyberbullying include:  

• sending abusive texts or emails  

• posting negative or inappropriate messages or images on social media  

• taking and sharing private images, including sexual images  

• forming bullying groups on social media  
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• assuming the identity of a target online and representing them in a way that may be 

harmful to them or cause distress.  

Children who are being cyber bullied are often bullied in person as well. Additionally, 

children who are cyber bullied have a harder time getting away from the behavior. 

• Cyber bullying can happen at any time of the day or night, 24 hours a day, 7 days a 

week.  

• Cyber bullying can reach an individual even when he or she is alone.  

• Cyber bullying messages and images can be posted anonymously and distributed 

quickly to a very wide audience.  

• It can be difficult and sometimes impossible to trace the source of cyber bullying 

material and it can be stored in multiple locations that teachers and/or parents may 

not know about or can not access.  

• Deleting inappropriate or harassing messages, texts, and pictures is extremely difficult 

after they have been posted or sent. Often a permanent record is left.  

Indicators of cyber bullying in victims  

Emotional  

• Child becomes withdrawn or shy  

• shows signs of depression  

• extremely moody or agitated  

• anxious or overly stressed out  

• aggressive behavior  

Social/behavioral  

• Child changes eating or sleeping habits (e.g., nightmares)  

• no longer wants to participate in activities once enjoyed  

• attempts or threatens suicide or hurts him or herself.  

• changes friends  

Academic  

• Child does not want to go to school  

• gets into trouble at school  
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• skips school  

• skips classes  

• Child loses interest in school; drops in grades  

General Reporting Procedures  

If a child reports abuse or there is reasonable cause to believe that abuse is occurring, the 

teacher must advise the Divisional Principal as soon as is possible. The Divisional Principal will 

take initial steps to gather information regarding the reported incident. The Principal will 

advise the General Director of the information gathering process around the case of 

suspected abuse. The School safeguarding response team will be briefed of the results of 

the information gathering process and address the situation immediately.  

The safeguarding Response Team.  

 

 

 

 

 

 

 

The school nurse may be an additional support according to the reported incidents.  

In all cases, follow up activities will be conducted in a manner that ensures that the factual 

information is documented fully and that strict confidentially is maintained.  
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The following procedure will be used by the School-Based Response Team  

• Interview staff members as necessary and document the case information gathered  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

All documentation of the investigation will be kept in the student’s confidential school 

records file.  

 

 

Appendix   1 Safeguarding response team procedure  

Appendix   1.1. Bullying allegations handling process diagram.  

Appendix   1.2 Allegation process.  
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The articles that specifically pertain to “Student Policies” are found in the parent- student 

handbook. 

 Student Conduct/Discipline page 21. 

 Student Conduct page 23.  

 Physical and Verbal Abuse of Students page 22. 

 

Exchange program, extracurricular activities and school field trips. 

 

Colegio Maya has specific child protection policies, practices, staff training programs to 

ensure the safety and welfare of all students within boarding facilities, homestay, and 

residential arrangements on field trips or student exchanges.  

 

School field trips, participation in extracurricular activities (sports or others), and 

exchanges are undertaken to further students’ learning and social skills development 

outside their normal school environment.  

Safety on school trips  

Risk assessments will be made before the school sends students on field trips to make sure 

that there is an acceptable level of security that will keep the students safe. Risk 

Assessments are carried out using a standard Risk Assessment Form. Appendix 2. Risk 

assessment form. Appendix 2.1 Field trip forms. The school has established emergency 

protocol on how the supervision and duty of care for the students will be implemented 

during school sponsored events and/or off site.  

The school, as far as is possible, takes into account the gender composition of the 

chaperones needed in order to adequately supervise students while they are engaged in 

school sponsored events and/or Field Trips off site. Thus, if there are both BOYS and GIRLS 

on a trip we endeavor to have both male and female supervision for that trip. As a general 

rule the desired adult to student supervision ratio for Field Trips within El Salvador is, 1 

Teacher: 15 students For overseas trips the ratio is also, 1 Teacher: 15 students  

 

 

Definitions: 

Chaperones: Teachers or parents authorized by the division director to be in charge of a 

field trip. 
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Field trip: Any OFF CAMPUS student-learning activity conducted, at which the student is 

enrolled, that is organized or managed by a STAFF member of the division with previous 

approval of division principal.   

 

Exchanges: Any INTERNATIONAL student-learning activity that is organized, hosted, and 

conducted by a school in another country; in which a student enrolled at our school can 

participate.  

 This activity is managed by a STAFF member of Colegio Maya divisions and with previous 

approval of the division principal. 

 

Policy rules 

1) Only field trips and exchanges that have a clear educational purpose will be 

approved 

2) Field trips and exchanges involving high-risk activities or locations will not be approved. 

When there are doubts about a site’s safety, appropriate entities that have access to 

security reports will be contacted to determine if the area is safe. 

3) All approved field trips and exchanges will be planned, organized, and conducted in 

accordance with the school’s Field Trip and Exchanges Procedures. (see appendix 2) 

letter to parents, field trip permission slip from parents, and field trip form completed 

by teacher/chaperone in charge of trip or exchange 

 

 

Responsibility for implementation and compliance 

 

1) Division principals are responsible for implementation of the policy. 

2) The Division principals are responsible for coordinating and/or delegating aspects 

related to the trip (including, but not limited to, transportation, lodging, security needs, 

and verification that required forms have been completed). 

3) The Office Manager is responsible for verifying, completing memos, and organizing all 

necessary forms and documents that chaperones or teachers will need to ensure 

safeguarding student travel and wellbeing. 

4) Home room teachers are responsible for monitoring and verifying that all forms with 

appropriate and required information have been completed and submitted to the 

office by the teacher(s) in charge of the particular field trip. 

5) Teachers/chaperones are responsible for verifying and understanding all legal 

documents, medical forms, insurance policies, and all necessary documents required 

for the trip. 

 

 

Colegio Maya safeguarding and child protection policies and procedures are subject to 

annual, scheduled review and revision. 
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These policies will be reviewed at the end of each school year during annual handbook 

revisions by the Division principals and General Director and are approved by the Board 

of Directors.  

 

Staff recruitment. 

 

Colegio Maya has recruitment procedures in place to ensure that all employees that are 

hired go through a screening process that entails the following: 

1) All references are checked and calls are made to verify the written references.  A 

record of the reference check call is kept by the administrative office. 

2) All staff have to provide police and criminal record clearances before they can be 

offered the contract. 

3) International academic and administrative staff needs to present an International 

authorities background check before coming to El Salvador. 

4) Maintenance, custodial and security personnel need to provide a police and criminal 

record clearance. 

 

Leadership responsibilities for child safety and duty of care. 

 

The Division principals and Counselors take the lead responsibility for child protection 

which includes: 

1. support for staff,   

2. developing policies and staff development.  

 

At Colegio Maya, there are three Division Principals who report directly to the school’s 

General Director. 

 

 

Division Directors’ Responsibilities 

 Make sure suspected abuse and neglect is referred to the proper authorities. 

 Update the school’s child protection and other safeguarding policies so that staff as 

well as children/families/parents are informed 

 Make sure support and advice is being provided to all members of staff regarding child 

protection requirements 

 Keep the General Director informed about any issues related to child endangerment 

 Ensure that all staff receive appropriate Child Protection and Safeguarding Training, 

as well as maintain training records. 

 Cooperate with any requests for information from the local authorities. 

 

 

Staff’s Responsibilities 
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It is the responsibility of all other members of staff to ensure that all safeguarding 

concerns, both minor and serious, are reported to the Division Principals as soon as 

reasonably possible. 

The division Principals may have other information regarding a child, young person 

or their family of which other staff may not be aware. Minor concerns may take on 

greater significance within the wider context of knowledge of a child or family that 

the division directors may have. 

 

Formal procedures exist for determining the character of adults who interact with 

students. These procedures may include criminal record, background checks or other 

such means as may be suitable based upon the risks posed to the students. Formal 

procedures exist to obtain and verify references for prospective and current faculty and 

staff.  

 

 

Recruiting Policy for Local Hires 

 

The Division Principals will make every effort to personally interview the applicants before 

issuing a final recommendation. 

Proof of candidate's credentials, qualifications, training and experience as well as 

personality traits must be taken into consideration to determine the best candidate to 

meet the school's hiring requirements and educational philosophy. 

 

Requirements: 

 Solvencia de la PNC (Police report) 

 Carta de antecedentes penales 

 Specific references from employers for the last five years; these references are 

contacted by the director through telephone or email and remain confidential. 

 We keep records of all staff information in their personal file. 

 

Recruiting Policy for International Hires 

  

Requirements: 

  Background check (issued within the last 6 months) 

 Specific references from employers for the last five years; these references are 

contacted by the director through telephone or email and remain confidential. 

 Teaching certificates. 

 We keep records of all staff information in their personal file. 

 

  

The role of staff and volunteers 
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When working with children and young people for Colegio Maya all staff and volunteers 

are acting in a position of trust. It is important that staff and volunteers are aware that 

they may be seen as role models by children and young people, and must act in an 

appropriate manner at all times. 

 

When working with children and young people, it is important to: 

 Respect and comply with local Salvadoran (LEPINA) and Colegio Maya laws set forth 

in   the parent- student handbook; 

 Operate within Colegio Maya principles and guidance, and any specific procedures;  

 Follow the child protection policy procedures at all times;  

 Avoid favoritism; 

 Treat children and young people fairly and without prejudice or discrimination; 

 Value and take children’s contributions seriously, actively involving children and young 

people in planning activities wherever possible; 

 Ensure any contact with children and young people is appropriate and in relation to 

the work of the project;  

 Always ensure language is appropriate and not offensive or discriminatory;  

 Always ensure equipment is used safely and for its intended purpose;  

 Provide examples of good conduct you wish children and young people to follow; 

 Report all allegations/suspicions of abuse;  

 Ensure that whenever possible, there is more than one adult present during activities 

with children and young people or if not possible, that you are within sight or hearing 

of other adults;  

 If a child specifically asks for or needs some private time with you, ensure other staff 

know where you and the child are;  

 Respect a young person’s right to personal privacy;  

 Encourage young people and adults to feel comfortable and caring enough to point 

out attitudes or behavior they do not like;  

 Recognize that special caution is required when you are discussing sensitive issues with 

children or young people.  

 

You must not:  

 Treat children and young people as if they are silly;  

 Allow allegations to go unreported;  

 Develop inappropriate relationships with students and parents.   

 Conduct a sexual relationship with a child or young person or indulge in any form of 

sexual contact with a child or young person. Any such behavior between an adult 

member of staff or volunteer and a child or young person using the services of Colegio 

Maya represents a serious breach of trust on the part of the staff member or volunteer 

and is not acceptable under any circumstances;  

 Let children and young people have your personal contact details (mobile number, 

social media site, or address);  
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 Make sarcastic, insensitive, derogatory or sexually suggestive comments or gestures 

to or in front of children and young people;  

 Act in a way that can be perceived as threatening or intrusive;  

 Make inappropriate promises to children and young people, particularly in relation to 

confidentiality;  

 Jump to conclusions about others without checking facts;  

 Either exaggerate or trivialize child abuse issues;  

 Rely on your reputation or that of the organization to protect you.  

 

 

Appendix 3.  Staff contract. 

 

The role of parents and guardians 

 

Colegio Maya welcomes and encourages parental involvement. Parents and guardians 

are regarded as valuable partners in promoting positive behavior and will be involved as 

appropriate. In the event of their child becoming the subject of behavior sanctions, 

parents/guardians will be informed and involved. 

 

 

Counseling program 

 

The  Counseling Program is an integral part of the total educational program and it seeks 

to help every student acquire the skills, knowledge and attitudes that promote academic 

achievement and meet personal development needs in the areas of academic, career, 

personal/social, and global perspective development. 

 

The school counseling program is comprehensive in that it continues to offer a full range 

of activities and services for students at Colegio Maya such as individual and group 

counseling, information sharing, referrals, follow-ups. 

 

Although immediate individual needs and crises are to be met by the counseling 

staff, the major purpose and focus is to provide all students with experiences to help them 

grow and develop.  

   

Concomitantly, professional school counselors are central to the program by providing 

direct services to students and working in consultative and collaborative relations with 

other members of the guidance team, members of school staff, parents and members 

of the school community. 

 

 

Interventions on a yearly basis or as deemed necessary include: 



 

 

19 

 

 

COLEGIO MAYA  

Child Protection Policies And Procedures    V.2090 

1) Talks for students, parents and teachers on Internet Safety. 

2) Seminars on healthy sexual development from preadolescence onwards given to 

students and parents. 

3) Personal safety and appropriate limits with regards to one’s body and personal 

space addressed with students. 

4) Social/emotional  and self-care skills training in an age appropriate manner 

addressed. Group activities: Value of the month and Life ahead methodology. 

5) Drug prevention program.  (Assisted to students from 6th to 12th grade). This program 

has been in place for the past 22 years. Supported by different organizations. 

Colegio Maya is actually working in hand with Eduardo Loyola from the Centro 

terapeutico de adicciones. 

6) Duty to warn notification for parents- includes self-harm, suicidal ideation and 

attempts, serious medical and psychological conditions and/or threatening 

behavior toward self or others.  

7) Training on warning signs of abuse and what to do. Colegio Maya personnel report 

incidents and/or various physical signs of abuse: bruises, cuts, physical deterioration, 

weight loss or gain, neglect, and/or isolation. 

8) Senior transition to college talks for students. 

9) Prescribed medications for students must only be dispensed by the school nurses. 

 

Procedures for reporting suspected or disclosed maltreatment or abuse, 

 

Referral process 

 

1) If a member of staff becomes aware of suspected or disclosed maltreatment or 

abuse, he/she should consult his/her Division Principal or Counselor as soon as 

possible even if it may be necessary to interrupt a lesson to do this.  

2) Do not leave notes to these people as they may not see them until the end of the 

day once the student has gone home. 

3)  Early referral gives more time to offer help to the student and family before the 

situation becomes severe or serious. When the matter is already severe or serious, 

early referral gives more time for others to protect the student. 

4)  The Division Principal may consult the General Director and local authorities where 

necessary.  

5) The General Director should consult with the lawyers when the matter may involve 

legal repercussions to the student, the parents or the school. 

Appendix 4. Referral form. 
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Make written notes 

 At the earliest opportunity make a written record of your concerns - record facts 

accurately and be clear when you are expressing an opinion and the basis for this - 

these notes will help to ensure accuracy in recalling events later - notes should be 

legible, signed and dated; 

 These notes must be given to the Division Principal or counselor as soon as possible. 

 Do not take photographs of any physical injuries, record on a body map and also do 

not use audio to record disclosures. 

 

 

Concern from something the child says 

 

Listen - Do not ask questions or interrogate.  

Remain calm - If you are shocked, upset or angry the pupil/student will sense this and this 

could stop them from saying more. 

Reassure - The student that s/he has done nothing wrong - tell them it is alright to talk. 

Do not promise to keep it secret - Tell the student you cannot keep the matter secret and 

will need to take advice from someone who can help. 

 

Remember: 

 If in doubt, consult; 

 Do not ignore concerns, even if these are vague; 

 Your first responsibility is to the student; and 

 If you need help or support to manage your own feelings, this can usually be provided. 

 

Distance learning – Safeguarding and Child protection Guidelines 

Building positive relationships with students is important to staff at Colegio Maya. 

These guidelines aim to support staff in maintaining those positive relationships in a safe 

way. 

To safeguard staff and students please follow these guidelines: 

 Validate students feelings: Reassure them and thank them for trusting you with this 

information. 

 Reassure the student that the concern will be handled with care and this includes 

letting someone else know. 

 Write down the disclosure in detail and hand it to one of the Safeguarding officers. 

 Do: 
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 Feel free to contact students. This is important to them and makes them feel 

connected to the school community. They will appreciate you reaching out to say hi, 

offer support, or deliver a lesson. 

 Make learning videos and send these  messages to the students. Social connection is 

important and  for some this will be welcome in an empty house. 

Don’t: 

 Give your personal phone number out. 

 Make contact through social media. 

 Meet students outside of school to re-teach content, chat or support. 

 Become too familiar with the students. Remember you are staff and they are children,  

which means boundaries exist and should not be crossed. 

Distance Learning Safeguarding Policy 

Colegio Maya staff fully recognise the contribution they make to safeguarding children 

during Distance Learning. 

All staff  believe that our school should provide a caring, positive, safe and stimulating 

environment which promotes the social, physical and moral development of the 

individual student online. 

The policy applies to all staff, volunteers and all adults who come into contact with 

children in Distance Learning to make sure and safeguard that which promotes their 

welfare well being through virtual learning. 

 

 The Safeguarding officers aim to: 

 ensure the welfare and safety of students during distance learning. 

 support child development in ways that will foster security, confidence and 

independence through virtual approach. 

 raise awareness of both teaching and non-teaching staff of the need to safeguard 

children and of their responsibility in identifying and reporting possible cases of abuse 

at home during distance learning. 

 ensure that there are clear procedures for reporting Distance Learning Child Protection 

concerns, which are known to everyone.  
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Guidelines for Teachers 

1) Teachers and counselors must inform principals if they have scheduled one to one 

session with any student.  

2) Students must turn on the cameras for the safety purposes of both teachers and 

students during the class live sessions. 

3) Record the class live sessions to safeguard the actions and words spoken during 

distance learning for the protection of both students and teacher. 

4) When the child discloses any child protection issue or safeguarding concern, the 

teacher will write the exact words used (no paraphrasing) but may not record this. 

 If possible, take the statement in the presence of a third party who may be a teacher or 

staff for safety and security purposes. 

5) Directly report the incident to the Child Protection Officer (Principals, Counselors and 

discipline coordinator). 

 Rules for Live Sessions 

1) Teachers and students are not allowed to chat one-to-one privately unless it regards 

academic purpose or concern.   

2) Webcam and microphone are off unless allowed by the teacher. 

3) Wear smart-casual attire, shoulders must be covered, casual clothing and pajamas 

are not allowed. 

4) Use a background that is neutral and professional. Do not give the students or parents 

an insight into your home space as this could put you at risk should any allegations 

ever arise. 

5) Principals and safeguarding officers may drop-in during the live sessions to ensure 

quality and safe learning. 

6) Review the chats in google classroom for follow-up and for future reference. Do not 

enter into private chats with any students (WhatsApp, Imessages, etc). 

7) Parents can only be communicated by school email. Do not use WhatsApp or Direct 

messaging. 

 School staff is not allowed to have students on personal social media pages.  

Guidelines for Parents 

1) Ensure that the child has a school regular routine with wake-up alarm, breakfast on the 

table and set learning hours each day. 

2) Ensure that the child has a Distance Learning tool device such as internet and headset, 

Laptop/tablet and audio. 
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3) Prepare a weekly timetable for the child and affirm each success that will keep 

him/her motivated. Show support and understanding for each low moment. 

4) Create a study area, preferably a quiet place away from distractions (all the required 

stationery and study material to be kept ready) with headphones to block out 

background noise. It is recommended that the student is dressed with the school 

uniform (not in pajamas or nightgowns) and sit at a table on a comfortable chair rather 

than a sofa.  

5) Sessions should never be attended from the student’s bed. 

6) We recommend students to finish their tasks within the day to prevent them from 

working late at night. Ensure they have a good night rest and develop healthy sleeping 

habits. 

7) In the event the student is not able to attend classes due to illness, an e-mail must be 

sent to the class teacher. 

8) Parents and other adults should be fully clothed when attending the live sessions with 

the student. (No pajamas or nightgowns). 

9) Protect your child online, Digital platforms provide an opportunity for the child in 

learning, but are also a risk for children's safety, protection and privacy.  

10) Establish rules together with your child about how, when and where the internet 

can be used. 

11) Promote communication based on trust and love with your child. Discuss their 

online habits and behaviours and build trust so they can disclose any concerns with 

you. 

12) Report any incidents of inappropriate language or behaviour from any student 

immediately to the school. 

 Guidelines for Students 

1) Establish a routine and expectations. It is important to establish good habits from the 

start of the day. 

2) Choose a good place to learn. Set up a physical location that is dedicated for school 

online focused activities. 

3) Stay in touch with your Teachers and Counselors through established online platforms 

and virtual learning environments. 

4) It's good to build in some time for peace and quiet. Siblings may need to work in 

different rooms to avoid distraction. 

5) Monitor your time on-screen and online. Work together to find ways to prevent “down 

time’ from becoming just more ‘screen time’. 

6) Connect safely with your friends and be kind. Be polite and respectful and behave 

appropriately in dealing with online conversations with your teachers, classmates and 

friends. 

7) Avoid chatting unnecessary words and conversation during live sessions. 
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8) Report inappropriate behavior and other problems so that everyone maintains healthy 

relationships and positive interactions. 

9) Follow the school guidelines in dealing with online interaction during your Distance 

Learning.  

10) If you have any concerns or worries, the counsellors are there to help you.  Your 

homeroom can also help to get you some support, so if you prefer you may talk to 

them in your daily attendance session or send them an email. 

 

Guidelines for the Counselling department: 

1) Parents from early childhood, primary and middle school will be notified before 

counselling. 

2) There must be no use of personal cameras or screenshots taken during any sessions. 

3) No sharing of direct numbers; we only use the school platform unless approved by the 

principals and parents. 

4) Acknowledge and observe the behaviors of the students during live sessions for any 

signs of unusual stress. 

5) During counselling, do not record sessions as part of confidentiality issues. 

6) Information is never disclosed unless there is a child protection issue, in which case it 

must immediately be reported to the appointed CP officer.  

7) Online counselling is not more than one hour. 

8) It is important for the counsellors to ask the issues and concerns encountered by the 

students during Distance Learning. 

9) Time of follow-up and monitoring are set among high-risk concerned students. 

10) Any form of abuse or violence at home should be forwarded to the Child 

Protection Officers. 

 

Guidelines for Distance Learning. 

Daily small group sessions are used for: Supporting students dealing with anxiety, 

restlessness, triggers of events in the family or personal issues). 

Activities implemented: 

1) Socialization skills - opportunity for each student to mingle with others with respect and 

compassion. 

2) Reflection - Students are learning to be appreciative and grateful with what they have. 

3) Brain gym- helps the students to release excess energy (hyperactivity and release silent 

depression) and boost happy hormones. 
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4) Topic Discussion of the Day: This is an open discussion that strengthens the logical and 

critical thinking skills as well as deepening the socio-emotional attitudes of the students. 

5) Closing reflection- gratitude time, to express what they were thankful for (Gratitude 

journaling.) 

 Records and Monitoring during the Distance Learning is crucial to keep accurate online 

records where there are concerns about the welfare of a child. 

These records are confidential. 

All staff is made aware of the need to record and report concerns about a student or 

students during Distance Learning. 

The Designated Distance Child Protection Officer is responsible for such records and at 

what time they should be released. 

Confidentiality is essential and all Distance Learning Safeguarding files are kept in a 

secure location in the Designated Distance Learning Child Protection Officers.   

 

Building and facility design 

 

All buildings at Colegio Maya are built according to Salvadorian regulation code.   

The height of bathrooms and the placement of specific equipment is according to the 

age and height of the users.  Playground equipment is designed for the specific ages.  

The buildings are designed so that the areas can be easily supervised.  The School has in 

place 20 cameras throughout the campus that help our security personnel keep track of 

events. 

 
 

Safety in Case of Emergency on the school site  

The school has created documentation of the procedures that will be used in the event of 

an emergency situation arising from:  

✓ Fire ✓ Natural disaster (Earthquake) ✓ Lockdown Level One including Shelter in Place 

✓ Lockdown Level Two ✓ Natural disaster (other than an earthquake) ✓ Bomb threat 

The Lockdown Procedures created, attempt to address as well as is possible, risks 

arising that may involve either intruders or the threat of an intrusion, by either armed 

or unarmed individuals. The school carries out regular simulation drills to cover each of 

the main emergency situations that may arise. Appendix.5. drill forms.  
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Colegio Maya complies with: 

all applicable laws and legal requirements regarding child abuse.  In addition to 

complying with all penal laws, we also comply with LEPINA, and MINED’s stipulations on 

child safety and also relies on student/parent handbook.  

 

 

LEPINA 

Artículo 37, ¨Derecho a la integridad personal¨. 

Artículo 88, ¨Responsabilidad de los centros educativos públicos y privados¨. 

Artículo 89,¨ Disciplina escolar¨. 

Artículo 102, ¨Deberes de los niños, niñas y adolescentes¨. 

All reports of suspected or disclosed abuse and any actions taken by the institution are 

securely archived, regardless of the conclusions reached. 

 

• All records relating to child welfare concerns will be kept on the student‘s file and the 

file will be kept secure - a chronology of concern should be kept; 

• The school will keep written records of any concerns about students, even where there 

is no need to refer the matter immediately 

• Information from records will only be accessed by staff on a "need to know" basis, with 

the pertinent Division Administrator’s approval; 

• Key staff will need to know when a student is subject to a Child Protection Plan so they 

can monitor the student's welfare; 

• Records relating to the student's welfare will remain on the student's file as long as the 

student is at the school; 

Students rights 

1) Receive an excellent academic and moral education 

2) Be treated with respect by teachers, classmates and any employees of the School. 

3) Participate in cultural, social, civic and sports related activities at school 

4) Have the right to expose personal or academic problems to receive help and 

guidance from teachers or counselors. 

5) Contribute ideas and projects that can enrich and / or improve academic system. 

6) Have the right to be heard when they are involved in a disciplinary situation 

7) Obtain permission to withdraw from the School in case of serious illness or family 

emergency 

8) Attend classes in a safe and predictable environment. 

9) Be informed of what is expected of them in the class. 
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Appendix. 1  
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Appendix 1.1 BULLYING ALLEGATIONS HANDLING PROCESS DIAGRAM  
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Appendix 1.2 Allegation process. 

 

 

 

Reunión con  el comite de salvaguarda.

Notificar a familias
Si no se 

confirmaSi se confirma.

Analisis de la información recopilada

Colaborador reporta por escrito al director general o consejera.

Conocimiento o sospecha de acoso escolar

Recopilación de información por la consejera
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Trabajar en dinámicas para apoyar crisis

Informar a junta de 
protección al menor. 

Mantener un vínculo de 
confianza con el estudiante..

Comite de salvaguarda decide si se aplica el 
reglamento a faltas de convivencia. 

Informar a profesoras sobre 
medidas a tomar.

Monitorear.

Reforzar actividades de prevención.

Se genera informe por 
consejera

Se genera informe del 
cierre.
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Appendix 2. Risk assessment form.  
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Appendix 2.1 Field trip forms and exchange program requirements.  

8 th Grade Class Trip 2019 

Washington D.C. Trip Dates: March 21st - 29th, 2019 

Dear 8th grade parents 

I am excited to announce that the 8th grade educational field trip to Washington, D.C. 

has been planned and scheduled. 

Colegio Maya has the unique opportunity to participate for the fifth time, experiencing 

a virtual living classroom, by visiting Washington D.C. with the Washington Workshops 

Foundation. 

Students will have the opportunity to experience hands-on government in action and 

visit some of the United States most important historical treasures. This program enables 

students to become familiar with higher education opportunities and requirements, as 

well as cultural events. Students will experience the joys of learning about a new culture, 

meeting new people, and harvesting friendships. 

This once-in-a lifetime experience is being planned for Colegio Maya by The Washington 

Workshops Foundation, promising a rewarding experience that students will remember 

for the rest of their lives. 

This experience will give your son/daughter a deeper understanding of the United States 

historical events, foundations, and how United States forefathers’ faith in God shaped the 

nation as we visit numerous sites in the Washington, D.C. area. 

The trip will consist of a variety of activities—traveling via charter bus and metro transit, 

attending museums, stopping at the White House, among others. The trip sample itinerary 

is included on the attached handout as well as this year’s expenses. 

Sincerely yours, 

Ms. Cristy Sagrera 6th-9th Social Studies teacher 8th grade Homeroom teacher 8th grade 

Washington DC trip organizer Knowledge Bowl Coach JV/Varsity 

If you would like for your son/daughter to take part in the 2019 Annual 8th grade class 

trip, ”Visiting Washington D.C.” 

Requirements to be eligible to participate: 

● Students must have no disciplinary reports. 

● Students must be passing all subjects above a 65 by the first quarter, and maintain 

passing grades 

● Participating students must be approved by the selection committee.  
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Step 1: Fill-in application I would like my son/daughter to participate in the 2019 Colegio 

Maya 8th grade Washington D.C. trip. 

Student’s name: ______________________________________ 

Home phone: ____________________________ 

Parent’s name: (Mom) ________________________________ 

(Dad) ________________________________ 

Parent’s cel phone (Mom) ________________________________ 

(Dad) ________________________________ 

Parent’s email: (Mom) ________________________________________ 

(Dad) ________________________________________ 

Parent’s Signature: ______________________________________ 

______________________________________ 

Please return this tab no later than Monday October 1st to Ms. Cristy Sagrera 

----------------------------------------------------------------------------------- 

Step 2: 

After all intended participants tabs been turned-in to Ms. Cristy Sagrera, the school’s 

Selection Committee will review each student’s grades, file and will decide students’ 

eligibility to participate. 

Step 3: 

Parent’s will be notified via email if child was eligible to participate. 

Washington Workshops Tuition Fees 

Washington Workshops Foundation 

Tuition per-student Total amount 

 

ITEMS INCLUDED IN THE TUITION ESTIMATE 

● Shared Motor Coach Service with Wisconsin Group including airport transfers 

● Full Time Workshops Foundation Program Scheduler and Program Manager 

● Overnight Chaperone Security in the hotel 

● Two Days of D.C. Metro Passes 

● $175 Alumni Community Scholarship per student 

● Accommodation at the hotel 
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● Hot Breakfasts each morning of the program 

● Lunch Stipend of $10 per person per day 

● Dinners-Dinner each Evening 

● Evening Theater Performance: Kennedy Center, Ford’s Theater 

● Shakespeare Theater 

● Evening Dinner and Dance Cruise (last night) 

● Entrance Fees: Mount Vernon 

The Newseum The Holocaust 

● Speaker Honoraries and Site Visit Donations 

● The Ghost and Graveyards Historic Tour of Old Town Alexandria or Capitol Wheel 

● Commemorative Group Photo at the US Capitol Building 

● All Taxes and Fees 

 

NOT INCLUDED IN Washington Workshops TUITION FEE 

● Plane ticket plus teacher’s portion 

● Legal documentation (Permisos de salida) 

● Travel insurance plus teacher’s portion 

● Sweatshirt/Polo Shirt 

● Spending money 

● Souvenirs 

Tour guide Bus Driver 

Washington Workshops Tuition Fee 

● Can be paid through bi monthly instalments at Colegio Maya. 

● WW Fee due dates installments will be given after our first informational meeting. 

 

 

First Washington D.C. Meeting: TBA 

8th grade Washington D.C. Trip 2019 

Informational Packet 

 

8th grade Washington D.C. 2019 

Behavior Contract 

I understand the following behavior is expected of me while I am on the Washington DC 

trip: 

1. To cooperate with fellow students, teachers and the D.C. community. 

2. To be respectful of myself and others at all times. 
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3. To accept the responsibility for completing any work assigned to me 

4. To participate in all the activities and follow directions of chaperones. 

5. To be on time for all activities and meals. 

6. To respect the property of others, not to enter anyone's room without their permission. 

7. To respect the Hotel’s quiet hours from 9:00 pm to 7:00 am, lights out is at 10:00 pm. It is 

VERY important that I am well rested and ready each day for the full day of activities 

8. To remain in my assigned hotel room between lights out and the morning wake up call. 

9. To keep my room neat and not damage any of the hotels/roommates/peer property. 

If I damage hotel or anyone else’s property, I am liable for the damages. 

10. I will follow cell phone protocols put in place by my schools code of conduct. Phones 

will be collected at 10 p.m. and returned in the morning. 

11. To make the trip the most interesting and rewarding. Anyone who shows that he/she 

cannot cooperate with others, endangers his/her own safety or that of his fellow students, 

or cannot follow the protocols set by school code of conduct and trip expectations, will 

be removed from the group with possibility for parental pick up. 

I have read and understand the above information. I commit to following these 

guidelines. 

Student Signature_____________________________ Date_______________ 

Parent Signature_____________________________ Date_______________ 
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ISSE form.  

 

Form 1-2014 APPLICATION FORM (One to Administrative Office, One for School.) 

INTERNATIONAL SCHOOL-TO-SCHOOL EXPERIENCE (ISSE) 

 

Name of school___________________________________________________________ 

Address where all correspondence is to be mailed_________________________________ 

Telephone/E-Mail_________________________________________________________ 

 

The visiting team from the partner school will have no necessary expenses while they 

are guests in our school community, and the same arrangement will apply while our 

visiting team is being hosted by the partner school. 

 

1. As a visiting school, we shall try to send a visiting team of boys and girls and up to two 

adults (including one teacher) of the school (at least 21 years old) to the partner school 

for 3-4 weeks. Chaperones are not to be a parent from the visiting team. 

 

2. As a host school, we shall locate a home for each of the visiting team from the 

partner school (students and adults) and will work out a program with them so that 

each of the children in our school has an opportunity to meet them during the 3-4 week 

visit. 

 

3. The school exchange fee of one hundred fifty dollars ($150.00 US) is payable for each 

exchange and shall be sent to the National Representative with this application. 

However, this fee is not required during the first exchange. Said officer will forward fee 

to the Administrative Office. ALL EXCHANGE FEES ARE DUE ON OR BEFORE THE END OF 

FEBRUARY FOR THE PREVIOUS YEAR. 

 

4. Any school not participating in their designated exchange will be still be paying the 

exchange fee of $150.00. 

U.S. Schools, only shall forward a $50 registration fee for each member of the visiting 

team (children and adult) to the ISSE Administrative Office. 

 

The visiting team from the partner school will have no necessary expenses while they 

are guests in our school community, and the same arrangement will apply while our 

visiting team is being hosted by the partner school. 

 

 

Signed 

_____________________________________________________Title_______________________ 

Print Name Date _________________ 
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APPLICATION: The above named school has been accepted into the ISSE program: 

National Representative _________________________________________ 

Date_______________ 

Administrator __________________________________________________ Date _______________ 

 

PARTNERSHIP: The above named school hereby accepts the invitation to participate in 

the ISSE program with: 

 

School _________________________________________________________________________ 

Hosting Dates _______________________________ Visiting 

Dates___________________________ 

Signed __________________________________________________Title _____________________ 

Date_______________________ 

 

NOTE: This form must be filled out by the parent or guardian, properly signed, and the 

original sent to the Administrative Office before the visit takes place, keep a copy at 

school. 
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INTERNATIONAL SCHOOL-TO-SCHOOL EXPERIENCE (ISSE) ADMINISTRATIVE OFFICE 

 

586 CLEVELAND AVE. 

LOUISVILLE, CO 80027 

Phone (303) 666-5010 Fax (303) 666-5010 

Name ___________________________________________ Birthdate ________________ 

My School is _____________________________________ Grade ____________ Male______ 

Female______ 

School I will visit _________________________________ Dates of visit _____________ to 

_______________ 

 

RELEASE FROM LIABILITY — STUDENT We, the custodial parent(s)/guardians of 

(Child) __________________________ __________________________ 

Family Name Personal Name _________(Initial) 

(Father) ________________________ __________________________ 

Family Name Personal Name _________(Initial) 

(Mother) ________________________ _________________________ 

Family Name Personal Name _________(Initial) 

(Guardian) ______________________ __________________________ 

Family Name Personal Name _________(Initial) 

 

Do hereby release International School-To-School Experience, the host school, and their 

trustees, officers, agents, employees, and volunteers from all liability for personal injury, 

sickness or damage to the personal property of our son/daughter, except as the same 

may be caused by the willful or intentional act of any trustee, officer, agent, employee, 

or volunteer of International School-To-School Experience. Further, the undersigned 

parents do hereby agree to indemnify and hold harmless International School-To-

School Experience, its trustees, officers, agents, employees, and volunteers from the 

money damages claimed or adjudged against them jointly or severally by reason of 

personal injuries to, sickness of, or damage to the personal property of our 

son/daughter, except as such damages are caused by willful or intentional act. The 

release and indemnity herein shall apply to the full period of the International School-To-

School Experience. In Witness Whereof, I have hereunto set my hand this (day) 

__________ (month )__________ (year) __________. 

 

Signed: 

Father ____________________________________________________ 

Home Address ______________________________________________ Notary seal/or signed 

by someone in an 

official capacity in this area. 

Business Address ____________________________________________ 

Telephone/Fax ______________________________________________ 
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Email______________________________________________________ 

Mother ____________________________________________________ 

Home Address _______________________________________________ 

Business Address _____________________________________________ 

Telephone/Fax _______________________________________________ 

Email________________________________________________________ 

NOTE: This form must be filled out by the chaperone, notarized/signed by someone in 

an official school capacity, and the original sent to the Administrative Office before the 

visit takes place, keep a copy at school. 

 

INTERNATIONAL SCHOOL-TO-SCHOOL EXPERIENCE (ISSE) 

ADMINISTRATIVE OFFICE 

586 CLEVELAND AVE. 

LOUISVILLE, CO 80027 

Phone (303) 666-5010 Fax (303) 666-5010 

Name ___________________________________________ Birthdate ________________ 

Address ____________________________________________________________Male_____ 

Female_____ 

Telephone/Fax __________________________________________________________________ 

Email________________________________________________________ 

School Telephone/Fax ________________________Partner School 

Telephone/Fax_________________________ 

Dates of visit ____________________ to ________________________________ 

 

RELEASE FROM LIABILITY — ADULT CHAPERONE 

I, ______________________________________ 

hereby release International School-To-School Experience, the host school, and their 

trustees, officers, agents, 

employees, and volunteers from all liability for personal injury, sickness or damage to the 

personal property, except 

as the same may be caused by the willful or intentional act of any trustee, officer, 

agent, employee, or volunteer of 

International School-To-School Experience. Further, the undersigned hereby agree to 

indemnify and hold harmless 

International School-To-School Experience, its trustees, officers, agents, employees, and 

volunteers from the money 

damages claimed or adjudged against them jointly or severally by reason of personal 

injuries to, sickness of, or 

damage to the personal property, except as such damages are caused by willful or 

intentional act. The release and 
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indemnity herein shall apply to the full period of the International School-To-School 

Experience. 

In Witness Whereof, I have hereunto set my hand this (day) __________ (month 

__________ (year) __________. 

Signature _________________________________________________________________ 

PLACE NOTARY SEAL/or signature 
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Form 5-2006 Page 1 of 2 3 copies. Send one to the National Representative, one to the 

Administrative Office, keep one at school. 

 

INTERNATIONAL SCHOOL-TO-SCHOOL EXPERIENCE (ISSE) 

POST-EXCHANGE REPORT 

ISSE needs to know how each partnership has worked. A brief but thoughtful written report 

seems the best way for 

each school to evaluate its ISSE experience. Be honest! 

_____ Hosting Experience Date ______________ Number of Children 

_____ Visiting Experience Date ______________ Number of Children 

Reporting School 

_____________________________________________________________________________ 

Partner School 

1. Overall, how was the ISSE experience? ___ Fair ___ Good ___ Excellent 

2. Overall, how was your hosting? ___ Fair ___ Good ___ Excellent 

3. Overall, how was your visiting? ___ Fair ___ Good ___ Excellent 

4. Will your school continue in ISSE next year? _____ Yes _____ No 

5. Each child lived with a different host family _____ Yes _____ No 

6. The adult lived with a different host family _____ Yes _____ No 

Comment 

7. The host and visiting families exchanged letters before the visit took place __ Yes ____No 

Comment: ________________________________________________________________ 

8. Changes were necessary in home placement during the visit. ___ Yes ____No 

Comment:____________________________________________________________________ 

9. Visiting children adapted satisfactorily to the host family’s pattern of living.__ Yes ___ No 

Comment: ___________________________________________________________________ 

10. Each visiting child had homework assignments when the host child had an assignment. 

____ Yes _____ No 

Comment: ___________________________________________________________________ 

11. The visiting adult was used effectively. ___ Yes ____No 

Comment: __________________________________________________________________ 

12. The visiting adult adapted satisfactorily to the host family’s pattern of living. ___Yes ____ No 

Comment: ___________________________________________________________________ 

13. The host parent or other effective chaperone was at home whenever the child was home. 

_____ Yes _____ No 

Comment: ___________________________________________________________________ 

Rev. 09/06 2/2 
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Form 5 continued (Page 2 of 2) 

14. Problems with the homestay: _________________________________________________ _ 

15. Suggestions for the homestay:__________________________________________________ 

16. The visiting children visited the following grades: 

___ Kind. ___ 1st ___ 2nd ___ 3rd ___ 4th ___ 5th ___ 6th 

Other: 

17. Visitors learned most about the host’s culture through these activities: 

18. The visitors presented a whole school assembly. 

___ Yes ___ No Comment: 

19. The visiting school sent medical and health forms for each visiting child. 

___ Yes ___ No Comment: _______________________________________ 

20. Was the advanced communication and planning with the partner school adequate 

and satisfactory? 

___ Yes ___ No Comment: _______________________________________ 

21. Were classmates included in the excursions?______________________________________ 

22. What excursions were taken? _________________________________________________ 

22. Suggestions for the host school ________________________________________________ 

23. Considerations for the visiting team to keep in mind for future exchanges 

_____________________________________________________________________________________

_________________ 

_____________________________________________________________________________________

_________________ 

_____________________________________________________________________________________

__ 

Additional 

Comments:_________________________________________________________________________

____________ 

_____________________________________________________________________________________

______________________ 

_____________________________________________________________________________________

____________ 

This report submitted by: 

______________________________________Date_________________________ 

Position (title) ______________________________________________ 
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Form 9-2014 This form must be filled out by the parent and notarized/signed by an adult in an 

official school capacity. 

The notarized copy goes to the chaperone(s) and a copy is sent to the host school. Make a 

second copy to keep at school.  

 

INTERNATIONAL SCHOOL-TO-SCHOOL EXPERIENCE (ISSE) 

ACCOMPANYING ADULT AS LEGAL AGENT  

We, the parents of _______________________________ _______________________________ 

______________ 

Family Name  Personal Name Initial Mother (print) _________________________________ 

_______________________________ ______________ 

Family Name Personal Name Initial Father (print) __________________________________ 

_______________________________ ______________ 

Family Name Personal Name Initial hereby authorize ______________________________ 

______________________________ ______________ 

 Family Name Personal Name Initial hereby authorize ______________________________ 

______________________________ ______________ 

 Family Name Personal Name Initial who is(are) the Accompanying Adult(s) of the visiting team 

to School, at 

Street____________________________________________________________________________________ 

City ___________________________ State/Province _________________ Country 

_____________________ to authorize and arrange for medical care, hospitalization and/or 

surgery, and to determine and undertake such financial obligations as may be necessary 

therefor, in the event that in his/her judgment such services become necessary for the above 

named child during his/her attendance at, travel to, and return from the aforementioned Host 

School and community with the proviso that such Accompanying Adult(s), named above, 

inform the parents, named above, as early as possible, making every effort to contact parents 

before this authorization is exercised.  

 

Father’s Signature __________________________________________________________________________  

Home Address (print) _______________________________________________________________________  

Telephone/Fax________________________________________________________________  

E-Mail ______________________________________________________________________  

Business Address (print) _____________________________________________________________________  

Telephone/Fax ________________________________________________________________  

Mother’s Signature ________________________________________________________________________  

Home Address (print) _______________________________________________________________________  

Telephone/Fax_________________________________________________________________  

E-Mail _______________________________________________________________________  

Business Address (print)______________________________________________________________________  

Telephone/Fax_________________________________________________________________  

Date ___________ (day) ________________ (month) ___________________ (year)  
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Form 11-2006 To be signed by a Medical Doctor. Original for Accompanying Adult. 3 copies: 

one for host school, one for host family. Keep a copy at school. 

INTERNATIONAL SCHOOL-TO-SCHOOL EXPERIENCE (MEXICAN CHAPTER) 

PHYSICAL EXAMINATION (EXAMEN F_SICO) 

Code: S - Satisfactory Clave: S - Satisfactorio 

N - Not Satisfactory N - No satisfactorio 

N/A - Not Applicable N/P - No Procede 

Blood type (tipo sanguineo) ____________ Height (talla) ____________ Weight (peso) ____________ 

General condition (condición general) _______ Throat-tonsils (garganta-amigdalas) ______ 

Posture & Spine (postura/columna) _______ Teeth (dientes): Position (posición) ______ 

Feet (pies) _______ Caries (caries) _______ 

Skin (piel): Scabies (escabiosis) _______ Heart (corazón) _______ 

Athlete’s Foot (pie de atleta) _______ Murmur (soplo) _______ 

Impetigo (impètigo) _______ Blood Pressure (presión sanguinea)_______ 

Infection (infección) _______ Lungs (pulmones) _______ 

Pediculsis (pediculosis) _______ Abdomen (abdomen) _______ 

Eyes (ojos): Vision (visión) _______ Genitals/urine (genitourinario) _______ 

Discharge (secreción) _______ Hernia (hernia) _______ 

Nose (nariz) _______ Allergies (alergias) Animals (animals)_______ 

Ears (oidos): Hearing (audición) _______ Food (alimentos) _______ 

Discharge (secreción) _______ Drugs (medicamentos) _______ 

Horse serum (suero equino) _______ Child’s normal body temp._______C/ _______F 

Other (Otros) 

__________________________________________________________________________________ 

I believe that (name of student) _____________________________________________________________ 

is able to participate in the International School-to-School Experience program and all of its 

activities except with the following restrictions/recommendations: (Considero que -nombre del 

alumno- puede participar en el programa internacional de intercambio escolar y sus 

actividades, con las siguietes restricciones y/o recomendaciones) (Signature of Examining 

Physician) (Firma del médico)________________________________________________ 

Address (Direccion) ________________________________________________________________________ 

Telephone (Tel_fono)____________________________________________________ 

Date (Fecha) __________________________________________________________) 
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Form 13-2006 – CHAPERONE MUST CARRY WITH THEM AT ALL TIMES 

MEDICAL RELEASE AND AUTHORIZATION 

This form must be completed by child’s parents and given to the I.S.S.E. school coordinator 

upon registration of a student 

The undersigned hereby gives to I.S.S.E. the host school and their employees and agents full 

authority and permission to take whatever action they feel is reasonably warranted under the 

circumstances and to act as agent of the undersigned student or parent or guardian, as the 

case may be, regarding the student’s health and safety including permission to render medical 

treatment, the giving of medication, and consent to any examination, x-rays, anesthetic, 

medical or surgical diagnoses or treatment or hospital care, if and when deemed necessary, all 

in the physician’s reasonable discretion. The undersigned hereby releases I.S.S.E. and its 

employees and agents from all liability related to such decisions or actions as may be taken in 

connection therewith. 

 

AUTORIZACIÓN MÉDICA 

Los padres del alumno deben llenar esta autorización y entregarla al Coordinador escolar del 

I.S.S.E. al momento de la inscripción. La persona abajo firmante otorga por medio de este 

documento a I.S.S.E. la escuela anfitriona y sus empleados y agentes, la completa autoridad y 

el permiso para tomar cualquier acción que consideren razonable bajo las circunstancias que 

se presenten, y para que actúen como un agente del estudiante firmante o del padre o tutor, 

según sea el caso, en asuntos relacionados con la salud y seguridad del estudiante, 

incluyendo el permiso para algún tratamiento médico, la prescripción de medicamentos y el 

consentimiento para someterse a exámenes, rayos X, anestesias, diagnosis médica o 

quirúrgica, o tratamiento o cuidado en hospitales, si se considera necesario y cuando se 

considere necesario, todo siempre bajo el criterio razonable de un médico. La persona abajo 

firmante libera por medio de este documento a I.S.S.E. y a sus empleados y agentes, de 

cualquier responsabilidad relacionada con dichas decisiones y acciones que se tomen en 

asuntos relacionados con esto. 

___________________________________________ 

Student’s name - Nombre del alumno Parent’s/Guardian’s Name-Nombre del padre o tutor 

___________________________________________ 

Student’s signature-Firma del alumno Parent’s/Guardian’s signature-Firma del padre o tutor 

___________________________________________ 

Fecha/date Fecha/date 
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Appendix 3. Staff contract.  

 

 

La Libertad, El Salvador. 

 

I have read and understood the child´s protection policy and I´m aware of the indicators of 

child abuse and how to respond to concerns or disclosures of any children. 

I will keep the information confidential and I will follow procedures as expected.  If I do not 

respect this, I am aware that disciplinary actions will be taken into consideration.  

 

 

Name: _____________________________________________ occupation: ________________________ 

 

Date: _____________________________________ Signature: _________________________________ 
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Appendix 4. Referral form. 

 

Child protection referral form 

Teacher: ________________________________ date: ___________________________ 

Student: ________________________________ grade: __________________________ 

 

Reason for referral:  

Educational 

attendance  scholastic failure  study skills  

Tardiness  skill deficiency  Other  

 

Personal social. 

Emotional  financial  

Social conflict  Acting out  

Negative attitude  Inappropriate 

sexual behavior 

 

Withdrawn –shy  discipline  

Uncooperative  health  

Home - family  Suspected abuse  

 

Comments: 

 

____________________________________________________________________________________________

____________________________________________________________________________________________ 

 

Reported to: ____________________________________ Signature: ____________________________ 
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ACTUALIZACIONES 

 

Versión Fecha 

Vigencia 

Cambios Realizados por 

V1069  Introducción de versión, hoja 

actualizaciones y Declaración de 

conocimiento. 

M. Pereira 

Oficial Desarrollo 

V.2090 Sep.2020 Distance learning M. Pereira 
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Appendix 4.1  
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Appendix 6. Drill forms.  
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