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1. Assessment Process

1.1 When any staff member on duty becomes aware that a child is being harmed/abused,
they must immediately stop the relevant behavior and ensure the child's safety; if the
staff member is not a "specified professional" under the Mandatory Reporting of Child
Abuse Ordinance, they must immediately report to the Vice Principal or above and
follow their instructions.

1.2 "Specified professionals" need to conduct an initial assessment of the abused child
collect basic information according to the guidelines (such as the nature of the
incident, the child's physical and psychological condition, the identity of the suspected
abuser, time and location, etc.), but avoid repeatedly questioning the child for details to
prevent secondary trauma. Preserve evidence of the incident, such as the assault
weapon, to ensure complete information for subsequent investigations and judicial
proceedings.

1.3 Staff handling the incident must simultaneously report orally to the Vice Principal or
above, and the Vice Principal or above shall arrange for Facilities Management
Department colleagues to retrieve and archive relevant closed-circuit television
(CCTV) recordings (if any), initiate the school's "Child Protection Policy
Implementation Guidelines" handling procedures, and discuss follow-up
arrangements.

1.4 If the staff member is a "specified professional," they must, where practicable,
complete the decision flow chart and auxiliary analysis framework through the
"Reporting e-Platform" for mandatory reporting of child abuse to assess the child's
condition and identify whether it constitutes a "serious child abuse case requiring
mandatory reporting." The assessment results are classified as "Not a suspected
abuse incident," "General reporting of suspected abuse incident," and "Incidents
falling under the Mandatory Reporting of Child Abuse Ordinance."

1.5 Staff must retain the assessment results and archive the records; the entire handling
process must protect the confidentiality of personal information of the child. and the
reporter. The assessment results must be reported to the Principal or General
Principal.

1.6 If it is a "serious child abuse case," the "specified professional" has a personal legal
responsibility to make a report regarding the suspected child abuse case under
Section 4(1) of the Mandatory Reporting of Child Abuse Ordinance, and the school



cannot fulfill this responsibility on their behalf. If there are any disagreements
regarding the reporting arrangement, the mandatory reporter may make the report
personally. and no person shall deliberately obstruct/prevent or disclose the identity
of the reporter.

2. Implementation Guidelines

2.1 Immediate Measures to Protect Children's Safety
2.1.1 Immediate protection of children’s safety

2.1.1.1 Immediately remove the child from the dangerous environment to ensure the
child's personal safety.

2.1.1.2 If the child has sustained or suspected physical injuries, they must be
immediately sent to the hospital for professional examination and treatment.

2.1.1.3 If the child faces severe and immediate risk of harm, such as danger to life or

severe abuse, call 999 immediately for police intervention and emergency medical
treatment.

2.1.1.4 Before examining the child's injuries. explain the reasons to the child and
obtain their consent. It is recommended that two staff members conduct the
examination, but do not take photographs of the child's injured private areas to avoid
violating personal privacy.

2.1.2 Restricting Suspected Abusers’ Access

2.1.2.1 Prevent the suspected abuser from approaching the child involved and other
related children to minimize the risk of further harm/abuse to children.

2.1.2.2 Where safe, arrange for the child to be placed in a safe location with trusted

relatives, guardians, government, or social service organizations.

2.2 Not a Suspected Child Abuse Incident [Refer to Appendix 1: General Reporting
Flow Chart for Suspected Child Abuse]

2.2.1 If Not a Suspected Abuse Incident and Not Involving Staff

2.2.1.1 The school social worker provides appropriate follow-up services.



2.2.1.2 Contact the parent/guardian to provide appropriate counseling.
2.2.2 If Not a Suspected Abuse Incident But Involving Staff

The General Principal must be notified and a report archived, and the staff member
must be subject to continuous monitoring and supervision, completing remediation
courses within a specified time.

2.3 General Reporting of Suspected Child Abuse Incident [Refer to Appendix 1:
General Reporting Flow Chart for Suspected Child Abuse]

2.3.1 If the suspected abuse case does not meet the serious harm standard, follow the
guidelines in Section 2.1, immediately implement "Child Safety Protection
Measures," and according to the Social Welfare Department's "Protecting Children
from Abuse-Multi-disciplinary Co-operation Procedure Guidelines" and the school's
internal handling procedures, make general reports, provide support, continue
collecting information, or conduct continuous observation.

2.3.2 If the Suspected Abuse Incident Does Not Involve Staff

2.3.2.1 Report to the Social Welfare Department's Family and Child Protection
Services Unit (FCPSU) for handling (unknown cases) or report to the social
worker handling the relevant case (known cases).

2.3.2.2 Must simultaneously report the progress of the incident to the Principal or
above.

2.3.2.3 According to the "Multi-disciplinary Co-operation Procedure Guidelines,"
execute/further collect information and contact the parent/guardian to
provide appropriate counseling.

2.3.2.4 According to service needs, prepare a detailed written report for the Principal
or above (the school should keep records and archive).

2.3.3 If the Suspected Abuse Incident Involves Staff
The General Principal reports to the Po Leung Kuk Education Services Department,

the Chief Executive Officer, Human Resources Department, and Corporate
Communications and Public Relations Department.



2.4 Falls Under the "Mandatory Reporting of Child Abuse Ordinance" [Refer
to Appendix 2: Mandatory Reporting Flow Chart]

2.4.1 Reporting Procedures and Methods

2.4.1.1 If, after assessment by the decision flow chart, it is not directly instructed that
mandatory reporting is required, but professional judgment considers the case
to be serious abuse, a report should still be made according to the law.

2.4.1.2 If there is reasonable suspicion that the child "is suffering serious harm" or "is
facing actual risk of suffering serious harm," immediate oral report to the
superior up to the department head must be made, and simultaneously,
according to the Mandatory Reporting of Child Abuse Ordinance, report as
soon as possible:

. In emergency situations, for example. if the child victim urgently needs

rescue, treatment. and/or law enforcement, the mandatory reporter should
first call 999 police emergency hotline for emergency reporting; then report
to the superior up to the department head as soon as possible.

ii. For non-emergency situations, in addition to following the guidelines in

Section 2.1 to immediately implement "Child Safety Protection Measures";
immediate reporting must be made by telephone or in person to any police
station, or to the Social Welfare Department's Family and Child Protection
Services Unit; if the child case is already being handled by a social worker
from the Social Welfare Department or a non-governmental organization, the
relevant social worker must also be notified.

. After making an oral report to the police/Social Welfare Department's Family

and Child Protection Services Unit, the primary reporter must, where
practicable, submit a written report and required information through the
"Reporting Platform Mandatory Reporting of Child Abuse." Refer to the
"Mandatory Reporter's Guide Section 3.1.2."

iv. After receiving the completed written report, the Reporting Platform will

issue a "Acknowledgement Certificate" noting the reporting date to the
mandatory reporter as a record.

2.4.2 Individual/Group Reporting Guidelines



2.4.2.1 All suspected serious child abuse incidents must be reported to the Principal
or above. who must instruct whether the mandatory reporter should make an
individual or group report based on the circumstances.

2.4.2.2 In principle, if only one mandatory reporter is aware of the incident, that
mandatory reporter makes an individual report. It is recommended that after
individual reporting, the school be informed that the case has been filed, and a
copy of the "Acknowledgement Certificate" be provided to the Principal or
above for confidential filing.

2.4.2.3 If more than one mandatory reporter in the school is aware of the incident, the
Principal or above shall instruct the mandatory reporter most familiar with the
case or most knowledgeable about the serious abuse incident to be the primary
reporter. with other specified professionals who are aware of the incident being
other reporters.

2.4.2 4 If different service units/organizations/schools are simultaneously responsible
for following up the same case, it is recommended that a team make the report,
with the service unit/organization/school that first discovered the suspected
child abuse being responsible for the report, and other aware specified
professionals being other reporters.

2.4.2.5 The primary reporter for group reporting provides copies of the
"Acknowledgement Certificate" to the Principal and other reporters to
confirm the case has been reported. the certificate must be filed as a
confidential document.

2.4.2.6 All registered mandatory reporting cases should be reported by the General
Principal to the Po Leung Kuk Education Services Department, the Chief
Executive Officer, Human Resources Department, and Corporate
Communications and Public Relations Department.

2.4.3 Follow-up Work After Mandatory Reporting

2.4.3.1 The primary concern is to ensure the abused child receives safe care and is
protected from further infringement.

2.4.3.2 Cooperate with the police, Social Welfare Department's Family and Child
Protection Services Unit, or other departments' investigations: maintain close
contact and communication with different stakeholders of the child case



including family/guardians. case social workers. teachers. doctors. police etc.
provide appropriate information. cooperate with investigations, and attend
multi-disciplinary case meetings as required (refer to "Mandatory Reporter's
Guide Section 3.3 Service Provision").

2.4.3.3 Report the progress of the incident to the General Principal regularly and
timely to obtain instructions in order to formulate the best welfare plan for the
child.

2.4.3.4 Assist in implementing the relevant child welfare plan as required.

2.4.3.5 Clearly record and archive all information related to the incident for reference
and auditing.

2.4.3.6 Submit relevant incident reports on time according to the requirements of the
school, Po Leung Kuk, the Social Welfare Department, or other government
departments.

2.4.4 Suspected Staff Member as Abuser

2.4.4 1 If a staff member is suspected to be the abuser, the superior up to the General
Principal must be immediately notified, and the General Principal will report to
the Po Leung Kuk Education Services Department, the Chief Executive
Officer, Human Resources Department, and Corporate Communications and
Public Relations Department.

2.4.4.2 Immediately suspend the staff member's duties and prohibit them from
contacting any service recipients and/or unit documents/records, etc.

2.4.4.3 Follow up with Human Resources Department colleagues regarding the
procedures for suspending duties, and if required, notify the Information
Technology Department to stop the staff member's computer access rights.

2.4.4 4 If multiple staff members are involved as abusers and suspending duties
affects practical operations, the school will instruct different department
colleagues to take contingency measures for support. Other service units
should cooperate with superiors' instructions to allocate personnel for support.

2.4.4.5 During the period when the staff member involved is under police
investigation superiors should not discuss the content of the suspected child
abuse incident with that staff member to ensure fairness.



2.4 4.6 If the staff member involved is ultimately assessed not to be the abuser, they
can be arranged to return to work as soon as possible, and psychological
counseling support services can be provided according to their wishes and
needs.

2.4 4.7 If the staff member is ultimately assessed to be the abuser, handle according
to the school's "Staff Disciplinary Policy."

2.4.4.8 If the child abuse incident affects service recipients, arrangement can be
made for clinical psychologists to provide relevant assessments and
follow-up services as required.

2.4.4.9 If the child abuse incident affects team morale, arrangement of employee
assistance services can be considered as required.

2.4.4.10 Submit relevant incident reports on time according to the requirements of
Po Leung Kuk, the Social Welfare Department, or other government
departments.

Note: This is an English translation of the original Chinese policy document from Po
Leung Kuk Choi Kai Yau School. In the event of any discrepancy or inconsistency
between this English translation and the original Chinese text, the Chinese version
shall prevail.

The child protection policy is reviewed annually by the senior management team and was last

reviewed in August 2026.



Appendix 1: General Reporting Flowchart for Suspected Child Abuse

Discovery of Suspected Child
Abuse Incident

1. Preliminary Assessment of Whether It Is a Case of Severe Child Abuse|
. Immediately Report Verbally to the Unit Supervisor/Principal or
igher-Level Staff to Seek Support

I

Assessment Assessment
For General Reporting of Suspected For Cases Not Involving Suspected
Abuse Events _ Abuse
L i |
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If It Does Not Involve
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and Public
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Social Worker for Follow-Up (Known Cases)
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Follow the "Procedural Guide for Multi-
" to /

Contact Parents/Guardians to
Provide Appropriate Support

Prepare a Detailed Written Report
for the Unit Supervisor/Principal
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Complete the Decision-Making Flowchart 000 agpiicable

on the Electronic Platform for Reference
and Archiving

port

Note 1)

e
"Mandatory Reporting of Child Abuse Ordinance™

Appendix 2: Mandatory Reporting Flowchart

Discovery of Suspected Child Abuse
Incident

1. Y of It Is a Case of Severe Child Abuse
2. Immediately Report Verbally to the Unit Supervisor/Principal or Higher:
Level Staff to Seek Support

Assessment

Falls Under the Scope of the "Mandatory Reporting of
_ Child Abuse Ordinance'l

I— Conduct Simultaneously —]

Lt Report to the Supervisor and Department Head; Afte

Filing the Case, Notify the CEO, Human Resources
\Department, and Corporate Communications and

Irr iately Make an Individual Report to
the Family and Child Protection Services Unit
(FCPSU) or the Police (Note 2)

Choose One of the Two

T
Public Relations Department

Immediately Make a Group Report to the
Family and Child Protection Services Unit
(FCPSU) or the Police (Note 2)

The professional colleague who is most familiar with the case or most aware of the severe abuse incident shall be
the primary reporter, while other professional colleagues who are aware of the incident will be secondary reporters

Conduct Simul I

after Reporting to the Unit Supervisor/Principal or

Higher-Level Staff and Other Reporters for
Archiving, to Confirm That the Case Has Been

[

Cooperate with the Relevant
Department’s Investigation

repare a en
According to the Organization's
General P d

Note 1: Designated professionals have a personal legal obligation to report suspected child abuse cases under Section 4(1) of the Ordinance; the organization cannot fulfill this responsibility on

their behalf. If the employee makes a report before notifying the

itisrec d to inform the organization and provide the acknowledgment receipt to their supervisor.

Note 2: For details, please refer to the "Policies for Mandatory Reporters.”



