






[image: ]

[bookmark: _bookmark0]Safeguarding Policy handbook
“"Protecting children begins with vigilance, grows with education, and endures with collective courage."
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INTRODUCTION

[bookmark: _bookmark3]Machabeng College remains steadfast in safeguarding the students’ rights and welfare during their entire educational journey with the college. Both the Children’s Protection and Welfare Act of (2011) of Lesotho and the United Nations Convention on the Rights of the Child of which Lesotho is a signatory provide the background for establishing a set of transparent practices, procedures and guidelines for students’ protection and safeguarding.
DEFINITION

The Child Protection policy seeks to define Machabeng’s College position regarding the prevention of, and response to, exploitation, abuse, neglect, harmful practices and violence against students.
Section 3 of the Children’s Protection and Welfare Act No 7 of 2011 defines an "abuse" in relation to a child, as any form of harm or ill-treatment deliberately inflicted on a child, and includes;
a) Assaulting a child or inflicting any other form of deliberate injury or harm on a child;
b) Sexually abusing a child;
c) Committing an exploitative labour practice in relation to a child;
d) Exposing or subjecting a child to behaviour that may socially, emotionally, physically or psychologically harm the child;
e) Exposing a child to physical or mental neglect;
f) Abandoning or leaving a child without visible means of support; and
g) Subjecting a child to harmful substances such as alcohol and drugs.

These can be grouped into following types of child abuse:

a. Physical Abuse
b. Emotional Abuse (including Domestic Abuse)
c. Sexual Abuse
d. Neglect
e. Discrimination
f. Bad mouthing
g. Use of abusing words
h. Religious conflict, and others prescribed in the Annex section







[bookmark: _bookmark4]SCOPE

[bookmark: _bookmark5]The policy applies to the entire institution and its community, and all members of the said community are required to follow its prescripts in an effort to protect students, in as far as possible, and provide a healthy and safe work and study environment for the children. It is important that we all respond responsibly and transparently when dealing with the children
AIM

[bookmark: _bookmark6]To outline key concepts and definitions embedded in the Children’s Protection and Welfare Act, 2011 of Lesotho including the United Nations Convention of the Rights of the Child and the African Charter on the Rights and Welfare of the Child as the founding documents of The policy and to further map out the duties and obligations of all Machabeng Staff and employees in upholding the safety of the student.
PURPOSE

To inform staff, parents, guardians volunteers and governors about the College’s responsibilities for safeguarding the welfare of students enrolled at the college and to summarize the obligations imposed by child protection legislation on the College, employees, contractors and volunteers at the College. The policy further provides guidelines on how the college will deal with certain matters and to also ensure that:
a) The safety, protection and well-being of all students is of fundamental importance to the College. The College is committed to creating an environment where all students are safe.
b) The College and its community have collective obligations relating to the safety, protection and welfare of students including:
i. a duty of care to ensure that reasonable steps are taken to prevent harm to students;
ii. meet obligations under the child protection legislation (The “Children’s Protection and Welfare Act of 2011”: Lesotho)
iii. meet obligations under work health and safety legislation.
iv. Meet obligations under the Security and Safety Policy of the School.
c) Child protection is a community responsibility and thus the College regards the preventative aspects of child protection as fundamentally important including community education, parent education and support.






POLICY STATEMENT

Machabeng College has a primary responsibility of taking care and ensuring the safety of the students. The policy forms a fundamental toolkit aimed at providing a caring, supportive and safe environment and further stipulates guidance on the action required when abuse or neglect of a student is suspected. The College undertakes to ensure that all staff, full-time or part-time, permanent or temporary are aware of child protection guidelines and their respective roles regarding the same. For purposes of transparency and efficiency of The policy, procedures will be regularly reviewed and updated to the staff, parents & community
THE SAFEGUARDING AND CHILD PROTECTION TEAM

Upon the approval of The policy, the College shall appoint the Safeguarding and Child Protection Team, led by a designated Board Trustee who shall also be the member of the Board. The composition and duration of term for the team shall be determined by the Board of Governors.

RESPONSIBILITIES OF THE PROTECTION TEAM:

a) Coordinate and manage all child abuse cases at the College,
b) Manage Child Protection Contact Referrals and cases,
c) Consult the Child Protection Officers in government regarding child protection concerns which possibly meet the threshold for statutory intervention;
d) Complete Child Protection Contact Referrals for all cases of suspected abuse or neglect where there is a risk of significant harm to the student;
e) Liaise with the Head of School to inform him/her of issues, especially ongoing enquiries and police investigations;
f) Support, advice and provide expertise to staff on matters of safety and safeguarding
g) Support staff who make Child Protection Contact Referrals and other service referrals
h) Share information with appropriate staff in relation to child protection; i)


TRAINING OF CHILD PROTECTION TEAM

Training shall be provided to designated Child Protection Team to furnish them with adequate skills and knowledge so that, they:
· Understand the assessment process for providing early help and statutory intervention, including local criteria for action and government children’s social care referral arrangements;
· Are knowledgeable on how the College conducts a child protection case management and a child protection review conference and be able to attend and contribute to these effectively when required to do so;
· Understand the importance of the role the designated safeguarding lead has in providing information and support to children social care in order to safeguard and promote the welfare of children;
· Understand the lasting impact that adversity and trauma can have, including on children’s behavior, mental health and wellbeing, and what is needed in responding to this in promoting educational outcomes;
· Understand the importance of information sharing, both within the school and college, and with the safeguarding partners, other agencies, organizations and Child protection practitioners;
· Understand and support the school or college with regards to the requirements of the prevent duty and are able to provide advice and support to staff on protecting children from the risk of radicalization;
· Are able to understand the unique risks associated with online safety and be confident that they have the relevant knowledge and up to date capability required to keep children safe whilst they are online at school or college;
· Obtain access to resources and attend any relevant or refresher training courses and encourage a culture of listening to children and taking account of their wishes and feelings, among all staff, in any measures the school or college may put in place to protect them.

THE COLLEGE`S RESPONSIBILITIES

The College is the guardian of students when they on campus and therefore possess the following responsibilities as enshrined in the Children’s Protection and Welfare Act No 7 of 2011; Section 2
(a) thereof;

· Protect the child from neglect, discrimination, violence, abuse, exploitation, exposure to physical and moral hazards and oppression;








· Provide good guidance, care, assistance and maintenance for the child to ensure their survival and development;
· Ensure that during temporary absence, the child shall be cared for by a competent person;
· Exercise joint primary responsibility for raising the child in consultation with relevant stakeholders; and ensure that the child is not subjected to cultural rites, customs, traditional and any other practices that may negatively affect the child's health, life, welfare, and dignity, physical, emotional, psychological, mental or intellectual development.

CHILD ABUSE MANAGEMENT

Child abuse management in this context refers to the action taken by the College management on abused children. The College shall;
i. Refer a child if there are concerns about possible abuse, to the government authorities, police and hospital.
ii. Keep written records of concerns about a child even if there is no need to make an immediate referral.
iii. Ensure that all such records are kept confidentially and securely and are separate from students’ records, until the student’s 25th birthday, and can be copied to the student’s next school or college.
iv. Liaise with other agencies and professionals.
v. Ensure that either they or the staff member attend case conferences, core groups, or other multi- agency planning meetings, contribute to assessments, and provide a report which has been shared with the parents.
vi. Ensure that any student currently with a child protection plan who is absent in the educational setting without explanation for two days is referred to the School Protection and Safeguarding Team.
vii. Organize child protection induction, and update training at least every 2 years, for all school staff.
viii. Provide, through the Head of School an annual report for the Board, detailing any changes to the policy and procedures; training undertaken by the College, and by all staff and governors; number and types of incidents/cases, and number of students on the child protection register.
i. Documentation of any incident and procedures adopted to investigate and manage.
ii. Proper communication with parents / guardians.








SUPPORTING CHILDREN

· The College recognizes that a child who is abused or witnesses’ violence may feel helpless and humiliated, may blame themselves, and find it difficult to develop and maintain a sense of self-worth.
· Recognizes that the school may provide the only stability in the lives of children who have been abused or who are at risk of harm.
· Accepts that research shows that the behavior of a child in these circumstances may range from that which is perceived to be normal to aggressive or withdrawn.
THE COLLEGE WILL SUPPORT STUDENTS BY:

· Providing an environment in which students feel safe, secure, valued and respected, feel confident and know how to approach adults if they are in difficulties.
· Supporting the child’s development in ways that will foster security, confidence and resilience.
· Encouraging self-esteem and self-assertiveness, through the curriculum as well as our relationships, whilst not condoning aggression or bullying.
· Raising awareness to all teaching and non-teaching staff of the need to safeguard children and of their responsibilities in identifying and reporting possible cases of abuse.
· Liaising and working together with all other support services and those agencies involved in the safeguarding of children in Lesotho.
· Notifying Police as soon as there is a concern which warrants it.
· Providing continuous support to a student who may withdraw or leave the college because of violation of this policy by ensuring that appropriate information is copied to the student’s new setting and ensuring the school medical records are forwarded as a matter of priority.
· Providing a systematic means of monitoring students known or thought to be at risk of harm, and ensure thar, the college, contributes to assessments of need and support plans for such a student.
· Acknowledging the need for effective and appropriate communication between all members of staff in relation to safeguarding students.
· Developing a structured procedure within the school that will be followed by all members of the school community in cases of suspected abuse.


CONFIDENTIALITY

a) All matters relating to child protection are confidential.
b) The Head of School with the instruction of the Board will disclose any information about a child to other members of staff on a need-to-know basis only.
c) All staff must be aware that they have a professional duty and responsibility to share information with other agencies to safeguard children.
d) All staff must be aware that they cannot promise a child to keep secrets which might compromise the child’s safety or wellbeing.
e) The College undertakes to share its intention to refer a child to Social Care with their parents/guardians unless to do so could put the child at greater risk of harm, or impede a criminal investigation

SUPPORTING STAFF

a) Members of the College staff who have become involved with a student who has suffered harm, or appears to be likely to suffer harm may find the situation stressful and upsetting and to that end, the College will;
i. Support such staff by providing free sessions with the College phycologist and be given further support as appropriate.

MANAGING ALLEGATIONS AGAINST STAFF

a) All College staff should be mindful not to place themselves in a vulnerable position with a child. It is always advisable for interviews or work with students or parents to be conducted in a public space.
b) All Staff should be aware of the College’s guidance/guidelines on behaviour Issues, and the college’s own behavior Management policy.
c) Guidance about conduct and safe practice, including safe use of mobile phones by staff and volunteers will be given at induction.
d) It is understood that a student may make an allegation against a member of staff. If such an allegation is made, or information is received which suggests that a person may be unsuitable to work with students, the member of staff receiving the allegation or aware of the information, will immediately inform the Head of School.
e) The Head of School on all such occasions, will discuss the content of the allegation with the concerned staff in the presence of the Board Trustee.



f) If the allegation concerns the Head of School, the Board Trustee will immediately inform the Chair of the Board who will consult the Ministry of Education without notifying the Head of School.
g) Suspension of the member of staff whom an allegation has been made against, will be considered with urgency by the Head of School, who will then inform the Board before taking any decision
h) In the event where an allegation has been made against the Head of School, the decision to suspend will be made by the Chair of the Board.

OBLIGATION TO REPORT CHILD ABUSE

a) The College requires all members of staff and students to report any concern regarding the safety, welfare or wellbeing of a student to the Head of School/ Child protection team members, boarding parent and the Board Chairman promptly.
b) If the allegation involves the Head of School, the matter shall be reported to the Chairperson of the Board whose contact details can be obtained from College’s secretary.
c) This obligation is part of the College’s overall commitment to the safety, welfare and well- being of children.
d) A member of the College’s Community who observe any behaviors or activities that cause concern in respect to the welfare of children in the care of the College, is obligated to forward any details to the Head of School


[bookmark: _bookmark7]ANTI-BULLYING POLICY


Introduction

Machabeng International College is committed to creating a safe, supportive, and respectful environment for all students, staff, and the school community. Bullying, in any form, is contrary to the values upheld by our institution. This policy outlines our stance against bullying, ensuring all members of the school community understand their responsibilities in promoting a positive school culture.
Policy Statement

Bullying is the use of force, coercion, hurtful teasing, comments, or threats, in order to abuse, aggressively dominate, or intimidate one or more others. The behavior is often repeated and habitual, whether it occurs in-person or online. Machabeng International College will not tolerate any form of bullying, and all reports of bullying will be taken seriously and addressed promptly.
Objectives

1. Create a Safe Environment: Ensure that all students feel safe and secure at school.

2. Promote Respect: Foster a culture of respect, inclusivity, and empathy among students and staff.

3. Educate: Provide education to students and staff on the effects of bullying and how to prevent it.

4. Report and Respond: Establish clear procedures for reporting, investigating, and addressing incidents of bullying.
Scope

This policy applies to all students, staff, and volunteers at Machabeng International College, covering all school-related activities, including on-campus events, off-campus activities (where they can be identified as Machabeng students), and online interactions.
Key Definitions

· Bullying: Any unwanted aggressive behavior that involves a real or perceived power imbalance. This involves all conscious and unconscious behaviors. This behavior can include physical bullying, verbal bullying, social/relational bullying, and cyberbullying.

· Cyberbullying: Bullying that takes place over digital devices like cell phones, computers, and tablets, which can include threats, rumors, harassment, or social exclusion.

Types of Bullying

1. Physical bullying: Involves hurting or harming a person’s body or possessions.
2. Verbal bullying: Includes name-calling, hurtful words, and harsh statements.
3. Relational bullying: Also known as social or emotional bullying, it involves spreading rumors and leaving out of the group.
4. Cyberbullying: Involves using texting, social media, or email to purposely harm another student.
5. Sexual bullying: Targets a person's sexuality. This includes and not limited to one to exposing their private parts either via force, sexual relations or monetary exchanges.
6. Prejudicial bullying: Based on race, religion, or other personal characteristics.



Responsibilities

1. Students:

· Understand and follow the anti-bullying policy.

· Report any incidents of bullying experienced or witnessed to a teacher, counselor, or administrator.

· Support peers who may be targeted by bullying behaviors.



2. Staff:

· Model respectful behavior and serve as positive role models.

· Be aware of the signs of bullying and intervene when necessary.

· Take all reports of bullying seriously and follow established procedures for reporting and documenting incidents

3. Parents/Guardians:

· Encourage open communication with their children about their school experiences.

· Report any concerns regarding bullying to school staff.

· Support the school’s efforts to create a safe environment by reinforcing respectful behavior at home.



4. School Administration:

· Ensure the effective implementation of the anti-bullying policy.

· Provide training and resources for staff and students on recognizing and preventing bullying.

· Review and monitor the effectiveness of the policy and make necessary amendments.



Signs and Symptoms of Bullying

Recognizing the signs and symptoms of bullying is crucial in addressing the issue promptly and effectively. Below are common indicators that may suggest a child is being bullied:



1. Physical Signs:

· Unexplained injuries, such as bruises or cuts.

· Missing or damaged belongings, such as clothing or school supplies.

· Frequent complaints about physical ailments (e.g., headaches or stomachaches) that don't have a medical cause.



2. Emotional Signs:

· Increased anxiety or fear related to school or social situations.

· Changes in mood, such as becoming withdrawn, depressed, or irritable.



· Low self-esteem or feelings of worthlessness.



3. Social Signs:

· Withdrawal from friends, loss of interests, or a desire to avoid certain social situations.

· Difficulty making or keeping friends, or a noticeable shift in social circles.

· Increased isolation or lack of participation in group activities.



4. Behavioral Changes:

· Changes in academic performance, such as a drop in grades or lack of interest in school.

· Avoidance behaviors, such as refusing to go to school or participating in activities.

· Nervous habits, such as nail-biting or fidgeting.



5. Changes in Daily Routines:

· Unexplained changes in eating or sleeping patterns (e.g., nightmares or insomnia).

· Sudden changes in appetite or weight (either gain or loss).

· Irritability or tantrums, particularly when discussing school or social interactions.



6. Communication Signals:

· Reluctance to talk about school or friends and frustration when asked about them.

· Frequent complaints about being bullied or feeling targeted.

· Signs of distress when receiving text messages or phone calls.

Symptoms Specific to Cyberbullying



1. Online Behavior:

· Avoidance of technology (e.g., phones, computers) after previously being active online.

· Sudden changes in online behavior, such as deleting social media accounts or changing screen names.

· Evidence of cyberbullying, such as hurtful messages or social media posts.



2. Emotional Distress:

· Increased anxiety or paranoia when using technology.

· Fear of missing out or being left out of social media conversations.



Procedures for Reporting Bullying

1. Reporting:

· Students, staff, and parents can report incidents of bullying through designated reporting forms available in the school office or online.
· Anonymous reporting mechanisms will also be available to protect the identities of those who report.



2. Investigation:

· All reports will be investigated promptly and thoroughly by a designated staff member or committee.

· The investigation will include interviews with the involved parties and any witnesses.

· A written report will be generated, summarizing the findings and actions taken. All these in line with the timelines of the Child protection policy






3. Interventions:

· If bullying is confirmed, appropriate interventions will be implemented, which may include:

· Mediation between the parties involved.

· Counseling support for the victim and the perpetrator.

· Disciplinary actions as outlined in the school’s code of conduct.



4. Follow-Up:

· Follow-up meetings will be scheduled to ensure that the bullying has stopped and that the affected students feel safe and supported.
· Ongoing support will be available for victims as necessary.



Disciplinary Actions

Disciplinary actions for students found to engage in bullying behavior may include, but are not limited to:

· Warnings and discussions about behavior modifications.

· Suspension from school.

· Mandatory participation in counseling sessions.

· Expulsion, in extreme or repeated cases.



Education and Prevention

Machabeng International College will provide regular education and training on bullying prevention for students and staff that includes:
· Workshops and seminars addressing the issue of bullying.

· Curriculum integration on empathy, respect, and building healthy relationships.

· Peer support programs that empower students to stand against bullying.




Review and Amendments

This policy will be reviewed biennially to assess its effectiveness and make necessary adjustments. Input from students, staff, and parents will be sought to ensure it meets the needs of the school community.



Conclusion

Machabeng International College believes that a safe and nurturing environment is fundamental to student success and well-being. By working together, we can ensure that bullying is addressed, and a culture of respect is fostered within our school community.










[bookmark: _bookmark8][bookmark: _bookmark9]Policy on Cyberbullying, Online Safety and student data handling

IntroductionM

achabeng College is committed to fostering a safe, respectful, and secure learning
environment, both offline and online. In alignment with our mission to offer excellent preuniversity education that nurtures responsible, ethical, and globally aware students, and our vision to position Machabeng College as a school of choice in a technologically evolving world, this policy addresses:
i. Cyberbullying prevention and response
ii. Online safety and awareness of digital dangers
iii. Protection of student data and privacy


This policy applies to all students, staff, and stakeholders using school-related digital platforms or engaging in online activities that impact the school community.
[bookmark: _bookmark10]Cyberbullying Definition:
Cyberbullying is any form of harassment, intimidation, or harmful behavior conducted through digital means (social media, messaging, email, etc.).

Prohibited Behaviors Include:

· Sending threatening or demeaning messages

· Spreading false rumors online

· Sharing private information without consent

· Creating fake profiles to impersonate or mock others

· Encouraging self-harm or exclusion through digital means


Consequences:

· First Offense: Warning, counseling, and parental notification.

· Repeated Offenses: Suspension, loss of digital privileges, or expulsion in severe cases.

· Legal Action: Serious cases (e.g., threats, explicit content) may be reported to authorities.




Reporting Mechanism:

· Students should report incidents to a trusted teacher, counselor, or via the school’s anonymous reporting system.
· Staff must document and escalate reports to the Child Protection Team, led by the Designated Safeguard Lead.


[bookmark: _bookmark11]Online Safety and Digital Awareness Risks Addressed:
· Online Predators: Grooming, phishing, or scams targeting students.

· Inappropriate Content: Exposure to violent, sexual, or extremist material.

· Digital Footprint: Permanent consequences of online actions.

· Addiction & Mental Health: Excessive screen time and social media impact.




Preventive Measures:

· Education: Regular workshops on digital citizenship, privacy settings, and critical thinking online.
· Filtering & Monitoring: School networks will block harmful content; students must use devices responsibly.


· Parental Involvement: Resources for parents to guide safe internet use at home.


Guidelines for Students:

· Never share personal details (address, phone number, passwords) online.







· Use strong passwords and log out of shared devices.

· Think before posting—avoid hate speech, illegal content, or harmful behavior.

[bookmark: _bookmark12]This policy ensures Machabeng College remains a safe, forward-thinking institution where technology enhances learning without compromising student welfare.
The Machabeng College policy provides several specific guidelines for students regarding safe online behavior:
Personal information protection:

· Students should never share personal details online, including:

· Home address

· Phone number

· [bookmark: _bookmark13]Passwords

Password security:

· Use strong passwords

· Always log out when using shared devices

[bookmark: _bookmark14]Thoughtful posting:

Think carefully before posting content online

· Avoid sharing:

(i) Hate speech: which constitutes any form of communication—written, verbal, or digital—that

(a) promotes violence, discrimination, or hostility against individuals or groups based on protected characteristics such as race, ethnicity, religion, gender, sexual orientation, disability, or nationality.
(b) Promotes slurs, stereotypes, threats, dehumanizing language, or the incitement of harm, whether explicit or implied.
At Machabeng College, hate speech violates our core values of respect and inclusion and is treated as a severe breach of the Cyberbullying Policy, subject to disciplinary action such as suspension and /or expulsion and potential legal consequences, as it undermines the safety and dignity of our community



(ii) Illegal content, which typically refers to:

(a) Content that violates copyright laws (pirated software, music, movies)

(b) Material that incites violence or promotes terrorism

(c) Child sexual abuse material

(d) Content that promotes illegal activities (drug trafficking, weapons manufacturing)

(e) Materials that violate privacy laws or contain stolen information

(f) Content that violates hate speech laws

(iii) [bookmark: _bookmark15]Any material that could cause implicit or explicit harm

Student Data Protection Policy Principles:


· Confidentiality: Student records (academic, medical, personal) are securely stored.

· Consent: Data is only shared with authorized personnel/parents unless legally required.

· Security: Encryption, secure logins, and restricted access protect digital records.


Responsibilities:

· Staff must not disclose student information without permission.

· Third-Party Vendors: Any external platform used by the school must comply with data protection laws.
· Breach Protocol: Immediate reporting and mitigation if data is compromised.


[bookmark: _bookmark16]Review & Compliance
· Biennial reviews to adapt to emerging digital threats.

· Students and parents must acknowledge this and all other safeguarding policies policy upon enrollment.









[bookmark: _bookmark17]Responsible Use of technological Devices on School Grounds
Purpose:
To ensure  tablets and laptops are used ethically, safely, and in ways that support learning while minimizing distractions and risks. Students are not permitted to be in possession of, nor use use Cellphones on school grounds during school hours.

PERMITTED USES OF TABLETS AND CELLPHONES:

· Educational Activities:
· Teacher-directed research, collaborative projects, or approved educational apps.
· Access to school platforms (e.g., learning management systems) for assignments.

PROHIBITED BEHAVIORS:

· Privacy Violations:
· Recording/photographing others without consent (see Cyberbullying Policy).
· Bypassing Security:
· Using VPNs to circumvent school filters or accessing blocked content.






· Staff may confiscate devices on account of misuse. The College will release such device or its accessories at the end of the school term, or at the discretion of the level coordinator.

Consequences for Violations:

· First Offense: Verbal warning and temporary confiscation (returned at day’s end).
· Repeat Offenses: Parental meeting and loss of device privileges for a defined period.
· Severe Cases: Referral to disciplinary committee (e.g., recording fights or harassment).

SAFEGUARDING INTEGRATION:

· Device Checks: Staff may inspect devices if there’s reasonable suspicion of policy breaches (e.g., cyberbullying evidence).
· Parental Collaboration: Parents agree to enforce school rules for personal devices via signed acknowledgment.
· Education: Annual workshops cover digital balance, addiction signs, and respectful device use.


34



[bookmark: _bookmark18]Health and Safety Policy

















[bookmark: _bookmark19]INTRODUCTION

Machabeng College is committed to improving the working environment of its workforce in order to increase job satisfaction. It ensures a safe and secure environment for employees at all the times. To achieve the ideal, it is necessary to continuously monitor health, safety and environmental issues and update the current procedures accordingly. The college is fully committed to ensuring that employees are fully aware of health, safety and environmental requirements related to their jobs.

[bookmark: _bookmark20]DEFINITION

The policy echoes the College’s commitment to providing vital health and safety to students, staff and all its stakeholders whilst on campus.

SCOPE

[bookmark: _bookmark21]This policy is applicable to all, students, staff, customers, as well as any external visitors including service/maintenance contractors

AIM





[bookmark: _bookmark22]a) To establish and maintain safe working practices and procedures amongst students, staff, volunteers, those hiring the premises and all those on campus.








b) [bookmark: _bookmark23]To ensure that all activities carried out by the college and its employees are managed in a manner so as to avoid, reduce, or control, through proper implementation of all relevant safety procedures all foreseeable risks to health & safety of any person






Commented [U1]: Fall under aim/objectives


PURPOSE

The purpose of the policy is to ensure a safe working and academic environment for all students, employees, parents/ guardians, contractors, visitors, suppliers and community.
a) To ensure that Health, Safety and Environment are among our highest values and a key- indicator of organizational excellence.
b) To prevent all to the extent possible work-related injuries, illnesses & risks.
c) [bookmark: _bookmark24]To ensure that hazards & risk assessment with measures of control represent the foundation of a successful Health & Safety management system.

OBJECTIVES

The following items shall be incorporated in the “policy objectives”:

a) Ensure that Health, Safety and Environment are among colleague’s highest values and a key indicator of organizational excellence
b) The College is committed to complying with all corporate policies, procedures and applicable legislation.
c) The college is aware that building a Health, Safety and Environment management system
an effective team formation required at the college.

d) To ensure that Health, Safety and Environment is a priority for the college
e) A safe Health, Safety and Environment are everyone’s responsibility on campus. Employees shall participate in all elements of the Health, Safety and Environment program, the students will also practice the same.
f) To ensure that all work-related injuries and illness are preventable by identifying and controlling risks in consultation with external experts whenever needed.
g) Early identification and an impeccable assessment of risk & hazards are crucial for maintenance of a safe academic environment.






Specific Objectives/aim

· To provide and maintain a safe and healthy environment throughout the school campus and safe means of access and egress from it.
· To establish and maintain safe working practice and procedure amongst staff, children, volunteers, and those hiring the premises and all those on school campus.
· To ensure safe measures of using, handling, storing and transporting articles and substances.
· To provide safe systems for control of noise, toxic and corrosive substances, dust, and vapours under the school’s control.
· To provide information and training to enable everyone to contribute positively to their own safety and that of others.
· To formulate effective procedure for use in case of fire and other emergencies and for evacuating the school premises.
· To provide guidance on the use of school and company vehicles.

POTENTIAL HAZARDS AT THE WORKPLACE FOR STUDENTS & STAFF:

Following are the potential hazards campus:

· Portable and fixed electrical appliances
· Office equipment, computers etc.
· Trailing cables
· Stairs, stairways & lifts
· Congested walkways and corridors
· Access and egress
· Seating, workstations including furniture & fixtures
· Heating and ventilation
· Lighting levels (low/insufficient)
· Cleanliness and waste materials
· Sanitary conveniences





· School laboratory activities related hazards
· Dusts, powders, chemicals/lubricants & fumigation
· Working alone
· Damaged building or substandard construction, false ceiling, and work under progress areas.
· Workplace violence (physical or verbal)
· Food hazards in the dining hall










PEOPLE AFFECTED BY HAZARDS:

People affected by above mentioned hazard could be any of the followings: -

· Students
· College Employees
· Visitors/customers
· Contractors & maintenance staff and
· Parents/ guardians
FIRE SAFETY

The College shall provide necessary firefighting equipment at identified locations of its operation. It is imperative for the College to provide adequate facilities.
a) It is mandatory for all students and employees to familiarize themselves with the fire drill provided for by the procedure. Exercises will be carried out at regular intervals (at least twice in a year) & the fire drill exercise episodes shall be documented.
b) Existing firefighting equipment will be inspected and recorded by a health & safety officer or by the employee responsible for general administration of the office.
c) Fire & smoke detection alarms shall be installed at identified locations and tested by the safety officer on monthly basis.
d) Fire extinguishers shall only be removed from their wall brackets in an emergency. The removal of fire extinguishers in other cases without good reason will be considered as a misconduct.
e) Fire exits with a clear signage will be provided all identified locations/buildings wherever required. Red color sign boards indicating fire “exits” will be visibly placed. Fire exits must be always kept clear.
f) All premises of the College will be no smoking areas. No smoking signs will be placed prominently. Smoking on campus will be considered a misconduct.







g) Emergency phone numbers of police, fire brigade, hospitals shall be displayed at the notice board of all identified locations.
h) A signboard with a map of all exits and necessary evacuation instructions will be prominently displayed on campus.
ELECTRICAL/MECHANICAL SAFETY

a) Changes on the electrical system (including new plugs) will only be undertaken by competent persons who have been hired for such work.
b) Work on 3 phase electrical systems will only be undertaken by qualified personnel. Only trained personnel will handle the electrical and mechanical equipment.
c) [image: ]Protective clothing/accessories will be provided to all staff working	on electrical/mechanical equipment such as gloves, helmets etc.
d) Protective clothing must be worn before commencing any hazardous activity.
e) Failure to comply with the above requirements will be considered a misconduct



· Machinery and electrical items must be checked at least once a year and recorded in the machinery and electrical equipment section of the school.
· All machinery and equipment within the school must be maintained in good working order at all times or otherwise clearly marked by provision of a suitable fixed notices , to indicate when such machinery or equipment is unfit for use.
· It is the responsibility of staff when using equipment to check for obvious signs of damage and report any defects.
· Emergency lighting, hot water system, stored cold water system, fresh air systems (including air conditioning), fire alarms and firefighting apparatus, intruder alarm, CCTV, sprinkler systems are to be tested and certified at least annually. Main wiring including fuse boards are tested every 5 years unless alterations are made to the circuits.

TRANSPORT SAFETY






The College is committed to providing the safe and reliable transport of students, members of staff and any stakeholders involved in school activities, either using the schools own transport vehicle or those outsourced from capable service providers.



POOL VEHICLES



(a) All vehicles must have current licenses, operator certificate and certificate of fitness.
(b) All vehicles are to be serviced and maintained by qualified service providers at the designated intervals. Records of these activities will be kept at the driver office and copies to be kept at Health and safety officer’s office.
(c) Each vehicle will carry a crisis procedure document to be used in the event of an emergency
(d) Each vehicle will carry a suitable first aid kid and fire extinguisher.
(e) During the school trips, all drivers must complete a pre-journey school bus checklist and submit it to health and safety officer for trip approval.


All seats in the vehicles will be fitted with working seatbelts that are to be worn by drivers and passengers at all times while travelling
(f) All the busses will carry a valid log book which is to be completed for each trip.

HIRED TRANSPORT (THIRD PARTY SERVICE PROVIDER)

When acquiring the services of a third party provider to meet school transportation requirements, the following shall apply.


(a) Vehicle will only be sourced from reputable service providers.
(b) Vehicles used should be compliant with the relevant government safety standards.







(c) Vehicles should be driven by qualified, licensed and experienced drivers.
(d) Vehicles should be roadworthy.
(e) Trip organizers must submit copies of drivers licenses and certificate of fitness of the vehicle to OSH officer for trip approval.
(f) Trip organizers must ensure that driver complete bus safety checklist before the trip start and a copy of that should be submitted to OSH officer after the trip.


Should the hired vehicles not be insured?

All the trip organizers must report their trips to the college OSH officer two weeks prior for risk assessment of the destination place.



MATERIALS AND HAZARDOUS SUBSTANCES.



The use of any material or substances within the school is subject to prior assessment. A named person is responsible for storage records of materials and hazardous substances.


Procedure:



· Undertake assessment of all hazardous materials with respect to usage and risk;
· Assemble comprehensive hazard data information.
· Instigate control measures through:
-hazard training records.
-hazardous materials storage records
-methods for the elimination or reduction of risk


-high standards of supervision.
-issue of personal protective equipment.



MANUAL HANDLING AND LIFTING



The risk of injury, due to the manual handling of loads, must be recognized by the school and all measures taken as necessary to reduce such risks through individual risk assessments.


Training in proper handling techniques must be given, as appropriate, and only those so trained must be asked to move heavy weights. Under no circumstances should children be allowed to lift or move heavy or awkward weights.



PERSONAL PROTECTIVE EQUIPMENT(PPE).



Protective clothing and equipment, must be provided by the employer and used whenever processes and systems at work presents a hazard which cannot be satisfactorily controlled by any other reasonably practicable means.


All PPE will be regularly inspected and kept in good order. Staff and children must be trained in the correct selection, wearing and use of PPE. It is the responsibility of all staff and children to wear Such PPE as required, using it in the proper manner, and reporting any defects immediately.


PPE includes







-protective clothing as such as overalls, lab coats, aprons etc

-eye protectors

-gloves

-ear plugs





SITE SECURITY



All staff must be alert to the need for security including ensuring that the gates and boundaries are secure. Doors and windows must be closed at the end of every lesson.


Visitors must be kept separate from children; report to security office on arrival; sign in; receive a visitor’s badge and accompanied to the school office.

Every visitor is informed of the following
· Identification badges must be worn at all times.
· Leave the building by the nearest exit if the fire alarm sounds and go to the assembly points
· The school operates a ‘no smoking ‘policy.
· All accidents must be reported to the school office and accident form completed.
· The locations of first aid operations
· That visitors are not permitted into classrooms or teaching areas unless a member of staff is present.
· That children will only be released to adults where authorization has been authenticated.
· Visitors must sign out before leaving the premises.


Any person (other than a member of staff or child) on the school site and not in possession of a security badge must be challenged by an adult and if necessary, asked to leave. Children must not challenge people without badges but must immediately inform a member of staff. Notices must not indicate names and locations of children.

Employees are also required to wear name badges.

OBJECTIVE OF THE SAFETY COMMITTEE

The objective of the Safety Committee, led by the Safety Officer, is to ensure a safe and secure learning environment for students, staff, and visitors by implementing and maintaining effective safety measures. The committee works towards:
1. Monitoring School Safety – Regularly assessing school premises to identify potential hazards and ensure a safe environment through the expertise of the OSH officer.
2. Developing and Implementing Safety Procedures – Establishing protocols for emergency situations such as intruders, fires, and natural disasters.
3. Training Staff and Students – Conducting regular drills and awareness programs to educate the school community on safety procedures.
4. Reviewing and Improving Safety Policies – Evaluating existing safety measures and making necessary improvements based on risk assessments and feedback.
5. Responding to Emergencies – Coordinating quick and effective responses to security threats and other safety concerns.
6. Collaborating with Law Enforcement and Emergency Services – Working with local authorities to enhance school security and ensure timely intervention during crises.
7. Encouraging a Culture of Safety – Promoting awareness, responsibility, and cooperation among students, teachers, and staff to maintain a safe school environment.
The Safety Committee ensures that all safety measures are up to date and effectively implemented, creating a secure and conducive atmosphere for learning and working.



First Aid & First Aid Box

a) The College will provide first aid facility at designated locations. The nominated first aiders (preferably nominated safety officers) will be published on the notice board of each premise.
b) First aid box containing necessary items shall be provided at designated location.
GENERAL SAFETY

a) Proper housekeeping in all areas is an essential feature of safety and the prevention of accidents, the College will ensure proper maintenance of office premises to ensure clean and safe environment.
b) The College will also control the use, disposal and transportation of all waste/hazardous materials including sanitary, garbage and laboratory wastage. This shall normally be done after regular working hours.
c) Fumigation of office premises shall be carried out once a term. Fumigation will only be carried out on weekends or after office hours when all the employees have left the premises.
d) The College will seek to ensure supply of clean and safe drinking water, free of any contamination at designated locations either by installing water filters or purchasing mineral water.
e) Emergency assembly points shall be visibly marked.










TRAINING








a) The College will ensure that the Health and Safety officer attends a training course on Health & Safety duties and responsibilities, including instructions on applying first aid and use of firefighting equipment, and train other Employees of the College.
b) The College undertakes to hold an in-house or external training for all nominated safety officers/first aiders from professional body/person.
c) The college shall organize basic life support (CPR-Cardio-pulmonary resuscitation training) training for all staff and higher school students at least once in a year to handle emergencies when so required. An external trainer will be engaged to provide the said training


RESPONSIBILITIES

It is the responsibility of all employees to ensure proper implementation of the Health, Safety & Environment policy. However, prime responsibility rests with the following:
The Head of School shall be responsible to:

a) Devising a strategy and plan to implement The policy throughout the College on annual basis.
b) Ensure implementation and monitoring of the policy.
c) Audit the health, safety and environment performance of the College and prepare annual report for review of the management.
d) Investigate accidents and take appropriate action on the findings.
e) Nominate and update, as and when required, a list of safety officers.

Health, Safety and Environmental Officer Shall be responsible for:

a) Participation in courses on fire safety, first aid being organized by Health and health and Safety Officer from time to time.
b) Ensuring proper implementation of this policy on campus
c) Ensuring that new employees understand the content of the policy by giving them a thorough brief.







d) Carrying out the risk assessment prior to any work activity to be undertaken.

Employees

It shall be the responsibility of all employees to:

a) Read, understand and adhere to all health, safety & environment related risks, procedures provided for by this policy and keep them abreast with the latest information being issued by Head of School.
b) Participate in regular fire drills being held at their office.
c) Know the location of the fire alarm, fire extinguishers, first aid box, emergency exits and important emergency telephone numbers.
d) In case of emergency evacuation of the premises, ensure to the extent possible the safety of important office documents, without endangering their lives.
e) Switch off all the electrical, mechanical and electronic equipment under their use while leaving the office.
Human Resource Office

It shall be the responsibility of Human Resource Office (HRO) to:

a) Review and update the policy, on regular basis, in line with the recommendations of the Head of School and with the College’s overall strategy on Health, Safety & Environment.
b) Organize regular courses for safety officers/ the officers designated by Head of School on firefighting and first aid in coordination with Health, Safety and Environmental Officer.
Environment

a) One of the priorities of the College is to provide quality services to its students and to not undertake any activity that can damage the environment. The general environmental duty requires further that, all the employees take reasonable steps to prevent or minimize any environmental harm their actions may cause.
b) The College undertakes to improve its image as a socially responsible corporate citizen by sponsoring/financing projects (subject to other terms and conditions as per college policy)







such as tree planting, tourism, festivals etc. Furthermore, the College may work with NGO’s working for the improvement of environment of the society.
c) The college undertakes to minimize potential hazards to the environment and its consequences. Remedial actions will also be considered when funding projects with environmental risks.
d) The college will undertake clean environmental activities- to keep the school premise clean.
e) Green environment- To increase the number of trees in the school premise for environmental wellness.
f) The school washrooms for gents and ladies to be student friendly. Cleaning staff/ Janitor to make sure the washrooms are cleaned twice in a day and cleaning tick-sheet to be available on the door of the washroom, a member of SMT needs to be assigned to monitor the cleaning tick-sheet on daily basis.





[bookmark: _bookmark25]Mental Health Policy


1. Preamble

1.1. Machabeng College is dedicated to enhancing its status as the preferred institution for local and international families seeking high-quality global education, including by ensuring mental well-being of learners and staff. The College recognizes the critical role of mental health in achieving academic excellence, staff morale, and overall well-being.

1.2. The Lesotho Education Act of 2010 emphasizes the holistic development of learners, including their mental health. Specifically, the Act mandates that school authorities should ensure learners are provided with opportunities and facilities to learn and develop physically, mentally, morally, spiritually, and socially in a healthy manner.

1.3. The focus on well-being by Machabeng College aligns with the global guidance by the World Health Organization (WHO) which emphasizes the importance of mental health to enable individuals to cope with the stresses of life, realize their abilities, learn well, work well, and meaningfully contribute to the development of their communities.

2. Policy Statement

2.1. At Machabeng College, we are committed to fostering a supportive and inclusive environment that prioritizes the mental health and well-being of our students and staff.

2.2. We aim to promote awareness, provide access to mental health resources, and ensure that everyone in our college feels valued and supported.

2.3. We strive to create a culture where mental health is openly discussed, and individuals are encouraged to seek help without fear of stigma.







2.4. Through comprehensive support services, educational programs, and collaborative efforts, we are dedicated to enhancing the overall well-being and resilience of our college community.

3. Specific objectives of the policy

3.1. Affirm our commitment to fostering a school culture that prioritizes mental well-being, inclusivity, and respect, where students feel safe to express their feelings and seek help without stigma.

3.2. Outline mental health support services available to learners, including educational programs, counseling, peer support, and crisis intervention, to address their needs promptly and effectively.

3.3. Outline roles and responsibilities of staff members in supporting learners' mental health thereby enhancing effective coordination and accountability.

4. Definition of key terms

4.1. Mental health: Is a state of well-being in which an individual realizes their own abilities, can cope with stresses of life, including school work, can engage productively, and is able to make a contribution to their community including Machabeng College.

4.2. Mental health conditions: These are various categories of well-being which include anxiety and depression, mental disorders, psychosocial disabilities, and other mental states associated with significant distress or impairment in functioning.

4.3. Learning challenge: This refers to difficulties in acquiring knowledge or skills that can significantly impact an individual's emotional and psychological well-being. These challenges often stem from conditions such as learning disabilities or other cognitive impairments.








4.4. Risk factors: These are adverse circumstances or developments that can trigger mental health conditions such as poverty, violence, disability, and isolation.

4.5. Treatment and care: These are responses to mental health conditions which include psychosocial support, counselling, diagnosis and medical interventions.

5. Promotion of mental well-being at Machabeng College

5.1. Mental health education: The College will regularly provide mental health education through targeted seminars, talks and discussions with learners and staff. It will also integrate mental health education into the curriculum through personal, social, and emotional awareness education to raise awareness and understanding among students. Among other topics, the college will educate learners and teachers about stress management, online safety, bullying, and the importance of seeking help.

5.2. Counseling services: The College will provide access to professional counseling services through the school counselor, with support from other staff including child protection team. The College will also avail the services of the school nurse to support with medical interventions in line with agreed protocols and mandates.

5.3. Supportive environment: The College will create a culture that promotes inclusivity, respect, and empathy through public education programmes as well as encourage open conversations about mental health to reduce stigma associated with seeking help.

5.4. Extracurricular activities: The College will offer a variety of extracurricular activities that promote physical health, creativity, and social interaction. Activities like sports, arts, and clubs will help students build resilience and reduce stress.

5.5. Parental involvement: the College will engage parents or guardians in mental health initiatives by involving them in cases and, where possible, providing them with resources







on how to support their children's mental well-being at home. It will foster strong communication between the College and families.

5.6. Referrals to experts and government departments: The College will collaborate with relevant government departments, such as the Ministry of Health and the Ministry of Education, to access resources, training, and support services for needs that are beyond its capacity.

6. Students with learning challenges

6.1. The College will work with parents/ guardians, relevant government departments and specialists to ensure early diagnosis and targeted support for children with learning challenges. In consultation with parents, cases that are deemed complex, beyond the capacities of the College, will be referred for specialized support, treatment and care, costs of which will be borne by parents/ guardians.

6.2. Among other measures, within the capacities of the College, and to ensure quality learning, the following support services will be provided to students with learning challenges:

6.2.1. Individualized support plans: Jointly with parents, the College will support the development and implementation of tailored support plans for each student with learning challenges. These plans will outline personalized goals, accommodations, and teaching strategies to help students succeed academically.

6.2.2. Facilitate access to specialized support services: The College, working with parents/ guardians will facilitate access to specialized support services, such as speech therapy, occupational therapy, and other services needed by students with learning challenges, but the responsibility for paying for the services will remain with parents/ guardians. Collaboration between teachers, support staff, and parents will be crucial to ensure a coordinated approach to the student's education.








6.2.3. Inclusive practices: The College will foster an inclusive classroom environment where students with learning challenges feel accepted and supported, as guided by inclusive education policies developed by the Government of Lesotho. Where required, the College will explore differentiated instruction and examination techniques to cater to diverse learning styles and abilities. Peer support and cooperative learning activities will be encouraged to build a sense of community and reduce feelings of isolation.

7. Roles and responsibilities

7.1. School Leadership: The school leadership will be responsible for assessing the institution's capacity to promote mental health and to support students with learning challenges. They will ensure compliance with the Government of Lesotho’s inclusive education policies and WHO guidelines on mental health while overseeing the implementation of mental health initiatives, and monitor their effectiveness.

7.2. Academic staff: The academic staff will be responsible for adapting pedagogical methods to accommodate students with mental health conditions. They will identify early signs of psychological distress and refer students to appropriate mental health services. Additionally, they will foster an inclusive classroom environment that encourages collaboration and mutual respect.

7.3. Non-academic staff: This cadre will support the psychological well-being of students through non-classroom interactions and participate in training sessions on mental health awareness and child protection.

7.4. Parents and guardians: Parents and guardians play a critical role in ensuring the mental well-being of students. Their responsibilities will include sharing relevant information about their child’s mental health or learning challenges with the school and collaborating with the school to support their child’s well-being and academic progress.








7.5. School counsellor: The school counsellor will provide individual and group psychotherapy sessions for students, lead workshops and assemblies on mental health and well-being, and maintain confidential records. They will also liaise with external agencies when necessary.

7.6. School nurse: The school nurse will offer medical support and advice on mental health- related issues and collaborate with the school counsellor to support students on medication or therapy.

7.7. Child protection team: This team will be responsible for addressing concerns related to student safety and well-being. They will refer cases to external agencies, such as child protection services or healthcare providers, when necessary, and closely work with the School Counsellor for day-to-day support to students.

8. Procedures for support

8.1. Self-reporting and seeking help: Students are encouraged to self-report mental health concerns through a confidential online form/ email or by approaching the school counsellor directly, and they can seek help by scheduling an appointment or utilizing walk- in hours for immediate support.

8.2. Reporting mental health conditions: Staff members must report any concerns about a student's mental health to the school counsellor or the child protection team promptly.

8.3. Confidentiality: Confidentiality will be maintained within the boundaries of safeguarding the student, with information shared during counseling sessions kept confidential unless there is a risk of harm.







8.4. Referrals to external agencies: For high-risk cases, referrals to external mental health professionals or government agencies will be made, with the school counsellor coordinating care and follow-up.

8.5. Follow-up and monitoring: The school counsellor will conduct regular follow-up sessions to monitor progress and provide ongoing support, and regularly report to school authorities.

9. Implementation, enforcement, monitoring and review of the policy

9.1. Implementation: The policy is to be respected and implemented by all staff and parents to benefit students, ensuring that they receive the necessary training, support, and resources. Mental health education will be integrated into the curriculum, and the school leadership will oversee mental health initiatives.

9.2. Enforcement: Compliance will be ensured through staff meetings, and non-compliance will be addressed through disciplinary actions.

9.3. Monitoring: The College leadership, working with the School Counsellor, will regularly collect and analyze data on student mental health, monitor the utilization of counseling services and overall mental well-being of learners.

9.4. Review: The College leadership, working with parents and the school counsellor, will regularly review and update the mental health policy based on feedback and incorporate new research and best practices.







[bookmark: _bookmark26]Whistleblowing Policy
1. Purpose and Scope

Machabeng College is committed to the highest standards of child protection and safeguarding. This Whistleblowing Policy establishes a transparent, accessible process for reporting concerns about the safety or welfare of children, including suspected abuse or unsafe practices by any adult associated with the College. The policy applies to all staff, volunteers, contractors, students, and visitors.

2. Guiding Principles

· The best interests of the child are paramount and take precedence over all other considerations.
· All children have equal rights to protection from harm and abuse, regardless of background or circumstance.
· Everyone in the school community shares responsibility for child protection.
· The College will act in accordance with local laws, international standards (including the UN Convention on the Rights of the Child), and best practices in safeguarding.
3. What is Whistleblowing?

Whistleblowing is the act of reporting suspected wrongdoing, misconduct, or dangers that affect the safety and well-being of children at Machabeng College. This includes, but is not limited to:

· Suspected or actual abuse or neglect by staff, volunteers, or other adults
· Breaches of safeguarding policies
· Unsafe or unethical practices
· Failure to comply with legal or regulatory obligations
· Deliberate coAncealment of any of the above.

4. Reporting Procedures







· Immediate Risk: If a child is in immediate danger, ensure the child’s safety and contact the Designated Safeguarding Lead (DSL) or Principal immediately. If necessary, contact local authorities without delay.
· Reporting Concerns: Concerns should be reported to the DSL. If the concern involves the DSL, report to the Principal. If the concern involves the Principal, escalate to the Chair of the Board or designated safeguarding governor.
· Multiple Pathways: The College provides multiple pathways for disclosure, including direct, anonymous, and digital reporting mechanisms, ensuring accessibility for all members of the community.
· Confidentiality: Reports will be handled confidentially, with information shared only on a need-to-know basis to protect the privacy of all involved, subject to legal requirements.

5. Allegations Management Team

Machabeng College maintains a multidisciplinary Allegations Management Team, which includes:

· The Designated Safeguarding Lead (DSL)
· The Principal
· A representative of the Board (e.g., Chair or Safeguarding Governor)
· Human Resources professional
· Legal adviser
· Communications professional
· Community representative (to address cultural and linguistic needs).

The team is responsible for managing allegations, supporting those involved, and ensuring the process is fair, thorough, and child-centered.
6. Protection for Whistleblowers

· Individuals who report concerns in good faith will be protected from retaliation, victimization, or unfair treatment, even if the concern is not substantiated.







· The College prohibits retaliation of any kind against whistleblowers. Any such action will result in disciplinary proceedings.
· Malicious, false, or frivolous allegations will be treated as a serious disciplinary matter.

7. Investigation and Outcomes

· All concerns will be investigated promptly and thoroughly by the Allegations Management Team or an appointed response team leader.
· Investigations will be documented, and outcomes recorded in a central record, with appropriate actions taken, including referrals to external agencies if required by law or policy.
· The whistleblower will be informed of the outcome as appropriate, within confidentiality constraints.

8. Support and Training

· Support will be provided to the whistleblower, the alleged victim, and the alleged perpetrator and their families, including access to counseling and safety planning as needed.
· Regular training on this policy and safeguarding procedures will be provided to all staff and relevant stakeholders.

9. Policy Review

· This policy will be reviewed annually to ensure continued effectiveness, compliance with legal and regulatory frameworks, and alignment with best practices in child protection and safeguarding.
Machabeng College is dedicated to fostering a safe, open, and supportive environment for all children. Every member of the school community is expected to uphold this commitment and act promptly on any concerns regarding the welfare of children.
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1. Purpose

To ensure the safe, respectful, and dignified provision of intimate care (e.g., toileting, changing, medical support) for students requiring assistance, while adhering to UNCRC Principles  and Keeping Children Safe in Education (KCSIE) guidelines.




2. [bookmark: _bookmark29]Core Principles

· Child-Centered Approach: Prioritize the student’s dignity, privacy, and emotional well- being.
· Safeguarding First: Mitigate risks of abuse or harm through strict protocols.
· Inclusion: Support students with disabilities or medical needs without stigma.




3. Policy Provisions

A. [bookmark: _bookmark30]Staff Training & Vetting

· Mandatory Background Checks: All staff providing intimate care must undergo enhanced criminal record checks (e.g., Interpol clearance if applicable).
· Specialized Training: Annual training on:
· Trauma-informed care.
· Recognizing/reporting abuse indicators (per WHO Child Maltreatment Guidelines).
· Cultural sensitivity and consent (aligned with UNCRC Article 16).







B. Consent & Communication

· Parental Agreement: Written consent for intimate care, reviewed annually, detailing procedures and staff involved.
· Student Voice: Where possible, students are consulted on preferences (e.g., gender of caregiver) per UNCRC Article 12.
C. Procedures for Safe Practice

· Two-Adult Rule: A second staff member must be present or within line of sight during care, with records signed by both (per KCSIE 2023).
· Private but Accountable: Care occurs in designated spaces with doors ajar/visibility panels, never in isolated areas.
· Documentation: Logs include date, time, staff names, and any concerns, stored securely (aligned with GDPR).
D. Reporting & Safeguarding

· Immediate Reporting: Any concerns (e.g., student distress, unexplained injuries) are escalated to the Designated Safeguarding Lead (DSL) within 1 hour.
· Whistleblowing: Anonymous reporting channels for staff/students
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POLICY STATEMENT

Machabeng College prioritizes student health, safety, and holistic development. This policy addresses the use/misuse of drugs, alcohol, vaping, and related substances, grounded in:
· UNCRC Articles 19, 33 (protection from harm and substance abuse)
· WHO Guidelines on Adolescent Health
· 

We adopt a support-first approach, recognizing substance misuse as a health and safeguarding concern requiring intervention, not solely discipline.
Introduction

"Machabeng College recognizes substance misuse as a potential indicator of underlying safeguarding concerns (e.g., exploitation, peer pressure, trauma). All incidents will be reviewed by the Designated Safeguarding Lead to ensure holistic child protection."
Furthermore,College upholds the protection and wellbeing of its students. The college protects the rights of the child as enshrined in the Constitution of Lesotho and the United Nations convention on the rights of a child. Child protection and welfare Act no 7 of 2011, section 18, and Drugs of Abuse Act of 2008, sections 43 to 45; and the UN Convention on the rights of children 1990 Article 33 all speak about protection of the child against exposure to, and the use of, illicit substances. For these reasons, the college also accepts the view that chemical dependency is a primary, chronic and progressive illness. However, substance abuse is an unacceptable practice.
We adopt a support-first approach, recognizing substance misuse as a health and safeguarding concern requiring intervention primarily, then discipline in instances where first-line intervention measures have proven inadequate or unsuccessful.
Prevention and Education

A. Student Support Programs







· Annual peer mentorship initiatives to build resilience against peer pressure.
· Age-appropriate workshops on:
· Risks of substance use (aligned with WHO evidence)
· Safe reporting channels for coercion/exploitation.

B. Staff Training

· Annual safeguarding training covering:
· Signs of drug-related grooming/exploitation.
· Trauma-informed responses to suspected misuse.
· De-escalation techniques for students in crisis.

C. Parental Engagement

· Workshops on recognizing early warning signs.
· Clear communication on testing/rehabilitation protocols.



In order to allow for the mental and physical health of all students across all age-groups, all suspected and confirmed cases of substance abuse will be communicated with the parents and the procedures outlined herein shall be followed.
The possession and consumption of alcohol, drugs or any substance of abuse, and the misuse of controlled drugs and other substances, are a major breach of this and other safeguarding policies and undermines the efforts of the college in providing a safe learning environment for its community.
Definition of terms



Vaping: is the action of inhaling and exhaling vapour containing nicotine from usually battery operated electronic devices such as electronic cigarettes, through the mouth. (An e-cigarette is a device that allows one to inhale nicotine in a vapour rather than smoke. They work by heating a liquid that typically contains nicotine, propylene glycol and/or vegetable glycerin, and flavourings. The liquid and vapour both contain some potentially harmful chemicals which are also found in







cigarette smoke. This policy covers possessing or supplying e-cigarettes/vaping devices, and vaping).
Smoking: is the act of inhaling orally and exhaling the smoke of a burning tobacco. It also refers to inhaling the smoke from burning other drugs and substances (see below).
Alcohol: means an intoxicating constituent of beer, wine and spirits and other drinks and this policy covers obtaining, possessing, consuming, and supplying of alcohol.
Drugs and substances: means controlled substances/drugs and the paraphernalia of drugs, substances intended to resemble drugs, solvents, inhalants and/or other chemical agents or legal drugs which can be obtained from a chemist, performance-enhancing drugs, anabolic steroids, glue and other substances held or supplied in each case for purposes of misuse. This policy covers the possession, use and supply of all such substances.
Therefore:

Students are forbidden from:
· The use of prohibited substances,
· The inappropriate use of prescribed and/or non-prescribed medicines;
· Learners for whom medication has been prescribed must:
· Inform the college nurse on the first day that he/she is bringing such medication to school
· Bring only the daily supply required
· Carry a letter from the parent explaining the reason for medication
· The inappropriate use of solvents, inhalants and/or other chemical agents;
· The consumption of alcoholic beverages;
· The smoking and or vaping of tobacco and other drugs;
· The use of steroids or performance-enhancing substances;
· The possession of drug-related paraphernalia such as cigarette papers, pipes,vapes etc.;
· To be under the influence of alcohol and/or other drugs.
· Bullying other students into abusing drugs.
· Being impaired by alcohol while on school premises or in the care of the school.
· An unauthorised possession, consumption or supplying of alcohol onto school premises or in the care of the school. The consumption of alcohol on the Machabeng College campus in general.
· Bringing the name of the school to disrepute for any reason associated with smoking, vaping, alcohol or drugs and substances, whether or not the student is in the care (‘in loco parentis’) of the school at the time or not.







The Use of Any of the Above is Strictly Forbidden on school premises:
At all functions, excursions, or any other activity organised by the school, and
When members of the school community are representing the school.
Whenever members of the school community can be identified as such.
When the effects of use or abuse are noticeable at school or school functions to when representing the school or when the learner is identifiable as a member of the school community.
NOTE: The school reserves the right to take action according to policy and procedure if a learner‘s substance abuse outside school influences their academic achievements, behaviour, attendance, etc.


· Detection and actions to be taken by the school:
· Every complaint, report, or observation in relation to alcohol or involvement with drugs and substances will be regarded as a concern. A student suspected of such involvement will be liable to further inquiry (including urine and or blood sample testing) by an independent registered laboratory.
· Dealing with drugs is not only a breach of policy; it is a criminal offence and is strictly forbidden.
· NOTE: If any learner is suspected of using or possessing, or is caught with or dealing in, illegal drugs, the College will investigate further and reserve the right to refer the matter to the authorities, after which the normal legal process will take its course.


· Actions taken by the School:


· Searches and Confiscation
· Random searches: School staff can search students and their lockers and school bags for cigarettes, e-cigarettes, alcohol, drugs or substances on a continuous basis in order to keep the students in check at all times.
· The search of a student or their possessions will be carried out in the presence of other staff members. Parents will be informed of the search as soon as is reasonably practicable.
· Confiscation: On confiscating cigarettes or e-cigarettes, alcohol, drugs or substances, staff should immediately pass the item/s to members of SMT, who will determine how the item/s will be dealt with, and what next steps should be taken.
· Where a staff member in authority reasonably suspects that a learner has a prohibited substance in his or her possession, an appointed nominee (which may include the police or







a specialised security organisation may search that learner’s possessions, locker, and/or accommodation. Should such a search be necessary, it will occur in the presence of the learner concerned, a second adult witness, and a person of the learner’s choice should he/she so request.
· Where a staff member in authority has reasonable suspicion that a student is under the influence of a prohibited substance the learner can immediately be sent to an appointed nominee for screening.
· [bookmark: _bookmark33]NOTE: This should not be seen as a process of victimisation but an honest attempt to identify a young person who may be moving into addiction, which is a primary, chronic, and progressive illness.


Sanctions

The sanctions should align with the school’s core purpose of promoting student learning in a safe environment.

The following actions shall be taken by the school:

Step 1: Confiscation,

Step 2: Consulting parent/s for testing consent, where blood, stool and/or urine samples are required. For non-invasive tests, such as the use of breathalyzers, such testing will not require parental consent.

Step 3: Disciplinary hearing by the Discipline Committee, to determine the best possible cause of action to rehabilitate the student.

Step 4: The Coordinator, acting on the recommendation of the Discipline Committee, may recommend to the Head of School, either, inhouse Counselling, or if the College deems that it does not have the capacity to support the student, recommend that the student be admitted into a rehabilitation facility working closely with the College, or of the parent’s choice.

For repeat offenders:

There shall be a period recommended for a minimum of 12 weeks of exclusion for the student to undergo therapy to address the root cause of misuse, and rehabilitation as well. Parents shall produce proof of the same before the student is allowed to join the mainstream.

If, beyond the 12-week exclusion, the student continues to misuse drugs, the College will, upon following all disciplinary procedures, recommend to the Board Chair to have the learner dismissed. This act does not preclude the student from seeking education in other institutions. As such, it does not violate the rights of the student to education.

Step 4:The following further actions may also be taken by the School: notify parents by phone, send the student to a possible fixed period of suspension or exclusion.

Alcohol: Major Breach of Policy: Student is immediately liable for permanent exclusion.

Drugs: Anyone supplying drugs must expect to be expelled immediately. Anyone possessing or using drugs must also expect to be excluded as drug use can be a symptom of other problems and the parents will be advised to refer the student to rehabilitation services. Every case will be dealt with confidentiality but parents/guardians will be informed and involved.

Rumours with supporting evidence will also be investigated.
NOTE: This is not a process of victimisation but an honest attempt to identify at an early stage a learner in crisis.
Parents/guardians will need to accept responsibility for any expenses incurred during a drug/alcohol-related incident (assessment, screening, treatment, therapy, outside programs, medical attention, etc.) unless alternative arrangements have been made with the school.
A contract will be drawn up between all affected parties. This contract will include measures such as:
The treatment options as determined by all relevant parties.
That screening (urine or any other method determined by the school) may be carried out on an ad hoc basis. (The control of such screening is the responsibility of the school; the cost is the responsibility of the parent/guardian).


That the student is expected to improve behaviour, achievements, etc.
The parent/guardian authorises the treatment and also permits any institution, therapist, or caregiver, if relevant, to furnish the school with progress reports.
That the content of the contract can be adapted after negotiation with the affected parties.
If the parent/guardian and/or learner take it upon themselves to stop treatment, the school will consider the contract suspended, and the learner may be required to leave the school.
If a parent or guardian of a suspected student refuses to consent to the child being tested, it shall be assumed that the parent has determined to be an accessory to the suspected misconduct. the child shall immediately be suspended from school for a period of not less than one month.
If parents or students have any queries regarding this policy, they may lodge a formal complaint according to the College’s Complaints policy and procedures.

[bookmark: _bookmark34]Physical Intervention Policy
1. Vision and mission alignment
Machabeng College Physical Intervention Policy is aligned with the College’s mission to be the school of choice through safeguarding the students’ rights and welfare during their entire educational journey with the college. This policy prioritizes safety and well-being focusing on prevention and de-escalation as less restrictive (physical restraint, restrictive physical intervention (when a student is resisting and force is used) methods, and emphaises that the use of physical force should be the last resort. In cases where physical intervention is necessary, because there is a clear risk of harm to a student and others, this policy emphasizes the use of responsible, reasonable use of physical force. This policy aligns with the Vision of the College to be the school of choice for both local and international families and to address any issues that pose as a risk to safety. The policy seeks to prevent harmful practices at Machabeng College in line with The Handbook - Child Protection Policy at the College.

2. Legal compliance
The policy is guided by the Children’s Protection and Welfare Act of (2011) of Lesotho which states that, the state has the duty to ensure school discipline is consistent with a child’s rights and dignity.
The United Nations Convention on the Rights on the Child of which Lesotho is a signatory provide the background for establishing a set of transparent practices, procedures and guidelines for students’ protection and safeguarding (Section 5.5, Machabeng Child Protection Policy, 2024) –
Both the United Nations Convention on the Rights of the Child and United Nations Children’s Fund (UNICEF) emphasize creating a positive school climate that minimizes the need for physical interventions in the first place because children have a right to be safe. These organisations purpose is to defend the rights of children and to help them fulfil their potential in a safe environment


The Lesotho Education Act of 2010 and the Ministry of Education and Training School Regulations explicitly prohibit corporal punishment in schools. This is in accordance with the Constitution which states that no one should be subjected to torture or inhumane or degrading punishment.
In Lesotho while the education Act 2010 and MOET’s School Regulations prohibit corporal punishment, the Penal Code Act 2010 (in force, 2012) and Children’s Protection and Welfare Act 2011 Article 32, allow for “lawful and reasonable chastisement”
The Penal Code Act 2010 acts a legal defense.
The school should not have a “No contact policy” because this can put staff and students at risk.

3. Definitions/terminology

For the purpose of this policy to be successfully met it is important to define key terms. The distinction for instance between restraint and intervention often causes confusion and from the outset physical intervention should be thought as the ‘umbrella’ term under which physical restraint sits.
· Physical Intervention can be direct or indirect force, through bodily, physical or mechanical means, to limit or control a student’s behavior or movement. Physical intervention is action taken to modify or prevent a student’s actions and may include actions like holding a student’s hand or even using physical force to disengage from a dangerous situation
· Physical restraint refers to the use of physical force by one, or more, person(s) to restrict the actions of another. Physical restraint can cause injury and distress. Physical restraint can be used if there are guidelines on how it is used, so it must be used lawfully

· Duty of care exists whenever professionals and paid carers are given charge of any pupil in a school environment.
· Necessary in the case of application of force means ‘essential’ or ‘needed to be done’.







· Reasonable in the case of application of force means ‘as much as is appropriate’ coupled with having ‘sound judgement’.
· Proportionate in the case of application of force means ‘the correct amount’ or ‘degree’ in relation to the unwanted behaviour. The intervention should be appropriate to the situation and the perceived risk, avoiding excessive force.
· De-escalation in the case of application of force means the action aims to reduce the potential of dangerous situation and promote safety. Reduce tension and prevent harm, ensuring children feel safe and supported.
· Physical force is any intentional use of physical action that results in or could result in injury
Physical intervention/force

encompasses the intentional use of force that could cause harm even if not intended to cause injury.

The Lesotho Education Act and MOETs School Regulations prohibit corporal punishment, but the Penal Code Act 2010 and Children’s Protection and Welfare Act 2011, allow for “lawful and reasonable chastisement” (Article 32)
Purpose of physical intervention policy

The purpose of physical intervention policy is to prevent the actions of a young person from causing harm, by modifying potentially harmful behaviours. On rare occasions school staff may need to use physical intervention or restraint procedures in order to safeguard students or maintain discipline within the school environment.
· To ensure the safety and well-being of all individuals, and their equal protection from harm, regardless of their age, gender, disability race, religion or beliefs.
· To ensure that the use of physical intervention and restraint is lawful and carried out in a safe and responsible manner







· To ensure that staff are confident about the context in which they have the power to use physical intervention and restraint in order to safeguard student’s welfare
Objectives

· To ensure that all parties understand what physical intervention entails. All staff are confident about the context in which they have the power to use physical intervention and restraint in order to safeguard pupil welfare
· To ensure that all understand when physical intervention can become necessary
· To ensure that any interventions used are lawful and carried out in a safe and responsible manner
· To provide clear procedures how physical intervention can be administered and reported



Types of physical intervention permitted (may include)

· Leading a person away
· Locking a door or standing in the way of another person.
· Holding a student’s hand or
· Even using physical force to disengage a student from a dangerous situation
· The use of force that could cause harm even if not intended
· These types of physical intervention should be used as last resort when de-escalation strategies have failed, and when there is a clear risk of serious harm to the student or others or serious damage to property or to deal with serious classroom disruption.
Types of physical intervention prohibited

· Corporal punishment
· Hitting, beating, shacking, chocking, kicking or throwing a child



Documentation and Reporting







Should there be a requirement for such physical intervention, the school should record the details, including any injury/ies, and contact the parent/carer on the same day to explain the circumstances involved.
When physical interventions are necessary they should be documented and reported to ensure transparency and accountability.
All incidents involving physical intervention should be documented, including the circumstances, the intervention used and any injuries sustained.
Post intervention support

After physical intervention it is crucial to provide support to the child and staff involved, including opportunities for reflection and learning.
Training

Training is important because it helps staff to prioritise the safety of themselves and the individual involved, ensuring a safe and secure environment
The training component should equip all staff with the necessary and appropriate skills to manage challenging situations safely, including de-escalation techniques, positive handling strategies and proper physical intervention techniques and communication skills. Also, training programme should be reviewed regularly and updated to ensure its effectiveness and relevance. In addition, training programmes should include assessment to evaluate staff knowledge and skills.
Training should be provided on an ongoing basis to ensure staff remain competent and up-to-date with best practices.


Purpose:

To equip staff with the knowledge, skills and understanding necessary to implement the physical intervention policy effectively and safely.
Scope for Training







· Prevention: strategies to prevent the need for physical intervention, such as positive behavior management and de-escalation techniques
· De-escalation techniques and restraint: Techniques for managing challenging situations and preventing them from escalating to physical intervention
· Positive behaviour management: methods for supporting individuals and managing difficult behavior without resorting to physical force
· Safe physical intervention: safe and effective techniques for using physical force when necessary
· Legal and ethical considerations: understanding the legal and ethical frameworks surrounding the use of physical intervention





[bookmark: _bookmark35][bookmark: _bookmark36]Safer Recruitment Policy
Policy Statement

[bookmark: _bookmark37]Machabeng College commits to safeguarding children by implementing rigorous recruitment practices that prevent unsuitable individuals from working with students. This policy aligns with the Council of International Schools (CIS) School Recruitment Standards, NEASC Child Protection Requirements, and the International Taskforce on Child Protection (ITFCP) checklist.

Core Principles

1. Commitment to Safeguarding
· All	job	advertisements	and	descriptions	include: “Machabeng College adheres to CIS and NEASC child protection standards. We mandate stringent background checks, including references, qualification verification, and criminal record screenings, to ensure student safety.”.
2. Recruitment Panel Requirements
· At least one panel member must complete accredited safer recruitment training.
· Interviews include child protection scenario questions.
3. Transparency
· Safeguarding policies are publicly accessible on the school website.

[bookmark: _TOC_250003]Recruitment Process

1. [bookmark: _bookmark38]Pre-Application Phase

· Job Advertisements: Explicitly state the school’s commitment to safeguarding and link to the full policy.
· Application Form: Mandates disclosure of:
· Full employment history (with explanations for gaps).
· Contacts at Machabeng College (to identify conflicts of interest).

2. Shortlisting & References







· Reference Checks:
· Two professional references, including the current/most recent employer.
· Referees are asked directly about the candidate’s suitability to work with children and any past disciplinary actions.
· Social Media Screening: Conducted for shortlisted candidates to identify risks.

3. Interview & Selection

· Panel Interviews: Include questions assessing safeguarding awareness (e.g., “How would you respond to a student disclosing abuse?”).
· Identity Verification: Original documents (passport, qualifications) required before employment.

4. Background Checks

· Criminal Records: Enhanced checks for all staff, including local and international police certificates if applicable.
· Qualification Validation: Original certificates or direct confirmation from issuing institutions.
5. Conditional Offers

· Employment contracts are contingent on satisfactory background checks.
6.	DIVERSITY,	EQUITY,	INCLUSION,	AND	JUSTICE	(DEIJ)	IN RECRUITMENT & SAFEGUARDING

1. [bookmark: _bookmark39]Commitment to DEIJ in Safeguarding

Machabeng College is committed to diversity, equity, inclusion, and justice (DEIJ) in all recruitment processes while maintaining the highest standards of child protection and safeguarding. We recognize that a diverse and inclusive workforce strengthens our ability to create a safe, respectful, and nurturing environment for all students.







2. Non-Discrimination & Equal Opportunity

· All recruitment practices proactively eliminate bias based on race, ethnicity, gender, religion, disability, sexual orientation, age, or socioeconomic background.
· Job advertisements explicitly encourage applications from underrepresented groups while emphasizing the school’s safeguarding obligations.
· Interview panels are trained in unconscious bias and inclusive hiring to ensure fair evaluation of candidates.

3. Inclusive Safeguarding Practices

· Child Protection Training: All staff, including those from diverse backgrounds, must complete mandatory safeguarding training that addresses cultural sensitivities and equitable treatment of students.
· Accessibility: Recruitment processes accommodate disabilities (e.g., sign language interpreters, accessible interview venues) while ensuring safeguarding checks remain rigorous.
· Cultural Competency: Staff are trained to recognize and respond to diverse forms of abuse or harm, including those influenced by cultural or identity-based factors.
4. Equity in Background Checks

· Fair Criminal Record Assessments: Candidates with past convictions are assessed on a case-by-case basis, considering the nature of the offense, rehabilitation, and relevance to working with children.
· International Applicants: Visa and work permit processes are equitable, with no discrimination based on nationality, provided safeguarding checks are fully met.
5. Supporting Marginalized Candidates

· Flexible Application Processes: Alternative pathways (e.g., skills-based assessments) are available for candidates with non-traditional qualifications, provided they meet safeguarding standards.







· [bookmark: _bookmark42]Mentorship for New Hires: Staff from underrepresented groups receive induction support to navigate school policies while reinforcing child protection expectations.
6. Monitoring & Accountability

· DEIJ-Safeguarding Audits: Annual reviews assess whether recruitment practices both diversify the workforce and uphold child safety.
· Whistleblower Protections: Staff and candidates can report discrimination or safeguarding concerns confidentially, without fear of retaliation.

7. Continuous Improvement

· Feedback from staff, students, and families informs ongoing DEIJ and safeguarding policy updates.
· Partnerships with local and international organizations (e.g., AISA, CIS) ensure alignment with global best practices in inclusive safeguarding.



[bookmark: _TOC_250002][bookmark: _bookmark40]Post-Appointment Safeguarding

· Induction Training: All staff complete child protection training within the first month.
· Annual Refreshers: Updates on safeguarding policies and reporting procedures.
· Whistleblowing Policy: Clear mechanisms for reporting concerns anonymously.

[bookmark: _TOC_250001]Monitoring & Compliance

· [bookmark: _bookmark41]Records: Secure files for all recruitment documentation, retained for 50 years.
· Audits: Annual reviews of recruitment practices by the Child Protection Team.
· Third-Party Recruitment: Agencies must comply with Machabeng’s safeguarding standards.

[bookmark: _TOC_250000]





This policy will be reviewed biennially to incorporate updates from local and international accrediting bodies on child protection safeguarding.
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