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PHILOSOPHY   &   OBJECTIVES   

 
 
 

 
 

VISION  
 

To  become  Vietnam’s  premier  international  school  by  offering  excellence  in           
the   academic   sphere,   on   the   sporting   field,   in   the   arts,   and   beyond.  

 
 
 
 

MISSION   STATEMENT  
 

Enabling  young  learners  to  achieve  their  full  potential  today  and           
empowering   them   to   become   the   global   leaders   of   tomorrow.   

 
 
 
 

OUR   DEFINITION   OF   LEARNING  
 

The  International  School  @  ParkCity  Hanoi  is  a  learning  focused  school            
where  we  all  encourage  and  celebrate  the  habits  of  lifelong  learning.  We             
believe  that  learning  occurs  through creative  thinking  and  practice,  as          
individuals  or  in  a  group, whereby  we  develop  our  knowledge,  skills,           
behaviours  and  attitudes  to  give  us  a  greater  understanding  of  ourselves            
and   the   world   around   us.  
   
Learning  in  ISPH  occurs  through  the acquisition of  the Learning  Habits  and           
Core   Values    shown   on   the   subsequent   pages.  
 

 

 

 

 



 

 

 

 

 

 

 
 



 

 

ISPH   CORE   VALUES   &   LEARNING   HABITS  

Our   Definitions  
 

CORE   VALUES  

Equality  
Respecting   the   rights   and   status   of   others   and   ensuring   equal  
opportunities   for   all.  

Integrity  Being   honest,   fair,   courageous   and   articulate   in   defending   our   beliefs.  

Responsibility  
Being   trustworthy   and   reliable.   Making   the   right   choices   and   accepting  
the   consequences.  

Respect  Valuing   everyone   whilst   acknowledging   our   diversity.  

Celebration  
Recognising,   enjoying   and   valuing   the   talents,   contributions   and  
achievements   of   everyone.  

Creativity  Thinking   imaginatively   and   approaching   tasks   in   new   and   inventive   ways.   

Passion  
Being   enthusiastic   and   excited   about   our   learning   and   development.  
Being   inspired   and   being   a   source   of   inspiration.  

Caring  
Looking   after   ourselves   and   being   compassionate   towards   others   and   our  
environment.  

LEARNING   HABITS  

Resilience  
Seeing   a   task   through   to   completion,   trying   out   new   approaches   and  
overcoming   setbacks   with   a   positive   attitude.  

Collaboration  
Sharing   our   skills   and   ideas;   working   and   learning   together   towards   a  
common   goal.  

Reflection  Reviewing   success   or   failure   and   moving   forward.  

Cooperation  
Working   positively   and   productively   with   others   irrespective   of  
difference.   

Enquiry  
Showing   curiosity   by   questioning,   investigating   and   evaluating   to   develop  
our   understanding.  

Independence  
Making   responsible   decisions   and   taking   appropriate   action   to   become   a  
self-reliant   learner.  

Risk   Taking  
Tackling   unfamiliar   situations   and   taking   on   new   challenges   with   courage  
and   forethought.  

Communication  
Exchanging   and   expressing   ideas   or   information   confidently   and  
creatively   in   a   variety   of   ways.   

 
 

 



 

 

ISPH   CORE   VALUES   &   LEARNING   HABITS  

Our   Child-Friendly   Definitions  
 

CORE   VALUES  

Equality  Treat   everybody   the   same   way  

Integrity  Do   the   right   thing  

Responsibility  Make   the   right   choices  

Respect  Think   about   others   and   our   world  

Celebration  Be   excited   when   we   do   well  

Creativity  Use   our   imagination   

Passion  Show   energy   and   enthusiasm  

Caring  Look   after   everyone   and   everything  

LEARNING   HABITS  

Resilience  Keep   trying  

Collaboration  Share   and   learn   together  

Reflection  Think   about   our   learning  

Cooperation  Work   together  

Enquiry  Find   out   more  

Independence  I   can   do   it   on   my   own  

Risk   Taking  Give   it   a   go   

Communication  Give   and   take   ideas   and   information  

 
 

 

 
 

 



 

 

Golden   Manners   @   ISPH  
For   Students,   Staff,   Parents   &   Visitors   together   with   The   ISPH   Core   Values  

 

We   greet   everyone   we   meet   in   the   school   with   courtesy,   eye   contact,   
a   smile   and   a   friendly    “Hello”    or    “Good   morning” ,   etc.  

 

We   show   gratitude   using    “Please”    and    “Thank   you”    with   sincerity.  
 

We   part   with   people   by   saying    “Goodbye”    and   wish   them   well   on   their   way.  
 

We   say    “Excuse   me”    when   we   need   to   interrupt   or   ask   a   question.  
 

W e   say    “Sorry”    when   we   have   done   something   wrong   
and   find   ways   to   make   amends   for   our   mistakes.  

 

We   act   when   people   are   hurt   or   upset   and   ask    “Is   everything   OK?”   
and   get   some   help   if   they   need   it.  

 

We   take   care   when   in   the   vicinity   of   others,   especially   smaller   children.  
 

We   speak   respectfully   to   everyone   in   the   school   regardless   of   their   position,   
thinking   about   the   words   we   choose.  

 

We   respect   and   care   for   the   environment   around   us   by   leaving   all   rooms   and   spaces  
in   a   clean   and   tidy   state   and   by   always   placing   litter   in   bins.  

 

“Positive   thoughts,   positive   words,   positive   actions,   positive   reactions”  
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



 

CODE   OF   CONDUCT   FOR   STUDENTS  
 
 
This  Code  of  Conduct  is  one  of  the  means  by  which  The  International  School  @  ParkCity  Hanoi  will  live  up  to                      
its  Mission  Statement  on  behalf  of  all  the  people  who  work  and  study  here.  The  School,  the  Parents  and  the                     
Students   have   justifiable   expectations   of   each   other,   including:  
 

• Students  have  a  right  to  expect  that  the  school  will  provide  a  secure,  nurturing  environment  to  learn                  
in.   The   school   has   a   responsibility   to   provide   this.  

 
• The  school  expects  students  to  behave  in  a  way  that  will  contribute  to  such  a  safe,  friendly                  

environment.   The   school   will   not   tolerate   behaviour   which   undermines   this   principle.  
 
The  Code  of  Conduct  will  be  most  effective  in  a  caring  environment  where  behaviour  that  is  not  in                   
accordance  with  the  Code  of  Conduct  is  recognised  and  dealt  with  promptly  and  appropriately.  With                
everyone’s  cooperation  in  striving  for  high  standards,  it  will  become  a  code  that  will  not  need  enforcing,  but                   
by   which   the   whole   community   can   happily   live   and   work   together.   
 
1.   RESPECT   FOR   THE   RIGHTS   OF   OTHERS  
 
Students  are  expected  to  respect  the  rights,  needs  and  feelings  of  others.  In  return,  they  can  expect  such                   
consideration  to  be  shown  to  them.  Everyone  must  act  in  a  way  that  promotes  the  dignity,  health  and  safety                    
of   others.  
 
In   particular,   no-one   should   initiate   or   be   expected   to   tolerate:  
 

• Bullying,   intimidation,   teasing   or   ostracising   (verbal   or   physical).  
• The   use   of   language   that   is   offensive.  
• Offensive   use   of   electronic   communication.  

 
2.   THE   SCHOOL   ENVIRONMENT   (Including   the   ParkCity   Hanoi   Club   House   &   Sports   Centre)  
 
It  is  everyone’s  right  to  have  a  safe,  clean  and  comfortable  place  in  which  to  work.  Looking  after  the                    
environment   is   the   responsibility   of   us   all.   
 

• Interfering  with  school  facilities  causes  inconvenience  and  discomfort  to  others.  For  example,             
students  should  not  write  or  draw  on  whiteboards  unless  specifically  asked  to  do  so  by  a  member  of                   
staff.  

• Dropped  rubbish  causes  our  environment  to  be  untidy  and  unhealthy.  Rubbish  and  recycling  bins  are                
provided   and   should   be   used   appropriately   according   to   the   nature   of   the   rubbish.  

• Matches  and  lighters  must  not  be  brought  on  to  the  school  premises.  Smoking  is  forbidden  at  all                  
times  on  the  school  premises,  on  the  way  to  school,  on  school  trips  and  when  representing  the                  
school.  

• Food   and   drink   should   only   be   consumed   in   the   designated   areas   and   at   the   appropriate   times.  
• Students  should  be  responsible  for  helping  to  keep  the  school  clean  and  tidy.  This  will  assist  cleaners                  

and   other   support   staff   in   their   work.  
 
3.   COURTESY  
 
Courtesy  is  an  important  part  of  our  daily  lives.  It  costs  nothing  yet  shows  our  respect  for  each  other  and                     
makes  life  more  pleasant  for  everyone.  We  abide  by  the Golden  Manners  @  ISPH which  apply  to  students,                   
staff,   parents   and   visitors.  
 
Courtesy  involves,  for  example:  speaking  politely,  listening  carefully,  doing  as  requested,  making  visitors              

 



 

welcome,  not  interrupting  conversations,  not  pushing.  These  are  simply  positive  ways  of  behaving  towards               
each   other.  
 
Examples   of   courtesy   are:  
 

• Addressing   each   other   by   name   whenever   possible.  
• Using   polite   language   such   as   “Excuse   me”,   “Good   Morning”,   “Please”,   and   “Thank   you”.  
• Apologising   if   you   accidentally   hurt   or   inconvenience   someone.  
• Having   the   correct   equipment   and   appropriate   materials   for   every   session.  
• Apologising   and   giving   a   reason   if   you   are   late.  
• Showing   respect   for   other   people’s   views   and   opinions   and   not   ridiculing   their   mistakes.  
• Packing   away   your   lesson   materials   only   when   asked   to   do   so.  
• Doing   as   requested   by   a   member   of   staff.  

 
 

4.   MOVEMENT   
 
For   safety   reasons   everyone   must   take   care   when   moving   around   our   school.   
 
Students   should:  
 

• Take   particular   care   in   the   vicinity   of   younger   students.  
• Give   way   to   visitors   and   other   adults,   and   help   anyone   whose   hands   are   full.  
• Walk   on   the   right   side   on   the   staircases.  

 
5.   PERSONAL   PROPERTY  
 
Everyone  should  take  responsibility  for  looking  after  their  own  property.  Students  are  provided  with  a  locker                 
or  class  tray  and  should  use  it  appropriately.  It  is  recommended  that  items  of  significant  monetary  or                  
personal   value   are   not   brought   into   school.  
 

• Students   must   not   interfere   with   other   students’   property   in   any   way.   
• Items  such  as  personal  audio  systems,  portable  video  games  and  mobile  phones must  not  be  used                 

during   school   hours.   
• Money   for   trips,   etc.   should   be   handed   in   promptly.  
• Valuables   must   not   be   left   in   the   changing   rooms   or   in   school   bags.  
• Students  in  the  Primary  school  are  advised  not  to  bring  in  more  than  VND150,000  on  a  day-to-day                  

basis   unless   there   is   a   special   activity   taking   place   that   requires   more.  
• If   there   is   any   damage/theft   of   property,   it   should   be   reported   promptly   to   a   teacher.  

 
6.   ATTENDANCE   AND   PUNCTUALITY  
 
Any  absence  will  cause  students  to  miss  out  on  learning.  Students  should  avoid  being  absent  unless  they  are                   
unwell  or  have  some  other  legitimate  reason  to  be  absent  from  school. A  student  who  is  absent  for  any                    
reason   should   provide   a   legitimate   reason   explaining   their   absence.  
 
 
7.   LEAVING   THE   SITE  
 
The  school  takes  seriously  the  responsibility  it  has  for  students  whilst  in  session.  We  need  to  know  who  is  on                     
the   site   at   all   times.  
 
If  a  student  needs  to  leave  the  school  premises  during  the  normal  school  hours,  they  will  be  required  to                    
submit  a  fully  authorised Student  Exit  Form (available  from  the  School  Reception  counter)  to  the  security                 
guard  at  Gate  1  or  Gate  2  before  permission  to  leave  the  school  is  granted.  This  applies  even  if  the  student  is                       

 



 

accompanied  by  an  adult.  For  Secondary  School  children,  the Student  Exit  Form  must  only  be  signed  and                  
validated   by   a   Key   Stage   Coordinator   or   the   Head   of   Secondary.  
 
For  any  parents  of  children  in  Year  5  or  above  who  wish  for  their  child  to  walk  or  cycle  to  school  alone,  then  a                         
letter  must  be  submitted  to  the  school  for  the  student  to  be  given  an  Exit  Pass.  This  must  be  worn  and  visible                       
if  a  student  wishes  to  leave  the  school  site  unaccompanied.  We  strongly  recommend  that  an  adult  or  an  older                    
sibling   accompanies   children   in   Year   4   and   below.  
 
 

8.   PERSONAL   APPEARANCE   
 
The  school  recognises  the  need  for  tidy,  safe  and  comfortable  attire  and  for  a  business-like  approach  to                  
personal   appearance.   
 

• Students   are   responsible   for   their   personal   appearance   and   are   expected   to   take   pride   in   it.  
• The   conditions   of   the    ‘Dress   Code’    must   be   adhered   to.  

 
 
9.   OUT   OF   SCHOOL,   REPRESENTING   THE   SCHOOL,   AND   TRAVELLING   TO   AND   FROM   SCHOOL  
 
Each  member  of  the  school  represents  the  whole  community  and  should  strive  to  maintain  the  high                 
reputation  that  ISPH  enjoys.  Such  a  reputation  could  quickly  be  destroyed  for  everyone  by  the  actions  of  a                   
few  careless  individuals.  Whenever  a  student  is  wearing  ISPH  school  uniform,  they  are  representing  the                
school,  regardless  of  the  day  or  time.  Good  behaviour  and  appropriate  attire  and  language  are  expected  at  all                   
times  when  representing  the  school  at  events,  taking  part  in  field  study  trips  or  adventure  holidays,  and                  
travelling   to   and   from   school.  
 
 

SANCTIONS   RELATED   TO   MISBEHAVIOUR  
 
Students  are  accountable  for  their  actions;  they  are  responsible  for  conducting  themselves  properly,  in  a  way                 
that  upholds  the  reputation  of  The  International  School  @  ParkCity  Hanoi,  and  in  a  manner  appropriate  to                  
their  age  and  level  of  maturity.  They  will  be  asked  to  explain  any  behaviour  that  strays  from  these  guidelines                    
–  initially  to  their  Tutor/Teacher.  Should  any  student  persist  in  misbehaving,  then  he  or  she  will  be  held                   
accountable.   Parents   will   be   informed   as   and   when   necessary.   
 
The  school  will  use  discretion  when  applying  sanctions,  according  to  the  seriousness  of  the  offence  and  will                  
take  into  account  such  factors  as  past  history  of  misbehaviours,  circumstances  under  which  the  misbehaviour                
occurred,  the  age  of  the  student,  and  other  factors  which  are  perceived  to  be  relevant.  Misbehaviours  are                  
categorised  in  four  levels.  The  list  below  gives  examples  of  misbehaviour  at  each  level  –  the  list  is not                    
exhaustive.  
 
LEVEL   1  
 
Misbehaviours  at  this  level  represent  minor  infractions  of  procedures  which  regulate  the  orderly  operation  of                
The   International   School   @   ParkCity   Hanoi,   its   environment,   its   users,   and   the   teaching   and   learning   process.  
 

• Showing   disrespect   for   others.  
• Not   respecting   the   surrounding   environment.  
• Littering.  
• Being   deliberately   late   to   school   or   class.  
• Failure   to   complete   work   to   a   deadline.  
• Minor   defacing   of   school   property.  
• Inappropriate   personal   appearance.  
• Use   of   offensive   language.  

 



 

• Hindering   the   progress   of   other   students.  
• Inappropriate   use   of   the   internet,   intranet   or   other   ICT   resources.  

 
Sanctions   that   are   applied   against   this   kind   of   misbehaviour   include:  
 

• A   reprimand   or   a   warning.  
• Writing   a   letter   of   apology.  
• A   withdrawal   of   privileges.  
• A   school   community   work   order.  
• Students   invited   to   attend   the   extra   support   sessions.  
• A   detention   (break   time   or   lunch   time).  

 
LEVEL   2  
 
In  this  level  are  included  misbehaviours  whose  frequency  or  seriousness  tends  to  disrupt  the  teaching  and                 
learning   environment   of   the   school.  
 

• Repeats   or   more   serious   examples   of   the   kinds   of   misbehaviour   at   Level   1.  
• Major   disruptive   behaviour.  
• Petty   theft.  
• Defiance.  
• Bullying,   cyber-bullying,   intimidation,   teasing   or   ostracising   of   other   students   (verbal   or   physical).  
• Cheating   or   copying   another   student’s   work.  
• Truancy   from   lessons   or   leaving   the   school   site   or   school-related   activities   without   permission.  
• Use   of   obscene   language   or   gestures.  
• Possession   or   distribution   of   offensive   material.  
• Anti-social   behaviour   e.g.   minor   scuffles.  
• Inappropriate   use   of   recording   devices   on   school   premises.  
• If  a  child  bites  another  person  (usually  applicable  to  younger  children),  the  following  sanctions  will                

apply:  
- First  instance,  the  child  will  be  spoken  to  by  the  teacher.  The  parents  will  be  informed  either  verbally                   

or   through   written   communication.   
- Second  instance  of  biting  within  the  same  term,  a  letter  will  be  sent  home  to  the  parents  explaining                   

that  this  is  the  second  occurrence  and  that  they  must  speak  with  their  child  about  the  seriousness  of                   
this   action.   

- Third  instance  may  result  in  the  parents  being  called  to  collect  their  child  and  to  keep  them  at  home                    
for   the   rest   of   the   day.   The   Principal   will   be   involved   at   this   stage.  

 
Sanctions   that   are   applied   against   these   kinds   of   misbehaviours   may   include   appropriate   sanctions   at   Level   1  
as   well   as:  

 
• ‘Daily   Report’,   in   which   a   student’s   behaviour   and   progress   is   carefully   monitored   throughout   lessons  

and   breaks.  
• In-school   exclusion:   the   student   may   still   be   allowed   to   attend   lessons   but   will   be   required   to   do   an  

appropriate   community   task   at   break   and   lunch.  
 
LEVEL   3  
 
These  misbehaviours  are  more  serious  because  their  consequence  may  have  a  lasting  effect  on  the  individual                 
or  may  pose  a  threat  to  the  health,  safety  and  security  of  others  and/or  the  reputation  of  The  International                    
School   @   ParkCity   Hanoi.  
 

• Repeats   or   more   serious   examples   of   the   kinds   of   misbehaviour   at   Levels   1   or   2.  
• Possession,   use   or   sale   of   stolen   property.  
• Tampering   with   devices   designed   to   ensure   the   health,   safety   and   security   of   others.  

 



 

• Plagiarism   –   unauthorised   use   of   another   person’s   work.  
• Stealing.  
• Vandalism.  
• Fighting.  
• Gambling.  
• Physically   threatening   other   students.  
• Possession,   viewing   or   distribution   of   pornographic   materials.  
• Inappropriate   body   contact.   
• Possession,   use   or   sale   of   tobacco.  
• Possession,   use   or   sale   of   alcohol.  
• Serious   acts   of   defiance   or   threatening   an   employee   of   the   school.  
• Bringing   the   school   into   disrepute   through   activities   on   or   off-site.  
• Failure   to   observe   regulations   of   public   examinations.  
• Posting   of   unauthorised   and/or   inappropriate   electronic   or   real   images   in   public   access   locations  

which   are   directly   or   indirectly   related   to   ISPH,   its   employees   or   students.  
 
Sanctions   that   are   applied   against   this   kind   of   misbehaviour   may   include   appropriate   sanctions   at   Levels   1  
and   2   as   well   as:  

 
• In-school   exclusion:   Exclusion   from   lessons,   breaks   and   activities.  
• Temporary   exclusion   from   school   for   1,   2   or   3   days.  
• Permanent   Exclusion.  

 
The  course  of  action  may  be  mutually  agreed  between  the  school  and  the  Parents,  dependent  on  the  severity                   
of   the   situation.  
 
LEVEL   4  
 
Represented  in  this  level  are  acts  which  are  clearly  criminal  or  present  a  direct  threat  to  the  welfare  of  others                     
or   may   result   in   violence   to   persons   or   damage   to   property.  
 

• Extortion   of   other   students.  
• Indecent   exposure.  
• Major   vandalism.  
• Arson.  
• Assault.  
• Serious   theft.  
• Possession,   consumption   or   trafficking   of   illegal   drugs.  
• Possession   of   drug-related   articles.  
• Possession   of   a   prohibited   weapon.  
• Outrage   of   modesty.  

 
The  course  of  action  may  be  mutually  agreed  between  the  school  and  the  Parents,  dependent  on  the  severity                   
of   the   situation.   Permanent   exclusion   is   a   strong   possibility.   

 
PROBATION  
 
Any  exclusion  includes  a  three-month  probationary  period.  Probation  is  a  warning  to  a  student.  If  a  student                  
on  probation  misbehaves  in  a  way  that  makes  his/her  liable  for  a  further  exclusion,  this  may  result  in                   
permanent   exclusion   from   school.  
 
For  any  student’s  misbehaviour  which  infringes  on  the  laws  of  Vietnam,  the  school  may  be  obliged  to  inform                   
the   relevant   authorities.  
 

 



 

OPERATIONAL   INFORMATION   FOR   FAMILIES  
 
 
ABSENCE   FROM   HANOI  

 
Temporary   guardians  
When  both  parents  are  to  be  out  of  Hanoi  at  the  same  time,  temporary  guardianship  must  be  assigned  to  a                     
designated  responsible  adult,  and  it  is  essential  that  the  school  is  informed  via  email  of  the  name  and  contact                    
details  of  the  designated  Guardian.  This  is  to  ensure  that  the  school  is  able  to  contact  the  appropriate                   
Guardian  in  the  case  of  an  emergency.  It  is  strongly  recommended  that  in  such  cases  a  letter  of  guardianship                    
be  given  to  the  temporary  Guardian  stating  that  they  are  authorised  to  make  decisions  on  behalf  of  the                   
absent   parents.  
 
Long   term   guardians  
A  long  term  guardian  is  considered  to  be  a  person  with  delegated  parental  responsibility.  It  is  expected  that  if                    
both  parents  are  unable  to  permanently  reside  in  Vietnam,  the  appointed  guardian  is  an  immediate  member                 
of  the  family.  In  exceptional  circumstances,  the  school  may  accept  a  guardian  who  is  an  immediate  friend  of                   
the  family  or  employee  who  is  deemed  by  parents  to  be  capable  of  delegated  parental  responsibilities.                 
Approval   of   such   circumstances   are   at   the   sole   discretion   of   the   Principal.  
 
ISPH’s   full   Guardianship   Policy   is   available   on   request.  
 
ACCREDITATION  
 
ISPKL  was  awarded  Gold  Level  status  for  the  International  Schools  Quality  Mark  (ISQM)  award  following  the                 
accreditation  visit  from  a  team  of  inspectors  in  October  2017.  We  will  continue  this  process  of  accreditation                  
at  ISPH  and  ensure  continuous  improvement  at  ISPH.  Such  accreditation  signifies  that  our  schools  have                
demonstrated  high  standards  of  student  achievement  with  an  effective  curriculum,  good  use  of  resources,  a                
successful  leadership  team,  and  strong  partnerships  with  parents  and  the  community  that  ensure  our               
students  are  well  cared  for  and  receive  an  enriched  education.  The  purpose  of  accreditation  is  to  assure                  
parents  and  students  that  the  school  has  been  judged  by  independent  evaluators  to  meet  rigorous  high                 
quality  standards.  More  information  regarding  ISPH’s  path  to  accreditation  will  be  shared  with  parents  during                
the   forthcoming   academic   year.  
 
ADVENTURE   PLAYGROUND  
 
Children   may   only   use   the   adventure   playground   equipment   when   under   adult   supervision.  
 
ALCOHOL  
 
The  consumption  of  alcohol  is  not  allowed  on  site  under  any  circumstances.  Similarly,  no  person  under  the                  
influence   of   alcohol   is   permitted   on   site.  
 
ASSEMBLIES  
 
Assemblies   at   ISPH   are:  

• A   time   for   reinforcing   group   behaviour   and   dynamics.  
• Celebration   of   learning.  
• Celebration   of   festivals   and   special   occasions.  
• A   time   for   performance.  
• A   time   to   welcome   guest   speakers.  
• A   time   for   enhancing   the   COALS   (Community   Outreach   and   Life   Skills)   aspect   of   the   curriculum.  
• Parents,   family   and   friends   are   welcome   to   attend   Friday   assemblies.  

 

 



 

ASSESSMENT  
 
Regular  assessments  are  carried  out  throughout  a  student’s  time  at  ISPH  and  the  results  are  carefully                 
recorded.  Performance  data  is  collated  centrally  to  aid  individual  target  setting  and  evaluating  the               
effectiveness  of  learning  and  teaching  through  the  school.  Copies  of  assessments  taken  by  students  at  ISPH                 
will   not   be   released   to   parents   to   ensure   the   integrity   of   any   future   assessments   taken   by   other   pupils .  

 
ATTENDANCE,   PUNCTUALITY   AND   SAFE   ARRIVAL   OF   STUDENTS  
 
Attendance  is  expected  on  all  school  days,  as  published  in  ISPH  Calendar,  unless  a  student  is  on  medical,                   
examination,  or  special  circumstances  leave  agreed  by  the  respective  Head  of  School.  Academic  work  will  not                 
be  set  for  a  student  who  is  absent  from  school  unless  there  are  exceptional  circumstances.  The  demanding                  
curriculum  delivered  at  ISPH  requires  students  to  maintain  an  attendance  above  95% each  term.  Failure  to  do                  
so,  unless  medical  or  other  compelling  reasons  are  cited,  may  result  in  the  student  being  required  to  repeat                   
an   academic   year   or   be   asked   to   withdraw   from   the   school.   
 
Lateness  to  school  is  disruptive  to  an  individual's  learning  and  can  also  have  a  negative  impact  on  other                   
students.  Parents  of  students  who  are  persistently  late  to  school  will  be  invited  into  school  to  discuss  the                   
issue   further.  
 
ISPH   operates   a   safe   arrival   policy   for   all   students.   Please   see   the   Safe   Arrival   section   for   details.  
 
Parents   are   expected   to:  

• Ensure   that   children   leave   for   school   on   time   every   day.  
• Provide   written   explanation   for   children’s   absences   from   school.   After   2   days   of   absence   this   should  

be   a   medical   certificate   from   a   doctor.  
• Endeavour   not   to   take   children   out   of   school   in   term   time.  
• Notify   the   school   on   the   first   morning   of   your   child’s   absence.  
• If   no   letter   has   been   sent   in   advance,   then   telephone   the   school   on   the   first   morning   child   is   absent.   
• Remind   your   child   to   sign   in   as   “Late”   at   the   school   office    if   arriving   late   to   school.  
• Where   possible   give   advance   written   notice   for   an   exit   pass   to   be   completed   if   you   wish   to   collect  

your   child   before   the   end   of   the   school   day.  

 
BIRTHDAY   CAKES  
 
If  parents  wish  to  bring  a  birthday  cake  into  school  for  their  child  to  share  with  their  class  friends,  then  they                      
are  required  to  liaise  with  the  class  teacher  in  advance  to  find  a  convenient  time  during  the  day  to  do  this.  A                       
time   limit   of   15   minutes   is   an   expectation.  
 
BOOKS  
 
All  books,  including  library  books,  reading  scheme  books  and  textbooks  must  be  returned  to  the                
library/reading  room  two  weeks  before  the  end  of  the  school  year.  Information  related  to  this  will  be  shared                   
with   parents   in   advance.  
 
Textbooks  are  provided  by  the  school  for  students  from  Nursery  through  to  Year  9.  For  those  students                  
studying  for  IGCSE  and  A-Levels,  textbooks  are  supplied  by  the  school  and  paid  for  by  the  parents,  which                   
allows  the  student  to  annotate  and  make  personal  notes  on  their  own  textbook.  Parents  will  be  invoiced                  
separately   for   those   text   books.  

 
BULLYING  
 
ISPH  does  not  tolerate  bullying  in  any  form,  including  cyber-bullying.  We  believe  that  every  individual  is                 
entitled   to   work   and   learn   in   a   safe   and   secure   environment.   
 

 



 

Our   policy   is   to:  
• Raise   awareness   through   the   curriculum.  
• Give   students   opportunities   to   talk   about   bullying   in   general.  
• Supervise   key   areas   of   the   school.  
• Provide   procedures   for   investigating   incidents.  
• Provide   guidelines   for   listening   to   victims,   witnesses   and   bullies.  

CAFÉ   @   ParkCity   Hanoi   Club  

Parents  and  visitors  are  very  welcome  to  visit  the  cafe at  the  ParkCity  Hanoi  Club,  located  next  to  school  and                     
accessible   on   foot   via   Gate   2.   The   cafe   serves   a   wide   range   of   food   and   drink   throughout   the   day.  

When  parents  visit  the  school  during  the  day,  they  are  requested  not  to  join  the  children  in  the  canteen,                    
playground,   or   any   other   part   of   the   school,   unless   requested   to   do   so.   

Some  parents  may  choose  to  bring  in  fresh  food  from  home  during  the  school  day  for  their  child  to  consume                     
at  lunch  or  break.  Parents  are  requested  to  clearly  label  the  food  and  place  this  on  the  ‘drop  table’  located  in                      
the   canteen.   Children   will   collect   their   lunches   from   this   location.   

Aside  from  the  ‘drop  table’  parents  should  not  be  feeding  or  providing  food  for  their  children  in  school  during                    
the   school   day   without   prior   approval   from   a   member   of   staff.   

 
CALENDAR   2019-20  
 
The   school   calendar   is   available   on   the   school   website   at    isph.edu.vn/calendar  

 
CCAs   (CO-CURRICULAR   ACTIVITIES)  
 
ISPH  offers  a  range  of  sporting,  musical  and  recreational  activities  after  school.  The  programme  is                
administered  by  the  PE  Department.  Details  of  each  term’s  CCA  programme  are  issued  at  the  beginning  of                  
each   term.  
 
Equipment   and   appropriate   attire  
Some  CCAs  may  require  students  to  wear  or  use  specialist  equipment.  By  choosing  a  CCA  that  may  require                   
specialist  equipment,  you  agree  to  support  your  child  with  this.  For  any  sports  activity,  students  are  expected                  
to   wear   ISPH   sports   kit   and   also   bring   a   water   bottle   and   a   hat.  
 
Timings   and   collection   of   students  
The  school  day  ends  at  3.00pm.  CCAs  begin  after  this  and  run  until  4.15pm.  Students  will  be  escorted  by  their                     
CCA  leader  to  the  CCA  pick  up  point  at  the  end  of  the  activity.  Out  of  courtesy  to  teachers  who  are                      
volunteering   their   own   time   for   these   activities,   parents   are   requested   to   be   on   time   to   collect   their   children.   
 
Non-attendance   and   CCAs  
Children   who   do   not   attend   the   normal   school   day   are   not   allowed   to   attend   a   CCA   on   that   day.  
 
CCAs   after   4.15pm  
These  are  specialist  paid  activities  run  by  outside  providers  which  start  at  4.15pm.  Any  student  attending  a                  
4.15pm  CCA  must  go  directly  to  the  library  at  3.00pm  to  wait  for  the  start  of  their  activity.  Students  must  not                      
loiter   around   school   in   any   of   the   common   areas.  
 
Waiting   for   siblings   in   CCAS  
If   a   student   is   waiting   for   their   sibling   to   complete   a   CCA   then   they   must   wait   in   the   library.   
 
Buses   after   CCAs  
The  transport  provider  may  be  able  to  provide  a  bus  following  CCAs; parents  must  liaise  directly  with  the  bus                    
coordinator   to   arrange   this.  

 

https://www.isph.edu.vn/calendar


 

 
CHARITIES  
 
The  school  supports  various  charitable  causes  throughout  the  year  and  responds  to  unexpected              
events/disasters  as  appropriate.  To  ensure  consistency  and  transparency  there  is  a  Charity  Committee  who               
oversee   that   all   fundraising   is   approved   and   directed.  

 
CHILD   PROTECTION  
 
ISPH  believes  that  Child  Protection  is  the  responsibility  of  all  members  of  the  school  community.  We  are                  
committed   to   ensuring   that   all   students   within   the   ISPH   community   are   kept   safe   and   free   from   harm.   

 
We  acknowledge  that  different  cultures  have  differing  definitions  or  approaches  to  Child  Protection.  ISPH               
does  not  condone  physical  punishment  in  any  way  and  promotes  the  use  of  alternative  methods  such  as                  
positive  behaviour  management.  We  seek  the  support  of  parents  in  protecting  and  nurturing  their  children’s                
emotional   development   by   backing   the   school’s   policy   of   non-physical   punishment.  

The  school  conducts  a  police  background-check  on  all  staff  prior  to  their  appointment  to  ensure  they  are  safe                   
to   work   with   children   and   have   no   criminal   record.  
 
CHEWING   GUM  
 
Chewing   gum   is   not   allowed   in   school.   This   rule   applies   to   students,   staff,   parents   and   visitors.  

 

CLOSURE   OF   THE   SCHOOL  
 
In  the  event  that  the  school  is  required/instructed  to  close  on  any  particular  day  due  to  circumstances                  
beyond  our  control,  (e.g.  high  levels  of  air  pollution,  outbreak  of  HFMD,  etc),  then  the  school  will  contact  the                    
parents  electronically  (e.g  via  the  SchoolsBuddy  app).  In  such  unfortunate  circumstances,  the  teachers  will               
post  work  online  for  the  children  to  do  at  home  on  a  daily  basis,  and  the  teachers  will  be  available  to  support                       
the  children  throughout  the  school  day  via  email  or other  electronic  means.  The  school  will  not  refund  on                   
tuition  fees  in  such  situations,  yet  if  the  closure  extends  beyond  10  school  days,  then  we  shall  consider                   
arranging   ‘catch-up’   days.  

 
COFFEE   MORNINGS  

 
Coffee  Mornings  are  scheduled  on  a  regular  basis,  usually  fortnightly.  These  are  useful  times  for  informal                 
discussion  and  for  parents  to  gain  information  about  what  their  children  are  doing  in  school.  It  is  also  an  ideal                     
opportunity  for  parents  to  suggest  future  topics  of  discussion  and  ways  as  to  how  we  can  improve  as  a                    
school.  

 
COLLECTING   CHILDREN   FROM   SCHOOL  
 
Parents  are  requested  to  always  be  punctual  when  collecting  their  child  at  the  end  of  the  school  day.  This                    
includes  collecting  children  after  CCAs,  sports  fixtures,  school  trips,  etc.  For  sporting  fixtures,  the  collection                
time  and  place  will  be  stated  on  the  SchoolsBuddy  app  for  parents  to  view  well  in  advance.  If  parents  are  late                      
for  collection,  students  will  remain  inside  the  school  grounds,  with  security  still  present,  until  parents  arrive                 
to  collect  their  child.  The  children  are  not  permitted  to  wait  inside  of  the  School  Reception  Office  at  the  end                     
of   the   school   day.  

 
COMMUNICATION   BETWEEN   HOME   AND   SCHOOL  

 
We  believe  in  keeping  channels  of  communication  open  between  home  and  school.  There  are  regular                
occasions  throughout  the  school  year  when  parents  have  the  opportunity  to  meet  with  teachers  and  tutors                 

 



 

and   discuss   individual   students’   development.   
 
Parents  having  concerns  about  progress,  attitudes,  work,  behaviour,  or  any  other  problem  are  urged  to  make                 
an   appointment   to   meet   the   appropriate   teacher.   This   can   be   done   directly   or   via   the   school   office.  
 
It  is  essential  for  the  development  of  your  child  that  they  feel  their  parents  have  confidence  in  the  school  and                     
their  teachers.  If,  from  time  to  time,  parents  have  any  concerns,  they  are  encouraged  to  come  into  school  to                    
discuss  those  concerns  rather  than  airing  the  concerns  in  front  of  children  or  other  parents.  We  want  our                   
students   to   be   proud   of   being   at   ISPH   and   to   be   happy   coming   to   school.  
 
In  the  interests  of  the  environment  and  efficiency,  we  use  electronic  means  as  the  main  communication  tool                  
between  school  and  home.  We  therefore  require  parents  to  download  and  use  the  SchoolsBuddy  app  for  all                  
information   and   messages   from   the   school.   

Students  are  not  allowed  to  use  their  mobile  phones  on  the  school  premises  between  the  times  of  7.45am                   
and  3.00pm.  We  also  do  not  allow  students  to  communicate  via  electronic  apps  with  parents  during  the                  
school  day.  Students  are  allowed  to  use  the  telephone  in  the  School  Office  if  there  is  an  urgent  need  to  call                      
home,   yet   they   must   receive   permission   from   a   teacher   before   being   allowed   to   do   so.   

 
COMPOSITION   OF   CLASSES  
 
At  the  end  of  each  school  year,  all  class  groupings  are  rearranged  in  preparation  for  the  next  school  year.                    
Various  factors  are  taken  into  consideration  when  deciding  on  these  groups,  including:  (i)  a  balance  of  gender,                  
(ii)  a  balance  of  abilities,  (iii)  consideration  of  social  strengths  of  children,  (iv)  a  spread  of  nationalities  (as  far                    
as   possible),   (v)   new   students   joining   the   school.   
 
Children’s  friendship  groups  and  choices  are  also  considered,  although  a  key  advantage  of  rearranging  classes                
is  that  children  are  given  the  opportunity  to  establish  broader  relationships  within  their  year  group.  The  class                  
groupings  and  placement  of  each  child  are  at  the  absolute  discretion  of  the  School.  When  new  students                  
arrive  mid-year  they  will  be  placed  with  the  same  criteria  stated  above,  yet  where  classes  are  already  full,  it                    
may   be   simply   a   matter   of   taking   the   place   of   a   student   who   has   left.  
 
 
CONTRACT   WORKERS   –   SECURITY   CHECKS  
 

The  school  has  security  check  documentation  that  accounts  for  the  suitability  of  contracted  staff  within  the                 
school,  such  as  the  cleaners,  security  guards,  caterers  and  transport  providers.   If  there  is  a  change  in  their                   
staffing  then  we  have  procedures  in  place  to  deal  with  such  situations.  We  accept  that  no  system  is  100%                    
flawless,   yet   we   do   as   much   as   possible   to   ensure   the   safety   and   well-being   of   every   child   at   ISPH.  

 
CURRICULUM  
 
Separate  curriculum  guides  for  each  Key  Stage  are  available  to  ISPH  families  and  can  be  downloaded  from  the                   
website.  
 
It  is  the  school’s  policy  not  to  release  schemes  of  work,  lesson  plans  or  resources  to  any  outside  agencies  or                     
individuals  without  the  express  permission  of  the  Principal.  Such  information  has  been  specifically  designed               
for   delivery   within   ISPH   framework   and   as   such   is   owned   by   The   International   School   @   ParkCity   Hanoi.   

 

CYCLING   TO   SCHOOL  
 
If  parents  wish  for  their  child  to  cycle  to/from  school  unaccompanied,  then  they  must  submit  a  letter  to                   
inform  the  school  and  a  ‘pass’  will  be  issued  to  the  student.  It  is  vital  that  all  necessary  safety  measures  are                      
taken  by  the  parents  before  the  child  sets-off  on  their  journey.  Bright  clothes  and  a  safety  helmet  are  strongly                    
recommended  for  any  Student,  Parent  or  Staff  cycling  to/from  school.  We  strongly  recommend  that  an  adult                 

 



 

or   an   older   sibling   accompanies   children   in   Year   4   and   below.  

 
DAILY   ROUTINE   FOR   CHILDREN   IN   YEARS   1   TO   8  
 
Unless  involved  in  a  prearranged  activity  with  a  member  of  staff,  students  should  only  enter  the  school                  
premises  after  7.30am,  which  is  when  staff  supervision  begins  in  the  appropriate  areas  of  the  school.  The                  
school  does  not  accept  responsibility  for  any  accident  or  injury  to  a  student  that  occurs  on  the  school                   
grounds  before  7.30am  unless  they  are  involved  in  a  prearranged  activity  with  a  member  of  staff.  Students                  
are  not  allowed  to  be  in  classrooms  at  any  time  during  the  school  day  without  a  member  of  staff  present.  The                      
daily   routine   for   children   in   Years   1   to   13   is   shown   in   the   table   below:  
 
 

Period  Time  

Registration  8.00am   -   8.15am  

Period   1  8.15am   -   9.10am  

Period   2  9.10am   -   10.05am  

Break  10.05am   -   10.25am  

Period   3  10.25am   -   11.20am  

Period   4  11.20am   –   12.15  

Lunch  12.15pm   –   1.10pm  

Period   5  1.10pm   -   2.00pm  

Period   6  2.00pm   -   2.55pm  

Reflection   &   Dismissal  2.55pm   -   3.00pm  

CCAs  3.15pm   –   4.15pm  

 
DATA   PROTECTION  
 
The  School  is  very  respectful  of  personal  data  and  is  registered  with  the  data  protection  authorities  in                  
Vietnam.  The  School  will  not  disclose  any  information  to  any  third  parties  about  any  past/present  student,                 
parent  or  staff,  unless  legally  obliged  to  disclose  any  such  information  by  Vietnamese  Authorities.  The  school                 
policy   is   to   retain   a   record   of   information   of   all   students/staff   for   a   period   of   7   years   after   they   leave   ISPH.  
 
It  is  also  important  that  all  students,  parents  and  staff  respect  the  importance  of  confidentiality  in                 
communication.  For  example,  if  a  confidential  letter/email  has  been  sent  to  individual  parents  from  an                
individual  member  of  staff,  then  it  is  not  appropriate  for  that  parent  to  disseminate  that  letter/email  to  other                   
parents   in   the   school.  
 
DISPLAYS  
 
Displays  and  exhibitions  are  focal  points  for  learning.  The  quality  of  the  environment  is  an  important  part  of                   
the  everyday  life  of  a  school,  enriching  the  students’  experience  and  encouraging  an  imaginative  and                
enthusiastic  approach  to  learning. Students  work  is  often  displayed  in  public  areas  around  the  school  and                
such  displays  remain  the  property  of  the  school  should  the  student  leave.  Students  are  requested  to  display                  
posters   and   adverts   in   the   designated   spaces,   with   permission   from   a   teacher,   around   the   school   campus.  
 
DRESS   CODE  

 



 

 
The  school  recognises  the  need  for  tidy,  safe  and  comfortable  attire  and  for  a  business-like  approach  to                  
personal  appearance.   Our  school  uniform  gives  a  sense  of  identity  and  belonging  and  helps  create  our                 
feeling   of   community. The   following   guidelines   should   be   adhered   to   by   all   students:   
 
• Students   are   responsible   for   their   personal   appearance   and   are   expected   to   take   pride   in   it.  
• All   students   are   required   to   wear   all   aspects   of   the   school   uniform   as   prescribed   for   their   age   group.  
• Neither   make-up   nor   nail   varnish   may   be   worn.  
• Students   may   wear   an   inexpensive   wristwatch.   
• Girls   with   pierced   ears   may   wear   no   more   than   a   single   stud   in   the   lobe   of   each   ear.    
• Boys   may   not   wear   earrings   unless   prior   permission   has   been   granted.  
• Students   may   wear   a   fine   chain   with   a   single,   small   pendant.  
• Other   jewellery,   including   necklaces,   bangles   and   friendship   bands,   is   not   allowed.  
• Tattoos   and   body   piercing   are   not   allowed.  
• Footwear   must   be   black   with   no   other   coloured   markings.   
• Students   should   wear   short   black,   grey   or   white   socks.  
• Hair   should   be   kept   neat   and   clean.    
• Hair   dyes   and   highlights   must   be   minimal   and   in   natural   hair   colours.    
• Extreme   hairstyles   are   not   allowed,   such   as   Mohican,   fully   shaved,   hair   patterns,   etc.  
• Students  with  long  hair  (shoulder  length  or  longer)  should  have  it  tied/clipped  back  for  hygiene,  health                 

and   safety   reasons.   Tied/clipped   hair   must   be   off   the   shoulders.  
• Students  with  a  fringe  below  the  eyebrows  should  have  their  hair  tied/clipped  back  so  that  vision  is  not                   

impaired.   
• Over-casual   appearance   and   extreme   styles   will   not   be   tolerated.   
• Tailored   skirts   should   not   be   above   the   knee   when   standing.  
• Students  wishing  to  wear  a  sweater/cardigan  are  allowed  to  do  so  provided  it  is  black,  dark  blue,  or  grey                    

in   colour   with   no   markings   or   logos.   Hooded   garments   are   not   allowed.  
• Students   in   doubt   as   to   what   is   acceptable   should   check   with   their   teacher   before   taking   action.  
• Exceptions   may   be   made   to   the   above   points   on   cultural/religious   grounds   on   a   case   by   case   basis.  

 
DRINKING   WATER  
 
Students  are  expected  to  have  a  water  bottle  that  they  can  re-fill  from  the  drinking  water  outlets  around  the                    
campus  
 
EMERGENCY   EVACUATION   PROCEDURE  
 
Emergency  evacuation  drills  take  place  regularly  throughout  the  year.  Children,  staff  and  visitors  are  expected                
to  walk  to  their  designated  assembly  point  in  silence  and  to  await  further  instructions.  Refer  to  Appendix  E                   
for   details   on   the   emergency   evacuation   procedures   at   ISPH   main   site.  
 

END   OF   TERM  
 
The   children   will   be   dismissed   at   12.15pm   on   the   final   day   of   each   term.   Please   refer   to  
https://www.isph.edu.vn/calendar   
  
EPI-PENS  
 
Parents  of  children  with  severe  allergies  (such  as  predisposition  to  anaphylactic  shock)  which  require               
treatment  by  Epi-Pen  are  requested  to  provide  an  Epi-Pen  and  sign  a  letter  of  consent  for  the  administration                   
of  treatment  in  school.  Parents  of  such  children  may  be  required  to  accompany  their  child  on  field  study  trips                    
or   visits.  
 
FAMILY   MEDIA   AGREEMENTS  
 
The   Family   Media   Agreements,   which   are   included   in   the   Appendices,   are   intended   to   help   children   remain  
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safe   and   happy   when   online   and   outline   the   partnership   between   students,   parents   and   teachers.  

 
FEES   AND   OTHER   ITEMS   TO   PURCHASE  
 
A  detailed  schedule  of  the  school  fees  is  available  on  the  school  website  at isph.edu.vn/fees . School  Fee                 
Invoices  are  issued  on  a  termly  basis  and  do  not  include  charges  for  uniform,  stationery,  food,  school  trips  or                    
school  transport.  Parents  are  respectfully  requested  to  punctually  settle  their  account,  failing  which,  a  5%  late                 
penalty   will   be   imposed   on   all   outstanding   fees   without   further   notice.   
 
In  certain  circumstances,  the  child  may  not  be  allowed  to  attend  classes  until  all  outstanding  fees  are  settled.                   
The  due  date  for  payment  is  clearly  indicated  on  each  invoice.  Parents  also  have  the  option  to  pay  the  full                     
year   fees   in   advance.   
 
The  school  reserves  the  right  to  withhold  information  and  certification  from  parents  until  all  fees  are  fully                  
paid.  This  includes,  but  is  not  limited  to:  school  reports,  leavers  certificates,  logins  to  examination  boards  to                  
retrieve   results,   references   for   students   and   examination   certificates.  
 
FOBISIA   (Federation   Of   British   International   Schools   In   Asia)  
 
The  School  will  apply  to  become  a  full  member  of  FOBISIA  when  eligible,  following  the  same  path  as  ISPKL.                    
FOBISIA  was  formed  in  1988  with  the  overall  aim  of  promoting  excellence  in  good  British-style  schools  and  to                   
provide  opportunities  for  inter-school  competitions  and  enrichment  programmes. In  the  future  there  will  be              
various  events  throughout  the  school  year  for  ISPH  students  to  participate  in  across  Asia,  the  costs  of  which                   
are   to   be   met   by   the   parents.   The   FOBISIA   website   is     www.fobisia.org .  

 
FOOD   SERVICE  
 
Good,  healthy  and  nutritious  food  is  prepared  in  our  kitchen  each  day  for  break  time  snack  and  lunch  at  a                     
fixed  price  and  available  on  a  termly  basis.  Our  catering  is  provided  by  Epicure  and  full  information  regarding                   
this   service   will   be   available   on   our   website   and   in   school.   

 
Parents  are  not  allowed  to  deliver  ‘fast  food’  to  the  school  for  their  child’s  snack/lunch (For  example,                  
McDonalds,  KFC,  Subway,  Pizza  Hut,  etc).  Children  should  not  bring  in  sweets  or  candy  unless  it  is  a  special                    
occasion  and  permission  is  granted  by  an  appropriate  member  of  staff.  Students  are  expected  to  only                 
consume  food  in  the  designated  areas  around  school.  For  those  parents  who  prefer  that  their  children  bring                  
food   from   home,   the   school   encourages   that   such   packed-lunches   are   balanced   and   nutritious.   

 
Some  parents  may  choose  to  bring  in  fresh  food  from  home  during  the  school  day  for  their  child  to  consume                     
at  lunch  or  break.  Parents  are  requested  to  place  the  food  at  the  ‘drop  table’  in  the  canteen.  Children  will                     
collect   their   lunches   from   this   location.  
 
FORM   TUTOR/CLASS   TEACHER  
 
Every  student  will  be  allocated  to  a  Form  Tutor  or  Class  Teacher,  with  whom  they  will  register  each  morning.                    
The  Form  Tutor  or  Class  Teacher  should  be  the  first  point  of  contact  should  the  parents  need  to  inform  the                     
school   of   any   personal   information.  

 

FUND   RAISING  
 
There  may  be  occasions  when  students  have  the  opportunity  to  demonstrate  their  entrepreneurial  talent  by                
organising  a  fundraising  event.  Any  profit  from  such  events  must  be  duly  accounted  for  and  donated  to  a                   
chosen   charity   or   other   worthy   cause.  
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GIFTS   FROM   PARENTS  
 
Teachers  and  staff  have  been  advised  that  they  cannot  accept  gifts  of  excessive  value.  A  gift  from  a  group  of                     
parents  is  a  different  matter,  yet  the  parents  are  politely  requested  to  not  be  overly  generous.  A  cash  gift  of                     
any   value   is   not   acceptable.  

 
MOBILE   PHONES   
 
The  School  does  not  encourage  students  to  bring  their  mobile  phones  into  school.  If  a  student  chooses  to                   
bring  their  phone  into  school,  then  they  are  not  allowed  to  use  it  on  the  school  premises  between  the  times                     
of  7.45am  and  3.00pm,  and  it  is  an  expectation  that  the  device  is  switched  off  during  those  times.  Exceptions                    
may  occasionally  apply  if  the  phone  is  to  be  used  for  an  agreed  learning  activity  under  supervision  from  a                    
teacher.  If  a  student  needs  to  make  a  personal  call  during  the  school  day,  then  they  should  speak  with  their                     
teacher  who  will  assist.  Students  are  not  allowed  to  use  their  phone  (or  any  other  device)  to  contact  their                    
parents/friends  during  the  school  day  without  receiving  prior  permission  from  a  teacher.  The  school  takes  no                 
responsibility   if   the   phone   is   lost   or   damaged.  

 
HEADPHONES   
 
Students   are   not   allowed   to use   headphones   on   the   school   premises   between   7:45am   and   4:15pm   unless   for  
an   approved   learning   activity.  

 
HEALTH   AND   SAFETY  
 
Families   should   be   reassured   that   there   are   procedures   in   place   to   deal   with   emergency   situations   and   that  
staff   are   trained   in   how   to   react   in   such   circumstances.  

 
HOMEWORK  

 
A  consistent  and  supportive  approach  to  homework  is  essential.  Homework  should  be  a  useful  and  positive                 
experience  to  enhance  learning.  It  must  be  planned  as  an  integral  part  of  the  total  curriculum  and  therefore                   
complement  learning  in  class.  Homework  will  not  be  set  merely  to  keep  children  busy  or  to  keep  parents                   
happy.  It  should  provide  a  structured  opportunity  for  students  to  become  more  independent  and  disciplined                
in  their  study  habits,  and  create  a  vital  link  between  home  and  school  by  keeping  parents  informed  of  the                    
learning   being   undertaken   at   school,   which   they   can   then   reinforce   at   home.  
 
Secondary  students  will  be  provided  with  a  Homework  Diary  in  which  to  record  their  homework  and  organise                  
themselves  appropriately.  Learning  resources  are  often  posted  via  Google  Classroom,  our  learning             
management  system,  to  support  independent  study.  Students  will  receive  instructions  about  how  they  can               
access  this.  In  the  Primary  School,  information  regarding  homework  will  be  posted  on  the  SchoolsBuddy  app                 
so   parents   are   also   aware   of   any   homework   set.  
 
Resources  
 
If  the  internet  is  to  be  used  for  homework  research,  teachers  may  advise  on  the  web  sites  that  students                    
should   visit,   for   example   by   posting   them   on   Google   Classroom.  
 
The   Role   of   Parents  
 
Parents   are   asked   to   support   the   school   by:  

• Providing   a   reasonably   quiet,   suitable   place   in   which   students   can   do   their   homework.  
• Making  it  clear  to  students  that  they  value  homework,  and  supporting  the  school  in  explaining  how                 

homework   can   help   them   to   make   progress   in   school.  
• Encouraging   students   and   praising   them   when   they   have   completed   homework   assignments.  

 



 

• Expecting   deadlines   to   be   met,   and   checking   that   they   are.  
• Keeping   in   touch   with   homework   activities.  

 
Homework   and   School   Holidays  
 
Academic  work  will  not  normally  be  given  to  a  student  during  school  holidays  or  to  cover  any  period  of  leave                     
from  school,  unless  the  absence  is  prolonged  and  unavoidable.  Exceptions  may  apply  for  students  studying                
IGCSE   or   A-Level   courses.  

 

HOUSE   SYSTEM  
 

The  House  system  at  ISPH  and  ISPKL  brings  together  students  of  different  ages,  and  reinforces  the  pastoral                  
nature  of  our  schools.  All  students  and  staff  are  placed  in  one  of  four  Houses.  Family  members  will  be  placed                     
in  the  same  House.  Houses  meet  for  activities,  competitions,  charity  fundraising,  sports,  etc.  Students  are                
required   to   wear   their   House   T-shirts   on   Fridays   instead   of   the   usual   school   uniform.  
 
The  four  House  colours  are  linked  to  the  colours  on  the  school  crest.  The  House  names  were  chosen  by  ISP                     
students   and   are   related   to   four   endangered   animals   in   South   East   Asia.   They   are:   
 

House   Colour  ISPH   House   Name  ISPKL   House   Name  House   Animal  

Purple  Voi  Gajah  Elephant  

Green  Rùa   biển  Penyu  Sea   Turtle  

Red  Tê   giác  Badak  Rhino  

Orange  Hổ  Harimau  Tiger  

 
 
IDENTIFICATION   PASSES   (IDs)  
 
We   charge   a   replacement   fee   for   lost   security   Identification   Passes   regardless   if   a   family   is   leaving   ISPH   or   not.  
Charges   are   as   follows:  

● VND   300,000   -   Parent   ID   
● VND   150,000    -   Student   ID  

 
Faulty   cards   are   replaced   free   of   charge.  
 
Parents   and   visitors   are   expected   to   wear   IDs   at   all   times   whilst   on   the   ISPH   campus.  
 
INFORMATION   AND   COMMUNICATIONS   TECHNOLOGY  
 
A    ‘Use   of   ICT   Policy’    is   published   in   APPENDIX   A.  
 
The  school  provides  access  to  the  internet  for  students,  staff,  parents  and  visitors.  This  is  filtered  to  minimise                   
exposure   to   malicious   or   inappropriate   content,   and   to   improve   network   performance.   
 
Student   iPads  
 
It  remains  a  requirement  that  each  child  from  Year  3  to  Year  9  brings  an  iPad  to  school  everyday,  and  students                      
in  Year  10  upwards  bring  a  laptop.  Students  are  required  to  purchase  a  protective  case  for  their  iPad.  They                    
should  also  ensure  it  is  clearly  labelled  with  their  name,  and  the ‘wallpaper’  on  the  LockScreen  of  the  iPad                    
should,   ideally,   be   a   photograph   of   the   student   to   whom   the   iPad   belongs.  
 

 



 

If  a  child’s  iPad  is  damaged  or  lost,  it  is  an  expectation  that  the  student  will  repair/replace  the  iPad  at  their                      
own   expense   and   as   soon   as   is   reasonably   possible.  
 
Student   use   of   iPads   and   Personal   Laptops  
 
In  Years  3-11  students  are  only  allowed  to  use  iPads/laptops  during  lesson  times  or  as  directed  by  the  teacher                    
to  complete  learning  activities.  Students  should  not  be  using  an  iPad  for  any  other  purpose  such  as  playing                   
games   or   watching   videos   when   on   the   school   premises   without   the   permission   of   a   teacher.   

An  exception  to  this  rule  is  for  students  in  Year  10  and  above  who  will  be  allowed  to  use  iPads  and  laptops                       
during   break   and   lunchtime only   if   using   for   study   related   purposes   in   the   allocated   study   room.  
 

Student   use   of   the   Internet  

The   following   points   form   a   framework   for   The   International   School   @   ParkCity   Hanoi.  

• A  code  of  conduct  is  drawn  up  between  each  student  and  the  school.  All  students  are  expected  to                   
abide   by   this   code.   Failure   to   do   so   may   result   in   disciplinary   action.   

• Screens   are   easily   visible   to   the   teacher   or   supervising   adult.  
• Discussions  on  the  dangers  and  pitfalls  of  the  internet  are  an  integral  part  of  ISPH’s  Life  Skills                  

curriculum,   and   our   Digital   Citizenship   programme.  
• Homework  that  requires  use  of  the  internet  should  identify  a  list  of  suitable  educational  sites                

appropriate   to   the   topics.   
• We  advise  students  that  sites  are  monitored  and  machines  are  checked.  Use  of  the  internet  can  be                  

logged   and   recorded.   Inappropriate   use   of   the   internet   may   result   in   disciplinary   action.   
 
General   Advice   to   Parents   -   ICT  

 
• Take  an  active  role  in  your  child’s  use  of  technology.  The  Family  Media  Agreements  in  Appendix  A  of                   

this  Handbook  are  there  to  help.  Parents  are  requested  to  regularly  check  the  content  of  their  child’s                  
iPad/laptop   and   to   also   monitor   the   Apps   that   are   downloaded.  

• Download   our   Technology   for   Learning   document   from   the    ISPH   website .  
• Set   rules   about   when   and   where   technology   can   be   used.  
• If  your  son/daughter  says  that  their  homework  requires  a  computer,  check  the  sites  that  are  to  be                  

accessed.  
• Net  filters  and  device  management  applications  are  available  and  offer  a  degree  of  protection,  but                

are  not  infallible.  ‘ OurPact ’  ( ourpact.com )  is  one  such  piece  of  software  that  ISPH  parents  have  found                 
useful.    OpenDNS    also   offer   a   web-filtering   system   for   families   ( opendns.com )   

• Be  aware  that  iPad  apps  are  rated  by  Apple  for  suitably  of  age.  Also,  many  websites,  including                  
Facebook,  Instagram  and  Snapchat,  state  that  it  is  a  violation  of  their  policies  for  children  under  the                  
age   of   13   to   be   account   holders.  

• Check  out  some  of  the  internet  sites  that  offer  advice  to  parents  (for  example safekids.com  and                 
commonsensemedia.org ).   

• Ultimately  the  best  protection  against  misuse  of  the  internet  has  to  be  informing  and  educating                
children.   This   will   be   more   effective   than   any   locks,   passwords,   filters   or   threats.  

 
LANGUAGES  
 
In   addition   to   English   language,   the   School   offers   a   range   of   foreign   languages,   which   may   include  
Vietnamese,   Spanish,   Korean   &   Mandarin.   The   availability   will   depend   on   the   age   and   demand   for   a  
particular   language   and   is   not   guaranteed   to   be   offered,   apart   from   Vietnamese   as   required   by   the  
Department   of   Education.  
 
LIBRARY  
 
The  Library  will  be  open  throughout  the  school  day  from  7.30am  –  4.30pm  (Monday  –  Friday).  Students  are                   
welcome  to  take  books  out  on-loan  and  are  expected  to  return  those  books  by  the  specified  date.  The  cost  of                     
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replacing  any  lost  or  damaged  books  must  be  met  by  the  student.  Parents  are  welcome  in  the  library  each                    
day   between   3.00pm   –   4.30pm.   
 
In  addition  to  the  library,  there  are  numerous  reading  books  and  schemes  in  various  other  rooms  around  the                   
school.  Parents  are  politely  requested  to  not  take  any  books  out  of  these  rooms  as  they  must  be  monitored                    
and   distributed   only   by   ISPH   teachers.  
 
The  coordination  and  responsibility  of  resource  selection  and  the  collection  resides  with  the  librarians.               
Suggestions   for   purchase   by   teachers,   parents   and   students   are   welcomed.   

 

LOCKERS   &   CUBBIES  
 
All  students  from  Year  7  upwards  are  provided  with  a  locker  in  which  they  can  store  their  personal  items                    
(students  below  Year  7  have  ‘cubbyholes’  and  a  personal  tray  in  the  classroom).  Students  are  expected  to                  
keep  their  locker  or  cubby  in  a  clean,  hygienic  and  tidy  condition.  It  is  an  expectation  that  students  in  Year  7                      
and  above  store  their  iPad  in  the  locker  when  it  is  not  being  used.  Students  in  Year  6  and  below  should  keep                       
their   iPad   in   their   personal   class   drawer   in   their   classroom   during   break   and   lunchtimes.  
 

LOST   AND   FOUND  

 
When  an  article  is  found  it  should  be  either  placed  in  the Lost  &  Found  box  or  handed  to  the  school  office.  On                        
a  regular  basis,  unclaimed  items  will  be  recycled  appropriately.  The  school  cannot  be  held  liable  for  the  loss                   
or  damage  of  any  personal  items  that  a  student  brings  into  school.  All  possessions  (clothes,  food  containers,                  
water   bottles,   equipment,   bags,   etc)   should   be   clearly   labelled   with   the   student’s   name.   
 
MEDICAL   INFORMATION   
 
In  addition  to  the  information  shown  below,  please  refer  to  APPENDIX  C  for  the  ‘ISPH  Health  Information                  
Handbook’.   
 
ISPH  has  a  Medical  Centre  which  is  operated  and  staffed  by  International  SOS              
( https://www.internationalsos.com ).  If  a  student  becomes  unwell  at  school  or  hurts  himself/herself,  the             
nurse  will  contact  parents  if  she  deems  that  the  child  should  be  taken  home,  or  requires  further  medical                   
treatment.   
 

When   a   student   has   a   temperature   of   more   than   37.6   degrees,   or   is   ill,   parents   are   asked   to:  
 

• Inform   the   school   office   that   the   child   is   unable   to   come   to   school.  
• Keep   the   child   at   home   until   fit   to   return   to   school.  
• Do   not   let   children   control   or   keep   possession   of   medicines   of   any   description   in   school.   
• All   medication   must   be   handed   to   the   Nurse   with   written   directions   by   the   parent*  
• Send   an   explanatory   note   when   the   child   returns   to   school   after   an   absence.  

 
Immunisations  are  considered  to  be  a  family  responsibility  and  personal  choice.  We  ask  that  parents  keep  the                  
school   updated   as   vaccines   are   administered.   
 
It  is  our  policy  that  students  must  hand  all  medication  to  the  nurse.  However  we  recognise  that  there  may  be                     
occasions  whereby  older  students  in  Key  Stage  4  and  Key  Stage  5  may  be  given  permission  by  their  parents  to                     
self   medicate   (e.g   asthma   etc).   A   letter   must   be   written   to   the   nurse   to   inform   us   of   this   situation.  
 
Infectious   or   Contagious   Diseases  
 
The  isolation  periods  for  children  suffering  from  such  illnesses  are  given  in  the  table  below  and  should  be                   
followed  in  all  cases.  The  School  insists  that  the  parents  acquire  a  medical  certificate  from  the  doctor  to                   
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confirm   that   the   child   is   fit   to   return   to   school.   
 

ILLNESS  RECOMMENDED  
INCUBATION   PERIOD  

ISOLATION   OF   STUDENT  

Chickenpox  14-21   days  Until   all   scabs   are   dry  

Fifth   Disease   
(slapped   cheek)   

4-21   days  Not   infectious   after   appearance   of   rash  

German   Measles  14-21   days  4   days   from   the   appearance   of   rash  

Hand,   Foot   &   Mouth   Disease*  10   days  Refer   to   information   below*  

Measles  10-14   days  4   days   from   the   appearance   of   rash  

Mumps  14-21   days  Several   days   after   appearance   of   swelling  

 
*HFMD  is  a  viral  illness  that  is  common  in  infants  and  children  under  10  years  of  age.  It  is  likely  that  there  will                        
be  an  outbreak  at  some  point  during  the  school  year.  The  infection  causes  a  fever  and  blister-like  eruptions  in                    
the  mouth  and/or  a  skin  rash  which  usually  appears  on  the  palms  of  the  hands  or  soles  of  the  feet.  This                      
infection  is  spread  from  person  to  person  via  secretions  from  the  nose,  blister  fluid,  saliva,  or  faeces  of                   
infected  persons.  The  virus  is  most  often  spread  by  persons  with  unwashed  virus-contaminated  hands  or  by                 
contact  with  virus  contaminated  surfaces.  There  is  no  vaccine  for  HFMD.  Below  is  the  protocol  that  parents                  
are   expected   to   abide:  

 

● If   your   child   exhibits   any   symptoms   suspected   of   HFMD,   you   will   be   required   to   take   him/her   home.  

● When  the  nurse  releases  the  student  to  your  care,  please  refrain  from  staying  on  the  school  premises                  

afterward.   Remember   that   your   child   is   considered   contagious   until   a   further   evaluation   is   made.  

● A  doctor’s  examination  will  be  necessary  for  an  accurate  diagnosis.  Kindly  inform  the  school  promptly  if                 

HFMD   is   confirmed.  

● After  this  diagnosis  is  made,  your  child  must  stay  at  home  for  10  days  to  ensure  two  incubation  periods                    

have  passed,  therefore  decreasing  the  risk  of  transmission.  A  doctor’s  clearance  letter  will  be  required                

thereafter.  

 
Other   Childhood   Conditions  
 

Conjunctivitis  Exclusion   from   school   until   eyes   are   back   to   normal  

Head   Lice  Exclusion   from   school   until   treatment   has   started  

Impetigo  Exclusion   from   school   until   treatment   has   started  

Verruca  Sores   must   be   covered   before   participation   in   any   aquatic   activity  

 
MUFTI-DAYS  
 
Occasionally  we  hold  Mufti-Days  (non-uniform  days)  which  may  be  for  a  specific  event  such  as  Book  Week  or                   
to  raise  money  for  a  COALS  project.  Proposals  for  Mufti-Days  need  to  be  approved  by  the  school  Leadership                   
Team.  Ample  advance  notice  will  be  given  to  students/parents  with  specific  details  given  i.e.  if  there  is  a                   
theme   or   a   charge.  

 



 

MUSIC   –   INSTRUMENTAL   LESSONS  
 
The  school  will  offer  private  individual  instrumental  tuition  during  the  school  day  for  a  range  of  musical                  
instruments.   More   information   will   be   shared   with   parents   during   Term   1.  

 
NUT   ALLERGIES  
 
ISPH  is  a  ‘nut-safe’  school  and  politely  requests  that  children,  parents  and  staff  avoid  bringing  foods  into                  
school   which   contain   any   form   of   nut   ingredient.  

 

OPERATIONS   /   FACILITIES   DEPARTMENTS  

 
The   Operations   and   Facilities   Managers     lead   teams   which   covers   the   following   functions:  
 
• Safety   and   Security   -   the   provision   of   a   service   to   look   after   our   facilities   and   users.  
• Logistics   -   the   planning   and   setting   up   of   events.  
• Maintenance   -   the   upkeep,   repairs   and   renovations   of   the   facilities.  
• Domestic   -   the   upkeep   and   cleaning   of   the   facilities.  
• Grounds   -   the   upkeep   and   cleaning   of   the   site.  

 
PARENT-CLASS   REPRESENTATIVES   (PCRs)  
 
The  PCR  serves  a  primary  role  in  maintaining  good  communication  between  Parents/Guardians  and  the  class                
teacher.  Parents  are  invited  to  apply  for  the  PCR  position  at  the  start  of  the  school  year.  On  occasion  there                     
may  be  two  or  more  parents  interested  to  apply  for  the  position.  If,  by  mutual  agreement,  two  parents  apply                    
together  they  can  share  out  tasks  according  to  their  personal  interests.  If  there  are  a  number  of  interested                   
parents  we  will  hold  a  draw  internally  to  decide  on  the  lead  Parent  Class  Rep,  who  the  other  candidates  will                     
hopefully   support.  
 
Teachers  greatly  appreciate  their  Class  Reps  and  rely  on  them  to  help  with  communication  to  groups  of                  
parents   from   time-to-time   and   especially   during   special   events.  

 
PARENTS   VISITING   CLASSROOMS  
 
There  may  be  occasions  when  parents  would  like  to  visit  their  child’s  classroom,  or  may  request  to  look  at                    
their  child’s  work/books.  If  a  parent  would  like  to  do  this,  then  it  is  essential  that  an  arrangement  is  made                     
with  the  class  teacher  in  advance.  It  is  suggested  that  a  visit  of  30  minutes  maximum  is  appropriate,  unless                    
parents  are  volunteering  to  help  the  class  teacher  in  a  specific  activity.  It  is  requested  that  parents  do  not                    
wait  outside  of  classrooms  or  look  through  classroom  windows  during  the  school  day  as  this  can  be                  
somewhat  distracting  for  the  students  and  teacher.  When  parents  assist  in  the  classroom,  the  teacher                
remains  in  charge  of  the  lesson  and  the  parents  are  requested  to  not  interrupt  the  flow  of  the  learning  taking                     
place.  For  parents  of  children  in  the  Early  Years  Centre  (EYC),  it  is  fine  to  remain  in  the  classroom  for  the  first                       
15   minutes   of   the   day   to   help   your   child   settle.   Our   EYC   is   due   to   open   in   August   2020.  

 
PARENTS   VISITING   THE   SCHOOL   DURING   THE   NORMAL   SCHOOL   HOURS  
 
Parents  are  welcome  to  remain  in  school  during  the  normal  school  hours  provided  they  abide  with  the  simple                   
conditions   below:  

• Parents   do   not   visit   classrooms   without   a   prior   appointment   during   the   school   day.  

• Parents   remain   in   the   PTA   room   unless   dropping   children   off   to   school,   collecting   children   at   the   end   of  
the   day,   or   attending   a   school   event.  

 



 

• Parents   do   not   go   into   the   canteen   when   the   children   are   eating   during   the   school   day.  

• Parents   who   wish   to   leave   food   for   their   child   should   label   this   clearly,   then   place   on   the   table   in   the  
canteen   for   children   to   collect   before   eating.  

The   above   points   are   intended   with   the   sole   purpose   of   keeping   the   children   as   safe   as   possible   during   the  
school   day   and   parent   cooperation   is   greatly   appreciated.  
 
PARENT-TEACHER   ASSOCIATION   (PTA)  
 
All  parents,  guardians  and  teachers  are  automatically  members  of  the  Parent-Teacher  Association  (PTA)  and               
are  encouraged  to  support  it.  Its  main  objectives  are  to  foster  direct  contact  and  cooperation  between                 
parents  and  staff,  and  to  assist  in  fundraising  and  Co-Curricular  Activities  in  conjunction  with  the  staff.  The                  
PTA  Committee  hold  regular  meetings,  minutes  of  which  are  filed  at  the  school  reception  for  parents  to  read                   
if   they   so   wish.  

 

PERSONAL   ACCIDENTS  
 
The  safety  of  the  students  in  our  care  is  our  paramount  concern,  and  we  always  endeavour  to  ensure  that  all                     
reasonable  measures  necessary  to  protect  the  children  are  anticipated,  acted  upon,  observed  and  reviewed.               
However,  accidents  and  injuries  do  occur  from  time  to  time,  often  without  anyone  being  at  fault.  We  have  a                    
limited  personal  accident  insurance  coverage  for  any  accident  or  injury  which  occurs  to  a  student  that  is  not                   
attributable  to  our  fault.  Parents  may  therefore  wish  to  consider  having  a  separate  medical  insurance  policy                 
to   cover   for   accidents   to   their   children   which   occur   outside   the   home.   

 
PEST   CONTROL  
 
Families  should  be  aware  that  ISPH  takes  a  responsible  attitude  in  the  protection  and  health  of  our                  
community.  

 
PLAY   TIMES  
 
Students   are   discouraged   from   bringing   their   own   balls   in   from   home   unless   they   have   specific   permission  
from   a   member   of   staff.   The   school   will   provide   an   appropriate   number   of   balls   and   other   suitable   equipment  
for   use   at   play   times.  

 
POLICY   DOCUMENTS  
 
The   school   has   a   wide   range   of   policy   documents.   If   a   parent   would   like   to   review   any   particular   policy,   then   a  
request   can   be   made   to   their   respective   Head   of   School.  

 
PUBLIC   DISPLAYS   OF   AFFECTION   (PDA)  
 
In  a  school  where  there  are  boys  and  girls  of  teenage  years,  we  understand  that  from  time  to  time  romance                     
may  blossom  between  students.  However,  out  of  consideration  for  the  wide  range  of  cultures  and  ages  within                  
the  ISPH  population,  we  ask  students  to  refrain  from  romantic  displays  of  affection  such  as  hugging,  kissing,                  
hand-holding  and  other  physical  actions  that  may  be  inappropriate  in  our  setting.  Our  aim  is  not  stifle                  
romance,  but  rather  to  maintain  conduct  that  is  within  the  bounds  of  good  taste  and  regard  for  the                   
conscience   of   those   around   us.  

 
RANDOM   DRUG   TESTING  
 
The   school   does   not   operate   a   system   of   random   drug   testing   the   students.   The   school   can   advise   parents   on  
how   to   acquire   a   home   testing   kit.  

 



 

 
RECYCLING  
 
ISPH  is  an  environmentally  aware  school  and  promotes  the  4Rs  of Reduce,  Reuse,  Recycle &  Respect .  Students                  
are  encouraged  to  actively  participate  in  our  recycling  programme  by  disposing  of  waste  in  the  correct                 
recycling   bins   that   are   located   around   the   campus.   

 
REMAINING   IN   SCHOOL  
 
It  is  not  appropriate  for  students  to  remain  in  school  for  the  purpose  of  ‘hanging-out’,  playing  or  socialising                   
with  each  other.  At  the  end  of  each  school  day,  children  should  be  either:  (i)  Making  their  way  home;  (ii)                     
Attending  one  of  the  supervised  activities;  (iii)  Working  in  the  library;  or  (iv)  Sat  with  their  parents  if  they  are                     
remaining   in   school   whilst   waiting   for   a   sibling   or   appointment   with   a   member   of   staff.  
 
It  is  not  appropriate  for  children  to  be  roaming  around  the  school  whilst  their  parents  are  in  the  PTA  Room.  If                      
parents  wish  to  allow  their  children  to  play  on  the  Adventure  Playground  -  they  must  supervise  directly.                  
Those  students  waiting  to  be  collected  at  the  end  of  the  school  day  are  not  allowed  to  wait  in  the  Reception                      
area.  
 
Students  who  are  in  school  waiting  for  parents  after  4.15pm  are  welcome  to  wait  in  the  seating  area  outside                    
the   PTA   Room   or   the   Canteen.  
 
REPORTING   TO   PARENTS   
 
At  The  International  School  @  ParkCity  Hanoi,  we  believe  that  an  effective  reporting  system  is  both  necessary                  
and  desirable  to  ensure  that  the  highest  quality  of  information  is  made  available  to  parents.  There  is  a                   
balance  of  styles  of  reports  during  the  year.  Parents  are  invited  to  make  an  appointment  to  see  the  respective                    
teacher   if   there   is   any   aspect   of   the   school   report   that   requires   clarification.  
 
Information   Sessions  
 
Early  in  the  first  term  of  every  school  year,  each  Year  Group  hosts  an  Information  Session  for  parents.  This  is  a                      
time  when  teachers  and  tutors  make  presentations  to  parents  on  their  curriculum  plans  for  the  year,  and  set                   
the  school’s  expectations  on  homework,  as  well  as  to  explain  routines.  These  sessions  are  seen  as  an                  
important   opportunity   for   teachers   and   parents   to   establish   a   strong   working   partnership   for   the   year   ahead.  
 
Settling   in   Conferences  
 
At   the   start   of   the   school   year,   usually   within   the   first   month   of   term   1,   settling   in   conferences   are   scheduled  
for   parents   to   meet   with   teachers   to   discuss   how   their   child   has   settled   into   the   new   school   year.   For   new  
students   starting   during   the   school   year,   these   will   also   be   organised   by   class   and   form   teachers   on   an  
individual   basis,   usually   within   two   weeks   of   a   student   starting   at   The   International   School   @   ParkCity   Hanoi  
 
Parent-Teacher   Conferences  
 
Parent-Teacher  conferences  are  scheduled  during  the  year  following  the  issuance  of  End  of  Term  1  and  2                  
Reports.  These  are  an  opportunity  for  parents  and  teachers  to  get  to  know  each  other  better,  as  well  as                    
exchange  information  on  their  child.  It  will  enable  parents  to  learn  of  specific  learning  targets  that  have  been                   
identified  for  their  children.  Staff  and  parents  are  encouraged  to  keep  open  channels  of  communication,  and,                 
if  a  concern  arises  with  a  student,  not  to  wait  until  the  formal  conferences  to  share  it  with  each  other.  Staff                      
will  be  responsive  to  parents  wanting  to  meet  them  over  particular  issues  by  setting  up  appointments.                 
Parents   are   invited   to   bring   their   child   along   to   these   conferences   but   this   is   not   compulsory.  
 
Student   led   conferences  
 

 



 

These  are  opportunities  in  which  Primary  students  are  able  to  celebrate  and  reflect  on  their  learning  so  far  in                    
an  age  appropriate  format.  Students  lead  their  parents  through  planned  activities  or  share  their               
achievements   and   discuss   their   targets   for   the   future.   
 
Reporting   to   Parents  
 
All  reports  issued  by  ISPH  are  issued  electronically  and  become  a  permanent  record  of  a  student’s  time  at  the                    
school.   The   school   does   not   issue   paper   copies   of   school   reports.   
 
Parents  are  advised  to  electronically  save  all  previous  school  reports  for  their  child  as  they  may  be  required  at                    
some  point  in  the  future.  If  authorised  copies  of  previous  school  reports  are  required,  then  parents  are  to                   
print  the  school  report  on  paper  and  then  pass  to  the  School  Office  who  will  organise  the  necessary                   
stamp/signature  within  a  few  days  of  receiving  these.  Reports  are  emailed  to  parents  on  the  dates  stated  on                   
the   School   Calendar   and   will   not   be   issued   earlier.  
 
Children  in  Years  1  to  9  receive  End  of  Term  Reports  to  provide  a  frequent  cycle  of  reporting  to  parents                     
summarising  students’  achievement  against  the  English  National  Curriculum  standards.  Reports  provide            
information  about  Attainment,  Attitude  to  Learning,  a  student’s  strengths  and  ‘next-step’  targets.  The  final               
End  of  Year  Report  provides  a  more  detailed  summation  of  academic  Achievement  and  Attitude  to  Learning                 
in   all   subjects   across   the   year.  
 
Results   of   Assessments  
 
Assessment  results  are  communicated  to  parents  in  the  end  of  term  reporting  cycles  and  at  Parent  Teacher                  
Conferences.  These  are  usually  the  result  of  a  number  of  assessments  rather  than  one  specific  assessment.  If                  
parents  wish  to  view  specific  assessment  results,  an  appointment  may  be  arranged  with  teachers  and  these                 
may   be   viewed   and   discussed.   
 
Leavers’   Reports  

 
For  students  who  leave  ISPH  during  the  school  year,  a  progress  report  is  written  in  letter  format  when                   
requested.   
 
Reports   for   new   students  
 
Students  need  to  have  completed  a  minimum  of  a  half  term  at  ISPH  prior  to  an  End  of  Term  Report  being                      
issued.  
 
SAFE   ARRIVAL  
 
ISPH  has  a  system  in  place  to  alert  parents  if  their  child  has  not  arrived  in  school  for  morning  Registration,  yet                      

does  not  assume  responsibility  for  the  safe  arrival  of  any  child.  To  make  our  system  as  effective  as  possible,                    

we   need   parents’   cooperation   in   following   our   guidelines.  

 

For  any  child  who  is  marked  as  ‘N’  (no  reason  yet  provided  for  an  absence  during  morning  registration),  an                    

email   will   be   sent   to   parents.   This   email   will   be   sent   by   8.35am.   

 

Parent   responsibilities:  

● It  is  the  parent’s  responsibility  to  monitor  their  email  or  SchoolsBuddy  app  and  respond  to  this                 

accordingly   as   follows:  

 

1) If   you   are   concerned   by   this   information   please   call   our   front   desk.  

2) If  your  child  is  unwell  and  you  have  not  yet  informed  your  child’s  Form  Tutor/Class  Teacher,                 

please   notify   them   by   email.  

 



 

3) If   you   have   already   notified   the   school   of   your   child’s   absence,   or   you   know   that   your   child  

arrived   late   for   school,   please   disregard   this   message;   the   school   register   will   be   updated  

accordingly.  

 

● We   recommend   that   parents   set   screen   notifications   to   their   mobile   device   from   the   ISPH  

SchoolsBuddy   app.  

● Parents   should   inform   the   respective   Form   Tutor/Class   Teacher   in   advance   of   any   planned   absence.  

● If   a   child   is   arriving   late   or   is   to   be   absent,   parents   are   requested   to   email   the   respective   Form  

Tutors/Class   Teachers   to   inform   them   before   8.00am.  

 

 

Student   responsibilities:  

● If   a   student   arrives   at   school   after   morning   registration,   then   they   must   register   with   the   school  

office.  

 
SCHOLARSHIPS  

 
As  a  part  of  the  school’s  commitment  to  academic  excellence,  a  limited  number  of  A-Level  scholarships  will                  
be  offered  with  the  objective  of  providing  an  outstanding  education  for  very  able  and  gifted  students.  More                  
information   is   available   on   the   school   website.  

 
SCHOOLSBUDDY  
 
Our  main  form  of  electronic  communication  between  school  and  parents  is  the  mobile  app  SchoolsBuddy.  All                 
parents  should  install  the  app  on  their  phone,  or  other  mobile  device,  in  order  to  receive  messages,  sign  up                    
for   CCAs,   and   access   various   other   useful   services   related   to   school.  
 
SCHOOL   PRODUCTIONS  

 
There  will  be  Primary  and  Secondary  School  productions  during  the  school  year.  The  programmes  for  such                 
performances   will   be   made   available   in   an   electronic   format.  

 
SECURITY   –   SCHOOL   ACCESS  

 
All  adults  (staff,  parents  and  visitors)  are  required  to  show  and  wear  ID  in  order  to  gain  access  into  the  school.                      
Likewise,  only  those  cars  and  bikes  with  an  ISPH  ID  card  will  be  allowed  access  into  the  school.  The  security                     
guards  will  enforce  the  above  rules  in  the  interest  of  the  safety  of  all  people  within  the  school  and  are  merely                      
following  instructions  from  the  management  in  doing  so.  Any  visitors  without  an  ISPH  ID  card  will  be  required                   
to   register   with   security   before   entering   the   school   campus.  
 
Parents,   students   and   staff   are   requested   to   be   polite   and   respectful   to   the   security   guards.  

 
SETTING  

 
There  may  be  occasions,  depending  on  the  subject  and  year  group,  when  children  are  grouped  according  to                  
ability.  Careful  consideration  will  always  be  taken  by  the  teachers  when  creating  such  groups,  with  the  best                  
interests   of   the   children   in   mind.   
 
SMOKING  
 
ISPH   is   a   ‘No   Smoking’   campus,   without   exception.   

 
SOCIAL   MEDIA  

 



 

 
We  encourage  parents  to  follow  the  ISPH  social  media  accounts.  Please  like,  subscribe,  follow  and  interact                 
with   our   Facebook   and   Twitter   channels.   

Some  forms  of  online  communication  may  not  be  suitable  for  younger  students.  Parents  and  students  are                 
requested  to  consider  the  possible  consequences.  All  social  sites  have  age  restrictions,  for  example,  an                
excerpt   from   the   Facebook   website   is   shown   below:  

“Facebook  requires  individuals  to  be  at  least  13  years  old  before  they  can  create  an  account.  In  some                   
jurisdictions,  the  age  limit  may  be  higher.  Providing  false  information  to  create  an  account  is  always  a                  
violation  of  our  Statement  of  Rights  and  Responsibilities.  This  includes  accounts  registered  on  the  behalf  of                 
under   13   year   old   children   by   older   parties”.  

It   is   our   school   policy   that   ISPH   staff   are   not   allowed   to   be   Facebook   or   other   social   media   friends   with   ISPH  
students   or   parents.  

Several  events  throughout  the  school  year  (such  as  International  Day,  Book  Week,  etc)  are  video  recorded                 
and  then  shared  with  staff,  students  and  parents.  On  occasions  parents  may  inadvertently  appear  in  the                 
background  of  such  videos  if  they  are  spectating.  Any  parent  who  prefers  to  not  appear  in  such  video                   
recordings  is  requested  to  spectate  from  a  position  that  is  not  in  direct  line  with  the  video  camera.  In                    
addition,  it  is  suggested  that  the  parent  speak  directly  with  the  videographer  to  inform  them  of  their  wish  to                    
not   be   included   in   any   video   footage.  

Parents  who  take  photographs  and  videos  during  school  events  are  asked  to  carefully  consider  which  images                 
they   share   on   Social   Media.   Please   see   Appendix   I   for   our   guidelines.  

 
SPORT   @   The   International   School   @   ParkCity   Hanoi  
 
Sport  is  an  integral  part  of  life  at  ISPH.  Every  student  takes  part  in  Physical  Education  and  Swimming  as  part  of                      
their  curriculum.  In  addition  is  an  extensive  CCA  programme  which  has  many  inclusive  sporting  CCAs  and  a                  
plethora  of  school  representative  teams.  Please  refer  to  APPENDIX  F  for  more  information  on Sport  The  ISPH                  
Way    for   students   and   parents.  
 
STUDENT   COUNCIL  

 
The  Student  Council  serves  to  ensure  that  there  is  a  student  voice  that  is  listened  to.  It  maintains  open                    
channels  of  communication,  and  provides  the  school’s  Leadership  and  Management  the  opportunity  to  use               
student  representatives  as  sounding  boards  or  for  feedback  on  new  initiatives.  Students  are  elected  from                
each   year   group   to   represent   their   peers.   

 
STUDENT   SUPPORT  

ISPH  provides  a  limited  Student  Support  programme  encompassing  Counselling,  Learning  Support,  English  as              
an   Additional   Language   (EAL)   and   Special   Educational   Needs   (SEN).  
 

English   as   an   Additional   Language   (EAL)  
For  many  of  our  students  English  is  not  their  first  language.  Some  students  require  additional  EAL  support  to                   
help   them   access   the   curriculum.   
 
Parents  will  always  be  consulted  before  their  child  is  placed  on  the  EAL  programme,  yet  this  is  not  an  optional                     
recommendation  -  parents  are  expected  to  fully  support  the  decision  of  the  school.  ISPH  does  not  agree  to                   
the   enrollment   of   students   in   external   EAL   programmes   instead   of   in-school   EAL   support.   
 
This  support  is  regularly  reviewed  and  there  is  a  clear  progression  through  the  EAL  programme.  The  school                  
will  make  the  decision  as  to  when  a  child  no  longer  requires  additional  EAL  support,  parents  are  not  able  to                     
choose   when   their   child   graduates   from   the   EAL   programme.  
 
Learning   Support  
Sometimes   students   require   additional   help   to   make   progress   or   develop   understanding   of   specific   concepts.  

 



 

The   school   has   Learning   Support   Teachers,   Assistant   Teachers   and   Classroom   Assistants   to   help   deliver   this  
support.   Programmes   are   typically   short   term   and   there   are   no   additional   fees   involved.  
 
Special   Educational   Needs   (SEN)  

ISPH  provides  a  limited  Student  Support  programme  for  those  children  who  would  benefit  from  this  service.                 
It  is  crucial  that  parents  declare  full  details  of  any  known  learning  difficulty  that  their  child  has  when                   
submitting  their  initial  application  to  ISPH.  As  stated  in  the  Admissions  Application  Form,  there  could                
be grounds  for  dismissal  if  it  is  later  found  that  information  has  been  deliberately  withheld  from  the  School                  
with   respect   to   the   child's   development   or   learning   needs.   

There  may  be  occasions  when  the  School  insists  that  a  student  undergoes  an  assessment  from  a  suitably                  
qualified  professional  of  the  School’s  choice  to  help  with  the  diagnosis  of  any  suspected  learning  difficulty,  for                  
which  the  parents  will  meet  the  costs.  It  is  an  expectation  that  parents  fully  support  the  school  in  such                    
circumstances  and  share  the  outcome  of  any  such  report  with  the  relevant  people  in  the  school.  If  parents  do                    
not  agree  with  the  outcome  of  the  assessment  report,  then  they  have  the  prerogative  to  seek  a  second                   
opinion  from  an  equally  qualified  professional.  Similarly,  if  parents  submit  a  report  to  the  school  that  is  felt                   
not  to  be  a  true  reflection  of  a  child,  then  the  school  also  reserves  its  right  to  seek  a  second  opinion  from  an                        
equally  qualified  professional,  at  the  parents’  expense.  There  may  be  exceptional  occasions  when  the  school                
is  unable  to  meet  the  needs  of  a  particular  child,  in  which  case  it  may  be  suggested  that  parents  consider  an                      
alternative   school   that   is   more   suitably   resourced   to   meet   the   needs   of   their   child.  

The  school  recognises  that  all  children  have  different  needs  and  often  require  varying  levels  of  support.  To                  
recognise  this,  and  to  help  support  the  parents  further,  the  school  has  adopted  a ‘Six  Level  Support  System’                   
and  any  student  receiving  support  at  ISPH  will  be  positioned  on  one  of  these  six  levels.  The level  is                    
confidential  and  is  for  internal  purposes  only.  Children  may  move  between  levels  depending  on  their                
progress.   Further   details   of   the    ‘Six   Level   Support   System’    is   shown   in   APPENDIX   D.  

 
SWIMMING   LESSONS   AND   EVENTS  
 
Swimming  lessons  are  a  part  of  the  Physical  Education  curriculum  and  student  participation  is  expected                
unless   permission   is   granted   for   non-participation   for   medical/authorised   reasons.   
 
If  students  are  unable  to  participate  in  a  swimming  lesson  for  whatever  reason,  then  a  letter/e-mail  from  the                   
Parent/Guardian  explaining  the  reason  must  be  given  to  the  relevant  teacher  prior  to  the  lesson.  If  there  is  a                    
long  term  medical  reason  as  to  why  a  student  is  unable  to  participate  in  the  swimming  lessons,  then  a                    
medical   certificate   or   letter   is   required   to   confirm   this.  
 
For  those  students  representing  the  school  in  swim  competitions,  it  is  a  requirement  that  full  ISPH  swimwear                  
is   worn   by   all   ISPH   representatives.  

 
TESTS,   REFERENCES   &   SCHOOL   REPORTS   FOR   ADMISSION   TO   OTHER   SCHOOLS  
 
Students  intending  to  transfer  to  another  school  are  occasionally  required  to  sit  for  an  Admission  Test  for                  
their  prospective  new  school.  If  ISPH  is  requested  to  administer  such  tests,  which  are  usually  managed  on  a                   
Saturday  morning,  then  there  will  be  an  administration  fee  of  VND1,700,000  per  child  for  each  application,                 
payable  by  the  family.  It  is  helpful  and  courteous  if  parents  inform  us  in  advance  of  any  application  to  a                     
prospective   new   school   so   that   any   reference   request   does   not   come   as   a   surprise.   
 
If  the  prospective  new  school  makes  a  request  for  a  reference/testimonial  for  a  student,  then  ISPH  shall                  
respond  using  the  standard ‘ISPH  Confidential  Student  Reference  Form’. Any  other  requests  will  be  dealt  with                 
on  a  case  by  case  basis. It  is  common  practice  for  schools  to  liaise  directly  with  each  other  on  such  matters                      
rather  than  respond  directly  to  parent  requests  for  a  reference/testimonial.  ISPH  staff  are  advised  not  to                 
respond  to  direct  requests  to  write  a  reference/testimonial  for  an  individual  student.  On  occasion  parents                
may  request  for  a  letter  of  recommendation  to  be  written  to  help  their  child  gain  a  place  at  a  new  school.                      
Such   requests   will   be   considered   at   the   discretion   of   the   respective   Head   of   School.  
 

 



 

ISPH  will  not  write  student  reference  requests  for  former  students  beyond  a  maximum  period  of  three                 
months.  Beyond  this  period  parents  must  consider  the  most  recently  issued  school  report  as  the  school                 
reference.  
 
All  ISPH  school  reports  are  issued  electronically.  If  the  prospective  new  school  requires  copies  of  previous                 
school   reports,   then   ISPH   will   accommodate   such   a   request   by   attaching   the   required   documents   via   email.   
 
If  a  parent  requires  an  authorised  paper  copy  of  their  child’s  school  report,  then  the  parent  is  required  to                    
personally  print  the  reports  on  paper  and  then  pass  to  the  school  office  who  will  arrange  for  the  school                    
report   to   be   authenticated   as   necessary.   

 
TEXT   BOOKS  
 
It  is  a  requirement  that  students  studying  for  their  IGCSE  and  A-Level  examinations  purchase  their  own                 
textbooks  for  each  respective  subject  of  study.  This  is  for  the  benefit  of  the  students  who  are  then  able  to                     
annotate   and   make   notes   in   their   textbooks   as   they   feel   necessary.   
 

THE   SHOP   @   ISPH  
 
The  Shop@ISPH  is  located  on  Level  1  and  stocks  school  uniform  items.  The  range  of  items  on  sale  is                    
developing   and   will   grow   over   time.   

 

TRAVELING   TO/FROM   SCHOOL  
 
In   the   interests   of   the   local   environment   and   easing   traffic   flow,   families   are   encouraged   to   consider   
car-pooling,   using   the   bus   service,   walking,   or   cycling   to   school.   
 
Some  students  travel  to  school  via  the  school  bus  service.  They  are  expected  to  remain  in  their  seats,  with                    
their  seat  belts  on  and  behave  in  accordance  with  the  ISPH  code  of  conduct.  Appropriate  sanctions  will  be                   
applied   in   accordance   with   the   behaviour   policy   if   students   misbehave   on   the   bus.   
 
Morning   Arrival   at   School  
 
Students  can  arrive  via  Gate  1  (Main  Entrance)  or  Gate  2  (ParkCity  Club  Entrance).  Parents  driving  to  school                   
can   drop   their   children   along   the   main   driveway.  
 
Afternoon   Departure   from   School  
 
If   a   child   has   a   younger   sibling,   then   the   oldest   child   will   go   to   the   collection   point   of   the   youngest   child.   
 
Students   in   Year   3   and   below  
Year  1,  2  &  3  students  should  be  collected  by  parents  from  their  classrooms  at  the  end  of  the  school  day,                      
unless   travelling   home   on   the   bus.  
 
Students   in   Year   4   and   above  
Students  in  Year  4  and  above  can  be  met  by  a  parent  on  Level  1  or  picked  up  by  car  along  the  main  driveway.                         
Older   students   may   have   permission   from   their   parents   to   travel   home   unaccompanied   (see   below).   
 
Unaccompanied   travel   to/from   school  
 
If  parents  wish  for  their  child  to  walk  or  cycle  to/from  school  unaccompanied,  they  need  to  submit  a  letter  in                     
writing  to  inform  us  of  this  and  an  ‘exit  pass’  shall  be  issued.  We  recommend  that  children  in  Year  4  or  below                       
are  always  accompanied  by  an  adult  or  older  sibling.  For  those  children  who  walk  or  cycle  to/from  school,  it  is                     
vital  that  all  necessary  safety  measures  are  taken  by  the  parents  before  the  child  sets-off  on  their  journey.                   

 



 

Please   also   refer   to   the   section    ‘Cycling   to   School’ .   
 
We  do  not  allow  students  to  travel  to/from  school  via  a  motorised  vehicle,  (e.g.  motorcycle,  motorised                 
scooter,   etc)   unless   a   responsible   adult   is   the   person   driving   or   specific   permission   has   been   granted.  
 
Buses  
Students  travelling  by  bus  are  requested  to  meet  their  bus  monitor  at  the  meeting  point  in  the  canteen.                   
Students  will  then  be  registered  and  escorted  to  their  bus  by  their  bus  monitor.  Students  travelling  by  bus                   
must  head  directly  to  the  bus  meeting  point  after  dismissal  and  must  not  delay  for  any  reason.  The  buses  will                     
not  wait  for  students  unduly.  Students  who  are  repeatedly  late  will  be  reported  to  the  respective  Head  of                   
School.  
 
TRIPS   AND   RESIDENTIALS  
 
For  all  field  study  trips  and  residentials,  a  risk  assessment  is  undertaken  by  the  trip  leader  prior  to  departure;                    
this  risk  assessment  is  then  submitted  to  the  Leadership  Team  for  consideration,  modification  and  final                
sanctioning.  An  informative  letter  together  with  a  permission  form  will  be  sent  home  to  parents  before  a  trip,                   
and  no  student  will  be  allowed  on  the  trip  unless  a  signed  permission  form  has  been  returned  to  school.  Any                     
student  opting  to  join  a  school  trip  must  remain  with  the  group  throughout  the  entire  trip.  For  example,  it  is                     
not  acceptable  for  parents  to  make  separate  travel  or  accommodation  arrangements  for  their  child.  Trips                
within  ParkCity  Hanoi  are  deemed  to  be  within  school  grounds,  therefore,  parental  permission  will  not  be                 
required   for   any   such   trips.  
 
The  safety  of  the  students  in  our  care  is  our  paramount  concern,  and  we  always  endeavour  to  ensure  that  all                     
reasonable  measures  necessary  to  protect  the  children  are  anticipated,  acted  upon,  observed  and  reviewed.               
However,  accidents  and  injuries  do  occur  from  time  to  time,  often  without  anyone  being  at  fault.  We  are                   
unable  to  offer  compensation  for  any  accident  or  injury  which  is  not  attributable  to  our  fault  during  any                   
school  trip.  Parents  may  therefore  wish  to  look  into  the  question  of  whether  their  own  health,  travel  or  other                    
insurance   policies   offer   adequate   cover   for   accidents   to   their   children   which   occur   outside   of   the   home.   
 
The  school  operates  school  trips  as  cost  effectively  as  possible  without  compromising  on  student  safety  and                 
wellbeing.  The  school  does  not  provide  a  breakdown  of  costs  for  each  trip  and  it  is  an  expectation  that  there                     
is  a  minimum  of  an  80%  student  uptake  for  any  trip  to  take  place.  Any  deposits  paid  are  non-refundable                    
unless   a   trip   is   cancelled   due   to   less   than   an   80%   uptake.  
 
Parents  should  not  send  their  child  on  any  trip  if  they  are  unwell  and  the  school  reserves  the  right  to  make  a                       
decision  as  to  whether  a  child  is  well  enough  to  join  any  trip  through  consultation  with  our  school  nurse.  If                     
medicines  are  to  be  administered  during  the  trip,  parents  are  requested  to  provide  written  instructions  to  the                  
accompanying  nurse  or  designated  teacher.  all  medicines  should  also  be  clearly  labelled  with  a  student’s                
name.  
 
For   residential   trips,   parents   will   be   updated   on   the   progress   of   the   trip   with   a   daily   message   on   the   ISPH  
SchoolsBuddy   app.  
 
Arrival   Time   Back   @   ISPH:   The   estimated   arrival   time   back   at   ISPH   will   be   updated   regularly   using   the  
SchoolsBuddy   app   and   parents   are   requested   to   check   those   updates   regularly.  
 
TUTORING   OUTSIDE   OF   SCHOOL  
 
ISPH  does  not  promote  private  tutoring  and  strongly  recommends  that  ISPH  staff  do  not  tutor  students  that                  
they  teach  in  school.  However,  there  may  be  exceptional  circumstances  in  which  it  is  preferable  for  the                  
teacher  to  tutor  the  student;  for  example,  when  a  student  has  to  make  up  considerable  ground  in  an                   
examination  course  because  of  a  late  start,  or  prolonged  illness.  All  proposed  cases  of  private  tutoring                 
involving   ISPH   staff   must   be   approved   by   the   Head   of   Primary   or   Head   of   Secondary.  

 
UPDATING   OF   FAMILY   CONTACT   DETAILS  

 



 

 
The  school  office  is  responsible  for  maintaining  up-to-date  contact  details  from  families  of  our  students.                
Parents  are  requested  to  promptly  inform  the  school  of  any  changes  in  contact  details,  including  home                 
address,   home   telephone   number,   email   address,   and   mobile   phone   numbers.  

 
WHAT   STUDENTS   SHOULD   BRING   TO   SCHOOL  
 
A  strong  school  bag,  school  hat,  all  necessary  books,  pencil  case,  HB  pencils,  sharpener,  eraser,  30cm  ruler,                  
coloured  pencils,  dry  glue  stick,  pens,  geometry  set,  calculator  (scientific  for  Year  6  and  above),  a  water                  
bottle,  PE  and  swim  kit  on  the  necessary  days,  and  a  fully  charged  iPad  or  laptop  if  relevant.  All  students  in                      
the  Primary  School  are  expected  to  have  a  book  folder,  which  can  either  be  purchased  from  the  Shop@ISPH,                   
or   from   elsewhere.  

 
WHAT   STUDENTS   MUST   NOT   BRING   TO   SCHOOL   

 
Expensive  jewellery,  alcohol,  tobacco,  weapons  and  other  dangerous  items,  excessive  amounts  of  cash,  any               
illegal  substance,  inappropriate  toys/electronic  games,  pets  (unless  prior  permission  is  given).  Students  who              
choose  to  bring  items  of  value  to  school  (such  as  mobile  phones,  smart  watches,  laptops,  etc)  do  so  at  their                     
own   risk.   The   school   cannot   be   held   liable   in   the   case   of   loss   or   damage   to   such   items.  
 
‘WHATSAPP’   OR   MESSAGING   GROUPS  
 
We  recognise  that  use  of  Apps  such  as  ‘WhatsApp’  or  Zalo  can  be  extremely  useful  and  an  efficient  way  of                     
communicating  with  groups  of  parents.  We  also  recognize  that  such  Apps  have  the  potential  to  create  worry                  
and   discord   amongst   members.   
 
For  this  reason  we  respectfully  advise  members  of  such  groups  to  consider  carefully  the  types  of  message                  
they  are  posting  and  also  to  consider  the  effect  of  such  messages.  For  example,  It  is  suggested  that  these  are                     
used  to  share  only  facts  related  to  events  at  ISPH,  rather  than  opinions  or  information  which  has  not  been                    
fully   verified   first.  
 
WITHDRAWAL   OF   STUDENTS  
 
Families  are  reminded  that,  in  agreeing  to  the Terms  and  Conditions  Governing  Enrolment  and  Admissions  at                 
The  International  School  @  ParkCity  Hanoi, written  notice  of  withdrawal  must  be  received  by  the  school  at                  
least   one   full   academic   term   before   the   intended   date   of   withdrawal   to   avoid   forfeit   of   the   Deposit.   
 
There  are  three  options  by  which  notice  of  withdrawal  can  be  served  to  the  school:  (i)  Via  email  to                    
admissions@isph.edu. vn  or  the  respective  Head  of  Primary  or  Secondary;  (ii)  Via  the ‘Notice  of  Withdrawal’                
form  (Appendix  H) submitted  to  the  Admissions  Department;  (iii)  Via  a  letter  handed  personally  to  the                 
Admissions  Department.  No  other  method  of  notice  of  withdrawal  is  deemed  valid.  This  condition  applies  to                 
all  students.  The  school  assumes  that  a  student  is  automatically  progressing  into  the  next  year  group  unless                  
informed  otherwise.  It  is  not  the  responsibility  of  ISPH  to  chase  any  such  notice  of  withdrawal  letters.  For                   
clarification,  the  latest  dates  for  written  notice  of  withdrawal  during  the  2019-2020  academic  year  are  shown                 
in   the   table   below.  
 

Withdrawal   at   the   end   of:  Written   notice   of   withdrawal   must   be   received   by:  

Term   1  Tuesday   3rd   September   2019  

Term   2  Tuesday   7th   January   2020  

Term   3  Tuesday   14th   April   2020  

 
YEARBOOK  

 

mailto:admissions@isp.edu.my


 

 
Towards  the  end  of  each  school  year,  ISPH  will  publish  and  sell  a  ‘Yearbook’.  It  will  be  a  pictorial  record  of  the                       
year’s   events   and   people,   as   well   as   a   contribution   to   the   school’s   legacy.   

 
 

APPENDIX   A  
 

Use   of   ICT   at   The   International   School   @   ParkCity   Hanoi  
 
Networked  computer  resources  and  Internet  access  are  widely  available  at  The  International  School  @               
ParkCity  Hanoi.  They  enhance  the  teaching  and  learning  environment  for  both  teachers  and  students.               
Internet  use  in  particular  raises  a  range  of  legal,  ethical,  technical,  and  management  issues.  There  is  thus  a                   
need  for  proper  regulation  in  the  use  of  computers  and  Internet  by  staff  and  students.  All  those  who  wish  to                     
use   ISPH   ICT   facilities   must   comply   with   this   policy.  
 
STUDENT   USE   OF   LAPTOPS,   iPads   AND   INTERNET  
 
All  students  in  Year  3  to  Year  9  are  required  to  have  a  personal  iPad  as  a  part  of  their  essential  school                       
equipment  (Students  from  Year  10  to  Year  13  will  need  to  bring  a  personal  laptop  computer  into  school  each                    
day).  All  students  are  expected  to  abide  by  this  code.  Failure  to  do  so  may  result  in  disciplinary  action,                    
depending  on  the  situation.  Students  are  reminded  that  websites  visited  via  the  school  network  can  be                 
monitored.  
   
RESTRICTIONS   FOR   THE   USE   OF   TECHNOLOGY  
 
It  will  not  be  necessary  for  a  student  to  use  their  laptop  or  iPad  in  every  lesson.  The  appropriateness  in  a                      
particular  lesson  is  at  the  sole  discretion  of  the  class  teacher.  During  lessons  and  student  ‘free’  time  (i.e.                   
before  school,  after  school)  laptops  and  iPads  may  only  be  used  for  school-related  work.  These  devices  are                  
not  to  be  used  during  break  and  lunch  times  unless  specific  permission  has  been  granted  by  a  teacher.  The                    
downloading  or  use  of  music,  games,  films  and  other  forms  of  media  entertainment  are  not  permitted  within                  
school   time.   Permission   should   be   sought   from   a   teacher   before   using   social   networking   sites.   
 
THE   FOLLOWING   ARE   NOT   PERMITTED   IN   SCHOOL:  
   
Sending,   displaying,   accessing   or   trying   to   access   any   obscene   or   offensive   material.   
Chatting   online,   using   Whatsapp,   Instagram,   Messenger   etc.  
Downloading   or   installing   programs   onto   school-owned   equipment,   without   permission   from   a   teacher.  
Visiting   gaming,   adult   content   or   other   inappropriate   websites.  
Playing   games,   listening   to   music,   or   watching   videos   not   related   to   school   work.  
Making   digital   recordings   is   not   allowed   without   permission   from   a   member   of   staff.  
Violating   copyright   laws.   
Revealing   personal   information   online,   eg   home   addresses   or   personal   phone   numbers   of   yourself   or   others.  
 
CHECK   WITH   A   MEMBER   OF   STAFF   BEFORE:  
 
Opening   unidentified   email   attachments   or   links.   
Completing   questionnaires   or   subscription   forms.  
 
GENERAL   ADVICE   TO   PARENTS  
 
Set   clear   rules   regarding   the   use   of   technology   in   the   home   -   and   enforce   them.  
If   your   son/daughter   says   that   their   homework   requires   a   computer,   check   the   sites   to   be   accessed.  
Net   filters   are   available   and   offer   a   degree   of   protection,   but   are   not   infallible.  
Most   social   sites   state   that   it   is   a   violation   of   their   policies   for   children   under   the   age   of   13   to   be   using   them.  
Visit   internet   sites   that   offer   advice   to   parents,   for   example    commonsense.or g,   safekids.com.   

 

http://www.commonsense.or/


 

Ultimately  the  best  protection  against  misuse  of  the  internet  has  to  be  informing  and  educating  children.  This                  
will   be   more   effective   than   any   locks,   passwords,   filters   or   threats.  
 
USE   OF   DIGITAL   DEVICES  
 
Initial  set-up  of  iPads  will  require  students/parents  to  have  an  Apple  ID.  Family  Sharing  is  recommended  for                  
students  below  13  years  of  age.  Parents  are  required  to  purchase  certain  essential  apps  for  their  children  via                   
the  App  Store.  A  complete  list  of  these  is  published  on  the  school  website.  For  laptop  users,  no  specific                    
software   is   required,   the   Chrome   browser   is   recommended   for   accessing   the   school’s   Google   services.   
 
GENERAL   CARE   OF   YOUR   TECHNOLOGY  

• Students   must   provide   a   case   for   their   iPads   that   properly   protects   the   screen   and   corners.  
• iPads   and   laptops   should   be   clearly   labelled   with   the   student’s   name   on   the   back.  
• A   soft   cloth   should   be   used   to   clean   the   screen.   
• Devices   must   never   be   left   in   an   insecure   area.   
• Students   should   charge   their   device   each   evening   to   a   minimum   of   80%.  
• They   should   not   be   taken   to   the   canteen,   to   avoid   damage   from   food   or   drink   spillage.  

 
USAGE   IN   SCHOOL  

• Students   are   responsible   for   bringing   their   charged   device   to   school   each   day.  
• If   a   student   accidentally   leaves   it   at   home,   they   must   inform   their   teacher.   
• Any   installed   digital   media   must   be   age-appropriate.  
• Students   are   encouraged   to   regularly   ‘back-up’   any   work   that   is   stored   locally.   
• Applications  or  media  should  not  be  downloaded  over  the  school  network  -  please  download  at                

home.  
 
SOFTWARE   ON   iPads  

• School  provides  a  list*  of  software  for  each  year  group,  which  are  required  for  learning.  Some                 
applications   are   free,   whilst   others   require   payment   via   the   App   Store.   

• Occasionally   teachers   may   request   that   students   download   additional   specific   applications  
• If  applications  are  suggested  by  the  teacher,  it  is  requested  that  these  downloads  are  completed                

according   to   the   deadlines   set   by   the   teacher.  
• Unofficial   software   must   not   be   downloaded   onto   iPads.  

 
PARENT/GUARDIAN   RESPONSIBILITIES  

• Monitor  the  use  of  technology  at  home  and  the  content  that  is  downloaded,  in  line  with  the  ISPH                   
Family   Media   Agreements.  

• Ensure   rules   are   in   place   to   guide   children   about   the   use   of   technology.   
• Parents   are   responsible   for   the   payment   of   applications   downloaded   by   their   children.  

 
INSPECTION  

• Teachers   may   ask   permission   to   inspect   the   content   of   a   student’s   iPad   or   laptop   at   any   time.   
 
We   recommend   parents   download   the    Parent’s   Guide   to   Technology   at   ISPH    from   the   Digital   Learning   page  
on   the   ISPH   Website.  
 
An   iPad   user   guide   can   be   downloaded   at    http://support.apple.com/manuals/#ipad  

 

*   Apps   to   be   installed   on   student   iPads   can   be   found   online   at:   bit.ly/ISP-apps  

 
 
ISPH   PROCEDURAL   POLICY   FOR   CHILDREN   FOUND   PLAYING   GAMES   ON   iPads   IN   SCHOOL.  
 
Level   1  
If  a  student  is  seen  to  be  playing  games  on  their  iPad  during  school  hours  without  permission  from  a  member                     
of   staff,   then:  

 

https://isp.edu.my/learning/digital-learning/
http://support.apple.com/manuals/#ipad


 

Action   on   the   first   occasion:   
• The   iPad   will   be   confiscated   and   handed   to   the   student’s   form/class   teacher.   
• The   form/class   teacher   will   make   a   note   of   this   first   offence.  
• The   student   must   claim   back   their   iPad   at   the   end   of   the   school   day.  

 
Level   2  
If  a  student  is  seen  to  be  playing  games  on  their  iPad  during  school  hours  without  permission  from  a  member                     
of   staff,   then:  
 
Action   on   the   second   occasion:   

• The   iPad   will   be   confiscated   and   handed   to   the   student’s   form/class   teacher.   
• The  form/class  teacher  will  print  out  the  ISPH  standard  letter  to  parents  (located  in  the  shared  folder)                  

and   will   return   the   iPad   only   on   receipt   of   a   letter   from   a   parent   requesting   that   the   iPad   is   returned.  
• The  student  must  claim  back  their  iPad  by  presenting  the  form/class  teacher  with  a  letter  from  their                  

parent   requesting   the   return   of   the   iPad.  
 
Level   3  
If  a  student  is  seen  to  be  playing  games  on  their  iPad  during  school  hours  without  permission  from  a  member                     
of   staff,   then:  
 
Action   on   the   third   occasion:   

• The   iPad   will   be   confiscated   and   handed   to   the   student’s   form/class   teacher.   
• The   form/class   teacher   will   pass   the   iPad   to   the   appropriate   LT   member.  
• The  LT  member  will  print  out  and  send  the  ISPH  standard  letter  to  parents  in  which  a  meeting  is                    

requested   with   the   parents.   The   iPad   will   then   be   handed   back   to   the   parents   during   this   meeting.   
 

 
PARENT   AND   STUDENT   AGREEMENT   FOR   THE   USE   OF   LAPTOPS   AND   IPADS   AT  

THE   INTERNATIONAL   SCHOOL   @   PARKCITY   HANOI  
   
   
 
Name   of   Student:   ______________________________ Year   Group:   ____________  
   
 
Name   of   Parent(s)   _______________________________________________________  
   
 

● We   agree   to   the   conditions   stated   in   the   ‘Use   of   ICT’   policy.  

● Our   child   will   be   responsible   for   bringing   their   charged   iPad   or   laptop   to   school   each   day.  

● We   agree   to   purchase   and   download   the   listed   ‘essential   apps’   for   iPad   -    bit.ly/ISP-apps .  

● We  acknowledge  that  our  child  has  full  responsibility  for  taking  care  of  their  iPad  or  laptop  and  agree                   
that  The  International  School  @  ParkCity  Hanoi  is  not  liable  for  any  damage,  malfunction,  loss  or                 
theft   of   the   item.  

● We   acknowledge   that   an   iPad   (Yr3-9)   or   laptop   (Yr10-13)   is   an   essential   piece   of   equipment,   and   it   is  
our   responsibility   to   provide   our   child   with   the   correct   device.    Advice   for   purchasing   a   laptop:  
bit.ly/ISP-laptops  

● If   their   iPad   or   laptop   is   damaged   or   lost,   then   it   is   an   expectation   that   we   will   repair/replace   the  
device   at   as   soon   as   possible   to   avoid   unnecessary   disruption   to   learning.  

● We   have   read   and   discussed   the   ISPH   Family   Media   Agreement   (Appendix   A   of   the   Handbook   for  

 

http://bit.ly/ISP-apps
http://bit.ly/ISP-laptops


 

Families).  

    
Important   note :   In   order   for   a   student   to   use   their   iPad   or   laptop   in   school,   this   agreement   must   be   signed   by  
both   the   student   and   the   parent(s)   and   shown   to   the   respective   teacher.  
 
Students   must   also   provide   evidence   that   they   have   a   protective   case,   suitable   for   an   iPad.  
 
 

_______________________________________________________________________________  
   
 
 
Signature   of   Parent(s):   _____________________________ Date:   _____________  
   
 
 
Signature   of   Student:   ______________________________ Date:   _____________  
 
 
 

  

 

ISPH   Family   Media   Agreement  
For   children   up   to   Year   6   and   Parents  

This   agreement   helps   children   remain   safe   and   happy   online   and   outlines   the   partnership   between   students,  

parents   and   teachers.  

 

I   will   keep   myself   safe.  

● I   will   not   share   my   password   with   anyone   other   than   my   parents.  

● I   will   not   share   private   information   online,   including   my   birthday,   last   name,   address,   picture   or   phone  

number.  

● I   will   not   upload   or   download   photos   or   videos   or   fill   out   surveys   without   my   parents’   permission.  

● I   will   not   meet   someone   in   person   who   I   have   met   online   without   my   parents’   permission.  

● I   will   tell   my   parents   or   an   adult   I   trust   if   anything   happens   online   that   makes   me   feel   upset,   sad   or   not  

safe.   

 

I   will   think   first.  

● I  will  make  smart  decisions  about  what  I  watch,  play  and  send,  and  will  ask  my  parents  if  I  am  not  sure                       

what   is   appropriate.  

● If   my   family   has   rules   about   ratings   for   movies,   TV,   gaming,   websites   and   music,   I   will   follow   them.  

● I   know   that   not   everything   I   read,   hear   or   see   online   is   true.   

 

I   will   be   a   good   digital   citizen.  

● I   will   not   bully   anyone   online   or   on   my   hand   phone   by   sending   pictures,   sharing   videos,   spreading   gossip,  

setting   up   fake   profiles   or   saying   unkind   things   about   people.  

● I   agree   not   to   use   technology   to   cheat   in   games   or   on   school   work.  

● I   agree   to   tell   my   parents   if   I   see   something   that   is   inappropriate.   

 

 



 

I   will   keep   a   healthy   balance.  
● I   will   help   my   parents   set   time   limits   that   make   sense,   and   then   I   will   follow   them.  

● I   will   recognise   that   my   safety   is   more   important   to   them   than   anything   else.  

● I   will   continue   to   enjoy   the   other   things   —   and   people   —   in   my   life.   

 

In   exchange,   my   parents   agree   to:  

● Recognise   that   media   is   a   big   part   of   my   life,   even   if   they   do   not   always   understand   why.  

● Before   saying   “no”,   talk   with   me   about   what   worries   them   and   why.  

● Talk   to   me   about   my   interests   and   help   me   find   things   that   are   appropriate   and   fun.   

 

 

ISPH   Family   Media   Agreement  
For   Secondary   Students   and   Parents  

This   agreement   helps   students   remain   safe   and   happy   online   and   outlines   the   partnership   between   students,  

parents   and   teachers.  

 

I   will   keep   myself   safe.  

● I   will   not   give   out   private   information,   like   my   age,   address   or   phone   number.  

● I   will   not   meet   someone   I   have   met   online,   without   my   parents’   permission.  

● I   will   not   put   myself   at   risk   by   sharing   private   or   offensive   photos   or   videos.  

● I   will   block   strange   messages   from   people   I   do   not   know.  

● I  will  tell  my  parents  or  an  adult  I  trust  if  anything  happens  online  that  makes  me  feel  uncomfortable,                    

upset   or   sad.  

● I   will   not   share   my   password   with   anyone   other   than   my   parents,   even   my   best   friend.  

● I   will   set   privacy   controls   and   discuss   with   my   parents   when   I   want   to   create   a   social   networking   profile. 

 
I   will   think   first.  

● I  agree  that  not  all  TV  shows,  movies,  games,  music  and  websites  are  right  for  me.  I  will  talk  to  my                      

parents   if   I   am   not   sure   what   is   appropriate.  

● If   my   family   has   rules   about   ratings,   I   will   follow   them.  

● I   know   that   not   everything   I   read   or   see   is   true,   and   I   will   think   about   whether   a   source   is   credible.  

● I   agree   to   ask   my   parents’   permission   if   I   am   not   sure   whether   a   download   is   safe   or   appropriate.  

● I  know  that  the  pictures  and  videos  I  post  online,  and  everything  that  I  write  about  myself  and  my  friends,                     

will  likely  be  online  forever.  Therefore  I  will  not  put  anything  on  my  profile  that  I  would  not  want  my                     

parents,   teachers,   college   admissions   officers   or   future   bosses   to   see.  

 

I   will   be   a   good   digital   citizen.  

● I  agree  not  to  bully  anyone  online  or  on  my  hand  phone  by  sending  pictures  or  sharing  videos  without  the                     

permission  of  the  person(s)  in  the  photo/video,  or  by  spreading  gossip,  setting  up  fake  profiles  or  saying                  

unkind   things   about   people.  

● I   agree   not   to   use   technology   to   cheat   in   games   or   on   school   work.  

● I   agree   to   flag   and   report   content   that   is   inappropriate.   

 

I   will   keep   a   healthy   balance.  

● Even  though  I  like  media,  there  are  other  things  in  my  life  that  I  am  interested  in.  Therefore  I  will  help  my                       

parents   set   time   limits   that   make   sense   and   then   I   will   follow   them.  

 



 

● I  will  help  my  parents  to  understand  why  media  is  so  important  to  me,  but  also  recognise  that  my  safety                     

is   more   important   to   them   than   anything   else.  

 

In   exchange,   my   parents   agree   to:  
• Recognise   that   digital   media   is   a   big   part   of   my   life,   even   if   they   do   not   always   understand   why.  
• Before   saying   “no”   talk   with   me   about   what   worries   them   and   why.  
• Embrace   my   world:   understand   downloads,   messaging   apps,   online   games   and   the   sites   that   I   like.  
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SECTION   A:   GENERAL   INFORMATION  

Medical   Center  

Nurse   Diep   
Hours:   7:30am-   4:30pm  
Tel   (direct   line):     024   56789900   .   Extension:   900  
E-mail:    nurse@isph.edu.vn  
 
Care  is  provided  for  students  and  staff  who  become  ill,  are  injured  or  need  treatments  and/or  medication                  
administered  during  the  school  day.  The  school  nurse  also  serves  as  a  resource  for  any  health  related  issues                   
for   students,   teachers,   families   and   the   classroom.  
 
Emergency   Phone   Numbers  

International   SOS   Assistance   Centres:  
 

Primary   International   SOS   Assistance   Centre:   Ho   Chi   Minh   
Tel:   +84   28   3824   0555   Fax:   +84   28   3829   8524   E-mail:   HoChiMinh@internationalsos.com   

 
Secondary   International   SOS   Assistance   Centre:   Singapore   
Tel:   +65   6338   7800   Fax:   +65   6338   7611   E-mail:   Singapore@internationalsos.com   

 
General   emergency   number:   115 From   cell   phone:   115  

 
Hospitals/Clinics  

Vinmec   Royal   City   Clinic   
Address:   72A   Nguyen   Trai,   Royal   City,   Thanh   Xuan,   Hanoi.   Tel:   +84   24   6664   6868.  
 
Hong   Ngoc   Keangnam   Clinic   
Address:  Zone  B1  &  Floor  10  Keangnam  Landmark,  72  Pham  Hung,  Me  Tri,  Tu  Liem,  Hanoi.  Tel:  +84  24  3927                     
5568,   ext   8.  
 
Hanoi   French   Hospital   
Address:  01  Phuong  Mai  Street,  Dong  Da,  Hanoi.  Tel:  +84  24  3577  1100/  +84  24  3574  1111  (Emergency)  Fax:                    
+84   24   3576   4443   
 
Raffle   Medical   Clinic   Hanoi   
Address:   51   Xuan   Dieu   street,   Tay   Ho   Dist,   Hanoi.   Tel:   +84   24   3934   0666    Fax:   +84   24   3934   0556   
 
Ambulances  

International  SOS  Ho  Chi  Minh  City  Assistance  Centre  will  activate  the  Ground  Ambulance  in  Hanoi  on  a                  
case-by-case   basis:   Tel:   +84   28   3824   0555;   Fax:   +84   28   3829   8524  
 

ISPH   Health   Requirements  
 
For   Admission:  
a)   Completed   Student   Health   Form   with   health   history,   medical   concerns,   and   consent   for   care.  
b)  Completed  immunisation  record.  The  Recommended  Childhood  Immunisation  Schedule  is  available  from             
the   ISPH   nurse.  
 
SECTION   B:   ISPH   HEALTH   POLICIES  

 

mailto:nurse@isph.edu.vn


 

 
During   the   school   day  

Students  are  not  allowed  to  carry  medication  with  the  exception  of  asthma  inhalers  or  throat  lozenges.  If  a                   
student  requires  medication  during  the  school  day,  whether  this  is  for  temporary  or  long  term  use,  it  must  be                    
sent  to  the  nurse  to  be  dispensed  in  the  medical  room.  Parents  should  inform  the  school  nurse  of  any  student                     
with  an  infectious  disease  and  the  isolation  periods  for  children  suffering  such  illnesses  should  be  followed.                 
The  School  insists  that  the  parents  acquire  a  medical  certificate  from  the  doctor  to  confirm  that  the  child  is  fit                     
to   return   to   school.  
 
If  the  health  status  or  medication/treatment  regimen  of  a  student  changes  during  the  school  year,  parents                 
are   required   to   inform   the   nurse.  
 
Simple   Responsibilities/Tips   for   Students   and   Families   

Following  the  tips  below  will  help  to  keep  your  immune  system  strong  and  will  help  to  avoid  common                   
ailments   such   as   colds,   headaches,   stomach-aches   and   toothaches.  

 
• Implement  common  sense  habits  such  as  frequent  hand  washing  and  keeping  fingernails  short  to  help                

prevent   the   transmission   of   germs   to   self   and   to   others   by   contaminated   hands.   
 
• Cover  your  coughs  and  sneezes  not  with  your  hands  but  with  a  tissue,  or  sneeze  into  your  arm  or                    

shoulder.  
 
• Drink   plenty   of   liquids.   Water   should   always   be   your   first   choice!   Avoid   caffeinated   and   sugary   drinks.  
 
• Eat  healthy  meals  that  include  complex  carbohydrates  made  with  whole  grains,  protein  that’s  low  in                

saturated  fats  and  cholesterol,  fresh  fruits  and  vegetables  high  in  vitamins  and  minerals.  It  is  important  to                  
read  food  labels  and  pay  special  attention  to  serving  size,  fat,  sugar  and  sodium  content.  Make  sure  that                   
the  numbers  stay  within  your  recommended  daily  allowance!  This  practice  together  with  regular  exercise               
will  lower  ones  chance  of  developing  chronic  illnesses  and  conditions  such  as  obesity,  diabetes,               
hypertension/heart   disease   and   certain   cancers   later   on.  

 
• Get  a  good  night’s  sleep.  Sleep  is  important  to  our  physical,  mental  and  emotional  disposition.  Students                 

in  all  class  levels  need  between  8  ½  to  10  hours  of  sleep  every  night.  Rather  than  a  nap  after  school,  a                       
short   rest   or   quiet   time   is   recommended.   This   will   ensure   that   your   child   will   be   able   to   go   to   bed   early.  

 
• Oral/dental  hygiene  is  important  at  any  age.  Implementing  good  habits  early  will  decrease  expensive  and                

agonizing  visits  to  the  dentist  later  on!  Brush  your  teeth  in  the  morning  and  before  bedtime.  Flossing  will                   
help  to  remove  food  particles  lodged  between  the  teeth.  A  visit  to  the  dentist  for  professional  cleaning                  
and   plaque   removal   every   six   months   is   recommended.  

 
 
SECTION   C:   WHEN   TO   KEEP   YOUR   CHILD   HOME   FROM   SCHOOL   (SOME   COMMON   EXAMPLES)  

Fever  

A  temperature  of  over  37.6  C  before  medication  often  indicates  that  your  child  is  unwell  and  may  have  a                    
contagious  illness.  Keep  him/her  at  home,  and  provide  lots  of  rest  and  fluids.  Contact  the  doctor  for  high                   
fever  or  if  mild  fever  lasts  for  more  than  2-3  days.  Temperature  needs  to  be  normal  for  24  hours,  without  the                      
aid   of   medications,   before   your   child   can   be   allowed   to   return   to   school.  
 
Diarrhoea   and/or   Vomiting  

If  your  child  has  only  one  or  two  loose  stools  without  other  symptoms  it  is  not  necessary  to  keep  them  at                      
home  unless  there  are  signs  of  other  illness.  However,  if  your  child  has  frequent  diarrhoea  or  it  is                   

 



 

accompanied  by  a  fever  and/or  cramping,  it  is  best  for  them  to  remain  at  home.  Remember  to  replace  lost                    
fluids   with   water   and   mild   liquid   soup.   
 
Vomiting  due  to  stress  or  excess  activity  is  not  uncommon.  If  a  child  is  otherwise  feeling  fine,  he/she  can                    
come  to  school.  However  if  this  is  accompanied  by  nausea  and  the  child  is  unable  to  keep  food  down,  it  is                      
best   for   them   to   remain   at   home.   
 
Children   in   Early   Years   should   be   kept   at   home   with   any   degree   of   vomiting   or   diarrhoea.  
 
Sore   Throat  

Check  your  child’s  temperature.  If  there  is  no  fever,  give  them  breakfast  and  something  to  drink.  Gargling                  
with  warm  salt  water,  mouthwash  or  sucking  on  a  lozenge  might  relieve  discomfort.  If  there  is  a  fever  and/or                    
their  throat  is  red  and  painful,  see  a  doctor.  If  your  child  is  diagnosed  with  strep,  keep  your  child  at  home                      
until   he/she   has   been   on   antibiotics   for   24   hours   and   is   advised   by   the   doctor   to   return   to   school.  
 
Chicken   Pox  

There  are  a  small  percentage  of  children  who  develop  chicken  pox  even  though  they  have  received  the                  
varicella  vaccine.  It  is  still  very  contagious!  Symptoms  include  fever  and  itchy  pink  or  red  spots  with  a  blister                    
in  the  center.  Inform  the  school  and  keep  your  child  at  home  for  7-10  days  until  all  of  the  spots  have  dried  or                        
formed   scabs.   A   clearance   letter   from   the   doctor   is   also   needed   upon   returning   to   school.  
 
Conjunctivitis   or   Pink   Eye  

This  is  a  highly  contagious  infection  of  the  eye.  Symptoms  include  burning/itching,  redness  and/or  discharge                
from  eye.  Please  see  a  doctor  because  your  child  might  need  special  eye  drops/ointment.  Keep  your  child  at                   
home  until  the  doctor  authorises  his/her  return  to  school.  If  your  child  arrives  at  school  with  these                  
symptoms,   you   will   be   asked   to   take   him/her   home.  
 
Ring   Worm  

This  is  a  fungal  infection  found  on  the  skin  or  scalp.  Your  child  should  see  a  doctor  and  use  an  antifungal                      
medication.  Your  child  does  not  have  to  stay  out  of  school,  as  long  as  the  areas  can  be  covered.  A  note  to                       
your  child’s  teacher  would  also  be  helpful.  Please  note  that  your  child  will  have  to  stay  out  of  the  swimming                     
pool.  
 
Verruca   Vulgaris   (common   warts)  
This  is  caused  by  a  virus  and  can  spread  by  direct  or  indirect  contact.  Most  warts  are  seen  on  fingers,  hands,                      
elbows  and  soles  of  the  feet.  Your  child  does  not  have  to  stay  at  home  for  this  condition.  Cover  the  wart  if  it  is                         
infected  or  draining.  There  are  various  modes  of  treatment,  see  your  doctor  for  further  details  and                 
recommendations.  
 
Fifth   Disease   (slapped   cheek   disease)  

This  is  a  viral  illness  that  can  be  transmitted  from  person  to  person  via  secretions  from  the  mouth  and/or                    
nose.  This  can  happen  from  sharing  cups,  toothbrushes  etc.  The  contagious  stage  is  before  the  rash  appears,                  
when  the  child  has  simple  cold  symptoms  with  a  mild  fever.  These  symptoms  usually  last  for  about  one  week.                    
Following  this,  a  characteristic  bright  red,  itchy  rash  will  appear  on  the  cheeks.  No  antibiotics  are                 
recommended  because  it  is  viral.  Over  the  counter  medications  can  be  used  to  control  the  fever  or  itching.                   
However,   your   child   should   see   a   doctor   to   evaluate   risk   for   potential   health   related   complications.  
 
Hand,   Foot,   and   Mouth   disease   (HFMD)  

This  is  a  viral  illness  that  is  common  in  infants  and  children  under  10  years  of  age.  The  infection  causes  a  fever                       
and  blister-like  eruptions  in  the  mouth  and/or  a  skin  rash  which  usually  appears  on  the  palms  of  the  hands,                    
soles  of  the  feet  or  sometimes  the  buttocks  and/or  genitalia.  This  infection  is  spread  from  person  to  person                   

 



 

via  secretions  from  the  nose,  blister  fluid,  saliva,  or  faeces  of  infected  persons.  The  virus  is  most  often  spread                    
by  persons  with  unwashed  virus-contaminated  hands  or  by  contact  with  virus  contaminated  surfaces.  There               
is  no  vaccine  for  HFMD.  Over  the  counter  medication  can  be  used  to  relieve  aches,  pain  and  fever.  Once                    
infected,  antibodies  are  produced,  but  re-  infection  is  still  possible  from  another  strain  of  the  virus.  The  first                   
week  of  infection  is  the  most  contagious  period.  The  virus  can  remain  in  the  body  long  after  the  symptoms                    
have   gone   away,   meaning   the   infected   person   can   still   pass   the   infection   to   others.  
 
Dengue   Fever  
 
This  is  a  viral  disease  contracted  from  the  bite  of  an  Aedes  mosquito.  The  mosquito  becomes  a  carrier  and                    
carries  the  virus  when  it  bites  an  infected  person.  Symptoms  of  illness  include  sudden  onset  of  high  fever                   
(39-40C  or  103-105F)  intense  muscle  and  joint  pain,  headache,  pain  behind  the  eyes  which  worsens  with                 
movement,  nausea/vomiting,  a  rash  starting  on  the  torso  and  sometimes  on  the  palms  of  the  hands  (this  may                   
start  3-4  days  after  the  fever).  Symptoms  of  dengue  fever  appear  3-14  days  after  being  bitten.  Do  not  take                    
aspirin  or  ibuprofen  as  they  can  contribute  to  bleeding  tendencies  and  stomach  pains.  It  is  extremely                 
important  to  see  a  doctor  once  symptoms  appear.  A  blood  test  is  done  to  confirm  the  diagnosis.  There  are                    
more  serious  forms  of  dengue,  including  dengue  haemorrhagic  fever  and  dengue  shock  syndrome  that               
require  immediate  medical  attention.  There  is  no  vaccine  to  prevent  dengue  and  because  there  are  different                 
strains   of   the   virus,   a   person   can   get   infected   more   than   once.   
 
Take  proactive  measures  to  prevent  being  bitten;  ensure  there  is  no  free  standing  water  around  your  house;                  
abate  can  be  used  to  kill  the  eggs  in  water  plants;  install  screens  on  doors  and  windows;  wear  long  sleeves                     
and   pants   and   use   insect   repellent   and   mosquito   coils.  
 
Head   Lice  
 
These  are  parasites  that  are  found  on  the  head/scalp.  They  are  transmitted  by  personal  contact  from  an                  
infected  individual.  Symptoms  include  itchy  and  scratchy  scalp.  Lice  do  not  transmit  diseases  or  cause                
permanent  hair  problems.  Infestation  can  easily  occur  because  head  lice  multiply  rapidly.  Otherwise              
transparent,  head  lice  camouflage  themselves  by  darkening  after  feeding,  to  the  colour  of  the  skin  and  hair  of                   
the  host.  Eggs  are  tiny  waxy  ovals  attached  to  the  hair  shaft,  usually  located  near  the  scalp  and  often  at  the                      
nape  of  the  neck  and  behind  ears.  There  are  special  medicated  shampoos  available  to  treat  head  lice.  Please                   
notify  the  school  nurse  or  teacher  if  your  child  has  lice  or  eggs  (nits).  The  easiest  way  of  controlling  the                     
spread  of  head  lice  is  by  informing  the  school.  This  way  other  parents  can  be  notified  to  have  their  children                     
checked.  Please  remind  your  child  not  to  share  combs,  hats  or  towels.  If  lice  are  found  you  will  receive  a                     
phone  call  and  will  be  asked  to  collect  your  child  from  school.  Once  your  child’s  hair  has  been  treated  with                     
the  appropriate  shampoo  he/she  can  return  to  school.  The  school  nurse  will  then  examine  the  child’s  hair                  
before   he/she   is   allowed   to   return   to   class.  
 
Mumps  
 
Mumps  is  spread  by  droplets  of  saliva  or  mucus  from  the  mouth,  nose  or  throat  of  an  infected  person.  Signs                     
and  Symptoms  Include  fever,  headache,  muscle  aches,  malaise  and  loss  of  appetite.  Following  this  the                
salivary  glands  under  the  ear  or  jaw  become  swollen  and  tender.  This  can  appear  on  one  or  both  sides  of  the                      
face.  The  illness  usually  last  7  –  10  days.  The  contagious  period  is  1-2  days  before  the  onset  of  symptoms  and                      
up  to  5  days  after  the  swelling  develops.  Some  medical  advice  states  that  the  MMR  (Measles,  Mumps  and                   
Rubella)  vaccine  provides  95%  protection  against  mumps.  The  1 st  dose  is  administered  at  12-15  months,  and                 
the  2 nd  dose  at  4-6  years.  Maximum  benefit  is  obtained  from  receiving  both  doses.  Please  note  that  if  your                    
child   gets   mumps,   a   medical   clearance   letter   from   the   doctor   is   needed   before   he/she   can   return   to   school.  
 

SECTION   D:   STUDENTS   AND   MEDICATION  

Students  are  not  allowed  to  carry  any  medication  with  them  at  school.  When  your  child  needs  to  take                   
medicines  during  the  school  day,  please  send  the  medication  to  the  nurse’s  office.  Please  include  a  note                  
giving  both  the  dosage  instructions  and  permission  to  have  the  nurse  administer  it,  or  fill  out  the  form                   

 



 

provided  in  the  medical  room.  At  the  end  of  the  note  write  your  name,  signature  and  date.  If  the  name  of  the                       
medication   is   in   another   language,   please   try   to   include   a   translation   of   the   ingredients   in   your   note.   
 
If  the  medication  is  from  a  doctor,  please  send  it  in  the  original  package.  Please  ask  your  doctor  for  both  the                      
generic  and  brand  name  of  all  medicines  prescribed,  or  better  yet  include  medication  package  insert.  In                 
general  it  is  important  to  find  out  information  such  as:  possible  side  effects,  interactions  with  other                 
medication,  or  actions  to  take  for  an  accidental  overdose.  Similarly,  if  there  is  an  adverse  or  allergic  reaction                   
to   the   medication,   it   will   help   the   hospital   to   provide   effective   treatment.  
 
SECTION   E:   FOOD   ALLERGIES  

ISPH  is  a  nut  safe  campus.  Please  refer  to  the  guidelines  in  the  school  handbook.  Be  sure  to  document  all                     
allergies  that  you  are  aware  of  in  the  medical  health  record.  The  nurse  will  contact  you  with  further  queries                    
or   if   an   Emergency   Action   Plan   is   needed.  
 
SECTION   F:   SUN   SAFETY  

The  (UV)  radiation  levels  in  Vietnam  are  rated  as  10+  or  very  high  throughout  the  year.  As  a  result  all  students                      
are  required  to  wear  hats  during  outdoor  activities.  This  includes  P.E.  classes,  recesses/lunch  breaks  and  after                 
school/weekend  activities.  Students  can  also  apply  sun  block  before  coming  to  school,  and  are  allowed  to                 
bring   this   with   them   for   swimming   class   and/or   field   trips.  
 
For   more   information   on   any   of   the   above   topics,   please   contact   the   ISPH   Medical   Centre.   
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SPECIAL   EDUCATIONAL   NEEDS   (SEN):   ‘THE   SIX   STAGE   SUPPORT   SYSTEM’  
 

The  school  recognises  that  all  children  have  different  needs  and  often  require  varying  levels  of  support.  To                  
recognise  this,  and  to  help  support  the  parents  further,  we  have  adopted ‘The  Six  Stage  Support  System’  and                   
any  student  receiving  support  at  ISPH  will  be  positioned  on  one  of  these  six  stages.  The  ‘stage’  is  confidential                    
and   is   for   internal   purposes   only.   Children   may   move   between   levels   depending   on   their   progress.  
 
STAGE   1:   Register   a   Concern  
At  Stage  1,  teachers  register  a  concern  with  the  Head  of  School,  who  will  do  further  investigations  and  if                    
needed  discuss  with  the  SENCO  (Special  Educational  Needs  Coordinator).  The  teacher  is  expected  to  collect                
data,  information  and  evidence  relating  to  the  suspected  SEN  and  record  this  on  the  Referral  Form.  Reasons                  
for   concern   may   include:   
● On-going   assessments   show   that   a   child   is   attaining   lower   than   expected   levels   in   some   areas   
● Behavioural   or   social-emotional   concerns   reported  
● Classroom   observations   indicate   a   concern  
 
STAGE   2:   In   Class   Support  
At  Stage  2,  teachers  may  informally  discuss  strategies  and  ideas  with  the  SENCO  and  Head  of  School.  Parents                   
are  invited  to  discuss  the  student’s  strengths  and  difficulties,  parent  concerns,  the  support  being  put  in  place                  
and  the  desired  outcomes.  The  success  of  the  intervention  is  monitored  and  evaluated  after  an  agreed                 
amount   of   time.   Strategies   may   include:  
● Differentiated   class   work   /   group   work  
● Behaviour   chart  
● Use   of   classroom   assistants   to   support  
● Additional   ‘catch-up   or   consolidation’   homework   
 
STAGE   3:   School   Action      
At  Stage  3,  a  formal  referral  is  made  to  the  SENCO.  Assessments  show  that  additional  support  for  academic,                   
social-emotional  or  behavioural  concerns  is  required.  Despite  the  early  intervention  the  child  is  making  less                

 



 

than  expected  progress,  or  the  intervention  has  failed  to  close  the  attainment  gap  between  the  child  and                  
their  peers.  The  teacher  will  fill  in  the  referral  form  and  attach  collected  data.  At  this  point  diagnostic                   
assessments  and  observations  by  the  SENCO  are  undertaken  to  investigate  whether  the  child  has  a  SEN.                 
Specific  additional  support  from  a  learning  support  teacher  or  counselor  is  put  in  place  and  possible.  This  will                   
be  documented  by  the  SEN  and  class  teacher  in  a  School  Action  Plan.  Parents  are  formally  informed  of  these                    
support   structures.      
 
STAGE   4:   School   Action   Plus  
At  Stage  4,  an  Individual  Education  Plan  (IEP)  is  written  by  the  SENCO  and  an  external  assessment  is                   
recommended.  Ongoing  assessments  to  measure  the  success  of  the  Stage  3  interventions  show  that  a                
student  may  further  benefit  from  an  external  assessment.  The  class  teacher  and  SENCO  will  formally  record                 
the  support  structures  in  place  in  the  IEP.  Copies  of  the  IEP  are  shared  with  parents  and  placed  on  the                     
student’s  file.  Parents  are  invited  in  to  discuss  the  need  for  a  referral  to  an  outside  agency  for  further                    
assessment,   such   as   an   Educational   Psychologist,   Speech   Therapist,   etc.      
  
STAGE   5:   External   Assessment  
At  Stage  5,  children  will  have  completed  an  external  assessment,  the  outcome  of  which  the  parents  will                  
hopefully  concur  with.  An  IEP  is  written  to  reflect  the  recommendations  of  the  external  assessment.  Students                 
are  supported  in  school  and  parents  agree  to  comply  with  any  additional  recommended  support  referred  to                 
in   the   recommendations.   IEPs   are   reviewed   regularly   and   progress   carefully   monitored.  
  
STAGE   6:   Review   of   student’s   placement   in   school  
At  Stage  6,  a  review  of  the  child’s  suitability  to  remain  at  ISPH  is  necessary.  This  is  a  last  resort,  yet  evidence                       
may  show  that  more  specialist  support  is  required  as  the  school  may  have  explored  all  possible  internal                  
options  of  supporting  the  student.  In  such  cases,  the  school  would  collaborate  with  the  family  in  helping  to                   
identify   a   more   appropriate   school   for   their   child   to   be   supported.  
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EMERGENCY   EVACUATION   PROCEDURES   FOR   STUDENTS,   STAFF   AND   VISITORS  
 
When  an  evacuation  alarm  is  sounded,  Students,  Staff  and  Visitors  of  ISPH  should  immediately  proceed  to                 
the  Sports  Field.  All  staff  and  students  should  make  themselves  familiar  with  the  Emergency  Evacuation                
Procedures   for   the   School.  

 
● Be   aware   of   the   fastest   and   safest   route   to   your   assigned   assembly   point.  
 
● Walk   quickly   and   quietly.  
 
● Do   not   push   or   overtake   other   people.  
 
● Leave   your   belongings   in   your   classroom.  
 
● Use   the   stairs   and   do   not   use   the   lifts.  
 
● Line-up   in   silence   and   await   further   instructions   from   staff.  

 
The  Principal  will  be  advised  if  it  is  necessary  to  evacuate  from  the  School  premises.  If  this  is  necessary  then                     
everyone  should  proceed  to  leave  the  school  premises  in  an  orderly  manner.  Staff  are  aware  of  the                  
appropriate  procedures  for  an  off-site  evacuation  as  per  the  school’s  emergency  procedures  policy  and               
regular   practices   are   held   so   students   are   also   familiar   with   the   procedure.  
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Sport   @   ISP  

Sport  is  an  integral  part  of  life  at  ISPH.  Every  student  takes  part  in  Physical  Education  and  Swimming  as  part  of                      
their  curriculum.  In  addition  to  this  is  the  extensive  CCA  programme  which  has  many  inclusive  sporting  CCAs                  
and   plethora   of   school   representative   teams.   

 
Rationale  

The  school  presents  sport  to  students  in  a  way  which  maximises  participation  to  ensure  their  fun  and                  
enjoyment,  safety  and  personal  development  in  line  with  the  Core  Values  of  the  school.  We  want  students  to                   
be  involved  in  team  sports  and  being  physically  active  in  sporting  CCAs  for  the  lifelong  physical,  psychological,                  
social   and   personal   benefits   that   such   participation   can   bring.  

 
Sport   the   ISPH   Way  

This  is  the  code  of  conduct  and  philosophy  that  underpins  all  of  the  sporting  experiences  @  ISPH.  There  are                    
three  versions  for  students,  coaches  and  parents  (see  below).  These  documents  were  derived  from  the                
school’s  Core  Values  with  a  sporting  twist  added,  thus  ensuring  everyone  adheres  to  the  highest  respective                 
sporting   standards   when   they   are   playing,   coaching   or   watching   sport.  

 
Sporting   Affiliations  

ISPH  sporting  teams  will  take  part  in  a  range  of  local,  national  and  international  competitions.  More                 
information   about   these   affiliations   will   be   shared   with   parents   during   the   school   year.  

 
Sporting   Seasons  

Sporting  teams  follow  a  set  season,  apart  from  swimming  which  trains  and  competes  in  every  term.  This                  
provides  a  framework  to  produce  a  number  of  fixtures  covering  a  wide  range  of  sports.  If  possible  extra                   
sports  or  activities  may  be  catered  for  in  the  CCA  programme  outside  of  the  allotted  season  e.g.  open  clubs,                    
skills-based   clubs,   pre-season   training   and   development   squads.  

 
Team   Ages  

Primary  sports  are  played  in  year  groups,  generally  combined  Year  3/4  (Under  9),  Year  5/6  (U11)  for  all  team                    
sports   with   swimming   &   athletic   having   competitions   for   year   6,   year   5   and   year   3/4.  

Secondary  sports  are  played  in  specific  age  categories  -  U13  &  U15  and  over  15s.  To  be  eligible  for  the  age                      
group   you   must   be   under   that   age   at   1st   August.  

 
Team   Trials  

Team  selection  trials  will  be  held  either  during  lessons,  lunch  times  or  designated  times  after  school.  The                  
dates  for  these  trials  will  be  posted  on  SchoolsBuddy.  These  will  all  occur  prior  to  that  sporting  season                   
starting,   ideally   before   CCA   sign-up,   so   students   will   know   of   their   commitments   and   training   schedules.  

 
Sport   Permission  

Once  a  child  has  gained  selection  in  a  sports  team,  parents  need  to  complete  an  online  permission  form.                   
Along  with  parents  and  students  agreeing  to  ‘Sport  the  ISPH  Way’,  parents  must  also  provide  emergency                 
contact   numbers   for   which   a   coach   can   make   contact   if   the   need   arises.  

 

Team   Kit  

It   is   recommended   that   students   purchase   their   own   Team   Kit   if   they   are   selected   for   a   team.   This   can   be  

purchased   from   the   uniform   shop.   There   is   also   a   limited   amount   of   Team   Kit   which   may   be   loaned   on  

 



 

occasion.   Students   must   take   full   responsibility   for   the   washing   and   safe   return   to   the   PE   office,   ensuring   this  

is   signed   back   in.  

 
Fixtures   Calendar  

A  sports  calendar  will  be  shared  with  parents  and  students  via  SchoolsBuddy.  If  there  is  a  clash  and  a  student                     
is  unable  to  attend  a  fixture  or  training,  they  should  communicate  in  advance  to  their  respective  team  coach.                   
Permissions   for   sporting   events   will   also   be   arranged   via   the   appropriate   section   of   SchoolsBuddy.  

 
Late   Return   from   Fixtures  

The  approximate  return  times  are  shared  via  SchoolsBuddy  for  each  fixture.  Parents  need  to  promptly  collect                 
their  child  from  the  posted  pick-up  times.  If  a  tournament  runs  over  schedule  or  traffic  causes  delays,  the                   
revised   return   time   will   be   posted   via   SchoolsBuddy.   

 
Specific   Team   Information  

Each  team  will  have  its  own  section  on  SchoolsBuddy.  Specific  team  information  about  kit,  fixture  times  and                  
team  announcements  will  be  placed  here.  Parents  and  team  players  need  to  keep  an  eye  on  their  relevant                   
section   to   stay   abreast   of   important   team   information.   

 
Team   Expectations  

Selected  players  are  required  to  be  ambassadors  for  the  school  at  all  times,  representing  the  School  Core                  
Values  and  following  ‘Sport  the  ISPH  Way’.  Players  need  to  attend  training,  try  their  best  and  support  each                   
other  in  training  and  matches.  Parents  are  requested  to  schedule  external  appointments  so  their  child  does                 
not   miss   any   fixtures   or   team   training.  

 
Sporting   Tours  

ISPH  teams  will  take  part  in  various  international  sporting  events  throughout  the  year.  Ample  advance  notice                 
will   be   given.   

 

SPORT   THE   ISPH   WAY   –   STUDENTS  
 

S trive   for   improvements   in   your   physical   performances.  
 
P erform   to   the   best   of   your   abilities   at   all   times.  
 
O perate   within   the   rules   and   spirit   of   your   sport.   Co-operate   with   coach,   teammates,   officials   and   opposition.  
 
R espect   all   participants   -   team   members,   opponents,   officials   and   spectators.  
 
T eamwork   makes   the   dream   work.  

 
T hank   officials   and   opponents   after   the   competition.  
 
H onour   the    ‘ISPH   way’    when   representing   your   school.  
 
E njoy   physical   activities   -   it   is   great   fun!  
 
I f   watching   a   game,   or   whilst   being   a   reserve,   only   make   positive   comments   from   the   sideline.   
 
S hake   hands   and   give   three   cheers   for   the   other   team   and   officials   at   the   completion   of   the   fixture.  

 



 

 
P articipate   by   the   competition   rules   and   regulations.  

 
W in   with   modesty   and   lose   with   dignity.   Always   maintain   your   integrity.   
 
A pplaud   positive   contributions   and   good   play   made   by   teammates   and   opposition.  
 
Y ou    will    achieve   your   goals.   Success   takes   time,   effort   and   patience.  

 
 

SPORT   THE   ISPH   WAY   –   SUPPORTING  
 

 
S upport   your   child   and   the   team   he/she   is   involved   in.  
 
U nconditional   appreciation   should   be   given   for   your   child’s   efforts   whether   they   win   or   lose.  
 
P articipation   for   young   people   is   often   more   important   than   winning.   Winning   is   only   part   of   the   fun.  
 
P raise   and celebrate   a   good   performance   by   any   athlete   or   team   in   an   appropriate   and   encouraging   manner.  
 
O nly  show  good  behavior. Any  inappropriate  behavior  reflects  badly  on  your  child,  the  team  and  is  likely  to                  
tarnish   the   school’s   reputation.  
 
R espect  all  participants  in  the  sport  competition  and  treat  them  courteously.  This  includes  fellow  spectators,                
athletes,   umpires,   coaches,   staff,   host   school.  
 
T alk   if   you   have   any   issues   regarding   your   child’s   team.   Please   contact   the   PE   department   or   team   coach.  

 
I nsight  on  the  rules/laws  and  regulations  of  the  sport  will  contribute  to  a  better  understanding  of  what  you                   
are   watching   and   commenting   on.  

 
N ice  behavior  is  highly  appreciated. Do  not  use  inappropriate  language  or  harass,  physically  or  verbally,               
players,   managers,   coaches,   referees,   officials   or   spectators.   Children   learn   best   by   following   a   good   example.  
 
G ratitude   for   your   support   and   we   look   forward   to   seeing   you   on   the   sidelines.  

 
SPORT   THE   ISPH   WAY   -   TEAM   COACHES  

 
 
T ry   to   praise   the   effort   not   the   outcome   –   reward   hard   work,   risk   taking,   effort,   courage   etc.   not   necessarily  
the   final   product.  
 
E nsure   that   the   time   players   spend   with   you   is   a   positive   experience.   All   young   people   are   deserving   of   equal  
attention   and   opportunities.  
 
A void   overplaying   the   talented   players;   the   just   average   need   and   deserve   equal   time.   
 
M istakes   =   learning   →   Never   ridicule   or   yell   at   a   student   for   making   a   mistake   or   not   coming   first.  
 
C oach  through  questioning,  this  will  encourage  independence  and  inquiring  thinkers  capable  of  fixing  things               
themselves.   
 

 



 

O btain   appropriate   qualifications   and   keep   up   to   date   with   the   latest   coaching   practices.  
 
A ny  physical  contact  with  a  young  person  should  be  appropriate  to  the  situation  and  necessary  for  the                  
player's   skill   development.  
 
C elebrate   a   good   performance   by   any   athlete   or   team.  
 
H onour   the    ‘ISPH   way’ .   Wear   the   ISPH   polo   shirt   for   fixtures   and   dress   appropriately   for   training   sessions.  
Show   great   sportsmanship   and   encourage   players   to   do   the   same.  
 
E nsure   that   equipment   and   facilities   meet   safety   standards   and   are   appropriate   to   the   age   and   ability   of   all  
players.  
 
S afety   (weather)   –   in   the   event   of   thunder/lightning,   immediately   get   out   of   the   water   and   seek   shelter,   only  
return   to   water   when   the   storm   has   passed   (no   thunder/lightening   for   30mins).   
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NOTICE   OF   WITHDRAWAL   FORM  
 

Student’s   Name  Class  

  

  

  

  

 
Withdrawal   date  
(last   day   at   ISPH)  

 

Reason   for   withdrawal  

 

Forwarding   Address  

 
 
 
 

Email   Address   

Telephone   number   

 

Parent/Guardian   Name  
 

Parent/Guardian  
Signature  

 

Date  
 

 
NOTE:  Families  are  reminded  that,  in  agreeing  to  the Terms  and  Conditions  Governing  Enrolment  and                
Admissions  at  The  International  School  @  ParkCity  Hanoi ,  written  notice  of  withdrawal  must  be  received  by                 
the  school  at  least  one  full  academic  term  before  the  intended  date  of  withdrawal  to  avoid  forfeit  of  the                    
Deposit.   There   are   two   options   by   which   notice   of   withdrawal   can   be   served   to   the   school:   
 

(i) Email   to    admissions@isph.edu.vn ,   
(ii) Submission   of   this   ‘Notice   of   Withdrawal   Form’   to   the   Admissions   Department.   

 
This  condition  applies  to  students  from  Nursery  through  to  Year  13.  The  school  assumes  that  a  student  is                   
automatically  progressing  into  the  next  year  group  unless  informed  otherwise.  It  is  not  the  responsibility  of                 
ISPH   to   chase   any   such   notice   of   withdrawal   letters.   
 

 

mailto:admissions@isp.edu.my


 

 

APPENDIX   I  
 

Guidelines   for   taking,   uploading   and   sharing   images  
 

While   safeguarding   students   is   our   priority   we   recognise   the   desire   to   celebrate   success,   and   to   support  

families/schools/participants   who   wish   to   share   images   with   their   community,   family   and/or   friends.   Parents  

and   participants   wishing   to   take   photographs   and   video   footage   of   their   children   should   be   mindful   of   the  

images   they   take   and   how   these   images   are   stored   and   distributed.   The   following   guidelines   aim   to   keep   our  

children   safe   by   providing   boundaries   to   support   sharing   images   safely   with   our   Communities.  

 

Guidelines  

● Where   possible,   limit   the   photos   you   take   of   your   own   children   with   other   children   (this   includes  

when   your   child   is   part   of   a   group)  

● Do   not   share   photos   of   other   students   with   anyone   outside   the   ISPH   Community   unless   permission   is  

given   by   the   family   of   the   student(s)  

● If   taking   photos   on   behalf   of   the   school   please   upload   to   your   school   Drive   as   soon   as   possible   and  

delete   from   your   personal   device  

● Only   images   of   children   suitably   dressed   should   be   taken,   in   order   to   reduce   the   risk   of   images   being  

used   inappropriately.   Those   staff,   parents   or   carers   who   are   helping   to   assist   children   dress   or   change  

are   not   permitted   to   take   photos   or   videos   during   this   time  

● As   you   review/share   photos   please   delete   any   photographs   that   you   believe   could   be   potentially  

used   inappropriately   either   lawfully   or   unlawfully,   note   that   swimwear   and   or   gymnastics   wear   are  

potential   areas   that   can   cause   concern.   Images   of   this   type   should   be   limited   to   shots   from   waist   up  

only  

● You   may   be   informed   by   ISPH   Staff   when   it   is   not   appropriate   to   take   pictures   or   recordings   at   an  

event  

● Be   aware   that   photographs   and   recordings   published   on   social   media   sites   could   be   accessed   by   any  

member   of   the   public   and   therefore   you   must   be   mindful   of   your   social   media   security   settings.  

 

NB:   It   is   very   important   that   we   recognise   and   respect   the   variations   of   what   is,   and   what   is   not,   acceptable  

with   respect   to   the   nationality,   religion   and/or   cultural   heritage   of   both   the  

children/families   and/or   countries   in   which   events   are   being   held.  

 

Storage   of   Images :   Once   photos/videos   have   been   taken   of   children   other   than   your   own,  

they   should:  

● Be   uploaded   to   the   appropriate   shared   Drive   as   soon   as   is   conveniently   possible  

● Be   deleted   from   your   personal   device   within   7   days   of   the   event   unless   consent   is   sought   from   the  

parents/school  

● Not   be   stored   on   any   personal   device  

● Not   be   distributed   to   anyone   other   than   the   group   included   on   the   shared   Drive   without   parental  

consent  

● Not   be   posted   on   personal   social   media   sites   without   parental   consent.  

 

Publication   of   Images :   Use   of   Social   Media   or   other   forms   of   publication:  

● Do   not   use   full   names   of   children   and   or   families   e.g.   ‘Johnny   Rotten   is...’   Use   first   names   only   if  

necessary   e.g.   Johnny   is...’  

● Do   not   share   images   of   other   children   on   ‘Public’   setting   in   social   media.   If   children   in   the   photos  

have   Facebook   accounts,   do   not   “tag”   them  

● If   off   campus,   do   not   state   or   tag   the   location   of   an   event   in   ‘real   time’   

 



 

● Do   not   “Check-In”   on   Facebook   if   including   photos   of   students   during   the   event.  

 

Waiver  

● Parents/staff/participant   should   expect   that   general   photography   and   recordings   will   take   place   at  

events  

● ISPH   cannot   assume   responsibility   for   photographs   or   other   recordings   published   by   families   or  

members   of   the   public   at   these   events  

● ISPH   reserves   the   right   to   ask   a   parent,   member   of   staff   or   other   person   to   remove   any   publication  

that   could   harm   the   reputation   of   ISP,   a   family   or   a   child   and/or   is   illegal,   or   could   place   a   student   at  

risk  

● ISPH   reserves   the   right   to   check   the   identity   of   any   person   using   a   camera   or   recording   device.   Please  

do   not   take   offence   from   this,   remember   that   it   is   for   the   safety   of   the   students.  

 

ISPH   agrees   to:  

● Ensure   all   staff   accompanying   students   are   reminded   to   read   these   guidelines   prior   to   events  

● Share   this   document   with   all   ISPH   families.  

 

 


