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Post-Primary (High) Schools
Handbook 2
How to use tools provided

to resolve possible bullying situations 

and restore relationships 

without apportioning blame



Guide to Pages for Resolving Possible Bullying Situations

While initial reports of possible bullying incidents may come from staff members, pupils or parents, an effective anti-bullying campaign depends heavily on information being given by pupils as to what is really going on, how long it has been going on, who are involved and in what ways.  When bullying happens there are almost always other pupils present.  However, depending on how pupils see things this information may not be forthcoming, particularly if severe penalties are likely to follow for those involved.  Pupils do not like to get others in trouble, to "rat" on them, for various reasons including friendship, loyalty or even fear of reprisals.  In the past some schools have tried to overcome this problem by carrying out anonymous surveys but information got by this method can be unreliable and the information gathered cannot be used later, if need be, as effectively as signed questionnaires.  Furthermore, those giving good information cannot be identified from anonymous surveys and interviewed quietly later seeking further information.  

The solution, when a bullying incident is reported, is to deal with it as a situation where someone (the perpetrator) is doing something wrong without understanding the consequences and that this simply (but urgently) needs to be corrected.  The exact details of the situation need to be established, with the help of other pupils and then, knowing "the game is up," with the full cooperation of the perpetrator.  Then, the perpetrator needs to be reminded about how damaging and hurtful the bullying behaviour is, or could be, how unfair and unacceptable it is and asked to make a solemn promise to stop.  If this promise is forthcoming and is honoured the best possible outcome is achieved. The targeted pupil can look forward to a happier time knowing that the bullying is stopped.  The perpetrator has learned an important lesson but is neither humiliated in the process nor blamed and punished - it was, after all, a mistake - and is given both a chance and the responsibility to deliver a positive outcome.  In this context thoughts of revenge or retaliation are highly unlikely.  The outcome is happy for all concerned, including the pupils who provided information during the investigation. 

Crucially, the general body of pupils sees this approach as fair to all concerned.  In this context, knowing that they are guaranteed confidentiality, and recognising the merits of the "no blame" approach, some are therefore prepared to cooperate with this process by giving useful information in signed surveys.  They do this knowing that they are not so much getting someone into trouble as getting both perpetrator and targeted pupil out of trouble - their information will be used to find a resolution, not to punish anyone involved.  This allows them also, supported by the awareness-raising strand of the Anti-Bullying Campaign, to identify themselves with the investigation process as well as with the school policy that bullying is unacceptable and that they have a responsibility to help combat it.  

ESTABLISHING THE FACTS

The immediate response to a report that a pupil is or may be being bullied is a survey of the whole of the relevant year group.  This protects the source of the information from any kind of retaliation or additional bullying since the information could then have come from anyone surveyed. It is important for teachers and parents to know that the survey is not used as evidence of bullying.  It simply tells the relevant teacher who s/he needs to talk to in order to find out if whatever was happening really was bullying. When undertaking a survey the team-member can indicate concerns being expressed by "some teachers . . ." that there may be "someone being unfairly or disrespectfully treated in this class . . ." For this exercise desks should be separated, as for examinations, so pupils cannot see what others are writing.  Pupils should be told that all completed questionnaire forms should be immediately turned face down on desks so nobody can see what was written on them.  Unless a legal imperative dictates otherwise everything written is confidential between the writer and the anti-bullying team.  Nobody, either pupil, Year Head, Principal or Board of Management has access to this information so long as anyone identified in them as being involved in bullying promises to stop the bullying and keeps that promise.  On the basis of this confidentiality rule and to ensure protection of all sources of information, when being interviewed later, perpetrators should never be told how many questionnaires in a survey identified them or who reported about the bullying initially.  They need only be told that "according to the survey you were . . . " or "what the pupils are saying in the survey is that you . . ." or the like.  

ESSENTIAL STEP 1

Incident Report Form: This is an Incident Report Form that is always used when suspected bullying is reported to a member of the anti-bullying team.  The reporting person, if a staff-member, is asked to complete this form and give it to a member of the anti-bullying team, normally the coordinator.  If the reporting person is a pupil, parent or other person the team member completes this form.  These forms should be freely available from an open box in the staff-room.  A completed form can include such information as the day and date of the incident, the names of perpetrators or targeted pupils, the name of the reporting person, initial details of the incident and the names of others who were there.  For every Incident Report Form completed a full investigation must take place.  

Action Taken Form: This, to be printed on the reverse is where the progress of an investigation is briefly recorded, preferably as it happens, by an anti-bullying team-member.  These are normally printed on the back of the Incident Report Forms in advance.  When an investigation is over and the matter is fully resolved this form is finally completed and signed by the team member.

ESSENTIAL STEP 2

Information Before Class Survey: This, or some of the highlighted parts of it are always used before carrying out a survey whether in relation to bullying in general or to specific incidents.  It sets out the context of all the activities that together make up the ongoing Anti-Bullying Campaign in the school - bullying in any form is unacceptable and must stop.  It highlights respect as central to proper behaviour towards others, respect that is central to the Tools - Awareness Raising section of this website.  In particular it guarantees a “Reform, not Blame” approach - pupils who are found to be involved in bullying behaviour are asked to promise to stop and if they do this and keep their promise they will not be penalised.  In this context pupils who report bullying are not “ratting” on each other and getting people in trouble but rather getting people out of trouble into which they would otherwise have got.  This approach seems to offer the best chance of eliciting reliable information in the survey that follows.
Regular Class Survey Questionnaire: This is a questionnaire, to be “signed,” to be used with a class or year group whether or not it is known or suspected that there is ongoing bullying or where no specific incident has triggered an investigation. It is not used as evidence but simply to tell the teacher, in the opinion of a pupil, who s/he needs to talk to and why.  Pupils are reminded that there will be no penalty for perpetrators of bullying behaviour provided they promise to stop and keep that promise.  In this questionnaire pupils have the chance to indicate if they or others are being bullied and to say who the perpetrators are.  They can also identify other pupils who know about what is going on and, if necessary, anyone named here can be asked for corroboration later.  Perpetrators are given a chance to admit their behaviour knowing that they will not be penalised provided they stop.  If they make this admission they usually indicate that they are involved "sometimes" even if they are "often" involved but the admission binds them to making and keeping a promise to stop - the best possible outcome. 

Optional Alternative Step 2 - Post Incident Survey Questionnaire: This is a questionnaire, to be signed, distributed to a whole class group or year group to try to establish/corroborate details of what happened in a recent incident.  The information section at the top can be changed/adapted for particular situations.  It reminds pupils that if the matter is resolved there will be no penalty.  Some of the questions seek information about the incident.  Pupils who do not know anything about the incident should be told to write, "I don't know" rather than leaving any section blank.  A signed statement "I don't know" is different from a signed blank questionnaire that could mean a refusal to cooperate with the survey by someone who does know.  The question about others who were there has proved particularly useful.  This information is easily given and those named can be spoken to later, if necessary, for further information or to clarify details.  The last two questions have two purposes.  One is to get pupils to "declare where they stand" on bullying and the anti-bullying campaign.  The more often this is done, within reason, the better.  However, the other is to make sure that even pupils who know nothing about the incident have to write something on the page.  This avoids the problem of pupils, who wish a bully to know that they are not writing down what they know, dropping their pens and turning over their pages immediately and sitting back to make it obvious that any information coming from the survey did not come from them.  

If the awareness-raising strand of the anti-bullying campaign is effective, then, in the case of serious single incidents this survey tends to provide a lot of useful accurate detail.  However, it is harder for pupils to spot more subtle or low-key forms of bullying or to identify it for what it is (for example, because it looks like harmless banter).  If it is hard to get corroboration other methods can be used, for example using Incident Observer Reports or Pupil Friction Alert.  Regardless of how much information is received once a report is received and a survey carried out the alleged perpetrator(s) should be interviewed.  The interview, structured as it is, usually gets to the bottom of what is really going on.

Optional Additional Step 2(b) - "Joining In" Promise Form: This can be used after a particular bullying incident has been resolved if it has become clear that what was happening was very visible but yet that some pupils did not admit to knowing about it in the original class survey.  If this happens it may be because these other pupils had at times actively joined in or otherwise supported the bullying, a situation that may already have been alluded to in the original survey by pupils writing "everyone in the class" when asked to identify who was involved.  This situation needs to be resolved because otherwise this bullying culture in the class group may simply lead to a continuation of the bullying with someone else taking a lead role.  

This page gives all the members of the class together, in a "Reform, not Blame" environment, the opportunity to admit to either initiating the bullying or to joining in with it, to acknowledge that this was wrong and to commit to never starting it or joining in with it in future.  The team-member should point out that it is now clear who was being bullied, treat this as an issue that everyone now knows about and have the targeted pupil's name entered in the space provided on the page.  All pupils are then asked to complete the form honestly and make a promise never to be involved in the bullying again by writing "YES" in the relevant box.  If that commitment is honoured any pupils involved receive amnesty and completed forms need never appear again.  

More pupils usually admit to joining in than to starting the bullying.  More pupils usually admit to doing this "sometimes" rather than "often."  However, it is the "YES" that matters, not the accuracy of admission.  The pupils are all conscious that they all now know what was going on, that it was wrong, that it will not be allowed to continue and that they now have the opportunity to make a positive commitment and then move on with no penalty.  In the "Reform, not blame" environment there should be no negative impact on the targeted pupil from this exercise, particularly if the team-member mildly admonishes her/him for not reporting what was going on (whether they did or not) or for making light of it and thus allowing it to continue.  It can be explained to all the other pupils that this probably made their behaviour seem less serious at the time to them, but that now everyone is clear about how wrong it was so it must stop. Typically a significant number at this stage admit to being involved at some level in the bullying and all members of the class normally commit to never being involved in such activity again.  In the process they are instituting a different standard in their class group - where it is O.K. not to be seen to bully the person.  At the back of their minds, however, is awareness that a breach of this promise would be treated like a breach of an individual promise, with serious consequences for those involved.

ADDITIONAL INFORMATION GATHERING, IF NECESSARY   

Optional Incident Observer Report Form: This is used to get details about an incident from pupils who were named, possibly in one of the other surveys, as being present when it happened.  (When they indicate who else was there they may unwittingly name the person who said they themselves were present).  Their report is usually used to corroborate what has already been reported or indicated in a survey.

Optional Whole Class Individual Interview Form: This may need to be used occasionally, despite ongoing awareness-raising and culture-shifting exercises.  This could arise, for example, when a pupil who bullies another has a lot of friends or supporters in her/his class group or the targeted pupil does not or when members of the class realise that the alleged perpetrator is re-offending and that a penalty may ensue.  If the usual survey does not yield enough corroboration to effectively deal with the situation this method is useful.  It involves at least four members of the Anti-Bullying Team, without advance notice, carrying out short, focused interviews with everyone in the class group, within one period of 40 minutes so members of the class have no opportunity to compare notes or arrange answers.  This sheet should be adapted in advance so the questions asked are tailored to the particular class situation.  This should yield results.

Optional Suspected Vulnerable Pupil Alert Notice for Staff: This is an example of an adaptable form requesting information from staff members about particular pupils who are thought to be experiencing bullying behaviour.  A version of this form, kept on computer in the staff-room, can be changed and then printed out at short notice to suit any situation that arises (for example, if there is concern about just one pupil).  This form has the effect of having staff-members "watch out for" identified pupils. Copies are put on each staff-member's shelf and feedback returned to the shelf of the anti-bullying coordinator.  If feedback is received about a pupil the reporting staff member is then asked to complete an Incident Report Form to assist the investigation (that is already underway).  This procedure also has the advantage that after the matter is resolved the staff-member in question can be asked, in the weeks that follow, how the pupil is getting on with classmates at that stage and whether there has been any recurrence of the bullying.  These staff-members are often more alert and vigilant in watching pupil behaviour for signs of bullying afterwards - enhancing the whole-school approach that is necessary for an anti-bullying campaign to benefit pupils most.

Optional Pupil Friction Alert Notice for Staff: This seeks information from staff members about friction between named pupils.  Staff-members who have noticed such friction are asked to complete an Incident Report Form and return it to a member of the anti-bullying team.  It can then be used to assist an investigation.  It may also be used some time after a bullying situation has been resolved to find out if there has been any recurrence of the bullying or any lingering bad feeling arising from it.

Optional Named Bullied Pupil - Alert Notice for Staff: This may be used to ask staff to "watch out for" a pupil who is known to have been bullied and may be bullied again by others.  For example if a large number of pupils were involved in the bullying and just some had been dealt with others may take the opportunity to continue the bullying "on behalf of" or "in the absence of" their friend who had stopped.  A notice like this for staff can limit the options of such potential perpetrators by increasing the vigilance of staff in relation to the particular targeted pupil.  However, it would be unwise to put this notice  on a staff-room notice-board since after-school visitors may see the name of the pupil.

CONVERSATION WITH AN ALLEGED PERPETRATOR

ESSENTIAL STEP 3

Alleged Bullying Interview Form: This is used when interviewing an alleged perpetrator.  Usually, when this interview happens anti-bullying team members already have a lot of information.  They must still maintain an open mind, however, as things are not always what they seem.  The pupil is withdrawn from class for the interview, which is formal but positive.  It is usually one-to-one, but in particularly serious situations or where a pupil is likely to be uncooperative a second team member may be present as an observer.  If so, schools should consider whether at least one of these team members should be female.  The sheets used by the team member bear the School Crest - the pupil is being interviewed on behalf of the whole school.  In this environment the pupil is usually fully cooperative.  

The pupil is assured that if s/he were being bullied the perpetrator of that bullying would now be facing the interview.  Giving the pupil some well-deserved compliments at this stage is helpful.  It sets a positive and supportive tone for the conversation. They are then, in an indirect way given a chance to admit treating another pupil disrespectfully and they may do so at this stage.  If they do they are then invited to say what kind of disrespectful treatment was involved.  Usually they do not offer many specific kinds of behaviour and whether they do or not the interviewer switches to the Bullying Behaviour Checklist, copied overleaf to get a more accurate picture of what was happening.  At this point the pupil is told that when the interview is over they will be asked to make a promise and keep it and if they do there will be no penalty.  However, if they are not honest in going through the checklist such a promise could then not be trusted so the "Reform, not Blame" approach would have to be shelved and the matter handed over to a Year Head or the Principal.  Following this clarification the pupil is usually happy to cooperate with the interview.  When this is completed the interviewer returns to the Alleged Bullying Interview Form overleaf and asks why the pupil was treating the targeted pupil like this.  Usually the answer is that the pupil does not know.  This is probably largely true since the reasons why some people bully others are complex.  Other responses like "he annoys me" or "we don't get on" or "I don't like him" or "he treated me badly first" are also fairly common.  The interviewer now needs to know if the pupil, who has just completed an extensive checklist and may have admitted to several kinds of bullying behaviour, really understands how hurtful and wrong this is so they can promise faithfully to stop.  Appealing to empathy may not work well as a bully may have little or none.  Using the example of the pupil's mother offers a good chance of eliciting a response based on some level of loyalty, fellow-feeling, even love.  A person who feels for nobody else in the world may still have warm feelings towards her/his mother and be able to clearly indicate what a mother's response would be if treated at work they way the perpetrator was treating the targeted pupil at school.  They usually use words like "upset," "angry," "devastated" and the interviewer can probe further with questions like "would she report it to management" or "would she want to leave her job" or "would she find this unbearable or very frustrating."  They may then be able to honestly indicate that they themselves would be very angry if they witnessed this.  They can now admit to understanding how unfair it is to treat someone else that way and the interviewer can know if they are sincere in this.

When the full facts are revealed and read back to interviewed pupils, particularly the findings of the checklist, they are often quite surprised at the extent of the bullying and prepared to accept that it was bullying whether it was intended to be or not.  Though they already know what bullying is from the awareness-raising exercises, some pupils genuinely do not bridge the gap in their own minds between what they know and their own behaviour.  Sometimes this seems to be because they act in small "instants" of behaviour that are then forgotten and so do not see the pattern.  They often express genuine regret and are apologetic to the team-member.  In this situation a team-member may ask "Do you not think that apology should be addressed to someone else?" (Sometimes the team member may hear back from the surprised and relieved pupil who had been targeted, later, that the apology was indeed delivered and that peace has been restored).  The interview, then, is a very effective awareness-raising exercise in itself for those who need it most.
Bullying Behaviour Checklist: This lists kinds of bullying behaviour grouped under headings.  (This list was adapted from a list available over the Internet from the Cool School Programme and can be further adapted by schools to suit their needs).  Alleged perpetrators are asked if they have done each of the things listed.  They may be asked for clarification or examples in relation to any of their responses.  At the end of this section of the interview the anti-bullying team member should have a very clear picture of the extent of any bullying that was taking place and be able to return to the Alleged Bullying Interview Form to complete the interview.  

BRINGING RESOLUTION – THE PROMISE   

ESSENTIAL STEP 4(a) or (b)
4(a) Pupil Behaviour Promise Form: Finally, first-time perpetrators are ready for, and can be offered resolution of the whole problem situation.  They are asked to sign a solemn formal written promise, which will be countersigned by the team-member, committing them to treating the targeted pupil fairly and respectfully in future.  The promise form used is partly a standard form that states their right and the right of all others to be treated with fairness, equality and respect.  It then goes on: "I therefore promise that in future I will treat all my fellow-pupils fairly, equally and respectfully despite our differences and whether I like them or not.  In particular . . ." to which the team-member adds, in block letter handwriting, in the presence of the perpetrator, "I will always treat N. (the targeted pupil's name) fairly and respectfully."  This is then signed and dated by the team-member and offered to the perpetrator to sign.  The good news is that when they sign this, in the context of all the awareness raising and the information gathering that has gone before, in most cases this works - the bullying stops permanently and they cause no more problems for the targeted pupil.  

or

4(b) Pupil and Parent Behaviour Promise Form: For second-time or very serious offenders, this is a similar promise form but with a place for a parent's/guardian's counter-signature.  When an interview is completed this promise form may be used instead of the previous one.  This could happen (a) if the bullying was of a particularly serious nature, (b) if the pupil was less than fully cooperative during the interview (e.g. trying to avoid blame or deny the facts) or (c) if the pupil had previously bullied the same or another pupil.  

Pupils who have bullied previously and are being interviewed for bullying for the second time still face no sanction by the school but should be given a very stern warning.  The warning, given by the anti-bullying coordinator at the end of the second interview, when the pupil has signed the second promise (that must still be countersigned by a parent/guardian), may be roughly the following: 

"(N), if you were to break this second promise to stop bullying it would be very serious indeed because: 

· It would be a breach of two written promises signed by you.  This would suggest that maybe you cannot be trusted to keep your word, that we cannot believe you any more, 

· It would be a breach of a promise signed by your parent/guardian, which could be very embarrassing for her/him, 

· It would indicate that you do not wish to comply with the schools anti-bullying strategy by being respectful to others even though everyone deserves to be treated with respect including you, 

· It would indicate that you no longer want the protection of the more gentle "no-blame" anti-bullying code that gives you a second chance (first promise) and even a third chance (second promise that you have signed today) for bullying but would rather continue bullying and be dealt with by the school Code of Behaviour and its punishments, 

· It would show that you had little or no respect for (a)  other pupils or how you treat them, 
(b) 
the signed promise of parent(s)/guardian(s), 

(c) 
your own signed promise,

(d)
your own good name and reputation as an honest person,

(e) 
the school's anti-bullying programme. 

So we are depending on you to please don't break today's second promise. When you bring the promise form back to me, signed by a parent/guardian, please keep the promise.  If you ever break it by bullying any pupil in this school again the following is what will probably happen: 

· A meeting may take place with the school Principal, your parent(s)/guardian(s), the school anti-bullying coordinator and you. 
· At that meeting the details of the first interview after you bullied (N) will be read out in front of all those present. If you had kept your first promise these details would never have been revealed. 

· At that meeting the details of this, your second interview, showing how you bullied (N2) after signing a promise not to bully again will also be read out in front of all those present. 

· At that meeting the Principal may then decide, and tell your parent(s)/guardian(s) your penalty/punishment, using the school's Code of Behaviour. This could mean a suspension from school for several days with a large amount of written homework to keep you busy for a lot of hours each day - e.g. answering examination questions. The Board of Management would have to be informed about this too and it would go on your record.

· Your parents/guardians may be told at that meeting that this school will no longer have a place for you if you bully again and you may be told that you can start thinking now of what school you would like to move to instead."
(This warning carries a lot of clout. In Coláiste Éanna, following this warning the most that ever broke the second promise, out of all original investigations throughout all year groups during a whole school year, was 2. Needless to say, this brought great relief to a lot of pupils.  In each case of breach of second promise a meeting like that described above did take place, commitments were given by all concerned and the bullying never recurred. 

In the three years from September 2009 to June 2012, with the awareness-raising programme and the "reform, not blame" strategy firmly embedded in the school, the number who broke the second promise was zero so a meeting like that described above was never needed).

REHABILITATION IF DEEMED NECESSARY
Targeted Pupil Impact Statement Form: This is available on our website.  It is designed to be used some time after the resolution of the bullying situation but within the same school year - possibly near the end of the school year.  Its purpose is twofold.  Firstly, it allows targeted pupils to reflect more objectively on the bullying, to see it as a wrong done to them that was hurtful at the time, to express rather than suppress anger about it if they wish and to recognise that they have survived, and can survive bullying.  Secondly, it allows them to realise that it is O.K. to look back on the bullying situation and to analyse it rather than deny that it ever happened.  There is evidence that damage done by bullying in school often only exhibits itself later, perhaps during adult life.  This may be because the bullying was so hurtful and undermining at the time that the targeted pupil goes into denial and never actually deals with it.  It is hoped that the ongoing anti-bullying campaign in school will already, by its nature, have helped to prevent this tendency to denial by very visibly dealing with bullying as a matter of fact, working to prevent it and supporting those targeted.  This exercise attempts to reinforce this and allow the targeted pupil to deal with the situation in a managed environment supported by a member of the anti-bullying team and possibly even bring closure on what has been a difficult episode in the pupil's life.

Group activities: While this goes beyond the brief of the Anti-Bullying Campaign and what it offers, it is important to note that children are usually very resilient and they recover quickly from bullying that is identified early and effectively and quickly resolved.  Having been supported by peers in surveys, they feel relief at being free to make friends again their peers feel it is safe to be friends with them now that the bullying has ended.  Teachers can also help them rebuild relationships through group activities in ordinary classes, e.g. laboratory groups in science, project groups in various subject areas and in group/team activities during class and during breaks and after school.  
Extra help: If it is found that the bullying was very severe or that it had gone on for a long time or that reintegration and recovery afterwards was not as it should be (e.g. if a first year child was bullied for a long time in primary school and is still withdrawn and anxious after the bullying as stopped for some time) the child may need to be referred to the School Guidance Counsellor and even be referred on by her/him to the National Education Psychological Support service (NEPS).  This must be done but there can be long delays involved.  If so, it is worth checking with the Irish Society for the Prevention of Cruelty to Children (ISPCC), which provides the “Childline” service as they may be able to provide counseling faster and without the costs that would be involved in accessing counselling privately.
RECORDING USEFUL STATISTICS

Sample Perpetrators' Cumulative Record Sheet: This is a draft recording page, which, If kept up to date throughout the school year for all pupils who have had to sign promises, gives instant access to pupils' previous bullying history before an interview.

Campaign Incident Data Sheet: This is a draft data-sheet that can be used for an end-of-year summary of bullying incidents in the school and the campaign response to them.  This is useful to chart progress from year to year.

approach and ask the class to complete and sign a “Joining-In” promise form, admitting any involvement and promising that in future they will not join in. 


3  	Speak with any alleged perpetrators using the    Essential Step 3 “Alleged Bullying Interview” form.   In the conversation use the “Bullying Behaviour Checklist” to establish the nature and/or gravity of the behaviour. 


If necessary, (though it is seldom necessary) ask each identified witness to individually complete an “Incident Observer Report” form.


If necessary (in the unusual event that sufficient information has not been forthcoming through the survey), organise the Anti-Bullying Team to use the “Whole Class Individual Interview” form with all class members individually within one class period. 


If necessary, seek staff feedback using the “Suspected Vulnerable Pupil Alert,” “Pupil Friction Alert” or “Named Bullied Pupil Alert” notices. 


4	As Essential Step 4 ask each confirmed perpetrator to complete and honour a simple “Pupil Behaviour Promise”.  For more serious bullying (or a less serious but repeat offence e.g. against a different pupil) use a “Pupil and Parent Behaviour Promise.” Then complete the “Action Taken” form (from Essential Step 1). 


Some time later, if appropriate, ask targeted pupil to complete a “Targeted Pupil Impact Statement” form.


While most investigations using these tools quickly result in a satisfactory outcome, some cases involve the use of more of the tools and take more time.  Please be patient. 


Also, there may sometimes be a temptation to take extreme action in response to bullying.  Please do not!  It may lead to a backlash against the targeted pupil.  Remember that the main objective is to get a signed promise to stop bullying that will be upheld.  





Tools for Resolving Possible Bullying Situations 


Every incident or suspicion reported must be investigated and dealt with.


There follows a complete list of tools/pages for the various stages of investigating bullying.  In most cases, however, only the following need to be used: 


Essential Step 1 (back to back) to record any report of bullying and progress in dealing with it.


Essential Step 2 (back to back) to remind pupils of no blame approach and then carry out a whole class survey.


Essential Step 3 (back to back), to guide conversation with pupil to establish if bullying did take place – allow up to 30 minutes per pupil.


Essential Step 4 (a) or (b) - if bullying has been confirmed, a first promise not to bully or a second promise, if needed (supported by a parent).


Some of the other tools/pages may sometimes be helpful in more difficult cases.


FULL LIST OF TOOLS/PAGES


If a report of possible bullying is received from any source, always complete Essential Step 1. This includes an “Incident Report” form and (copied back-to-back) an “Action Taken” form on which brief details of the response to the report are to be recorded as they happen.  


Even if the facts are known, always read or summarize the Essential Step 2 “Information Before Class Survey” page for pupils and carry out a survey to “establish the facts,” identify other witnesses and protect any reporter by creating many possible “sources” for the information. (Choose the “Regular Class Survey” page or if appropriate the “Incident Related Survey” page).


If necessary, (if bullying was class-wide or a survey had a lot of evasive “don’t knows”), emphasise   again  the   "Reform,  not   Blame" 





Strand 2 – Resolving Possible Bullying Situations
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(School Name Here)


Anti-Bullying Campaign





Copy School 


Crest into a text box here before printing or simply delete this text box








All used pages are confidential unless a legal imperative dictates otherwise.  If a pupil keeps her/his anti-bullying promise, they should be kept on file and not shown to anyone outside of the Anti-Bullying Team (e.g. Year-Heads or the Principal).  However, if a pupil chooses to break that promise then full disclosure is possible and a penalty may follow.











