School response flow chart: student bullying

1. Listen carefully and
calmly, and
document what the
student tells you

Ensure a private place to talk. Do not dismiss their
concerns or make them feel they are at fault. Listen to
their account fully first and then ask them (and maybe
others) questions to get more detail. Avoid the terms
‘bully’ or 'victim' and instead talk about the behaviour of
everyone involved, including bystanders. Clarify if there
are immediate safety risks and let the student know how
you will address these. Write a record of the
conversation.
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2. Collect additional
information

Ask for any evidence from the student. Speak with all
students involved, including bystanders. Be alert to your
legal responsibilities regarding evidence if the incident
may constitute a crime. Keep records. Ensure you have
information that answers who, what, where, when, how,
why. Students views on why bullying is happening can
suggest ways the school can respond.
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3. Discuss a plan of
action with the
students

Once you are confident you have a comprehensive
picture of the situation, discuss a plan of action with the
student/s. Refer to your school's policy in terms of
expectations and implications.

Invite suggestions from students as appropriate.

Inform all students involved of your intention to inform
their parents/guardians. Involve the parents and other
caregivers in developing the plan of action if
appropriate.
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4. Inform the students
what you intend to
do

Provide as much information as you can without
violating the privacy of other students or parents. Also
inform them about when you are planning to follow up
with them after implementing the plan. Explain that you
will look at immediate and short term responses as well
as other long term preventative measures or efforts to
promote a positive school climate.
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5. Provide suggestions
about what to do if
the bullying occurs

again

Have information on hand to share with students or set
up a meeting for them to talk about strategies with an
appropriate staff member. If this is not viable (due to the
nature of disclosure), refer to the appropriate guidelines
and processes.
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Bullying can require a sustained effort to prevent,

6. Set a date for follow particularly if situations are long standing. Reviews are
: critical to check in with students, and to ensure the

Up reVIGW/S school's efforts have not caused other problems or

merely created a problem elsewhere.
7. Record the incident
in school's data
management system

; . Refer the matter to the responsible officer: year
8. NOtIfy approprlate Coordinator, Deputy Principal, school psychologist,
personnel counsellor or Guidance Officer as per the school's

process or behaviour plan.
If parents/guardians have not yet been involved in the

9. Contact the process of planning the course of action (Step 3),
: advise them of the incident and the resulting course of
parent/guardlan action, including referring to the school’'s policy and

about the incident guidelines.

and the plan Of Refer parents to the responsible officer for further
. consultation if required.
action a

) It is essential to be alert to ongoing bullying, particularly
10.Follow up with the possibility that the bullying can ‘reappear’ in another

Students over the form some time later.
next several weeks
and months

NOTES: Principals should ensure that all staff are aware of the procedures to follow when
responding to incidents of student bullying, and that these are regularly reviewed and updated if
necessary. Training for staff and the support of the school principal for teachers in dealing with
bullying incidents improves staff capacity and readiness to respond well.

In the first instance, schools should consult their jurisdiction's policy and guidelines for how to
respond to reports of bullying. This response flow chart provides a general guide for those who
do not have jurisdictional guidelines. Your school or jurisdictional procedure may vary from above.
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