
School	  Response	  to	  Bullying/Harassment	  Incident	  Report	  
	  

GUIDELINES	  TO	  FOLLOW	  WHEN	  WORKING	  WITH	  STUDENTS	  INVOLVED	  IN	  
POTENTIAL	  BULLYING/HARRASSMENT	  

	  
•	  	  Take	  all	  reports	  seriously/don’t	  ignore	  
•	  	  When	  you	  see	  something,	  do	  something	  –	  always	  stop	  the	  behavior	  immediately	  	  
•	  	  Assess	  for	  safety	  –	  mental	  and	  physical	  
•	  	  Deal	  with	  students	  individually	  –	  do	  this	  in	  a	  way	  that	  allows	  a	  targeted	  student	  to	  maintain	  dignity	  and	  to	  feel	  
	   safe	  from	  retaliation;	  be	  cautious	  that	  your	  intervention	  does	  not	  make	  the	  targeted	  student	  more	  of	  a	  target;	  
	   increase	  supervision	  to	  assure	  this	  targeted	  behavior	  is	  not	  repeated	  
•	  	  Hold	  bystanders	  accountable;	  offer	  guidance	  by	  letting	  them	  know	  how	  they	  might	  appropriately	  intervene	  or	  
	   get	  help	  the	  next	  time;	  tell	  them	  you	  noticed	  their	  inaction	  or	  that	  you’re	  pleased	  with	  the	  way	  they	  tried	  to	  
	   help	  
•	  	  Use	  terms:	  	  alleged,	  target,	  bystander,	  aggressor	  
•	  	  Complete	  reporting	  paperwork	  &	  be	  accountable	  for	  follow-‐up	  as	  directed	  by	  policy	  and	  procedures	  
	  
•	  	  Do	  not	  dismiss	  reports	  of	  bullying	  incidents	  –	  additional	  information	  gathering	  is	  always	  necessary	  	  -‐-‐	  bullying	  
	   is	  not	  a	  part	  of	  “kids	  being	  kids”	  or	  a	  rite	  of	  passage	  that	  makes	  kids	  tougher	  
•	  	  Do	  not	  use	  peer	  mediation	  
•	  	  Do	  not	  make	  students	  involved	  apologize	  and/or	  shake	  hands	  on	  the	  spot	  
•	  	  Do	  not	  use	  groups	  as	  a	  format	  for	  working	  with	  aggressors	  
	  
Sources:	  
www.nea.org	  -‐-‐	  Bully	  Free	  Resources	  &	  Free	  Public	  Service	  Announcements	  
www.tolerance.org	  -‐-‐	  	  Teaching	  Tolerance:	  	  A	  Project	  of	  the	  Southern	  Poverty	  Law	  Center	  (promoting	  diversity,	  
equal	  opportunity	  and	  respect	  for	  differences	  in	  schools)	  
	  
Name(s)	  of	  Targets(s)_________________________________________Date	  Reported______________________________	  
	  
Name(s)	  of	  Aggressor(s)_____________________________________	  	  Date	  of	  Process_____________________________	  
	  
Racial,	  Sexual,	  Religious,	  Gender	  Identity	  or	  Disability	  involved	  in	  the	  Aggressive	  Act?	  If	  so,	  please	  
check.	  	  (check	  box)	  
	  
Evidence?	  	  	  Notes	  	  	  	  	  Email	  	  	  	  	  	  Graffiti	  	  	  	  	  	  Video/Audio	  	  	  	  	  Website	  	  	  	  	  Other__________________________________	  
	  
________Building	  contact	  person	  investigates	  the	  allegation	  
________Parental	  notification	  of	  all	  involved	  parties	  attempted	  only	  if	  there	  is	  no	  discipline	  referral.	  
	  
Parent	  Contact:	  	  Date_____________	  Time__________	  Person	  Contacted:______________________________	  
Parent	  Contact:	  	  Date_____________	  Time__________	  Person	  Contacted:______________________________	  
	  
________Report	  is	  documented	  
________If	  warranted,	  a	  discipline	  referral	  is	  completed	  and	  submitted	  to	  the	  appropriate	  
	   administrator	  
________Administration	  completes	  investigation	  and	  makes	  a	  determination	  
________Appropriate	  consequences	  are	  applied	  
________Intervention	  plan(s)	  is/are	  prescribed	  for	  the	  target(s)	  
________Intervention	  plan(s)	  is/are	  prescribed	  for	  aggressor(s)	  
________Parents	  of	  both	  parties	  contacted	  
________Support	  staff	  contacted	  and/or	  additional	  resources	  called	  upon	  if	  needed.	  
________Incident	  is	  entered	  in	  the	  Infosystem	  as	  a	  disciplinary	  infraction	  
	  
	  
Today’s	  Date:_______________	  Reported	  by:____________________________	  Signature:_____________________________	  



Action	  Plan	  for	  Target	  
____________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________	  
____________________________________________________________________________________________________________________	  
	  
	  

Follow-‐Up	  Conference	  for	  Target	  
	  
Date:	  _____/_____/_____	  Time:________________	  Conducted	  By:______________________________________________	  
	  
Individuals	  Present:	  

Administrator___________________________________	  	   Other_______________________________________________	  

Student___________________________________________	   Other_______________________________________________	  

Witness_________________________________________	  __ Other______________________________________________	  

Other_____________________________________________	  	   Other______________________________________________	  

According	  to	  student,	  situation	  is:	  	  	  	  	  	  	  	   	  Better	  	  	  	  	  	  	  	  	  	   	  Worse	  	  	  	  	  	  	  	   	  No	  Difference	  
	  

Action	  Plan	  for	  Aggressor	  
____________________________________________________________________________________________________________________	  
____________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________	  
____________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________	  
	  

Follow-‐Up	  Conference	  for	  Aggressor	  
	  
Date:	  _____/_____/_____	  Time:________________	  Conducted	  By:______________________________________________	  
	  
Individuals	  Present:	  

Administrator___________________________________	  	   Other_______________________________________________	  

Student___________________________________________	   Other_______________________________________________	  

Witness___________________________________________	   Other_______________________________________________	  

Other______________________________________________	   Other_______________________________________________	  

According	  to	  student,	  situation	  is:	  	  	  	  	  	  	  	   	  Better	  	  	  	  	  	  	  	  	  	   	  Worse	  	  	  	  	  	  	  	   	  No	  Difference	  
	  
Comments:	  
____________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________	  
____________________________________________________________________________________________________________________	  
	  


