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PROCEDURE MANUAL NO. 3/34 

 
 
 

ANTI BULLYING POLICY AND GUIDANCE FOR  
EDUCATION ESABLISHMENTS IN  

EAST DUNBARTONSHIRE  
(Revised) 

 
 
This revised procedure manual replaces the previously circulated manual “Anti Bullying Policy and 
Guidance for Schools in East Dunbartonshire”. 
 
The revised guidance has been written to help to ensure a consistent and just approach to the way in which 
the Education Service manages allegations of bullying.   The procedures for reporting, reviewing and 
following-up racist incidents must be adhered to at all times
 
The revised document contains additional information for schools.   There is a new section on 
responsibilities (Section 2), a section on bullying and the law (Section 4), a section on bullying, 
harassment and discrimination (Section 5), a section on anti-bullying (preventative) work (Section 6) and a 
section on sources of information, advice and support (Section 8). 
 
The following major changes should be noted:- 
 

• Incidents which could be deemed to be racist bullying must be recorded in Section B of Form 
RI(1) not, as previously, in the alleged/actual incident of bullying pro forma (Section 3.2, page 10 
of revised document). 

 
• The forms within the revised document include a section on details of pupils involved in an 

alleged incident.  This is new and must be completed at all times (page 15 of revised document). 
 

• On completion, a copy of Form B1 should be sent to the Head of Education immediately.  Do not 
wait until the end of the month.  As previously, if there is an alleged incident of a very serious 
nature, you should contact the Head of Education as soon as possible (Section 3.8, page 13 of 
revised document). 

 
• Copies of Form B1, together with copies of any letters sent to parents/carers and any additional 

written documentation relating to the alleged incident must be placed in the relevant personal 
pupil record.  Relevant record means the records of all those pupils involved in an alleged/actual 
incident (Section 3.7, page 13 of revised document). 

 
 
(DATE OF ISSUE – AUGUST 2003) 
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Entitlement statement 
 
In East Dunbartonshire, children and young persons are:  

 
• Entitled to participate fully in a learning community which promotes equality of opportunity and seeks 

to protect against all forms of individual and institutional discrimination1. 
 

• Entitled to education which promotes the development of their personality, talents, mental and 
physical abilities to their fullest potential. 
 

• Entitled to attend a mainstream school unless exceptional circumstances apply. 
 

• Entitled to full involvement in any decisions which directly affect their lives. 
 

• Entitled to care and support from their parents/carers who are encouraged to work in partnership with 
schools and local authority services. 
 

• Entitled to having their educational, personal and social development needs considered and met 
through local authority services working in partnership with each other. 

 
These entitlements come out of the following pieces of legislation: 

 
• Children (Scotland) Act 1995 
 
• Disability Discrimination Act 1995 as amended by the Special Educational Needs Disability Act 2001 
 
• Education (Disability Strategies and Pupils’ Educational Records) (Scotland) Act 2002 

 
• Education (Scotland) Act 1980  
 
• Human Rights Act 1998 

 
• Race Relations (Amendment) Act 2000 

 
• Sex Discrimination Act 1975 
 
• Standards in Scotland’s Schools etc. Act 2000 
 
 
 
 

 
1 Discrimination which occurs because of sex or marital status, race, disability, age, sexual orientation, language, 
social origin or because of other personal attributes including beliefs or opinions such as religious or political beliefs. 
(Source: Scotland Act (1998)). 



 
 

ADMINISTRATIVE PROCEDURES – SECTION 3 

4

Introduction 
 
The Education Service will not tolerate any form of bullying in its establishments. It believes that 
pupils and staff have the right to learn in an affirming and safe environment which promotes 
positive personal growth and self-esteem for all. 
 
This guidance has been written to help to ensure a consistent approach to the way in which the Education 
Service manages allegations of bullying.  It replaces the document Anti-Bullying Policy and Guidance 
for Schools in East Dunbartonshire (2001).  The guidance is presented in the following sections: 
 
• Section One outlines what bullying is and is not. 
• Section Two outlines the responsibilities of staff within the Education Service in relation to bullying. 
• Section Three details how the Education Service manages and records alleged/actual incidents of 

bullying.  
• Section Four gives information on bullying and the law. 
• Section Five highlights important areas of concern such as race, religion, disability and sexuality 

which are often linked to bullying. 
• Section Six outlines the anti-bullying (preventative) work undertaken by staff of the Education 

Service.  
• Section Seven details the Education Service’s complaints procedure. 
• Section Eight lists some national sources of advice and information on bullying. 
 
Anti-bullying policies 
 
All schools in East Dunbartonshire have anti-bullying policies which include statements about how they 
seek to prevent and manage bullying.  The information is made available in a range of documents 
including ‘anti-bullying’, ‘pupil behaviour, care and welfare’ and ‘discipline’ policies together with 
individual leaflets for pupils and their parents/carers.  These documents are available, on request, from the 
schools.  
 
Links to Local Authority policies and guidance 
 
When developing and reviewing their establishment’s anti-bullying policy, staff should also take into 
account relevant information from the following documents: 
 
• Child Protection Procedures and Guidelines: Responsibilities of the Education Service in 

Protecting Children from Abuse (East Dunbartonshire Council, 2001). 
• Duty of Care to Pupils in Its Schools (East Dunbartonshire Council, 2003). 
• Health Education 5-14 Policy (East Dunbartonshire Council, 2003). 
• Positive Behaviour Care and Welfare (East Dunbartonshire Council, 2002). 
• Tackling Racist Incidents within the Education Service (TRIWES) (East Dunbartonshire Council, 

2003). 
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Document availability and accessibility 
 
Parents, pupils and other stakeholders are entitled to copies of this guidance.  
 
In line with the Local Authority’s duty under the Disability Discrimination Act 1995 and the Race 
Relations Act 1976, this document will be made available (on request) in a variety of alternative formats 
and languages. Requests should be made to the Head of Education at: 
 
Boclair House 
100 Milngavie Road 
Bearsden, 
Glasgow, 
G61 2TQ 
 
Tel: 0141 578 8709 
Email: John.Simmons@eastdunbarton.gov.uk
 
Copies of all publications written by the Education Service can also be obtained from schools, education 
support services and libraries. They can also be accessed on East Dunbartonshire Council’s website: 
www.eastdunbarton.gov.uk
 

 
Information for children, young persons and parents/carers 

 
The Anti-Bullying Network has recently issued a set of leaflets, Let’s Stop Bullying, for children, young 
persons and their parents/carers.  The leaflets contain advice and information about bullying and how to 
deal with it. 
 
The leaflets are free of charge and can be obtained via the Network’s website www.antibullying.net or by 
telephone: 0131 651 6100. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

mailto:John.Simmons@eastdunbarton.gov.uk
http://www.eastdunbarton.gov.uk/
http://www.antibullying.net/
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Section One: Defining bullying 
 

1.1: A definition 
 
 

 
 

Bullying is an abuse of power.  It is a repeated, deliberate 
act of aggression which causes embarrassment, pain or 
discomfort to another.  It takes many forms and may 
include physical attacks, verbal insults, extortion and theft, 
threatening and obscene gestures, spreading malicious 
rumours and deliberately excluding people from a group 
or activity. 
 

 
Bullying behaviour is normally characterised by: 
 
• Deliberate aggression – where someone wilfully seeks to harm another.  
 
• A perceived imbalance of power - where those being harmed feel powerless. 

 
• Aggression that leads to pain and distress – pain that can be physical and/or emotional. 

 
• Action that takes place over a period of time – a single, isolated incident of aggression would not 

normally be described as bullying. 
 
Does bullying always involve ‘deliberate aggression’? 
 
Some definitions of bullying (e.g. Rigby’s definition in Bullying in Schools and What to do About It, 
Jessica Kingsley Publishers Ltd 1996) acknowledge that people can feel bullied even when the alleged 
perpetrators are not conscious of the harm they are causing. Also, proving intent on the part of the alleged 
perpetrators can sometimes be very hard to do.  Whenever an allegation of bullying is reported staff 
always try to find effective and appropriate solutions for all those involved and manage situations in a fair 
and compassionate way by: 
 
• not labelling pupils as ‘bullies’ or ‘victims’; 
• recognising that not all pupils who are reported as bullying others will always be wilfully seeking to 

hurt and demean. 
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1.2 Behaviour which is not bullying 
 
It is important to understand the difference between bullying and other types of behaviour.  Andrew 
Mellor of the Anti-Bullying Network (www.antibullying.net)says that it is not bullying when two people 
of roughly the same strength (meaning emotional, psychological and physical strength) have a fight or 
disagreement. 
 
1.3: Examples of bullying behaviour 
 
Bullying can include (for example): 
 
• Writing offensive things about someone using graffiti, notes, letters, text messages etc. 
• Verbally abusing someone by name calling, making threats, using sarcasm etc. 
• Physically hurting someone by pushing, shoving, tripping-up etc. 
• Damaging personal property by tearing clothes, ripping books etc. 
• Excluding someone by making sure they are isolated from their friends and peers. 
• Inciting others to bully. 
• Using technology such as text messages and email 
• Humiliating someone because they are seen to be ‘different’ (e.g. they wear different clothes, come 

from a different culture, have a different value system, follow a different religion etc.). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.antibullying/
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Section Two: Responsibilities of the Education Service 
 
2.1: The Head of Education will endeavour to ensure that: 
 
a) all education establishments under the direction of the Education Authority have access to and 

implement the Authority’s procedure for managing allegations/actual incidents of bullying.  
 
b) local Authority guidance is reviewed every two years or as any relevant legislative changes demand. 
 
c) where required, staff can access further advice, information and support. 
 
d) within available resources, appropriate training and development opportunities are made available to 

staff of the Education Service.  
 
e) any data collected and used for reporting/research purposes is managed and processed in line with the 

principles of data protection as set out under the Data Protection Act 1998. 
 
f) where details of individual incidents are shared with other agencies (e.g. the local Child Protection 

Committee), any information shared is guided by the terms of the Data Protection Act 1998. 
 
g) when requested, guidance is made available in alternative format(s). 
 
h) when requested, translation and interpreting services are made available. 
 
i) anti-bullying policy and procedure developed by the Education Service meets the requirements of the 

Race Relations (Amendment) Act 2000 and the Disability Discrimination Act 1995 as amended by 
Special Educational Needs & Disability Act 2001. 

 
2.2: The head of establishment will endeavour to ensure that: 
 
a) all members of staff understand their Duty of Care as set out in the leaflet – Duty of Care to Pupils in 

Its Schools (East Dunbartonshire Council, 2003). 
 
b) guidance on the management of bullying incidents is implemented within their establishment. 
 
c) wherever possible, anti-bullying policy is developed in consultation with a range of stakeholders 

including pupils, parents/carers and staff. 
 
d) there is a member of staff with designated responsibility for reviewing all allegations of bullying 

incidents.  In primary/special schools this will usually be the head teacher whilst at secondary level 
the task may be delegated to a senior staff member. 
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e) all individuals involved in allegations of bullying incidents are supported and, where appropriate, 

disciplined in-line with the establishment’s discipline policy. 
 
f) Form B1 is completed, as appropriate, and returned to the Head of Education. 
 
g) staff are encouraged to identify their training and development needs in relation to the anti-bullying 

agenda and, wherever possible and within available resources, are given the opportunity to access 
professional development opportunities.  

 
h) effective use is made of advice and support available from the police in relation to serious 

incidents/allegations of bullying which involve physical assault, theft, racist abuse and harassment.  
 
i) when requested, parents/carers and pupils are given copies of any relevant anti-bullying 

guidance/resources. 
 
j) the right to translation/interpreting services is highlighted to parents/carers. 
 
k) when requested, parents/carers are given accurate information on the Education Service’s complaints 

procedure (see Section Seven). 
 
2.3:  Teachers and school support staff will endeavour to ensure that: 
 
a) they understand their Common Law Duty of Care and how it relates to the anti-bullying agenda 

(Duty of Care to Pupils in Its Schools ,East Dunbartonshire Council, 2003). 
 

b) they follow establishment procedure for managing allegations of bullying incidents. 
 

c) they report all incidents/concerns to the designated person. 
 

d) through their daily relationships with staff, parents/carers and pupils they play their part in nurturing 
a positive ethos of respect for all persons. 
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Section Three: Managing and Recording Alleged/Actual Incidents of Bullying 
 

Reports of alleged bullying incidents can come from a number of sources including pupils, parents/carers, 
staff and members of the wider community.  Staff treat all reports of alleged bullying very seriously.   

 
3.1: Pro-forma for recording and reviewing allegations of bullying 
 
All reports of alleged/actual incidents should be recorded on Form B1.  Form B1 gives establishments a 
framework for reviewing alleged incidents.  It is presented in two parts (A and B).  Part A must be 
completed for all allegations of bullying.  Part B should only be completed if an incident is confirmed as 
bullying.  On completion, signed copies of Form B1 must be sent to the Head of Education. 
 
Unless the initial report is made directly to the designated person responsible for reviewing an alleged 
incident it can be helpful to record the initial report of an incident in writing. Form B2 can be used for this 
purpose. Once completed, Form B2 should be passed to the designated person for action.  Pupils, 
parents/carers should always be given the name of the member of staff who will be reviewing the alleged 
incident. 
 
3.2: Recording racist incidents and racist bullying. 
 
From August 2003, all racist incidents, including those which could be deemed to be racist bullying must 
be recorded in Section B of Form RI(1). This marks a change in policy, as previously, incidents of racist 
bullying were recorded on Form B1 (pro-forma for recording alleged/actual incidents of bullying). 

 
Where there is evidence that a number of individual racist incidents have been perpetrated against the 
same child/young person, staff should be vigilant to the possibility that the individual could be 
experiencing the effects of bullying (i.e. a sense of powerlessness, isolation and distress). The steps taken 
to resolve alleged racist and bullying incidents are the same i.e. reviewing the situation and providing 
support to, and challenging the behaviour of, those involved. 
 
Further information on racist bullying is given in section 5.3 of this document. 
 
3.3:  Reviewing an incident 
 
When reviewing an alleged/actual incident staff should try to establish: 
 
• which pupils were involved; 
• the nature and extent of the bullying and where it was taking place; 
• the effects on the person(s) being bullied; 
• the nature of the relationship between the perpetrator(s) of the bullying and those experiencing it; 
• if there were any triggers to the behaviour; 
• the support and disciplinary measures required to try to resolve the difficulty. 
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3.4: Involving parents/carers 
 
Scottish Office Circular 2/98 Guidance on Issues Concerning Exclusion from School states that: 
 

Parents should be consulted about behaviour policies.  It is important that the school works in 
partnership with individual parents…. Parents have rights which should be respected in their 
interaction with the school…Parents should be involved at an early stage should their children be 
behaving regularly in disruptive or disturbing ways (p.13). 
 

Advice in the DfEE’s revised document Don’t suffer in Silence (2000) highlights the difficulties which 
can arise when involving parents/carers in discussions about bullying, especially when their child is 
implicated as the person who is bullying. The DfEE advises involving all parents/carers at an early point 
in the process and stresses that schools should avoid using parents/carers (or the threat of them) as a form 
of punishment for bullying, as this undermines the co-operative ethos that such involvement is meant to 
foster. 
 
Any letters sent out to parents/carers in relation to the alleged incident should be: 
 

• word-processed; 
• presented on EDC headed stationery; 
• sent out First Class (where the nature of the incident is such that it leads to exclusion, head 

teachers should follow the guidance given in Procedure Manual 3/11: Exclusion from School 
which states that a Recorded Delivery letter should be sent to the parent/carer on the day of 
decision to exclude). 

 
When reviewing an alleged incident parents/carers should be: 
 
• told about the steps which will be taken to try to resolve the incident. 
 
• given copies, where requested, of any relevant policies/protocols. 
 
• given progress reports and encouraged to be involved in the development of any final action plan. 
 
• informed of their right to involve the police in any bullying where criminal behaviour may be 

involved. 
 
• offered support from translation/interpreting services (where required). 
 
• given details of advice, information and support services (see Section Eight). 
 
• given details of the Education Service’s complaints procedure if they are concerned about the way the 

alleged incident has been managed (see Section Seven). 
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Parents/carers who refuse to co-operate in a review of an alleged incident 
 
It is recognised that some parents/carers can prevent staff from carrying out a detailed and systematic 
review of an incident by refusing to allow their child to participate in the review process.  When this 
situation occurs, the designated person should stress that lack of co-operation on the part of a 
pupil/parents/carers will not prevent the Education Service from endeavouring to fulfil its obligation i.e. to 
attempt to review and resolve an alleged/actual incident.  
 
Violence against staff 
 
Staff who are threatened by a parent/carer or pupil must report the incident immediately following the 
procedure detailed in Procedure Manual No. 2/21: Violence to Staff.  Violence is defined as: 
 

“Any incident in which an employee is abused, threatened or assaulted by a student, pupil, parent, 
member of the public or any other person in the circumstances arising out of the course of his or 
her employment.  This includes personal attack and threatening behaviour with or without a 
weapon and intentional damage to personal property… It includes physical violence, aggression, 
verbal abuse, sexual or racial abuse, intentional damage to personal property.”  

 
3.5: Working with and supporting pupils involved in alleged/actual incidents 
 
Staff seek to support and, where necessary, challenge the pupils involved in an incident. The priority is 
always to restore a sense of safety and wellbeing in the person who has experienced the bullying and to 
encourage better behaviour from those who have perpetrated it. Some incidents are resolved quickly and 
with limited intervention from staff, other incidents can be very complex and demand a great deal of skill 
and expertise. Some incidents of bullying may require support from professionals outwith the Education 
Service (e.g. GPs, clinical psychologists, social workers etc.).  
 
3.6: Bullying and sanctions 
 
Heads of establishment are responsible for deciding how to respond to particular incidents, and  take 
account of such factors as: 
 
• the age of the individuals involved; 
• the nature of the incident; 
• whether there are any behavioural/learning needs which could affect an individual’s behaviour 

towards others; 
• whether the individuals have been involved in any previous incidents; 
• the duty of care to all pupils and staff. 
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Exclusion 
 
Circular 2/98: Exclusions from School (Scottish Office), stresses that exclusion should be regarded as a 
last resort and that multi-disciplinary approaches should be used, both to support pupils at risk of 
exclusion and to facilitate the successful re-integration of pupils who have been excluded.  Schools are 
therefore encouraged to develop a range of responses which incorporate both sanctions and counselling.   
Section 2.6 of Positive Behaviour Pupil Care and Welfare: A Policy Framework for Schools in East 
Dunbartonshire (May 2002) highlights the importance of applying any sanctions in a consistent manner. 
 
3.7: Record keeping and confidentiality 
 
Copies of Form B1, together with copies of any letters sent to parents/carers and any additional written 
documentation relating to the alleged incident must be placed in the relevant personal pupil records.  
Relevant record means the records all those pupils directly involved in an alleged/actual incident. 
 
Under the Data Protection Act 1998 individual pupils are entitled to access any information on their file 
unless: 
 
• it could prejudice the interests of justice. 
• it identifies another person (either as the source of some specific information or as the subject of the 

information).  As Form B1 lists the names of all pupils involved in an alleged incident it is 
important that the head of establishment seeks advice from the Head of Education about the 
appropriateness of releasing copies of Form B1 to any of the pupils involved in an incident 
and/or their parents/carers. 

 
Because of their duty of care to individual pupils, certain staff within the Education Service may feel it 
appropriate to discuss individual incidents, and the needs of those involved, with  representatives from 
other agencies.  When doing so, such staff are bound by the Data Protection Act 1998 and must ensure 
that a pupil’s right to confidentiality is not breached 
 
3.8: Records required by the Head of Education 
 
On completion, copies of completed Form B1 should be sent to the Head of Education. Where the alleged 
incident is of a very serious nature (i.e. physical/sexual assault, racist bullying), the Head of Education 
should be informed as soon as possible. Once the review of the alleged incident is completed, copies of 
any further documentation relating to it should also be sent to the Head of Education. Details of individual 
records kept by the Head of Education are stored in compliance with the Data Protection Act 1998.  
Personal details such as pupils names which are recorded on Form B1 by the school/support service will 
not be recorded centrally by the Education Service.  The shaded areas of Form B1 indicate the data which 
will be processed for research and statistical purposes by staff of the Education Service. 
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3.9: Follow-up work 
 
Following-up incidents is important. Some pupils may require very little in the way of ‘follow-up’ work 
whilst others may need support for a considerable period of time. 
 



3.10: Flow chart summarising the process for dealing with reports 
of alleged/actual incidents of bullying 
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Incident is alleged or 
witnessed and reported to 
the school. 

Alleged/actual incident is 
explored by appropriate 
member of staff who 
works to establish the 
nature and seriousness

If evidence of bullying is 
found the establishment 
should ensure that: 
• Parts A and B of 

Form B1 are 
completed; 

• those involved are 
appropriately 
supported;  

• the parents/carers of 
those involved are 
informed of the 
incident and the action 
that will be taken. 

• any disciplinary action  
is in line with the 
establishment’s 
discipline policy; 

• if required, support 
and advice is sought 
from external 
agencies.  

Racist incidents and racist 
bullying. 

 
Alleged/actual racist 
incidents (including those 
which may involve racist 
bullying) must be 
recorded in Section B of 
Form RI(1) – see 
Tackling Racist Incidents 
Within the Education 
Service (revised 2003). 

If evidence of bullying is 
not found, the 
establishment should: 
• record details of the 

alleged incident in 
Part A only of Form 
B1. 

• establish the nature 
of the incident; 

• provide support to 
those involved; 

• inform 
parents/carers; 

• review the need to 
take disciplinary 
action which is in 
line with the 
establishment’s 
discipline policy; 

• refer to agencies 
outside the school if 
appropriate. 

Alleged incident is reviewed by 
designated person who looks for 
evidence of: 
• repeated abuse against an individual 

or group; 
• pain and distress on the part of the 

person(s) being bullied; 
• a sense of powerlessness on the part 

of the person(s) being bullied; 
• deliberate aggression (see Sections 

1.1 and 3.2). 
 
 

 
Incident is alleged or 
witnessed and reported to a 
member of staff 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



FORM B1 
Recording allegations of bullying incidents in education establishments 

 in East Dunbartonshire 
 

PART A 
 

All allegations of bullying must be recorded in Part A 
 

 
 Reference No: To be completed by Boclair House 

 
 
The data recorded centrally by the Education Service is shown by the shaded areas. 
 
 

 
Name of School: 
 
Date incident reported: 
 

 
 
 

The alleged 
victim(s) 

 Pupil(s) not directly 
involved in the alleged 
incident 

 Visitor to the school  

Parents/Carers of the 
alleged victim(s) 

 Pupil witnesses to the 
alleged incident 

 

Member of school 
staff 

 Member of local 
school community 

 

Other – please give details 

Name of person who reported incident (where known) 

 
 
 
Date(s) and timing(s) of alleged incident(s) (where known) 
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Details of pupils involved in alleged incident 
 
 
 
NB/ Data protection: the names of pupils entered in this field will not be divulged in any public 
records.  See Section 3.7 for relevant guidance on Data Protection issues and confidentiality. 

Ethnicity (see 
table for code) 
 

Religion (see 
table for code) 
 

Name(s) of alleged perpetrators of the 
bullying 
 
 

Year/ 
stage 

Gender 
M/F 

This section to be completed by 
designated person 

     
     
     
     
Name(s) of pupils who are experiencing 
bullying. 

    

     
     
     
     
 
When did the alleged incident occur? 
Please tick relevant box(es) 
 
During class  During mid-

morning break 
 At lunch time  After school  

Between 
classes 

 
 

During afternoon 
break 

 Before school  Other – please specify 

 
Where did the alleged incident occur ? 
Please tick relevant box(es) 
 
In playground 
 

 On other transport  Outside of school premises  

On transport provided by 
the Local Authority  

 Both on and outside of 
school premises 

 On school premises  

In class  Other (please specify) 
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Type/nature of alleged incident 
Please tick relevant box(es) 
 
 
1 Written (e.g. graffiti, notes, 

letters, writing on jotters, 
written threats, ridicule 
through drawings etc.) 
 

  5 Isolation (shunned by peers, rejected, left out 
of activities. groups, etc.) 

 

 2 Verbal (e.g. name calling, 
slagging, threatening, 
sarcasm, discriminatory 
comments during classes 
etc.) 

  6 Incitement (e.g. encouraging others to bully, 
repeatedly behaving in a discriminatory 
manner; repeatedly wearing discriminatory 
insignia such as racist badges, etc.)  

 

 3 Physical (e.g. pushing, 
shoving, fighting, tripping-up 
etc.) 
 

  7 Using technology (e.g. anonymous ‘phone 
calls; offensive/threatening texting/emails) 

 

 4 Damage to property (e.g. 
theft of bags, clothes, money; 
tearing clothes; ripping 
books, etc.) 

  8 Other – please specify  

 
Please indicate if there is any suspicion that the alleged incident may also have other discriminatory 
components (tick more than one box if required). 
 
Disability 

  
Socio-economic class 
 

  
Gender 

 

 
Religion 
 
 

  
Sexual orientation 

 * Race (i.e. colour, 
nationality, ethnic 
background. 

 

Other – please specify 
 
 
* Alleged/actual incidents which may be/have been triggered by ‘race’ must be recorded on Form 
RI(1) – see document: Tackling Racist Incidents Within the Education Service (2003). 
 
Please indicate the procedures which were used to investigate the alleged incident. 
 
Interviewed all pupils who were 
allegedly involved 
 

 Interviewed parents of those who were 
allegedly bullying  

 

Interviewed parents of those who were 
allegedly being bullied 
 

 Interviewed witnesses  

Other (please specify) 
 



 
After investigation was the allegation of bullying substantiated? 
 
                 Yes      
 
                  No      
 
If Yes, please continue on to Part B.  If No, please go to the end of the Form. 
 

PART B 
 

Please indicate which of the following interventions were used to support those who were bullied 
Please tick relevant box(es) 
 
Counselling  

 
Mediation  

Peer support  Person centred approaches e.g. No Blame, Method of 
Shared Concern 

 

Referral to the Authority Reporter 
 
 

 Other (please specify)  

 
Please indicate which of the following interventions were used to support/challenge pupils who were 
bullying 
Please tick relevant box(es) 
 
Person centred 
approaches e.g. No 
Blame, Method of 
Shared Concern 

 Mediation  Verbal 
reprimand 

 Suspension  Police 
involved 

 

Peer support 
 

 Counselling  Written 
warning 

 Exclusion  Detention  

Referral to the Authority Reporter 
 
 
 

 Other (please specify)  

 
 
 

Please indicate the level of parental involvement 
Please tick relevant box(es) 
 
Parents not informed of the incident 
 

 Parents involved actively in discussions etc.  

Parents informed by letter 
 

 Other – please specify 
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Please indicate if any follow-up preventative work was done as a result of the incident occurring: 
 
Whole school  Group work  
Whole class  Individual work  
Review of policy and procedures  Other (please specify) 
 
Please indicate at what stages, if any, the incident was monitored/reviewed after action was instigated 
 
One week  One month  Six months  
 
 
Please tick if you feel that the incident is now closed   
 
 
Any other comments 
 

 
Date …………………………………. 
 
Signed by designated person …………………………………………………………….. 
 
Signed by head teacher  …………………………………………………………………… 
 
On completion, forms should be sent to the Head of Education at Boclair House. 
 
 
* Form B1 adapted with permission of The City of Edinburgh Council’s Education Department. 
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Codes for Form B1 
 
Details of a pupil’s ethnic origin and religion are held in the personal details record section of SEEMIS 
‘click & go’. 
 

Codes for ethnic monitoring 
 
 
 
White - UK WU 
White - other WO 
Asian - other AO 
Bangladeshi BA 
Black - Caribbean BC 
Black - African BL 
Black - other BO 
Asian -Chinese CH 
Asian - Indian IN 
Asian - Pakistani PA 
Mixed MI 
Other Ethnic OE 
Gypsy Traveller GT 
Occupational Traveller OT 
Other Traveller TO 
Not disclosed XX 
 

Codes for monitoring religion 
 
Buddhist BU 
Christian CH 
Hindu HI 
Jewish JE 
Muslim MU 
No religion NR 
Other religion OR 
Sikh SI 
Not disclosed XX 
Not known ZZ 
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FORM B2 
Alleged incident referral form 

Date referral received: 
 
Name and status of person making the referral (pupil/parent/relative/staff member/other?) 
 
How was the referral made (letter/phone call/visit/other?) 
 
Details (give reasons for referral) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Referral passed to (give name of member of staff): 
 
Date and time: 
 
Signature: 
 
 
Completed referral forms should be attached to any other written information relating to the alleged 
incident. 
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Section Four: Bullying and the Law 
 
4.1: Common Law Duty of Care 
 
The following information is taken from Duty of Care to Pupils In Its Schools (East Dunbartonshire 
Council, May 2003). 
 
Under Common Law an education authority has a duty of care in respect of pupils in its charge during 
school hours.  This responsibility is also supplemented by a statutory duty covered by the Schools (Safety 
and Supervision of Pupils)(Scotland) Regulations 1990 which states that “every education authority shall 
take reasonable care for the safety of pupils when under their charge” (section 3). 
 
Schools cannot guarantee the safety and well being of all pupils all of the time.  The courts recognise that 
some activities do carry with them an element of risk and that no matter how well staff undertake their 
duties, accidents involving pupils will sometimes occur.  However, under their duty of care, staff are 
required to take steps to protect pupils against foreseeable risks of personal injury or harm – psychological 
as well as physical.  This means that staff are expected to take appropriate action if they are made aware of 
a difficulty either because it is reported to them or particular circumstances and events indicate that a 
problem could be developing.  
 
4.2: The Standards in Scotland’s Schools etc. Act 2000 
 
Section 2(1) places a duty on the education authority to secure education which is directed towards the 
development of the personality, talents, mental and physical abilities of the child or young person to their 
fullest potential. 
 
In addition, Section 6(3) places a duty on a school to state how it consults with pupils in attendance at a 
school and seeks to involve them in decisions which relate to the everyday running of the school. “The full 
implications of this requirement to consult pupils are as yet unclear but, in the light of this Act, it would 
seem reasonable to expect that a school policy on bullying should have a meaningful input from pupils.” 
(Source: Reasonable Obligations? The Obligations of Local Authorities and Schools in Relation to 
Bullying, Anti-Bullying Network, 2002). 
 
4.3: The Race Relations Act 1976, Race Relations (Amendment) Act 2000 and Race Relations 
(Amendment) Regulations 2003 
 
The Race Relations Act 1976 introduced provisions to protect individuals from racially motivated crime. 
The Race Relations (Amendment) Act 2000 introduced new provisions relating to education.  As a result, 
an individual can take legal action against an education authority where that authority has failed to take 
appropriate action to protect against racial harassment/abuse.  
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Under the Race Relations (Amendment) Act 2000 all staff employed by the Local Authority have both an 
individual and collective responsibility to help combat racism. Staff are under a general duty to have ‘due 
regard to the need’ to: 
 
• eliminate unlawful discrimination; 
• promote equality of opportunity; 
• promote good relations between persons of different racial groups. 
          (Section 71(1) of the RRA 2000) 
 
From July 2003 a number of changes were made to the RRA.  Of particular relevance is that a new law of 
harassment will be introduced into the Race Relations Act 1976 by the Race Relations (Amendment) 
Regulations 2003.   
 
A new definition of “indirect” discrimination will be introduced and the Burden of Proof is to be amended 
in a way that is generally believed to benefit the pursuer/applicant. 
 
For information on racist bullying see Section Five.  
 
Detailed guidance on the management of racist incidents in education establishments can be found in 
Tackling Racist Incidents Within the Education Service (East Dunbartonshire Council, 2003).  
 
4.4: The UN Convention on the Rights of the Child (1989) 
 
• Article 12 states that children and young people have a right to express a view about things that affect 

them. 
• Article 19 states that children must be kept safe from harm and violence and must be given proper 

care by those looking after them. 
• Article 28 states that every child has a right to free education up to primary school level and that 

secondary school education should be available to all children and can take different forms.  It also 
highlights the need for appropriate measures to ensure that school discipline is administered in a 
manner consistent with the child’s human dignity and in conformity with the present Convention. 

 
4.5: The Human Rights Act 1998 
 
The following information is taken from Reasonable Obligations? The Obligations of Local Authorities 
and Schools in Relation to Bullying, Anti-Bullying Network, 2002. 
 
This Act allows people to claim their rights under the European Convention on Human Rights in Scottish 
courts and tribunals, instead of having to go to the European Court in Strasbourg.  The Act underpins this 
by requiring all public authorities in the UK to act compatibly with the Convention rights. 
 
Under the Scotland Act, the Scottish Executive and the Scottish Parliament are required to comply with 
rights set out in the European Convention on Human Rights (the Convention) in exercising their powers.  
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Information and advice on the implications of this legislation is available on the web at 
www.scotland.gov.uk/library/documents-w9/huri-00.htm
 
Inverclyde Council Education Services developed a Best Practice Guide for Education & Human Rights 
which is intended to be a user-friendly introduction for education personnel to human rights law 
developments and the implications for development of best practice in education. The document is 
available from Inverclyde Council.  In addition, Mary Larkin (Education Quality and Development 
Officer for East Dunbartonshire Council) can give information on this publication and the Human Rights 
Charter; telephone 0141 578 8689 (see Section Six).  
 
Govan Law Centre’s Education Law Unit, which is funded by the Scottish Executive, has written a leaflet 
on Human Rights at School.  For a free copy of this leaflet, telephone 0141 445 1955. 
 
4.6: Involving the Police 
 
The following information is taken from School Bullying in Law (Information Sheet no. 10 produced by 
the Anti-Bullying Network www.antibullying.net). 
 
The legal system is rarely involved in dealing with school bullying. There are very good reasons for this. 
Less serious bullying can and should be dealt with within the school. By working together, parents/carers, 
teachers, pupils and other members of the wider school community develop effective reactive strategies 
which can be implemented quickly.  It is most important that school bullying is resolved as quickly as 
possible before any serious damage is done to the personal development or education of those involved. 
 
There may be circumstances in which the police are called in, either as a last resort or because of the 
seriousness of an incident.  Anyone can make a complaint about bullying to the police.  Teachers, 
parents/carers or other members of a school community may decide to do so if: 
 
• a bullying incident could have serious consequences for the victim – making a judgment about this 

can be very difficult because even incidents which are perceived to be minor by an observer can have 
potentially serious ling-term consequences for a victim. 

• other strategies have failed or are considered to be inappropriate because of the seriousness of what 
has happened. 

• there is a reasonable possibility that making such a report could make the bullying less likely to recur 
and produce an outcome that helps the victim. 

 
Bullying can involve criminal behaviour on the part of the perpetrators and the police will investigate such 
incidents. If they are satisfied that an offence has been committed and that a person or persons who may 
be responsible have been identified and are under 16 they will normally send a report to the Authority 
Reporter.  The Reporter will then decide whether or not to convene a Children’s Hearing. 
 
The Community Police Officer can provide advice and guidance to schools and families. Tel. 0141 532 
4410. 

http://www.scotland.gov.uk/library/documents-w9/huri-00.htm
http://www.antibullying.net)/
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4.7: Involving the Authority Reporter 
 
Where a child/young person is involved in a number of serious incidents of bullying, the head of 
establishment should consider whether the nature of the incidents (particularly if combined with other 
difficulties) could merit a referral to the Authority Reporter. Where it appears to the Reporter that a child 
may be in need of compulsory measures of supervision, s/he shall arrange a Hearing.  If the Reporter 
concludes that a Hearing is not required s/he may refer the case to the local authority so that the child and 
his or her family can be offered advice and guidance on a voluntary basis. The Authority Reporter for East 
Dunbartonshire is located at: 
Merchant Exchange 
Bell Street 
Glasgow 
Tel. 0141 567 7957/4 
 
4.8: Bullying in the wider community 
 
Schools cannot be held responsible for bullying which takes place off school premises and outside of 
school activities. However, schools should note that in Scotland this issue has not yet been tested in the 
courts.  
 
Bullying in the wider community can be complicated by the following factors:  
 
• Many incidents of bullying involve behaviour which occurs both in and outside of the school.  In 

some cases the incident will have started in the school. 
 

• Considerable amounts of bullying take place just outside the school gates, and on journeys to and 
from school.  Where transport is provided by the local authority, the responsibility for the safety of the 
pupils will rest with the local authority whilst pupils are travelling home. 

 
Taking these factors into account, together with the duty of care which includes a pupil’s emotional and 
physical well being, it seems reasonable to suppose that a head teacher would want to play some part in 
resolving incidents that involve pupils from their school.  
 
Where a pupil tells of bullying outside of the school premises, a range of steps could be taken: 
 
• Talk to the local police about problems on local streets (if necessary seek a police presence at trouble 

spots). The Community Police Officer can provide advice and guidance to schools and families. Tel. 
0141 532 4410. 

 
• Talk to the transport company about bullying on buses and trains. 
• Talk to the head teacher of another school whose pupils are bullying off the premises. 
 
• Map safe routes to school, and tell pupils about them. 
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Schools should continue to stress that they expect parents to play their part in trying to ensure the safety of 
their child between home and school.  
 
4.9: Bullying and child protection 
 
The following information is taken from Protecting Children – A Shared Responsibility (consultation 
document) (March 2003, Scottish Executive)  
 
Bullying can be profoundly damaging to the victim. Where a pupil’s bullying behaviour is persistent and 
does not respond to normal strategies, child protection procedures should be invoked. In some instances 
the harm caused by one pupil to another extends beyond bullying.  Most commonly this occurs when one 
child seriously physically or sexually assaults others.  Where this is alleged, child protection referrals 
should be made for both the victims and the alleged abuser. 
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Section Five: Bullying, harassment and discrimination 

 
Bullying is a form of harassment and abuse. Some children and young persons may experience ‘double 
harassment’ for reasons such as their race, sexuality, religion, disability, culture etc. Form B1 provides a 
‘field’ for staff to note their concerns if they suspect that a child/young person has experienced bullying 
because of any of the above reasons.  
 
5.1: Children and young persons with additional support needs (learning difficulties) 
 
Research carried out by Smith & Sharp in a number of mainstream schools in Sheffield in 1991 found that 
pupils with special needs may be at greater risk of being bullied, if not of bullying others.  They identified 
at least three factors which may enhance their risk of becoming a target for bullying; namely: 

 
• “they may have particular characteristics related to their learning difficulties or have other 

disabilities which may make them an obvious target; 
• children with special needs in integrated settings may be less well integrated socially and lack the 

protection against bullying which friendship gives; 
• some children with behavioural problems may act out in an aggressive way and become ‘provocative’ 

victims.” (Source: School Bullying: Insights and Perspectives, Routledge, 1994). 
 
The research suggested that pupils with learning difficulties in mainstream schools are at a much higher 
risk of being bullied within the school than those with more complex and profound difficulties in 
specialist provision.  Staff/pupil ratios in special schools tend to be much higher and although challenging 
and aggressive behaviour can be an issue, it is often related to frustration, annoyance and attention-seeking 
rather than to a desire to willfully abuse and seek power over others.  This is not to say that bullying does 
not occur in specialist provision, but highlights the point that much of the aggressive behaviour is not 
intended to consciously harm others.  Staff of special schools are usually more concerned about the high 
degree of bullying experienced by their pupils in the community where they are subjected regularly to 
verbal abuse and insults which often involve obscene gestures. Policy and procedure are important in 
trying to prevent bullying of pupils with learning difficulties but should be appropriate to the needs of the 
school community.  
 
5.2: Homophobic bullying 
 
Homophobia is an irrational fear and dislike of lesbian, gay and bisexual people which can lead to hatred 
resulting in verbal and physical attacks and abuse.  It often manifests itself as name calling, physical 
violence, mental abuse, bullying and harassment by a group or an individual.   
 
The following information is taken from the Anti-Bullying Network’s Information Sheet on Homophobic 
Bullying. 
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Homophobic bullying can involve physical or mental violence by a group or an individual.  It is usually 
aimed at someone who has poor defences and who, as a result, may be significantly upset. What 
distinguishes it from other forms of bullying is the language which is used and the motivation of those 
who are doing the bullying.  As the word “homophobic” suggests, fear may be one of the reasons why 
boys and young men sometimes attack or taunt other youngsters.  This can be a fear of the unknown, a 
fear of someone who is perceived to be different, or a fear which is based on uncertainty about the nature 
of their own developing sexuality.  Many adolescent boys say that the worst thing anyone can call you is 
“gay”.  In accusing others of being gay they may seek to demonstrate their own masculinity. 
 
Homophobic name-calling should always be challenged in the same way that racist or sexist behaviour is 
challenged. Normal anti-bullying strategies should be used when reacting to incidents and these strategies 
must have a clear place within the context of a whole school preventative policy.  The most important 
thing teachers can do is strive to create a positive, open, tolerant ethos in which matters of concern to 
young people are discussed calmly.  If the response to homophobic bullying is purely reactive and short-
term this may only serve to marginalise victims. 
 
Additional guidance on homophobic bullying in schools can be found in the publication Breaking Down 
the Barriers: Lesbian and Gay Equality, (Educational Institute of Scotland, 2002). 
 
5.3: Racist bullying 
 
The following information is taken from the Anti-Bullying Network’s Information Sheet on Racist 
Bullying. 
 
Racist violence, harassment and abuse are closely related to, and can sometimes be difficult to distinguish 
from bullying.  Racist bullying in schools can range from ill-considered remarks, which are not intended 
to be hurtful, to deliberate physical attacks causing serious injury. Racist bullying can be identified by the 
motivation of the bully, the language used and/or by the fact that victims are singled out because of their 
colour of skin, the way they talk, their ethnic grouping or by their religious and cultural practices. 
 
Recording racist bullying 
 
Education establishments in East Dunbartonshire are required to record all alleged/actual incidents of 
racist bullying on the pro-forma RI(1) and RI(2).  Detailed guidance on the management of racist 
incidents, together with information on issues such as racism, anti-racism and racial harassment is given in 
Tackling Racist Incidents Within the Education Service (East Dunbartonshire Council, 2003). 
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5.4: Children and young persons from Gypsy & Traveller families 
 
The following information is taken from the publication Inclusive Educational Approaches for  
Gypsies and Travellers within the Context of Interrupted Learning (Scottish Traveller 
Education Programme and Scottish Executive, 2003). 

 
Gypsy and Travellers report bullying and racism in schools as common occurrences. Taunting  
and name calling on the journey to school by bus and in the playground from peers is prevalent. 

            Gypsies and Travellers also report some instances of discriminatory treatment from staff and parents.  Such 
actions can be the catalyst for withdrawing from the school.  Gypsy/Traveller parents often do not make 
an official complaint, due to lack of the formal channels and having little expectation of support.  Their 
preferred method of dealing with any conflict is to move on.  Showground families on the other hand 
usually encourage their children to ‘stick it out’ but also rarely make any formal complaint.  New (Age) 
Travellers vary in their responses but some have alerted schools and authorities to their situations.  
Bullying of any kind is unacceptable and should be addressed quickly whenever it arises.  Gypsy and 
Traveller parents may need to be alerted to the support available through the Anti-Bullying Network and 
the Childline Bullying helpline. 

 
5.5: Religious hatred 
 
The Scottish Executive’s Report of the Cross-Party Working Group on Religious Hatred (2002) states 
that: 
 

“Sometimes the expression of religious belief will involve expressing genuine but respectful 
disagreement with someone’s else’s belief.  But at times so-called “religious differences” can be 
used as a pretext for intolerance, racism and cultural imperialism, for insulting behaviour and 
acts of violence.” (p.4). 

 
Incidents of bullying which seem to be provoked by religious intolerance are recorded by educational 
establishments on Form B1. 
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Section Six: Anti-bullying (preventative) work 
 
6.1: An anti-bullying ethos 
 
Ethos is determined by the quality of relationship in an organisation. Staff of the Education Service strive 
to develop a positive ethos by: 
 
• promoting equality and nurturing a sense of identity and belonging for all; 
• encouraging achievement and having high expectations of all pupils; 
• celebrating success in its widest sense;  
• promoting positive behaviour; 
• encouraging the active participation of pupils in decision making and school life; 
• working in partnership with parents/carers and the wider community. 
 
6.2: Anti-bullying work through the curriculum 
 
The subject of bullying is discussed and explored within the curriculum for example through: 

 
• Anti-racist and Multi-Cultural Education; 
• Personal and Social Development; 
• Citizenship; 
• Health Promotion. 
 
Section 3.1 of Positive Behaviour, Pupil Care and Welfare (East Dunbartonshire Council, May 2002) 
states that in developing and delivering the curriculum, staff work to: 
 
• promote emotional awareness, accurate self assessment and self confidence in all pupils;  
• ensure a coherent approach to the development of the skills, knowledge and attitudes needed for 

enabling personal and social development; 
• understand the different emotional, health, learning and social needs of pupils; 
• encourage pupils to take personal responsibility for their decisions and choices; 
• ensure that the curriculum is age appropriate; 
• ensure that the views of parents and, where appropriate, those of pupils, are taken into account when 

designing approaches to sensitive issues within the personal and social curriculum. 
 
6.3: Encouraging pupil participation in decision making and school life. 
 
Every day in East Dunbartonshire schools, children and young persons are encouraged to discuss ideas 
and make choices; for example when they: 
 
• talk with their teachers about their learning and how they like to learn; 
• discuss ideas and concerns with school support staff such as classroom/school assistants and 

auxiliaries; 
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• come together in Circle Time to share their thoughts and concerns about a range of  
      issues;                                       
• meet together in their class/school/year councils; 
• talk with their peers through peer mentoring, befriending and buddying schemes; 
• meet with guidance teachers; 
• consider their learning and support needs; 
• are thinking about what to do at 16+. 
 
Education Service staff seek to support and encourage children and young persons to take part in any 
decisions which affect them and their education. Particular attention is paid to encouraging those with 
additional support needs to participate in meetings/reviews. 
 
6.4: Promoting rights and responsibilities 
 
Schools in East Dunbartonshire work with children and young persons of all ages to help them develop a 
deep understanding of their place in the world and their responsibilities towards each other. In order to 
earn rights, children and young persons must also exercise their responsibilities as global citizens.  
Children and young persons have the right to be all they can be but they also have a responsibility to 
respect, support and raise awareness of the rights of others.  The Human Rights and Responsibilities 
Charter  (shown on page 32) was developed through a series of workshops for adults and secondary 
pupils in Inverclyde.  
 
6.5:  Encouraging a ‘telling’ culture 
 
Bullying thrives on fear and secrecy and because of this staff recognise that many pupils who experience 
bullying find it very hard to tell someone. Staff are never complacent and know that bullying can happen 
to anyone, at anytime, in any place and for any reason. Also, pupils who know that others are being 
bullied are often reluctant to report it because they do not want to be accused of ‘grassing’ on others.  It is 
important to remember that these difficulties are not unique to children and young people in schools. They 
also occur in the workplace where those who try to stop bullying or support their ‘bullied’ colleagues, 
often find themselves isolated or labelled as “whistleblowers”. 
 
The Education Service is committed to the development of safe environments where people feel able to 
support the care and welfare of others free of the threat of reprisal. 
 
 The key messages which all schools in East Dunbartonshire strive to give pupils are: 
 
• If you are being bullied, tell someone. Don’t suffer in silence. 
• If you see someone being bullied, tell a teacher immediately. 
• Don’t think that it’s OK to be a ‘by-stander’ – this can give the impression that you think that bullying 

is acceptable when it never is. 
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6.6: Specialist support and advice provided by the Education Service 
 
Staff of the Education Quality and Development Service provide specialist support, advice and guidance 
to education establishments on all areas of the curriculum.  Mary Larkin and Marjory Holmes have a remit 
for the following areas which all impact on the issues of ethos and bullying in schools: 
 
Mary Larkin’s remit includes Personal and Social 
Education (Secondary), Equality and 
Discrimination and Citizenship (Secondary). 
 
Tel. 0141 578 8689 
Email:mary.larkin@eastdunbarton.gov.uk 

Marjory Holmes’ remit includes Personal and 
Social Education, Religious and Moral Education, 
Health (Primary) and Citizenship (Primary). 
Tel. 0141 578 8928 
Email:marjory.holmes@eastdunbarton.gov.uk 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Charter 
 on Human Rights and Responsibilities  

for Educational Establishments 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Right to an education 
 

 Right to be educated in a safe and secure 
environment 

 
 Right to be supported to reach our 
potential 

 
 Right to freedom of thought, expression 
and religion 

 
 Right to be included and to be heard 

 
 Right to fairness, appropriate 
confidentiality and respect 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 Attend, participate, co-operate 
 

 Help to keep everyone safe 
 
 

 Work to fulfil our potential 
 
 

 Respect the opinions and cultures of 
others 

 
 Challenge prejudice 

 
 Respect, support and raise awareness of 

the rights of everyone else 

Our Rights 
We all have the: 

Our Responsibilities 
We all have the responsibility to: 

 
The above Charter is reproduced with the permission of Inverclyde Council Education Services.  Also 
available from Inverclyde is A Best Practice Guide for Education & Human Rights 
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Section Seven: Information for Parents/Carers 
 

Establishments may find it helpful to give the following information to parents/carers when their 
child is involved in an alleged/actual incident. 
 
All allegations of bullying are reviewed and managed according to the procedures set out in the document 
Anti-bullying Policy and Guidance For Education Establishments in East Dunbartonshire (East 
Dunbartonshire Council, revised August 2003).  You will be given a copy of this document on request. It 
is also available on the web-site of East Dunbartonshire Council at www.eastdunbarton.gov.uk
 
Some incidents of bullying are resolved very easily whilst others can demand time, patience and 
understanding from everyone involved.  Sometimes, it is not always possible to resolve an incident to 
everyone’s satisfaction.  This can be very difficult for those involved, including staff. 
 
Whenever we are told about an alleged incident we will do our best to resolve it. We try to review an 
alleged incident within five days of it being reported to us. However, some incidents may require more 
time and we will let you know where this is the case. Please try to make sure that you have given us 
enough time to review the situation. 
 
You can take the following steps if you feel that we have not managed the situation appropriately: 
 

• Step One 
 
If you feel that we have had enough time to review things, please make an appointment to meet with us to 
discuss your concerns.  
 

• Step Two 
 
If you are still not satisfied with the outcome, or the way in which we have managed the incident, you 
should contact the Head of Education at: 
 
Boclair House 
100 Milngavie Road 
Bearsden, 
Glasgow, 
G61 2TQ Tel. 0141 578 8709.   

http://www.eastdunbarton.gov.uk/
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Additional advice and support from organisations  
 

a) You can contact the Scottish Public Services Ombudsman.  The time limit for making a complaint to 
the Ombudsman is usually 12 months. 
 
However, in accordance with the Act the following activities are not within the remit of the Ombudsman:- 
“Professional educational matters, i.e. the giving of instruction, conduct, curriculum or discipline in any 
educational establishment under the management of an education authority.” (Scottish Public Services 
Ombudsman Act 2002). 
 
The Scottish Public Services Ombudsman may be contacted at the following address: 
 
The Scottish Public Services Ombudsman 
23 Walker Street 
Edinburgh 
EH3 7HX 
enquiries@scottishombudsman.org.uk or telephone 0870 011 5378. 
 
b) You can also contact your local Councillor, Member of the Scottish Parliament or your Member of 
Parliament. 
 
c) The Scottish Executive’s Anti-Bullying Network provides free advice and information to pupils, 
parents/carers and staff.  The contact details are given in Section Eight of this document. 
 
 Name of head of establishment ____________________________________ 
 
Signature of head of establishment _________________________________ 
 
Date _______________________ 
 
 

mailto:enquiries@scottishombudsman.org.uk
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Section Eight: Sources of Information, Advice and Support 
 

Parentline Scotland is a free, confidential and anonymous helpline for parents, provided by Children 1st 
on 0808 800 2222.  Lines are open Monday, Wednesday and Friday, 10-1pm, Tuesday and Thursday, 
6pm-9pm and Saturday and Sunday, 2pm-5pm. 
 
Children and young persons can speak with someone from the ChildLine’s special Bullying helpline on 
Freephone 0800 44 11 11 open Monday to Friday, 3.30pm-9.30pm.  This is a free confidential telephone 
advice line and provides an excellent service to any child or young person concerned about bullying. 
 
Outwith these hours the main ChildLine number is 0800 11 11. This is open 24 hours a day. 
 
The Scottish Anti-Bullying Network offers free information for parents, pupils and teachers about 
bullying and how to tackle it.  The InfoLine 0131 651 6100 is available during school term time, Monday 
to Friday, 9.30am-12.30pm and 2pm-4pm.  The ABN can also be contacted via its website at 
www.antibullying.net
 
Parent Zone is a one-stop-shop for parents and carers looking for information about school education and 
can be accessed via its website at www.ngflscotland.gov.uk/parentzone
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.antibullying.net/
http://www.ngflscotland.gov.uk/parentzone
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