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Bullying behaviour response template 
[bookmark: _Hlk169864390]Schools must document and maintain records, as far as practicable, of bullying behaviour, and their response and actions. Good documentation can help track behaviour and responses. All documentation relating to the handling of a report of bullying must be uploaded to a private and secure location. Refer to the Step-by-Step guide: responding to bullying. This optional template can be modified to record responses to other behaviours including racism.

	Date: 
	Time: 

	Location: 

	Reported to: 
Role:
Relationship to student: 

	Reported by: 


	Was first aid or other support/ intervention required?
☐ Yes
☐ No 

	Does the bullying behaviour need to be reported to:

Victoria Police             
☐ Yes      ☐ No
Incident Support and        
Operations Centre
☐ Yes      ☐ No 

EduSafe Plus           
    ☐ Yes      ☐ No    

	

Serious bullying, including physical violence and serious cyberbullying, is a criminal offence and may be referred to Victoria Police. For more information, see: the Police – Department Protocol on Reporting Criminal Activity, Duty of Care and Report Child Abuse in Schools policies.
High and extreme severity incidents must be reported to ISOC for immediate advice and co-ordination of support. ISOC will then report the incident on eduSafe Plus on the school’s behalf. See: the Managing and Reporting School Incidents (Including Emergencies) Policy.
Principals and their delegates must use eduSafe Plus to report student, security, and infrastructure related incidents, excluding high and extreme severity incidents. See: the Occupational Health, Safety and Wellbeing Management in Schools Policy.






	Who was involved? (include details of students targeted by bullying behaviour, engaging in bullying behaviour and any witnesses, as appropriate)

Add further rows as needed

	Name:
Year level or class:
Role and other relevant information:


Name:
Year level or class:
Role and other relevant information: 


Name:
Year level or class:
Role and other relevant information:




	Description of what happened (include factual details as witnessed or reported by witnesses). 
	 








	Is it bullying?
Bullying is an ongoing and deliberate misuse of power in relationships through repeated verbal, physical and/or social behaviour that intends to cause physical, social and/or psychological harm.  For more information, refer to Bully Stoppers.
Schools should consider when an incident involving racism is bullying, racial abuse, vilification or a combination of these. Depending on the severity of the behaviour, further action may be required. For more information, refer to Preventing and addressing racism in schools.

Covert bullying can be very difficult for someone outside of the interaction to identify. It can include hand gestures and threatening looks, whispering, excluding or turning your back on a person, restricting where a person can sit and who they can talk with. Social bullying (spreading rumours, manipulation of relationships, excluding, isolating) is often covert bullying.




	Type of bullying (tick all that apply). 
 
		Four types of bullying behaviour:
	[bookmark: _Hlk169870683]Attributes targeted (add further detail if applicable): 

	☐    physical 
☐    verbal or written 
☐    social (sometimes called relational or emotional bullying) 
☐    cyberbullying 
	☐    race 
☐    sex or gender 
☐    disability 
☐    religion  
☐    other ________ 




	Bullying behaviour (note all that apply). 
 

 
	Examples could include, noting that bullying is ongoing and repeated behaviour over time: 
☐    physically hurting another person (including hitting, pushing, shoving and   physically intimidating) 
☐    damaging or stealing belongings 
☐    threats of violence 
☐    name-calling  
☐    insulting someone about an attribute, quality or personal characteristic 
☐    deliberately excluding someone 
☐    spreading rumours 
☐    sharing information that will have a harmful effect on the other person 
☐    damaging a person’s social reputation or negatively impacting social acceptance 
☐    bullying behaviour occurring online or via a mobile device (verbal or written, and can include threats of violence as well as images, videos or audio) 
☐    other ___________ 

	Have accounts of the bullying been collected from those involved (including witnesses)? 
	☐    Yes
☐     No  

	What impact has the behaviour had on student/s involved? (consider both the immediate and ongoing impact) 
	

	Details of reasonable steps and actions taken
	Student/s targeted by bullying behaviour:

Student/s who engaged in bullying behaviour:

Student/s who witnessed the behaviour:



	Communication with parents/carers
	Date: 
Person making contact: 
Mode of contact:

	Next steps (detail when ongoing monitoring, additional actions or further meetings are necessary). 
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[bookmark: reporting][bookmark: police]More information on Bullying Prevention and Response, Record Management, Privacy and Information Sharing and other relevant polices is available on the Department’s Policy and Advisory Library. The records management policy provides further guidance on how to store sensitive information. 
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