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Introduction 

At St. Patrick’s Grammar School, we believe all forms of bullying behaviour are 

unacceptable. We believe that all pupils have the right to learn in a safe, caring and 

supported environment. While the school promotes a culture of anti-bullying and ensures a 

strong preventative curriculum, it strives to establish a climate in which a student who is 

being bullied feels that it is safe to tell and that action follows the telling. 

Context 

This policy is underpinned by the United Nations Convention on the Rights of the Child 

(UNCRC) which sets out every child’s right to: 

 Be protected from all forms of physical or mental violence, injury or abuse, 

maltreatment or exploitation; 

 Be protected from discrimination; 

 Express their views, in a supported and accessible way, on issues that affect 

them, and to have their opinions taken seriously; 

 Education. 

This policy has been developed in response to legislation, most recently the Addressing 

Bullying in Schools Act (Northern Ireland) 2016 which: 

 Provides a legal definition of bullying; 

 Places a duty on the Board of Governors to put in place measures to prevent 

bullying behaviour, in consultation with pupils and parents; 

 Requires schools to record all incidents of bullying behaviour and alleged 

bullying incidents; 

 Sets out under which circumstances this policy should be applied, namely: 

 In school, during the school day; 

 While travelling to and from school; 

 When under control of school staff, but away from school (e.g. school 

trip); 

 When receiving education organised by school but happening 

elsewhere (e.g. in another school in the ALC); 

 Requires that the policy be updated at least every four years. 

Other legislation which informs the policy includes: The Education and Libraries Order 

(Northern Ireland) 2003 which requires the Board of Governors to ‘safeguard and promote 

the welfare of registered pupils’; The Education (School Development Plans) Regulations 

(Northern Ireland) 2010; The Children (Northern Ireland) Order 1995; The Human Rights Act 

1998; The Health and Safety at Work Order (Northern Ireland) 1978. 

The following advice and guidance provided by the Department of Education and the 

Education Authority has also been adhered to in the drawing up of this policy: The 

Addressing Bullying in Schools Act (Northern Ireland) 2016 Statutory Guidance for Schools 

and Boards of Governors (DE, 2019); Pastoral Care in School: Promoting Positive Behaviour 

(DE, 2001); Safeguarding and Child Protection in Schools: A Guide for Schools (DE, 2017); 

Co-operating to Safeguard Children and Young People in Northern Ireland (Dept. of Health, 

Social Services and Public Safety, 2016); Safeguarding Board for Northern Ireland Policies 

and Procedures (SBNI, 2017)  

 

http://www.legislation.gov.uk/nia/2016/25/contents
http://www.legislation.gov.uk/nia/2016/25/contents
http://www.legislation.gov.uk/nisi/2003/424/contents/made
http://www.legislation.gov.uk/nisi/2003/424/contents/made
http://www.legislation.gov.uk/nisi/1995/755/contents/made
https://www.legislation.gov.uk/ukpga/1998/42/contents
https://www.legislation.gov.uk/ukpga/1998/42/contents
https://www.legislation.gov.uk/nisi/1978/1039
https://www.education-ni.gov.uk/sites/default/files/publications/de/pastoral%20care%20in%20schools.pdf
https://www.education-ni.gov.uk/sites/default/files/publications/de/pastoral%20care%20in%20schools.pdf
https://www.education-ni.gov.uk/sites/default/files/publications/education/Safeguarding-and-Child-Protection-in-Schools-A-Guide-for-Schools.pdf
https://www.health-ni.gov.uk/publications/co-operating-safeguard-children-and-young-people-northern-ireland
https://www.health-ni.gov.uk/publications/co-operating-safeguard-children-and-young-people-northern-ireland
https://www.proceduresonline.com/sbni/
https://www.proceduresonline.com/sbni/


Ethos & Principles 

As a Lasallian school, St. Patrick’s is committed to building a community where children and 

young people can live free and safe from bullying. We believe in a society where bullying is 

unacceptable and where every child and young person is safe and feels safes from bullying. 

We believe that every child and young person should be celebrated in their diversity. We are 

committed to a preventative, responsive and restorative anti-bullying ethos across the whole 

school. We value the views and contributions of children and young people; we will actively 

seek these views and we will respect and take them into account. We understand that 

everyone in our school community has a role to play in taking a stand against bullying and 

creating a safe and welcoming environment for all. 

Consultation and Participation 

In compliance with the Addressing Bullying in Schools Act (NI) 2016, students, parents/ 

carers and staff were consulted in the drawing up of this policy. All students were consulted 

by their Form Teacher/Head of Year, regarding the legal definition of bullying and types of 

behaviour that may constitute bullying. The Student Council was involved in workshops on 

the content of the policy and how to make its contents known to students. The PFA and all 

staff, teaching and non-teaching, were invited to respond to a questionnaire on the issue of 

bullying and results were collated by the heads of School and the Head of Pastoral Care. All 

parents were invited to comment on the policy which was made available on the school’s 

website. 

What is Bullying?  

The Addressing Bullying in Schools Act (NI) 2016 provides schools with a legal definition of 

bullying which must be used. 

Addressing Bullying in Schools Definition of “bullying”: 

1.— (1) In this Act “bullying” includes (but is not limited to) the repeated use 

of — 

(a) any verbal, written or electronic communication, 

(b) any other act, or 

(c) any combination of those, by a pupil or a group of pupils, against another pupil or 

group of pupils, with the intention of causing physical or emotional harm to that pupil 

or group of pupils. 

(2) For the purposes of subsection (1), “act” includes omission. 

The school community accepts that bullying is behaviour that is usually repeated, which is 

carried out intentionally to cause hurt, harm or to adversely affect the rights and needs of 

another or others. However, it is accepted that a one-off incident may indeed be considered 

as bullying.  

When assessing a one-off incident, to make a decision on whether to classify it as bullying, 

the school shall consider the following criteria: 

 severity and significance of the incident; 

 evidence of pre-meditation; 

 impact of the incident on individuals (physical/emotional); 



 impact of the incidents on wider school community; 

 previous relationships between those involved; 

 any previous incidents involving the individuals. 

 

Any incidents which are not considered bullying behaviour will be addressed under the 

school’s Promoting Positive Behaviour Policy. 

St. Patrick’s Grammar School accepts DE Guidance in defining ‘harm’, recognising: 

 Emotional or psychological harm as intentionally causing distress or anxiety by 

scaring, humiliating or affecting adversely a pupil’s self-esteem; 

 Physical harm as intentionally hurting a pupil by causing injuries such as bruises, 

broken bones, burns or cuts. 

The following unacceptable behaviours, when repeated, targeted and intentionally hurtful, 

may be considered a bullying behaviour. 

 Verbal or written acts: 

 saying mean and hurtful things to, or about, others; 

 making fun of others; 

 calling another pupil mean and hurtful names; 

 telling lies or spread false rumours about others; 

 try to make other pupils dislike another pupil/s. 

 Physical acts: 

 Hitting; 

 Kicking; 

 Pushing; 

 Shoving; 

 material harm, such as taking/stealing money or possessions or causing 

damage to possessions. 

 Omission (Exclusion): 

 Leaving someone out of a game; 

 Refusing to include someone in group work. 

 Electronic Acts: 

 Using online platforms or other electronic communication to carry out many of 

the written acts noted above; 

 Impersonating someone online to cause hurt; 

 Sharing images (e.g. photographs or videos) online to embarrass someone. 

 

The list above is not exhaustive; other behaviours which fit with the definition may be 

considered bullying behaviour. 



 

The school recognises there are many and varied motivations behind bullying, including 

those named in the Act. These include, but are not limited to: 

 

 Age 

 Appearance 

 Breakdown in peer 

relationships  

 Community background 

 Political affiliation  

 Gender identity  

 Sexual orientation  

 Pregnancy 

 Marital status  

 Race 

 Religion 

 Disability / SEN 

 Ability 

 Looked After Child status 

 Young Carer status 
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Bullying is an emotive issue, therefore it is essential that we ensure we use supportive, 

understanding language when discussing these matters. For that reason, we will not refer to a child 

as ‘a bully’, nor will we refer to a child as ‘a victim’. Instead, we will refer to the child by describing 

the situation surrounding that child, for example: 

 A child displaying bullying behaviours; 

 A child experiencing bullying behaviours. 

We encourage all members of the school community to use this language when discussion bullying 

incidents. 

 

Preventative Measures 

St. Patrick’s Grammar School embraces a preventative approach to bullying and there is a strong 

anti-bullying ethos within the school and the wider school community. All adults in the school play a 

vital role as role-models, as reflected in their treatment of students and in their behaviour to each 

other. Staff, as both pastoral figures and subject teachers in the school, are expected to be 

committed to: 

 Raising awareness and understanding of the positive behaviour expectations, as set out in 

the Positive Behaviour Policy; 

 Promotion of anti-bullying messages through the curriculum e g. inclusion of age-

appropriate material specific to individual subject areas related to bullying, positive 

behaviour and inclusion; 

 Addressing issues such as the various forms of bullying, including the how and why it can 

happen, through PDMU/PD/LLW/Assemblies (e.g. sectarian, racist, homophobic, 

transphobic, disablist, etc.); 

 Involvement in meaningful and supportive shared education projects, supporting pupils to 

explore, understand and respond to difference and diversity; 

 Promotion of positive emotional health and wellbeing; 

 Participation in the NIABF annual Anti-Bullying Week activities; 

 Engagement in key national and regional campaigns, e.g. Safer Internet Day; 

 Development of peer-led systems (e.g. School Council) to support the delivery and 

promotion of key anti-bullying messaging within the school; 

 Development of effective strategies for playground management, e.g. training for 

supervisors, zoning of playgrounds, inclusion of specific resources (mentors/prefects) and 

provision of a variety of play options to meet the needs of all pupils; 

 Focused assemblies to raise awareness and promote understanding of key issues related 

to bullying; 

 Development of effective strategies for the management of unstructured times (e.g. break 

time, lunch); 

 Provision and promotion of extra and co-curricular activities, aimed at supporting the 

development of effective peer support relationships and networks (e.g. sporting activity, 

creative arts, leisure and games, etc.) 

To prevent bullying behaviour on the way to and from school, the school will: 

 Implement and monitor measures to empower pupils to challenge inappropriate and 

unacceptable behaviour of their peers during the journey to and from school by assigning 

bus/ferry prefects for all school buses/ferry; 
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 Strive to develop a culture where pupils take pride in their school and are viewed as 

ambassadors for their school within the community. This includes regular reminders of the 

positive behaviour expectations of pupils whilst travelling to and from school. 

 Regularly engage with transport providers (e.g. Translink, EA Transport, etc.) to ensure 

effective communication and the early identification of any concerns; 

 Promote key anti-bullying messages and awareness of behaviour expectations of pupils 

amongst the local community (e.g. local shops, cafes, service providers, residents, etc), 

including information on how to raise any concerns with the school; 

 Ensure appropriate deployment of staff to support the transition from school day to journey 

home (e g. staff duty at school gate/bus stops, where appropriate). 

 

The new legislation gives schools the authority to take steps to prevent bullying through the use of 

electronic communication amongst pupils at any time during term, where that behaviour is likely to 

have a detrimental effect on the pupil’s education at school. St. Patrick’s will raise awareness of 

the nature and impact of online bullying and support our pupils to make use of the internet in a 

safe, responsible and respectful way. This may include: 

 Addressing key themes of online behaviour and risk through PDMU/PD/LLW/Assemblies, 

including understanding how to respond to harm and the consequences of inappropriate 

use; 

 Participation in Anti-Bullying Week activities; 

 Engagement with key statutory and voluntary sector agencies (e.g. C2k, PSNI, Public 

Health Agency, Safeguarding Board for NI e-Safety Forum) to support the promotion of key 

messages; 

 Participation in annual Safer Internet Day and promotion of key messages throughout the 

year; 

 Development and implementation of robust and appropriate policies in related areas (e.g. 

Acceptable Use of the Internet Policy, Filtering and Blocking Policy, Mobile Phone Policy, 

Connected Devices Policy, etc.); 

 

  

Responsibility 

Everyone has responsibility for creating a safe and supportive learning environment for all 

members of the school community. Everyone in the school community, including pupils, their 

parents/carers and the staff of the school are expected to respect the rights of others to be safe. 

Everyone has the responsibility to work together to:   

 foster positive self-esteem; 

 behave towards others in a mutually respectful way; 

 model high standards of personal pro-social behaviour; 

 be alert to signs of distress* and other possible indications of bullying behaviour; 

 inform the school of any concerns relating to bullying behaviour; 

 refrain from becoming involved in any kind of bullying behaviour, even at the risk of 

incurring temporary unpopularity; 

 refrain from retaliating to any form of bullying behaviour; 

 intervene to support any person who is being bullied, unless it is unsafe to do so; 
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 report any concerns or instances of bullying behaviour witnessed or suspected, to a 

member of staff; 

 emphasise the importance of seeking help from a trusted adult about bullying behaviour 

when it happens or is observed; 

 explain the implications of allowing the bullying behaviour to continue unchecked, for 

themselves and/or others; 

 listen sensitively to anyone who has been bullied, take what is said seriously, and provide 

reassurance that appropriate action will be taken; 

 know how to seek support – internal and external;  

 resolve difficulties in restorative ways to prevent recurring bullying behaviour and meet the 

needs of all parties. 

Reporting a Bullying Concern 

Pupils Reporting a Concern 

Pupils are encouraged to raise concerns with any member of staff, including teaching and non-

teaching staff. During the first day of term, Form Teachers detail the names of staff to whom pupils 

can go for help; this is also listed in the Student Planner. At various other times throughout the 

year, members of the pastoral team and Senior Leadership Team will explain to pupils who they 

can speak to for support and advice. Notice boards throughout the school carry this message also. 

Pupils can report bullying concerns: 

 Verbally- talking to a member of staff; 

 By writing a note to a member of staff (e.g. in a homework diary); 

 By sending an email to a member of staff or to the school’s info@ account; 

 By posting a comment in the grey counselling box at Reception. 

ANY pupil can raise a concern about bullying behaviour, not just the pupil who is experiencing this 

behaviour. All pupils are encouraged to ‘get help’ if they have a concern about bullying that they 

experience or that is being experienced by another. 

 

 

Parents/Carers Reporting a Concern 

It is the responsibility of parents and carers to raise concerns about alleged bullying behaviour with 

the school at the earliest opportunity. Parents/carers must encourage their children to react 

appropriately to bullying behaviour and not to do anything to retaliate or to ‘hit back’. (See 

Appendix 1 for some advice for parents.) 

In the first instance, all bullying concerns should be reported to the Form Teacher. Where the 

parent is not satisfied that appropriate action has been taken to prevent further incidents, or where 

further incidents have taken place, the concern should be reported to Head of Year. Where the 

parent is not satisfied that appropriate action has been taken by the Head of Year to prevent 

further incidents, or where further incidents have taken place, the concern should be reported to 

the Head of Pastoral Care and in turn to the VP or Principal. 

Where the parent/carer remains unsatisfied that the concern has not been appropriately responded 

to, the school’s complaints procedure should be followed. Details on how to do so are included in 

Appendix 2 of this policy. 

While the majority of reports of bullying concerns will come from pupils and their parents/carers, 

the school is open to receiving such reports from anyone. 
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All reports of bullying concerns received from pupils and/or parents/carers will be responded to in 

line with this policy and feedback will be made to the person who made the report. No information 

about action taken in relation to a pupil can be disclosed to anyone other than the pupil and his/her 

parents/carers.  

 

Responding to a Bullying Concern  

The focus of any intervention by staff must be on responding to the bullying concern and restoring 

the wellbeing of those involved. As such, any strategy for responding to bullying concerns must 

concentrate on the prevention of any further incidents. The EA has provided advice to schools on 

the process to follow when a concern about bullying is raised and this will be invoked when a 

concern is raised – See Appendix 3. Where appropriate, the school may implement sanctions for 

those displaying bullying behaviour. 

 

The processes outlined below provide a framework for how the school will respond to any bullying 

concerns identified. Pastoral Staff refers to the Form Teacher, Head of Year and Head of School. 

 

 The appropriate Form Teacher, with the support of the Head of Year or Head of School, will 

address the bullying concern and clarify facts and perceptions. Staff dealing with an 

incident of bullying are advised to adopt a positive mind-set – to be calm, positive, assertive 

and confident (Appendix 4). It is always helpful to focus on the behaviour, not the pupil. 

Staff will respond with empathy to the student(s) concerned and listen to what he/she has 

to say. Pastoral staff will ensure notes are kept to ensure the Bullying Concern Assessment 

Form (BCAF – See Appendix 5) can be completed accurately and in detail. Sometimes 

written accounts may be taken from the students involved and, if deemed necessary, from 

witnesses. Such accounts are an aide-memoir in recording the events that have taken 

place. Sometimes students will have images or messages on mobile technology, that may 

also be considered. 

 Pastoral staff will check records (SIMS/BMM); 

 Pastoral staff will assess the incident against the criteria for bullying behaviour – they may 

consult with the Head of Pastoral Care or Vice-Principal. (If the incident is not viewed as 

bullying behaviour pastoral staff will deal with it under the Promoting Positive Behaviour 

Policy.)  

 Pastoral staff will identify any themes or motivating factors; 

 Pastoral staff will identify the type of bullying behaviour being displayed; 

 Pastoral staff will identify intervention levels, according to the NIABF guidelines (Level One 

– Low Level Bullying Behaviour; Level Two – Intermediate Level Bullying Behaviour; Level 

Three Complex Bullying Behaviour; Level Four – High Risk Bullying Behaviour – See 

Effective Responses to Bullying Behaviour – Appendix 6).  

 Pastoral staff will select and implement appropriate interventions for all pupils involved, 

including consequences and sanctions. Recommendations from NIABF may be employed 

(e.g. informal talk with student engaging in bullying behaviour to remind him /her of all 

students’ rights; formal reminder to student of harm caused by his/her behaviour perhaps 

using Think Time Discussion Sheet – Appendix 7; whole class discussion, peer mediation; 

small group intervention; risk assessment; behaviour management programmes supported 

by SENCo or external agencies e.g. Child Protection Support Services for Schools). 

Counselling may be used to support the pupil who has experienced bullying behaviour and 

to try to change the behaviour of the student who has demonstrated bullying behaviour. 



 

 P a g e  | 10  

Information regarding any action taken regarding a pupil cannot be disclosed to anyone 

other than that pupil and his/her parents/carers. 

 Pastoral staff will track, monitor and record effectiveness of interventions; 

 Pastoral staff will review outcome of interventions; 

 Pastoral staff will select and implement further interventions as necessary. 

 

Recording Bullying Concerns 

As set out in the Addressing Bullying in Schools Act (NI) 2016, the school has a legal duty to 

maintain a record of all incidents of bullying and alleged bullying behaviour. These records will be 

kept by the Head of Pastoral Care, who will have responsibility for their maintenance and what the 

purpose of these records will be.  

The school will centrally record all relevant information related to reports of bullying concerns, 

including: 

 how the bullying behaviour was displayed (the method); 

 the motivation for the behaviour; 

 how each incident was addressed by the school; 

 the outcome of the interventions employed. 

Records will be kept on the online SIMS Behaviour Management Module, which is part of the C2k 

system in schools. Access to these records will be restricted and only provided to those members 

of school staff with a legitimate need to have access.  

All records will be maintained in line with relevant data protection legislation and guidance and will 

be disposed of in line with the school’s Retention and Disposal of Documents Policy. Collated 

information regarding incidents of bullying and alleged bullying behaviour will be used to inform the 

future development of anti-bullying policy and practice within the school.  

 

Professional Development of Staff 

The Board of Governors and Principal are committed to ensuring that governors and all staff, both 

teaching and non-teaching, are provided with appropriate opportunities for professional 

development as part of the school’s ongoing CPD/PRSD provisions and that CPD records are kept 

and updated regularly. They will also note the impact of the training given on both the policy and its 

procedures - e.g. any amendments made, inclusions added etc. 

Monitoring and Review of Policy 

The Board of Governors, in liaison with the Principal and Senior Leadership Team, will monitor the 

effectiveness of the Anti-Bullying Policy. 

To appropriately monitor the effectiveness of the Anti-Bullying Policy, the Board of Governors shall: 

 maintain a standing item on the agenda of each meeting of the Board where a report on 

recorded incidents of bullying will be noted; 

 identify trends and priorities for action; 

 assess the effectiveness of strategies aimed at preventing bullying behaviour;  

 assess the effectiveness of strategies aimed at responding to bullying behaviour. 

In accordance with legislation, the Anti-Bullying Policy will be reviewed at intervals of no more than 

four years and following any incident which highlights the need for such a review. It will also be 
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reviewed when directed to by the Department of Education and in light of new guidance. As such, 

the policy should indicate a timeline for the review of policy, for example: 

This Anti-Bullying Policy shall be reviewed as required, in consultation with pupils and their 

parents/carers, on or before November 2023. 

 

Links to Other Policies 

In the development and implementation of this Anti-Bullying Policy, the Board of Governors, 

Principal and Senior Leadership of the School has been mindful of related policies, including: 

 Promoting Positive Behaviour Policy; 
 Pastoral Care Policy; 
 Safeguarding and Child Protection Policy; 
 Special Educational Needs Policy; 

 Health and Safety Policy; 
 Relationships and Sexuality Education; 
 E-Safety & Acceptable Use of Internet Policy; 
 Mobile Phone Policy; 
 Educational Visits Policy; 
 Staff Code of Conduct. 
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Appendix One - Advice for parents 

 

Building Your Child’s Self Esteem 

 

Things to Do 

1) Praise your child frequently. Make sure it is not false praise. 
2) Give lots of unconditional love. Tell him you love him. 
3) Compliment your child’s appearance - “That shirt looks good on you” or “That colour really 

suits you.” 
4) Spend time with your child.  Some positive attention every day will help. 
5) Play down your child’s failures - “Just a bit of bad luck.  Don’t worry.”  Do say if your child 

needs to prepare more or plan better the next time. 
6) Let your child make decisions and take responsibility.  Self-esteem improves when 

children take some control over things in their lives. 
7) Make a list of all the positive things you can think of about your child.  Show it to him. 
8) Set your child up to succeed.  Try to arrange situations where your child will shine or do 

well. 
 

Things to Avoid 

1) Do not set unrealistic expectations.  More failures will only increase his/her misery. 
2) Do not continually criticise or put your child down. 
3) Do not be put off if your child rejects your praise and compliments.  It is still soothing the 

wounds. 
4) Never give up.  It takes a long time to build or rebuild self-esteem. 
5) Never forget that a child needs a parent with good self-esteem.  If you have not got it, get 

to work on yourself. 
 

Points for Children to Remember 

01) No one is perfect.  We all have doubts about ourselves from time to time. 
02) It is natural to make mistakes.  Everyone makes mistakes.  Forgive others their mistakes. 
03) It is okay to try and fail. That is how we learn. 
04) Be kind to yourself.  Do not beat yourself up. 
05) You are a good person.  There are lots of things you can do in life and do well. 
06) No one is good at everything.  Focus on your good points, not your bad ones. 
07) Tell yourself “I am a good person” at least five times a day. 
08) Laugh at yourself.  Have fun and enjoy life. 
09) You can work things out.  Most problems can be resolved. 
10) Your parents think you are wonderful.  They are there for you.  Talk to them.  Confide in 

them and let them love you. 
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Helping Your Child with Respect to Bullying 

 

If you find out that your child is being bullied 

01) Don’t ignore the problem. 
02) Encourage your child to talk to you about his/her feelings – tell your child you are always 

willing to listen. 
03) Try not to over react, even if you are furious – it might frighten your child into silence.   
04) Ask your child if he/she has any suggestions about changing the situation. 
05) Find out how fearful your child is and make sure that he/she feels protected. 
06) Take any threats of suicide or other desperate pleas seriously and seek help.  It is better 

to be safe than sorry and children and young people sometimes go to extremes if they are 
miserable.  Your GP is always the most convenient contact. 

07) Help your child develop a sense of humour as a way of “throwing off” taunts. 
08) Praise your child; tell him how much you love and support him. 
09) Try to sort out the bullying at first as quietly and as constructively as possible. 
10) Contact the school; talk to your child’s Form Teacher or Head of Year or Head of School. 
11) Try to give the situation time to change. 
12) If there is no improvement, contact the Head of Pastoral Care or Vice-Principal. 
13) If you are still concerned contact the Principal. 
14) If concerns remain, contact the Board of Governors – the school can tell you how to do 

this. 
15) If you feel that your child needs legal advice, contact the appropriate authorities. 
16) If your child has been injured or threatened, you can contact the police. 
17) Encourage your child to develop new interests which might lead to a supportive group of 

friends – in school and out of school; new interests can improve self-confidence and give 
an opportunity to meet new people. 

18) Help your child develop coping strategies.  For example 
a) Practise saying “No” - do it in front of a mirror.  It puts a bully off if you shout “No” and walk 

away. 
b) Walk confidently.  Walk tall.  Do not slouch.  Do not hang your head.  Take deep breaths. 
c) Draw or write about feelings. Such activities can give victims the opportunity to “get their 

feelings out.”  This also enables children to keep a safe distance from frightening events 
and emotions and gives them a chance to work on ways of dealing with them.  

d) Keep a diary of progress. This is a diary of achievement you can read with him. 
e) Role-playing - act out the threatening situation and practise responding calmly and firmly. 
f) Ignore the bully.  Pretend not to be upset.  Turn and walk quickly away. 
g) Use humour.  It is difficult to bully a child who refuses to take the bullying seriously.  This 

may not be an option if your child is being physically threatened. 
h) Although it may appear unfair, you may have to tell your child to avoid places where 

bullying takes place. 
i) There is safety in numbers; tell your child to stay with groups of children. 
 

 

 

If you find out that your child is bullying others 

 

01) Ask your child if he/she can explain what has happened and why.  Try not to be too 
judgmental at this point. 

02) Talk to your child and try to find out if there are ways in which you can work together to 
stop this behaviour. 
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03) Explain that the bullying must stop and that the situation could become worse if it does 
not. 

04) Explain how frightening the bullying is for the other person(s).  Try to encourage your child 
to try and imagine him or herself in his/her place. 

05) Criticise the bullying behaviour but do not reject your child or label him/her a bully:  “What 
you did was wrong” not “You are a bully”. 

06) Look for good behaviour from your child and praise it even if it is something small. 
07) Tell your child that you know that they can change this bullying behaviour.  Give your child 

the confidence to try to change. 
08) Help your child to develop friends away from those who engage in inappropriate 

behaviour.  Work on improving social skills - how to approach people, how to say nice 
things, how not to react if he or she is angry. 

09) Try to spend as much time as possible with your child. Listen to his/her concerns.  
Sometimes children bully other children as a way of getting attention. 

10) Make it clear that you do not accept bullying behaviour and that there will be 
consequences at home such as no television or loss of privileges if the bullying does not 
stop. 
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What is Cyber Bullying? A Leaflet for Parents and Carers from the  

Northern Ireland Anti-Bullying Forum 

 

THE EXTENT OF THE PROBLEM 

The University of Ulster undertook research into the extent and nature of bullying in schools, on 

behalf of the Department of Education. The report from that research "The Nature and Extent of 

Bullying in schools in the North of Ireland” was published in June 2007. It revealed that cyber 

bullying is relatively rare in comparison to other types of bullying, but it did highlight that 43% of 

primary school children and 29% of post-primary perceive that they have been bullied at least 

once. 

 

Media has highlighted awareness of cyber bullying as a growing trend but as yet there are no clear 

statistics. NIABF wanted to learn more and facilitated a sample survey in one school which pupils 

across all year groups completed. The findings were as follows: 

• 8% of pupils reported having experienced cyber bullying; 

• Text messaging and phone calls were the most common form of cyber bullying as 
experienced by these pupils; 

• Girls are more likely to experience cyber bullying than boys. 
These are similar findings to an English sample researched across 14 schools. 

 

WHAT IS THE LAW IN NORTHERN IRELAND? 

There are a three pieces of legislation which may provide protection from cyber bullying under the 

criminal law. 

 

1. Protection from Harassment (NI) Order 1997 
Article 3 of this Order states as follows: 

'A person must not pursue a course of conduct 

(a) which amounts to harassment of another, and 

(b) which he knows or ought to know amounts to harassment 

of the other.' 

Article 4 provides that a person guilty of an offence of harassment under Article 3 shall be liable on 

summary conviction to imprisonment for a term not exceeding six months and/or a fine of up to 

£5000. 

The legislation provides that a civil claim may also be brought by a victim of harassment in the 

High Court or County Court. Damages may be awarded for any anxiety caused by harassment and 

any financial loss resulting from harassment. The court may also grant a restraining order which 

shall prohibit the defendant from pursuing any further conduct which amounts to harassment or will 

cause a fear of violence. If without reasonable excuse the defendant does anything which 

breaches the court order this will amount to a criminal offence and the defendant shall be liable on 

summary conviction to imprisonment for a term not exceeding six months and/or a fine of up to 

£5000. 

 



 

 P a g e  | 16  

2. Malicious Communications (NI) Order 1988 
A particularly unpleasant form of harassment is that involving malicious communications either 

through the post, the telephone, fax, by cyber stalking through the internet or, an increasing 

problem, by the use of text or SMS messages sent to mobile phones. Under this legislation it is an 

offence to send an indecent, offensive or threatening letter, electronic communication or other 

article to another person with intent to cause distress or anxiety. Under section 43 

Telecommunications Act 1984 it is a similar offence to send a telephone message which is 

indecent offensive or threatening. Both offences are punishable upon conviction to imprisonment of 

up to six months and/or a fine not exceeding £5000. 

 

3. The Communications Act 2003 
 This is the most recent piece of legislation relevant to the issue of cyberbullying. Section 127(1) of 

the Act provides as follows: 

‘A person is guilty of an offence if he (a) sends by means of a public electronic communications 

network a message or other matter that is grossly offensive or of an indecent, obscene or 

menacing 

character; or (b) causes any such message or matter to be so sent.’ 

A person guilty of an offence under this section shall be liable, on summary conviction, to 

imprisonment for a term of up to six months and/or a fine of up to £5000. 

Schools are required by law to take all necessary steps to safeguard and protect their pupils. More 

specifically with regard to bullying: 

The Education and Libraries (NI) Order 2003 places specific duties upon the Board of Governors of 

a grant-aided school:  

• Article 17 - To safeguard and promote the welfare of registered pupils at all times when the 
pupils are at school or in the control or charge of a member of school staff. 

• Article 18 - To ensure that there is a written child protection policy, to determine the 
measures to be taken to protect pupils from abuse and to review these measures on a 
timely basis. 

• Article 19 - To consult with the pupils and parents before making or revising the Discipline 
Policy. Principals are also required to consult with pupils and their parents before 
determining measures to encourage good behaviour and to prevent bullying. 

 

Reporting the incident to the Police 

The Police Service of Northern Ireland (PSNI) aims to provide children, young people, parents and 

carers with appropriate support where any form of bullying occurs. It is important to report incidents 

where children are victims of cyber bullying to ensure the matter is addressed appropriately and 

the behaviour ceases. When such incidents occur, parents/carers are encouraged to make contact 

with their local police. When discussing the matter with the Police Officer, it is important to highlight 

any evidence which exists. This may be downloaded website pages, text messages or other notes. 

You should also advise of any impact the incident has had on the daily life of the child or young 

person who is the victim in order that the Police Officer can gain a full picture. The Police Officer 

will make enquiries and will need to speak to your child in your presence. They will try to establish 

any offending or ‘at risk’ behaviour by the person involved and have a range of support strategies 

they can provide to both stop the cyber bullying whilst supporting the people involved. If you wish 

to discuss the matter initially without making a formal report, you can contact your local Community 

and School Officer or the Crime Prevention Officer. Cyber bullying frequently occurs outside of 

school but can affect school life. Police would encourage school staff to report the incidents in 
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order that they may be dealt with by an inter-agency approach in the best interests of both the child 

being bullied and the child displaying the bullying behaviour. 

 

 

CYBERBULLYING - SOME ADVICE FOR PARENTS 

 

Not all incidents of cyber bullying require legal intervention and your first approach should 

always be to talk openly with your child’s school (if the person displaying the bullying 

behaviour attends the same school). 

 

Trying to stop your child cyber bullying or being cyber bullied 

 

As a parent it is important that you understand what cyber bullying is, are aware of its impact and 

how it differs from other forms of bullying, to then talk about it with your child. Think about internet 

safety: 

• where is your child’s computer, is it in their bedroom or in the living room where you 
can casually check their usage?  

• is the computer access password protected and does the whole family use the same 
password 

• Have you ensured there are filters and blocks on certain websites that your child can 
access? 

• Does your child understand that sometimes strangers may try to talk to them in social 
networking sites and what they should do if this happens? 

• Remember you can check a computer’s history! 

• Think about the different functions available on your child’s mobile phone, for example does 
it have internet access and are there filters and blocks to limit website access? Is there a 
camera and does your child understand when they should use the video and when they 
should not? 

• Remind your child to be careful about who they give personal details to, for example 
lending their phone to a class friend to use, telling people their username and password for 
a social networking site. 

• Finally help your child understand their responsibility in using different types of digital 
technology safely and appropriately. 

 

 

 

Trying to help your child if they are being cyber bullied 

 

• Reassure your child they have done the right thing in telling you and try to stay calm.  

• Tell them not to respond, to save and record any messages and to print off copies, for 
example taking a screen shot, as this is evidence. 

• You should report abuse or inappropriate content to Instant Messenger and Social 
Networking Sites as they can remove content that is illegal or breaks their terms and 
conditions in other ways. Try not to leave it – do it immediately. It is good practice for these 
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sites to have a clear way of doing this, for example through a ‘Report Abuse’ link, via the 
‘Contact Us’ link 

or clicking the ‘Help’ tab. Accounts of those who have broken the rules can be deleted. All mobile 

phone operators have procedures to deal with nuisance calls and things can be done, for example 

they may be able to change the number of the person being bullied. It is important to report at the 

earliest possible stage by using your mobile to phone your provider: 

 

O2 on . . . . . . . . . . . . . . . . . . . . . . . . . . . . 0870 5214000 

Vodaphone on . . . . . . . . . . . . . . . . . . . . . 191 

3 on . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 333 

Orange on . . . . . . . . . . . . . . . . . . . . . . . . 450 

T-Mobile on . . . . . . . . . . . . . . . . . . . . . . . 150 

Virgin on . . . . . . . . . . . . . . . . . . . . . . . . . 789 

Tesco on . . . . . . . . . . . . . . . . . . . . . . . . . . 0845 301 4455 

Remember you may need to get your child’s school and/ or the PSNI involved. They will want to 

know what action you have taken and what evidence there is of the cyber bullying – so keep a 

record! (Please see ‘Reporting bullying concerns to your child’s school’ leaflet.) 

Useful contacts 

To talk to someone about bullying please call: 

• Parents Advice Centre Helpline . . . . . . . 0808 801 0722 

• Childline . . . . . . . . . . . . . . . . . . . . . . . . . .0800 44 1111 

• Lifeline     0808 808 8000 

• Northern Ireland Commissioner for Children and Young People (NICCY). . . 028 9031 1616 

• Or for legal advice please call: Chalky Helpline (Children’s Law Centre) . . . . . . . . . . . . . 
0808 808 5678 

• Here are some websites with more information about cyber bullying for parents and 
children. 
www.bbc.co.uk/schools - Useful links to resources and information on cyber bullying and 

how to combat it. 

www.childnet-int.org - Advises on Internet safety and has a range of leaflets for children 

and parents. 

www.stoptextbully.com - An interactive website that helps young people tackle mobile 

phone and online bullying and prevent it ever happening to them. There's also advice for 

pupils, parents, carers and teachers. 

www.thinkuknow.co.uk/control/bullying.aspx - Information from the Child Exploitation 

and Online Protection Centre on how to stay safe online. 

www.websafecrackerz.com/ih8u.aspx - A website for children and young people focusing 

on cyber bullying and how to deal with phone abuse.  
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Appendix Two: The Complaints Procedure 
 

 
St. Patrick’s Grammar School Downpatrick 

 
 
1. SCOPE OF COMPLAINTS PROCEDURE 
 

The Board of Governors together with the Principal set the direction and tone of the 
school in all that they do and are committed to working with parents in the best interests 
of their children’s education.  The purpose of the Complaints Procedure is to effectively 
address complaints raised by parents/guardians.   

 
1.1 The procedure covers all matters relating to the actions of staff employed in the school and the 

application of school procedures, where they affect individual pupils.  However, school staff, and 
the Board of Governors recognise the difference between a concern and a complaint.  Taking 
informal concerns seriously at the earliest possible stage will reduce the numbers that develop 
into formal complaints. 

 
1.2 Where it becomes evident at an early stage that a matter should be dealt with according 

to other established procedures or appeals mechanisms, this Complaints Procedure will 
be set aside in favour of the agreed procedure such as Safeguarding, Special Education, 
Admissions, Suspensions and Expulsions, Discipline, Bullying and Harassment or the 
Unsatisfactory Teaching Procedure.  

 
1.3 The school will not investigate anonymous complaints, unless deemed by the school to be of a 

serious nature.  Anonymous complaints may be investigated where they relate to alleged Child 
Protection matters or alleged financial impropriety.  This will be at the discretion of the school. 
The Board of Governors will be informed by the Principal at each board meeting of such 
complaints. 

 
1.4 Pupils or parents may complain to the NI Public Services Ombudsman (Tel: 0800 343 424) 

if they feel the school has treated them unfairly. 
 
2. AIMS 
 
2.1 In operating this Complaints Procedure we aim to: 

➢ encourage resolution of problems by informal means wherever possible; 
➢ allow swift handling of a complaint within established time-limits for action; 
➢ keep people informed of progress; 
➢ ensure a full and fair investigation; 
➢ have due regard for the rights and responsibilities of all parties involved; 
➢ respect confidentiality; 
➢ fully address all aspects of a complaint and provide an effective response and 

appropriate redress, where necessary; and 
➢ in the interest of continuous improvement, provide relevant information to the school’s 

Senior Management Team and Board of Governors.  
 

2.2 This Procedure is designed to be: 
➢ easily accessible and publicised; 
➢ simple to understand and use; 
➢ impartial; and 
➢ non-adversarial. 
 
A copy of this Procedure is available on the school’s website or is available from the school on 
request. 
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3. WHAT TO EXPECT UNDER THIS PROCEDURE 
 
3.1 Your rights as a person making a complaint 
 

In dealing with your complaint we will ensure that you receive: 

• fair treatment; 

• courtesy; 

• sensitivity; 

• a timely response;  

• accurate advice; 

• respect for your privacy – complaints will be treated as confidentially as possible 
allowing for the possibility that we may have to consult with other appropriate parties 
about your complaint; and 

• reasons for our decisions. 
 

Where the complaint is upheld we will acknowledge this and address the complaint you have 
raised.  If, after investigation, it is judged there are no grounds for your complaint, you will be 
advised accordingly.   

 
3.2 Your responsibilities as a person making a complaint 
 

In making your complaint we would expect that you: 

• raise issues in a timely manner; 

• treat our staff with respect and courtesy; 

• provide accurate and concise information in relation to the issues you raise; and 

• use these procedures fully and engage with them at the appropriate levels. 
 
3.3 Rights of parties involved during the investigation 
 

The process is non-adversarial and does not provide a role for any other statutory or non-
statutory body. 

 
 Complainant 

Where a meeting is arranged the complainant may be accompanied by another person where it 
is accepted, by the Board of Governors and the Principal, that this will assist the investigation 
and resolution of the complaint.  

  
 Staff  

Staff may seek the advice and support from their professional body or Trade Union and may 
also be accompanied by another person to meetings where it is accepted, by the Board of 
Governors and the Principal, that this will assist the investigation and resolution of the 
complaint. 
 
A member of staff who is the subject of a complaint will be provided with full details of any 
allegations made against him/her before being required to respond to the matters raised.  In 
many occasions this may be best achieved by providing the member of staff with a copy of the 
letter. However, the views of the complainant will be sought before doing so. 

  
Legal Representation 
Legal representation, or representation by a person, or persons acting in a professional capacity 
is not permitted within this Procedure. 

 
 This Procedure does not take away from the statutory rights of any of the participants. 
 
3.4 Where the complainant is a Governor 

Where the complainant is a member of the Board of Governors, s/he will play no part in the 
management, or appeal, of the complaint as set out in this Procedure. 
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4. MAKING A COMPLAINT 
 
4.1 Complaint about a Teacher (other than the Principal) 
 
 4.1.1 Informal Stage 
 

Step 1 - Speaking with Teacher 
In the first instance, a complaint should normally be raised verbally with the teacher concerned, 
so that s/he may have an opportunity to address the issue(s).  Please observe the school’s 
existing protocols for arranging and conducting such meetings and follow the school’s 
policy with respect to access to members of staff.  
 
It is recognised that at times such meetings may be facilitated by a member of senior leadership 
to help resolve or clarify issues. 
 
A note of the meeting and agreed outcomes will be made available for the Principal. 
 
This approach will not prevent you from choosing to enter the formal process at a later stage, if 
you believe that to be an appropriate course of action.  
 

 Step 2 - Speaking with the Principal  
If your complaint remains unresolved following Step 1, you should arrange a meeting with the 
Principal to discuss the issue(s).  In some circumstances the Principal may not be able to deal 
effectively with your complaint immediately, and s/he may require some time to investigate and 
respond. If further time is required you will be informed of the timescale and the likely date by 
which the Principal will respond. 
 
4.1.2 Formal Stage 

 
 Step 3 - Writing to the Principal 

Sometimes it will not be possible for you to have your complaint resolved through the informal 
processes proposed at Steps 1 and 2, or indeed it might be more appropriate to initiate the 
procedures at Step 3.  You should write to the Principal, and state the grounds for your 
complaint, as concisely as possible, addressing specifically the issue(s) that are of concern to 
you.  
 
You will receive a written acknowledgement of your letter within ten working days. This will 
confirm that your letter has been received, and either: 
 

➢ provide a response to the issue(s) you raised; or 
 

➢ state that your complaint is being investigated and indicate when you can expect a 
response to be issued (normally a maximum of 20 working days from the date on which 
your letter was received).  The investigation may require you to meet the Principal and 
due notification will be given of such meetings.  The Principal may also talk to the 
parties relevant to the complaint.    

 

 Step 4 - Writing to Chairperson of the Board of Governors 
If you believe that your complaint has not been dealt with in a satisfactory manner following the 
completion of Steps 1, 2 and 3, you should write to the Chairperson of the Board of Governors, 
including, if applicable, copies of the original correspondence relating to Step 3.  The 
Chairperson will be responsible for referring your complaint to a Complaints Sub-Committee of 
the Board of Governors, which will investigate and respond to your complaint.  The Complaints 
Sub-Committee will have a minimum of three voting members. At the same time an Appeals 
Sub-Committee will be set up by the Chair. This sub-committee will play no part in the 
investigation or decision making regarding the complaint 

 
Your written complaint should be as concise as possible and address specifically the issue(s) 
that are of concern to you.  You will receive a written acknowledgement of your letter within ten 
working days.  This will confirm that your letter has been received, and either: 
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➢ provide a response to the issue(s) you raised; or 

 
➢ state that your complaint is being fully investigated and indicate when you can expect a 

response to be issued (normally a maximum of 25 working days from the date on which 
your written complaint was received).   

 
The investigation may require you to meet the Complaints Sub-Committee of the Board of 
Governors and due notification will be given of such meetings.  The Complaints Sub-Committee 
of the Board of Governors may also talk to the parties relevant to the complaint. 
 

 Step 5 - Appeals Process 
If you are dissatisfied with the decision of the Sub-Committee of the Board of Governors, you 
may appeal the decision to the Chairperson of the Board of Governors.  This procedure is 
outlined in Annex 1 on Page 15. 
 
Pupils or parents may complain to the ombudsman if they feel the school has treated them 
unfairly. 
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Making a complaint about a Teacher (other than the Principal) (with timescales for responses) 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

INFORMAL Stage  

Step 1 

Speak with the  

Teacher concerned 

(Teacher/Vice-Principal) 

Discuss the complaint with the Teacher. 

Implement any agreements. Principal informed. 

Complaint resolved –  

No further action required. 

 

INFORMAL Stage  

Step 2  

If complaint is unresolved following Step 

1, contact the Principal (verbally) to 

arrange a meeting 

 

Schedule Meeting with Principal                                to 

discuss the issue. 

Discuss the complaint. 

Record and Implement any agreements. 

Complaint resolved –  

No further action required. 

FORMAL Stage  

Step 3  

If complaint is unresolved following 

Steps 1 and 2 or procedures are to be 

initiated at Step 3  

write to the Principal 

 

Principal to examine complaint 

 If complaint is from a member of staff or relates to a 

Child Protection issue it will no longer be dealt with 

under the Parental Complaints Procedure, but will be 

dealt with under the school’s safeguarding Policy.   

Principal to acknowledge receipt of letter of complaint 

(within 10 working days) 

Investigate the complaint. 

Record and Implement any agreements/changes. 

Principal to confirm outcomes in writing              (within 

20 working days) 

No further action required. 

 

FORMAL Stage 

Step 4 

If complaint remains unresolved 

following Steps 1, 2 and 3 write to 

Chairperson of Board of Governors for 

referral to Complaints  

Sub-Committee 

 

 

 

 

 

Chairperson to acknowledge receipt of letter (within 10 

working days) 

 Sub-Committee to investigate the complaint/meet with 

complainant. 

Record and Implement any agreements/changes. 

Confirm outcomes in writing                                 (within 

25 working days). 

No further action required. 

 

APPEALS PROCESS 

Step 5 

Written request to Chairperson 

 to have case heard by  

Appeals Sub-Committee 

 of Board of Governors 

 

Chairperson to acknowledge receipt of letter (within ten 

working days) 

Appeals Sub-Committee to meet with complainant                                      

(within 30 working days) 

Consider the complaint 

Implement any agreements/changes 

Confirm outcomes in writing                                  (by 40th 

working day) 
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4.2 Complaint about a member of the School’s Support Staff 
 

4.2.1 Informal stage 
 
Step 1 - Raising verbally with the Principal 
A complaint concerning a member of the school’s support staff should be raised verbally with 
the Principal.  A meeting should be arranged with the Principal to discuss the issue(s).  In some 
circumstances, the Principal may not be able to deal effectively with your complaint immediately 
and s/he may require some time to investigate and respond. If further time is required, you will 
be informed of the timescale and the likely date by which the Principal will respond. 
 
4.2.2 Formal Stage 

 
 Step 2 - Writing to the Principal 

Sometimes it will not be possible for you to have your complaint resolved through the informal 
processes proposed at Step 1 or it might be more appropriate to initiate the procedures 
formally.  You should write to the Principal, and state the grounds for your complaint as 
concisely as possible addressing specifically the issue(s) that are of concern to you.  
 
You will receive a written acknowledgement of your letter within ten working days.  This will 
confirm that your letter has been received, and either: 
 

• provide a response to the issue(s) you raised; or 
 

• state that your complaint is being investigated and indicate when you can expect a 
response to be issued (normally a maximum of 20 working days from the date on which 
your letter was received).  The investigation may require you to meet the Principal and due 
notification will be given of such meetings.  The Principal may also talk to the parties 
relevant to the complaint.    

 

 Step 3 - Writing to Chairperson of the Board of Governors 
If you believe that your complaint has not been dealt with in a satisfactory manner following the 
completion of Steps 1, and 2 you should write to the Chairperson of the Board of Governors, 
including, if applicable, copies of the original correspondence relating to Step 2.  The 
Chairperson will be responsible for referring your complaint to a Complaints Sub-Committee of 
the Board of Governors, which will investigate and respond to your complaint.  The Complaints 
Sub-Committee will have a minimum of three voting members.  

 
Your written complaint should be as concise as possible and address specifically the issue(s) that 
are of concern to you. You will receive a written acknowledgement of your letter within ten working 
days.  This will confirm that your letter has been received, and either: 

 

• provide a response to the issue(s) you raised; or 
 

state that your complaint is being fully investigated and indicate when you can expect a 
response to be issued (normally a maximum of 25 working days from the date on which 
your written complaint was received).   

 

The investigation may require you to meet the Complaints Sub-Committee of the Board of 
Governors and due notification will be given of such meetings.  The Complaints Sub-Committee 
of the Board of Governors may also talk to the parties relevant to the complaint. 
 

 Step 4 - Appeals Process 
If you are dissatisfied with the decision of the Sub-Committee of the Board of Governors, you 
may appeal the decision to the Chairperson of the Board of Governors.  This procedure is 
outlined in Annex 1 on Page 15.  
 
Pupils or parents may complain to the ombudsman if they feel the school has treated them 
unfairly. 
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Making a complaint about a member of the school’s support staff (with timescales for responses) 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

INFORMAL Stage  

Step 1  

Contact the Principal (verbally)  

to arrange a meeting.  

Schedule Meeting with Principal to discuss issue.   
Discuss the complaint. 

Implement any agreements. 

Complaint resolved – 

 No further action required. 

FORMAL Stage  

Step 2  

If complaint is unresolved following Step 

1 or procedures are to be initiated at 

Step 2  

write to the Principal. 

 

Principal to examine complaint 

 If complaint is from a member of staff or relates to a 

Child Protection issue it will no longer be dealt with 

under the Parental Complaints Procedure, but will be 

dealt with under the relevant Employee Relations Policy 

or Child Protection Policy.  

Principal to acknowledge receipt of letter of complaint 

(within 10 working days) 

Investigate the complaint. 

Implement any agreements/changes. 

Principal to confirm outcomes in writing              (within 

20 working days) 

No further action required. 

 
FORMAL Stage 

Step 3 

If complaint remains unresolved 

following Steps 1 and 2 write to 

Chairperson of Board of Governors for 

referral to  

Complaints Sub-Committee 

 

 

 

Chairperson to acknowledge receipt of letter (within 10 

working days) 

Investigate the complaint/meet with complainant 

Implement any agreements/changes 

Confirm outcomes in writing                                    (within 

25 working days) 

No further action required. 

 

 

APPEALS PROCESS 

Step 4 

Written request to Chairperson 

 to have case heard by 

 Appeals Sub-Committee  

of Board of Governors. 

 

 

Chairperson to acknowledge receipt of letter (within 

ten working days) 

Meet with complainant                                                 

(within 30 working days) 

Consider the complaint. 

Implement any agreements / changes 

Confirm outcomes in writing                                            (by 

40th working day) 
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4.3 Making a complaint about a member of Interserve staff 
 
 St. Patrick’s Grammar School is operated under a Public, Private Partnership arrangement. 
Interserve Plc. Provide facilities management services to the school and employ a number of 
personnel onsite for support services to the school. 
 

4.3.1 Informal stage 
 
Step 1 - Raising verbally with the Principal 
A complaint concerning a member of Interserve support staff should be raised verbally with the 
Principal.  A meeting should be arranged with the Principal to discuss the issue(s).  In some 
circumstances, the Principal may not be able to deal effectively with your complaint immediately 
and s/he may require some time to investigate and respond. If further time is required, you will 
be informed of the timescale and the likely date by which the Principal will respond. 
 
The Principal will raise the matter with The Facilities Manager onsite who will investigate the 
matter within the company’s grievance and complaints procedures and report back to the 
Principal within an agreed timescale. 

 
 
 4.3.2 Formal Stage 
 
 Step 2 - Writing to the Principal 

Sometimes it will not be possible for you to have your complaint resolved through the informal 
processes proposed at Step 1 or it might be more appropriate to initiate the procedures 
formally.  You should write to the Principal and state the grounds for your complaint as 
concisely as possible addressing specifically the issue(s) that are of concern to you.  
 
You will receive a written acknowledgement of your letter within ten working days.  This will 
confirm that your letter has been received and advise that the formal complaint has been 
passed directly to the Facilities Manager who will continue the process under Interserve’s 
complaints procedures. Interserve will respond directly to you with copies of all correspondence 
copied to the Principal. 
 
The Trustees representative and Principal will be kept fully informed by Interserve of progress. 
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Making a complaint about a member of Interserve support staff (with timescales for responses) 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

INFORMAL Stage  

Step 1  

Contact the Principal (verbally)  

to arrange a meeting.  

Schedule Meeting with Principal to discuss issue.   
Discuss the complaint.  

Principal will meet with FM Manager 

Implement any agreements. 

Complaint resolved – 

 No further action required. 

FORMAL Stage  

Step 2  

If complaint is unresolved following Step 

1 or procedures are to be initiated at 

Step 2  

write to the Principal. 

 

Principal to examine complaint 

 If complaint is from a member of staff or relates to a 

Child Protection issue it will no longer be dealt with 

under the Parental Complaints Procedure, but will be 

dealt with under the relevant Employee Relations Policy 

or Child Protection Policy.  

Principal to acknowledge receipt of letter of complaint 

(within 10 working days) 

Investigate the complaint with FM Manager 

Implement any agreements/changes. 

Principal to confirm outcomes in writing              (within 

20 working days) 

No further action required. 

 
FORMAL Stage 

Step 3 

If complaint remains unresolved 

following Steps 1 and 2 write to 

Chairperson of Board of Governors for 

referral to  

Complaints Sub-Committee 

 

 

 

Chairperson to acknowledge receipt of letter (within 10 

working days) 

Investigate the complaint/meet with complainant 

Implement any agreements/changes 

Confirm outcomes in writing                                    (within 

25 working days) 

No further action required. 

 

 

APPEALS PROCESS 

Step 4 

Written request to Chairperson 

 to have case heard by 

 Appeals Sub-Committee  

of Board of Governors. 

 

 

Chairperson to acknowledge receipt of letter (within 

ten working days) 

Meet with complainant                                                 

(within 30 working days) 

Consider the complaint. 

Implement any agreements / changes 

Confirm outcomes in writing                                            (by 

40th working day) 
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4.4 Complaint about the Principal 

 
Where a complaint relates to the Principal the matter will be dealt with formally by the 
Board of Governors. 

  
 4.4.1 Formal Stage 
  

Step 1 - Writing to Chairperson of the Board of Governors  
Where a complaint relates to the Principal you should write to the Chair of the Board of 
Governors, stating the grounds for your complaint as concisely as possible.  The Chairperson 
will be responsible for referring your complaint to a Complaints Sub-Committee of the Board of 
Governors, which will investigate and respond to your complaint.  The Complaints Sub-
Committee will have a minimum of three voting members.  You will receive a written 
acknowledgement of your letter within ten working days.  This will confirm that your letter has 
been received, and either: 

 

• provide a response to the issue(s) you raised; or 
 

• state that your complaint is being fully investigated and indicate when you can expect a 
response to be issued (normally a maximum of 25 working days from the date on which 
your written complaint was received).   

 
 Step 2 - Appeals Process 

If you are dissatisfied with the decision of the Sub-Committee of the Board of Governors, you 
may appeal the decision to the Chairperson of the Board of Governors.  This procedure is 
outlined in Annex 1 on page 15. 
 
Pupils or parents may complain to the ombudsman if they feel the school has treated them 
unfairly. 
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Making a complaint about the Principal (with timescales for responses) 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

FORMAL Stage 

Step 1 

Write to Chairperson  

of Board of Governors  

for referral to  

Complaints Sub-Committee 

 

Chairperson to examine complaint 

If complaint is from a member of staff or relates to a 

Child Protection issue it will no longer be dealt with 

under the Parental Complaints Procedure but will be 

dealt with under the relevant Employee Relations 

Policy or Safeguarding Policy. 

Chairperson to acknowledge receipt of letter (within 

10 working days) 

Investigate the complaint/meet with complainant.  

Implement any agreements/changes. 

Chairperson to confirm outcomes in writing (within 

25 working days) 

No further action required. 

 

APPEALS PROCESS 

Step 2 

Written request to Chairperson 

 to have case heard by  

Appeals Sub-Committee of  

Board of Governors 

 

 

 

Chairperson to acknowledge receipt of letter (within 

10 working days) 

Meet with complainant                                               

(within 30 working days). 

Consider the complaint. 

Implement any agreements/changes. 

Confirm outcomes in writing                                      (by 

40th working day). 
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Making a complaint about a teacher in another school operating with St. Patrick’s through 
collaboration. (with timescales for responses) 

4.5 
 
All local schools operating a collaborative educational provision do so through The Lecale Learning 
Community. As such, each school works under the arrangements of a Service Level Agreement 
which is reviewed annually. The Education Order 2006 makes it clear that the school in which the 
student is registered ( the home school), is responsible for his /her education and as such, 
complaints should be raised with the ‘home’ school. 
[ The Home School is the school in which the student is registered. The Host school is the school 
which is providing a particular course for the student through a collaboration agreement.] 
 
 

 4.5.1  Informal stage 
  

Step 1 - Raising verbally with the Vice-Principal 
The school’s Vice-Principal acts as the liaison between the collaborating schools. He/ she will raise the 
complaint / concern with the designated liaison teacher in the ‘Host’ school. He/ she will schedule a 
meeting to discuss the issue with the parent and arrange a meeting to discuss the complaint with the 
host school. In some circumstances, the Principal may not be able to deal effectively with your 
complaint immediately and s/he  may require some time to investigate and respond. If further time 
is required, you will be  informed of the timescale and the likely date by which the Vice- Principal will 
respond. This may involve facilitating a meeting with the teacher in the host school which will be 
 organised by the liaison teacher within this school.  

 
4.5.2 Formal Stage 
 
Step 2 - Writing to the Principal 
Sometimes it will not be possible for you to have your complaint resolved through the informal 
processes proposed at Step 1 or it might be more appropriate to initiate the procedures formally.  You 
should write to the Principal and state the grounds for your complaint as concisely as possible 
addressing specifically the issue(s) that are of concern to you.  

 
You will receive a written acknowledgement of your letter within ten working days.  This will confirm that 
your letter has been received and advise that the formal complaint has been passed directly to the 
Principal of the host school who will continue the process under that school’s complaints procedures. 
This school will respond directly to the Principal of the home school with copies of all correspondence. 
The Principal will arrange a meeting to discuss the matter directly with you. 

 
Step 3 - Writing to Chairperson of the Board of Governors 
  
If you believe that your complaint has not been dealt with in a satisfactory manner following the 
completion of Steps 1, and 2 you should write to the Chairperson of the Board of Governors, including, 
if applicable, copies of the original correspondence relating to Step 2.  The Chairperson will be 
responsible for referring your complaint to a Complaints Sub-Committee of the Board of Governors, 
which will investigate and respond to your complaint.  The Complaints Sub-Committee will have a 
minimum of three voting members.  
 
Your written complaint should be as concise as possible and address specifically the issue(s) that are of 
concern to you. You will receive a written acknowledgement of your letter within ten working days.  This 
will confirm that your letter has been received, and either: 
 

• provide a response to the issue(s) you raised; or 
 

• state that your complaint is being fully investigated and indicate when you can 
expect a response to be issued (normally a maximum of 25 working days from the 
date on which your written complaint was received).   

 

The investigation may require you to meet the Complaints Sub-Committee of the Board of 
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Governors and due notification will be given of such meetings.  The Complaints Sub-Committee 
of the Board of Governors may also talk to the parties relevant to the complaint. 
 

 Step 4 - Appeals Process 
If you are dissatisfied with the decision of the Sub-Committee of the Board of Governors, you 
may appeal the decision to the Chairperson of the Board of Governors.  This procedure is 
outlined in Annex 1 on Page 15. 
 
Pupils or parents may complain to the ombudsman if they feel the school has treated them 
unfairly. 
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Making a complaint about a Teacher (in a collaborating school) (with timescales for responses) 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 
 
 

 
 
 
 

5. RECORD KEEPING 
 

The Principal and Chairperson of the Board of Governors will maintain a record of all 
correspondence, conversations and meetings, concerning your complaint.  These records will 
be held confidentially in the school and will be kept apart from pupil records.  All such records 

INFORMAL Stage  

Step 1 

Speak with the  

Vice-Principal 

Discuss the complaint with the Vice-Principal. 

Vice –Principal will discuss the issue with the liaison 

teacher (Vice-Principal) in the host school and Implement 

any agreements. Principal informed. 

Complaint resolved –  

No further action required. 

 

FORMAL Stage  

Step 2  

If complaint is unresolved following 

Steps 1 or procedures are to be initiated 

at Step 2  

write to the Principal 

 

Principal to examine complaint 

 If complaint is from a member of staff or relates to a 

Child Protection issue it will no longer be dealt with 

under the Parental Complaints Procedure but will be 

dealt with under the school’s safeguarding Policy.   

Principal to acknowledge receipt of letter of complaint 

(within 10 working days) 

Investigate the complaint with the Principal of the host 

school. 

Record and Implement any agreements/changes. 

Principal to confirm outcomes in writing (within 20 

working days) 

No further action required. 

 
FORMAL Stage 

Step 3 

If complaint remains unresolved 

following Steps 1 and 2 write to 

Chairperson of Board of Governors for 

referral to Complaints  

Sub-Committee 

 

 

 

 

 

Chairperson to acknowledge receipt of letter (within 10 

working days) 

 Sub-Committee to investigate the complaint/meet with 

complainant. 

Record and Implement any agreements/changes. 

Confirm outcomes in writing (within 25 working days). 

No further action required. 

 

APPEALS PROCESS 

Step 4 

Written request to Chairperson 

 to have case heard by  

Appeals Sub-Committee 

 of Board of Governors 

 

Chairperson to acknowledge receipt of letter (within ten 

working days) 

Appeals Sub-Committee to meet with complainant                                      

(within 30 working days) 

Consider the complaint 

Implement any agreements/changes 

Confirm outcomes in writing (by 40th working day) 

 



 

 P a g e  | 33  

will be destroyed three years after the date of the last correspondence on the issue.  
 
 

6. FRIVOLOUS OR VEXATIOUS COMPLAINTS 
 

Where the Board of Governors considers the actions of a parent/group of parents to constitute a 
frivolous or vexatious complaint, it will seek advice from the relevant employing authority in 
order to protect staff from further such actions. The collaborating school may enact their own 
policies dealing with such issues. 
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ANNEX I 
 
 
 APPEALS PROCESS – APPEALS SUB-COMMITTEE OF THE BOARD OF GOVERNORS 
 

If you are dissatisfied with the decision of the Sub-Committee of the Board of Governors, you 
may write to the Chairperson of the Board of Governors within ten working days of receiving 
written feedback from the Complaints Sub-Committee, appealing their decision.  Your written 
request should be as concise as possible and set out specifically the grounds for your appeal. 
 
The Chairperson will be responsible for establishing an Appeals Sub-Committee comprising of 
at least three members of the Board of Governors who were not involved in the original 
investigation.  You will be invited to a meeting of the Appeals Sub-Committee where your 
appeal will be heard. 

 
You will receive a written acknowledgement of your letter within ten working days.  This will 
confirm that your letter has been received and provide you with the date and time of the meeting 
with the Appeals Sub-Committee at which you will have an opportunity to explain the grounds 
for your appeal.  This meeting will normally take place within 30 working days of your appeal 
request having been received. 

 
Within ten working days of this meeting, you should expect a final written response.  This will 
indicate the Governors’ findings, their recommendations and the reasons supporting their 
decisions. 

 
The decision of the Appeals Sub-Committee is final.  At the end of the process the Chairperson 
will inform you, in writing, that the Complaints Procedure has been exhausted and that the 
matter is considered closed. 
 
Pupils or parents may complain to the ombudsman if they feel the school has treated them 
unfairly. 
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Appendix Three - Responding to a bullying concern  
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Appendix Four - Responding to a bullying concern  
 
Staff should adopt a positive mind set when responding to bullying concerns.  
 
They should be prepared with options for how to respond to incidents of bullying in a planned, 
deliberate and positive way. Confronting pupils who have bullied requires a high amount of self-
control as well as preparation to know what to say and do. The following are important factors 
when managing a bullying situation.  
 
Be calm. It is important to be clear thinking and emotionally in control.  
 
Be positive. Have in mind the importance of maintaining a positive relationship with the pupil. A 
pupil is much more likely to modify his/her behaviour if he/she perceives that a teacher cares.  
 
Be assertive. Staff should directly and clearly express their thoughts, feelings and expectations 
concerning the need for the pupil to not only stop bullying, but also make restitution with the child 
who has been bullied.  
 
Be confident. It is important to trust that you will be successful in implementing practices that can 
have an impact on the pupil’s future behaviour. 
 
ADVICE FROM NIABF  
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Appendix Five:  Bullying Concern Assessment Form (BCAF) 

 
 

Incident Date:  

 

Pupils Involved Role Incident Date Gender DOB Year and Reg 

      

      

      

      

      

      

 

Incident Comments 
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PART 1 

 
ASSESSMENT OF CONCERN                                    Date: 

 

 

Addressing Bullying in Schools Act (Northern Ireland) 2016 defines bullying as follows: 

 

“bullying” includes (but is not limited to) the repeated use of — 

(a) any verbal, written or electronic communication  

(b) any other act, or  

(c)  any combination of those,  

by a pupil or a group of pupils against another pupil or group of pupils, with the intention of causing 

physical or emotional harm to that pupil or group of pupils. 

 

 Name(s) Gender  

M / F 

DOB/Year Group  
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Person(s) reporting concern 

 

   

Check records for previously recorded incidents  
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Socially unacceptable behaviour becomes bullying behaviour when, on the basis of the information 
gathered, the criteria listed below have been met: 
The school will treat any incident which meets these criteria as bullying behaviours. 

Is the behaviour intentional? YES / NO 

Is the behaviour targeted at a specific pupil or group of pupils? YES / NO 

Is the behaviour repeated? YES / NO 

Is the behaviour causing physical or emotional harm? YES / NO 

Does the behaviour involve omission? (*may not always be present) YES / NO 

 

One-off Incident 

 

When determining whether a one-off incident  may be classified as bullying, the school 
shall take into consideration the following criteria and use the information gathered  to 
inform and guide the decision making process: 
 

Criteria: Information gathered: 

severity and significance of the incident  

evidence of pre-meditation  

Significant level of physical/emotional impact on 
individual/s 

 

Significant level of impact on wider school community  

Status/nature of previous relationships between those 
involved 

 

Records exist of previous incidents involving the 
individuals 

 

 

Outline of incident(s):  Attach all written accounts/drawings of incident(s) completed by targeted 

pupil, witnesses (i.e. other pupils, staff).  Include dates of event(s), the type of information gathered 

and where the information is stored (i.e. on paper or in SIMS). 
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YES the above criteria have been met 
and bullying behaviour has occurred. 

NO the above criterial have not been met and 
bullying behaviour has not occurred. 

The criteria having been met, proceed to 
complete Part 2 of this Bullying Concern 
Assessment Form 

 

The criteria having not been met, proceed to record the 
details in the Behaviour Incident section of this 
Behaviour Management Module.  Refer to the Positive 
Behaviour Policy of your school, continue to track and 
monitor to ensure the behaviour does not escalate. 

Agreed by: 

Status: 

On: 
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PART 2 

2.1 Who was targeted by this behaviour?   

Select one or more of the following: 

     Individual to individual 1:1           

     Individual to group                

     Group to individual               

     Group to group   

 

2.2 In what way did the bullying behaviour present? 

Select one or more of the following: 

     Physical (includes for example, jostling, physical intimidation, interfering with 

         personal property, punching/kicking) 

     Any other physical contact (which may include use of weapons) 

     Verbal (includes name calling, insults, jokes, threats, spreading rumours)  

     Indirect (includes omission, isolation, refusal to work with/talk to/play with/help  

         others)  

     Electronic (through technology such as mobile phones and internet) 

     Written 

     Other Acts - Please specify:  

 

2.3  Motivation (underlying themes): this is not a definitive list 

Select one or more of the following: 

     Age 

     Appearance 

     Cultural  

     Religion 

     Political Affiliation 

     Community background 

     Gender Identity 
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     Sexual Orientation 

     Family Circumstance (marital status, young carer status) 

     Looked After Status (LAC) 

     Peer Relationship Breakdown 

     Disability (related to perceived or actual disability) 

     Ability 

     Pregnancy 

     Race 

     Not known 

     Other – Please specify: 
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PART 3A 

RECORD OF SUPPORT AND INTERVENTIONS FOR PUPIL EXPERIENCING BULLYING BEHAVIOUR: 

Pupil Name: 

REFER TO SCHOOL ANTI-BULLYING POLICY AND TO  LEVEL 1-4 INTERVENTIONS IN EFFECTIVE RESPONSES TO BULLYING 

BEHAVIOUR 

Parent / carer informed: 

 

Date: 

 

By whom: 

 

Staff involved: 

 

 

Date Stage on 

Code of 

Practice 

Type of 

Intervention 

Success Criteria   Action taken by 

whom and when 

Outcomes of 

Intervention 

Review 

       

 

       

 

       

 

       

 

 

Record of participation in planning for interventions 
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Pupil: 
 

Parent/carer: 
 

Other Agencies: 
 

Continue to track interventions until an agreed satisfactory outcome has been achieved 
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 PART 3B 

RECORD OF SUPPORT AND INTERVENTIONS FOR PUPIL DISPLAYING BULLYING BEHAVIOUR: 

Pupil Name: 

REFER TO SCHOOL ANTI-BULLYING POLICY AND TO  LEVEL 1-4 INTERVENTIONS IN EFFECTIVE RESPONSES TO BULLYING 

BEHAVIOUR 

Parent / carer informed: 

 

Date: 

 

By whom: 

 

Staff involved: 

 

 

Date Stage on 

Code of 

Practice 

Type  of 

Intervention 

Success Criteria   Action taken by 

whom and when 

Outcomes of 

Intervention 

Review 

       

 

       

 

       

 

       

 

 

Record of participation in planning for interventions 
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Pupil: 
 

Parent/carer: 
 

Other Agencies: 
 

Continue to track interventions until an agreed satisfactory outcome has been achieved  



 

 
 
 
 
 

PART 4 

REVIEW OF BULLYING 

CONCERN AND ACTIONS TO 

DATE 

Date of Review Meeting: 

Part 4A Following the Review Meeting, to what extent have the success criteria been met?  

  1 – Fully   

  2 – Partially 

  3 – Further intervention/support required 

Give 

details:  

 

 

Part 4B If the success criteria have not been met, continue to:  

      Re-assess Level of Interventions and implement other strategies from an appropriate level 

      Track, monitor and review the outcomes of further intervention 

      Follow Anti-bullying policy   

      Keep under review the Stage of Code of Practice each pupil is on 

      Follow Safeguarding Policy 

      Seek multi-agency input (EA, Health and Social Services etc.) 

      Engage with Board of Governors 

Agreed by: 

School  
Signed: 

Date: 

Parent 
Signed: 

Date: 

Pupil 
Signed: 

Date: 

 

 

 



 

 
 
 
 
 

 

 

Appendix 6 – NIABF Intervention Tables 

 

 

 
 
 
 



 

 
 
 
 
 

 
 
 
 



 

 
 
 
 
 



 

 
 
 
 
 

 

 

 

 

 

 

 

 

 

  
 
 
 
 
 
 
 
 
Appendix 6 – NIABF Intervention Tables 



 

 
 
 
 
 

Appendix 7 – NIABF Work sheet for students 

Think Time Discussion Sheet  
 
Name_____________________ Class____________ Date __/___/______  
 
 
This is what happened  
 
 
 
This is what I was thinking/feeling at the time  
 
 
 
 
 
This what I chose to do  
 
 
 
 
 
Who was affected by what I did?  
 
 
 
 
 
How were they affected by my actions?  
 
 
 
 
 
 
 
What action(s) do I need to take now to make things better/right?  
 
1 
 
 
 
2 
 
 
 
3 
 
 
 
 



 

 
 
 
 
 

Signatures  
 
 
HoY ______________________________________  
 
 
Pupil ______________________________________  
 
 
Date __________________________________  
 


