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I. Introduction 

It is our goal for our school to be a safe and secure learning environment for all students.  It is 
the intent to provide all students with an equitable opportunity to learn. To that end, we have a 
significant interest in providing a safe, orderly, and respectful school environment that is 
conducive to teaching and learning.  
 
Every member of the school community must take personal responsibility for the emotional and 
physical safety of one another and the environment. It is a violation of school policy for any 
student to bully, harass or intimidate another student and it will not be tolerated. 
Bullying and other forms of peer mistreatment are detrimental to the school environment as well 
as student learning, achievement and well-being.  Peer mistreatment interferes with the mission 
of the schools to educate their students and disrupts the operations of the schools.  Bullying and 
other forms of peer mistreatment affect not only students who are targets but also those who 
participate in and witness such behavior.  These behaviors must be addressed to ensure 
student safety and an inclusive learning environment. 
 
It is not the intent to prohibit students from expressing their ideas, including ideas that may 
offend the sensibilities of others, or from engaging in civil debate.  However, we do not condone 
and will take action in response to conduct that interferes with students’ opportunity to learn, the 
educational mission of Saba Comprehensive School, and the operation of the schools. 
 
This Bullying Protocol establishes practices and procedures for handling observed and reported 
incidents of bullying. Questions about any aspect of the Protocol should be addressed to the 
Anti-Bullying Coordinator in Prevention and Intervention.  
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II. Prohibited Behavior 

The following behaviors are prohibited: 
1. Bullying; 
2. Cyberbullying; 
3. Harassment and Sexual Harassment  
4. Retaliation against those reporting such defined behaviors; and 
5. Making knowingly false accusations of bullying behavior.  

 
Any person who engages in any of these prohibited behaviors that constitutes bullying shall be 
subject to appropriate disciplinary actions. 
 

III. Bullying and Cyberbullying Defined 

Bullying is unwanted, aggressive behavior among school-age children that involves a real or 
perceived power imbalance. The behavior is repeated, or has the potential to be repeated, over 
time. Both kids who are bullied and who bully others may have serious, lasting problems. 
 
In order to be considered bullying, the behavior must be aggressive and include: 
1. An Imbalance of Power: Kids who bully use their power, such as physical strength, access 

to embarrassing information, or popularity to control or harm others. Power imbalances can 
change over time and in different situations, even if they involve the same people. 

2.  Repetition: Bullying behaviors happen more than once or have the potential to happen 
more than once. 

 
 “Bullying” includes, but is not limited to, a written, oral or electronic expression or a physical act 
or gesture or any combination thereof directed at a student or students that:  
 
Examples of conduct that may constitute bullying include, but are not limited to: 
 

1. Repeated or pervasive taunting, name-calling, belittling, mocking, put-downs, or 
demeaning humor; 

2. Behavior that is likely to harm someone by damaging or manipulating his or her 
relationships with others, including but not limited to gossip, spreading rumors, and 
social exclusion; 

3. Non-verbal threats and/or intimidations such as use of aggressive, menacing, or 
disrespectful gestures; 

4. Threats of harm to a student, to his/her possessions, or to other individuals, whether 
transmitted verbally or in writing; 

5. Blackmail, extortion, demands for protection money, or involuntary loans or donations; 
6. Blocking access to school property or facilities; 
7. Stealing or hiding books, backpacks, or other possessions;  
8. Stalking; and 
9. Physical contact or injury to another person or his/her property. 
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“Cyberbullying” means bullying through the use of technology or any electronic 
communication, including,  

 
Examples of conduct that may constitute cyberbullying include, but are not limited to the 
following actions on any electronic medium: 
 

1. Posting slurs or rumors or displaying any defamatory, inaccurate, disparaging, violent, 
abusive, profane, or sexually oriented material about a student on a website, an app, in 
social media, or any other electronic platform; 

2. Posting misleading or fake photographs or digital video footage of a student on websites 
or creating fake websites or social networking profiles in the guise of posing as the 
targeted student; 

3. Impersonating or representing another student through the use of that other student’s 
electronic device or account to send email, text messages, instant messages (IM), 
phone calls or other messages on a social media website; 

4. Sending email, text messages, IM, or leaving voicemail messages that are mean or 
threatening, or so numerous as to bombard the target’s email account, IM account, or 
cell phone; and 

5. Using a camera phone or digital video camera to take and/or send embarrassing or 
“sexting” photographs of other students. 

 
Concise definition of bullying as any type of conduct that may: 

1. Reflect a coercive imbalance of power; AND 
2. Is severe, pervasive and often purposeful and repeated; AND 
3. Places an individual in (a) reasonable fear of substantial detrimental effect to his or her 

person or property; or (b) to otherwise substantially interfere in a student’s academic 
performance or ability to participate in any school related activity.  
 

For purposes of this Protocol, “Conduct” may include: 

• Physical acts, such as inappropriate, unwanted, uninvited, or injurious physical contact 
with another; stalking; sexual assault; and destruction or damage to property of another;  

• Written and electronic communication of any type that incorporates language or 
depictions that would constitute bullying, using any medium (including, but not limited to, 
cell phones, computers, websites, electronic networks, instant messages, text messages 
and emails); 

• Verbal threats made to blackmail, or demands for protection money;  

• Non-verbal threats or intimidation such as aggressive or menacing gestures;  

• Direct or indirect, relationally aggressive behavior such as social isolation, rumor 
spreading, or damaging someone’s reputation;  

• Any of the above conduct which occurs off school grounds when such conduct creates, 
or reasonably can be expected to create, a substantial disruption in the school setting 
and/or at school sponsored activities and events.  

 
In addition to that conduct described above, examples of conduct that may constitute 
bullying include the following:  

• Blocking access to school property or facilities;  

• Stealing or hiding or otherwise defacing books, backpacks or other personal 
possessions;  
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• Repeated or pervasive taunting, name-calling, belittling, mocking putdowns, or 
demeaning humor relating to a student’s race, color, gender, sexual orientation, 
ancestry, religion, disability, or other personal characteristics, whether or not the student 
actually possesses them, that could reasonably be expected to result in the disruption of 
school activities or that results in a hostile educational environment for the student.  

 
Conduct that would not ordinarily be considered bullying includes:  

• Mere teasing 

• “talking trash” 

• Trading of insults 

• The expression of ideas or beliefs, so long as such expression is not offensive, profane, 
or intended to intimidate or harass another.  

 
Note: In an effort to be concise throughout this Protocol, we frequently refer to the perpetrator of bullying 
behavior as the “bully” however, school personnel should be careful not to label a student as a “bully.” It is 
best to refer to those students as “exhibiting bullying behavior” which focuses on the behavior rather than 
the person.  
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IV. School Policy and Prevention Practices  

Critical to the establishment of a Bullying Protocol is the development of a Comprehensive 
bullying policy and school-wide strategies for effective bullying prevention and intervention.  
 
Best practices in bullying prevention include: 

• School establishes and enforces an effective Bullying Policy that: 
o Clearly defines bullying behavior and provides examples. 
o Introduces the school wide anti-bullying rules and incorporate them into the 

general classroom rules, so that students hear a consistent message. 
o Communicates rules and expectations to all students, staff and parents. 
o Requires staff to consistently enforce school rules and encourages students 

to do as well. 
o To take personal responsibility for creating a physically and emotionally safe 

learning environment. 
o Provides additional instructional opportunities to address pro-social skills to 

prevent bullying. 
  

• School identifies  a “Coordinator” responsible for: 
o Tracking all reported bullying incidents. 
o Ensuring bullying awareness training is available to all students, staff and 

Parents. 
o Securing data about the frequencies, types and locations of bullying in the 

School. 
 

• Social emotional learning skills are implemented throughout the curriculum 
o Workshops about friendship, empathy and anger management for students.  
 

• School Promotes a welcoming, caring, safe culture and climate  
o School actively seeks input regarding school climate 
o School regularly surveys stakeholders about climate 
o All staff and students take personal responsibility for establishing a caring 
o environment 
o School encourages and positively reinforces students’ reporting of bullying 

incidents 
o Work to foster positive student teacher relationship. 
 

• Establish and administrate a Bullying questionnaire 
• Student staff and parent’s participation in surveys or other methods of collecting 

experiences and perceptions of schools climate and behaviors; program components 
and implementation are determined or modified after analyses of data. 
 

• Staff discussion group meetings 
• Discussion groups approximately one hour preferably every two weeks or at least 

monthly, would allow time for in-depth discussion and reflection about bullying in 
general.  
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• Establish curriculum for homeroom meetings.  
• Kindness matters program; 

o The benefits include increasing problem-solving behavior and decreasing 
relationship issues, enhancing the sense of community, positive classroom 
climate and providing a forum for students to discuss incidents or issues that 
are important to them.  

o Teachers would address social, behavior and community issues.  
o Teacher can use role playing to generate solutions to bullying situations  

 

• School establishes Classroom level parent meetings.  
o Main goal is help parents understand the issue of bullying why this program is 

important, and the role they can play in its implementation.  
 

• School provides training for teachers, on how to address bullying if and when they 
observe it, and on how to follow up. 

o If a bullying problem arises, it will need to be dealt on an individualized level, 
both inside and outside of the classroom with each student and parent.  
 

• School should involve the community.  
o Teachers and staff should participate in training done by public health  
o Community members can help spread anti-bullying messages and efforts 

outside the school.  
o School buses also must follow the common anti-bullying school wide rule and 

get proper training on the subject. 
 

The school, classroom, individual, and, to some extend the community interventions are all 
important to prevent and stop bullying. It’s important that the school wide policies and 
procedures are in place before teachers can discuss the rules and do effective interventions at 
the individual level. (See annex 1)  

 
School response and practices  
School personnel must report and or/investigate all incidents of bullying and take appropriate 
actions whether they personally observe incidents or learn of them by some other means. 
Reporting, investigating and action must occur even if the person who is bullied does not file a 
formal complaint or does not explicitly express disapproval of the incident. Adult non-
intervention establishes a climate of fear, reinforces students’ beliefs that bullying is “normal” 
and must be tolerated, and enables the bullying behavior.  
 
Staff Response Protocol 
1. INTERVENE- Staff members must intervene immediately to address bullying behavior. 

A. Identify bullying behaviors. Focus on the behavior not the person. Refer to the classroom 
or school rules.  

B. Stop the behavior. Get in between target(s) and the person(s) behind the act. Resist the 
temptation to dismiss the bullying as normal (“boys will be boys” and “girls will be girls”) 
behavior for that age.  

C. Conference with the student(s) separately. 
 

2. INVESTIGATE- All reports of bullying incidents should be recorded and investigated, within 
24 hours of receiving initial report. 
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A. All reports of bullying should be addressed by the Committee established to handles 
reports of bullying. In that way, reports of bullying will receive the appropriate and proper 
attention. All staff should receive training to recognize what constitutes bullying. 
 
 

B. The staff member responsible for investigating or who receives the report about bullying 
behavior should: 

 
I. Use the Bullying Incident Form to record details about the incident.(See annex 2) 

 
II. Interview student(s) exhibiting bullying behavior and the target/victim(s) separately to 

avoid further victimization. 
 

a) Engage the target/victim first: 
I. Focus on his/her safety.  
II. Reassure him/her that the bullying behavior will not be tolerated and that all 

possible steps will be taken to prevent a reoccurrence. 
III. Ask what happened and how he/she feels about it. 
IV. It is generally best to advise the student to walk away/ignore the behavior, 

use humor to dismiss it, seek help from an adult. It is not advisable to suggest 
the victim stand up to the bully or fight back. 

V. Involve the victim in a peer support group, or cooperative learning group or 
offer counseling if needed.  

VI. Ask student to log any future bully/victim situations for the purpose of 
providing documentation. 

 
b) For the person responsible of the bullying act: 

I. Have the student identify the problem using an “I” statement. If they are 
unable to admit to a problem, say “I’ve been hearing that…” or “I have 
observed you…” 

II. Ask questions and gather information. Praise honesty. 
III. Ask “What was wrong with what you did?” 
IV. Ask “What problem were you trying to solve?” (Not “Why did you do it?”) 
V. Ask “Next time you have that problem, how will you solve it?” 
VI. Remind the student of the school rules and policies, expectations for behavior 

and his/her personal responsibility for the learning environment. 
VII. Utilize remediation measures and consequences according to the Bullying 

Matrix. (See annex 3). 
 
III. Submit Incident Form and interview notes to the Care Coordinator. The Coordinator will 

determine whether bullying may also rise to the level of harassment based on protected 
categories, such as race, color, sex, national origin, disability, religion and sexual 
orientation, and take appropriate action as warranted. 

IV. Take short-term action to prevent bullying or retaliation during the course of the 
investigation. 

V. Work in collaboration with the Coordinator and/or school administrators to determine 
remediation and consequences in cases of severe or repeated incidents. It may also be 
necessary to alert other teachers to the bullying behavior to ensure the safety of, and 
support for, the students involved. 
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C. If a student reports bullying behavior to a staff member, do not dismiss it as tattling, 
particularly if the student reporting is trying to keep another student safe. Thank the 
student who made the report.  

 
3. REPORT- All bullying incidents should be reported to the Coordinator using the Bullying 

Incident Report Form. 
 

A. Repeated or severe incidents should be promptly referred to school administration. 
B. All information concerning complaints or incidents of bullying should be treated 

confidentially at all times.  
C. Inform the parents of the bully and the victim of the behavior as quickly as possible, 

followed by an appointment at school with the parents if necessary. Early intervention is 
most effective before patterns of behavior are established. Invite the parents to 
collaborate on a solution. Do not bring the parents of the victim and the bully together. 
 

4. REMEDIATION AND CONSEQUENCES- It is the responsibility of the adult staff to use 
violations of the school rules as opportunities to help students improve their social and 
emotional skills, accept personal responsibility for their learning environment, and 
understand consequences for poor choices and behaviors. A clear distinction exists 
between remediation and consequences. 
 
A. Remediation, intended to respond to or “remedy” a behavioral mistake, can be an 

effective prevention practice. Remediation measures are intended to correct the problem 
behavior, prevent a reoccurrence, protect and provide support for the victim and take 
corrective action for problems related to bullying and harassment. Remediation 
measures allow the student an opportunity to reflect on behaviors, learn pro-social skills 
and make amends to those affected. 

B. Consequences, tend to be punitive in nature and should be used only when appropriate 
and almost always in conjunction with remediation measures. 
 

Consequences and remediation should be applied based on the Bullying Behavior Matrix 
(annex 3) and considering a number of factors including: 
 
Student Considerations: 

• Age and developmental maturity of the students involved;  

• Nature, frequency and severity of the behaviors;  

• Relationships of the parties involved;  

• Context in which the alleged incidents occurred; 

• Patterns of past or continuing behaviors; 

•  Other circumstances that may play a role.  
 
School Considerations:  

• School culture, climate and general staff management of the learning environment;  

• Social emotional and behavioral supports; 

• Student-staff relationships and staff behavior toward the student; 

• Family, community and neighborhood situation;  

• Alignment with policies and procedures. 
 
Examples of remedial measures and consequences may include, but are not limited to, the 
examples listed (see annex 4).  
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Annexes 1 School wide components  

The protocol is composed of school wide components in addition to classroom, individual and 
community components. Together, these make up a comprehensive systems-change program 
that can reduce bullying in Saba comprehensive school.  
 

GENERAL REQUIREMENTS  
Generate awareness and involvement on the part of the adults in school.  

 
SCHOOL-LEVEL COMPONENTS 

• Establish a Bullying coordinating 
committee. 

• Conduct committee staff training 

• Administrate Bullying Questionnaire 
School wide. 

• Hold staff discussion group meetings. 
 
 
 
 

CLASSROOM-LEVEL COMPONENTS  

• Post and enforce school wide rules 
against bullying. 

• Hold regular class meetings. 

• Hold meetings with student’s parents.  
 

 
INDIVIDUAL-LEVEL COMPONENTS 

• Supervise students activities  

• Ensure that all staff intervenes on the 
spot when bullying occurs. 

• Hold meetings with students involved 
in bullying. 

• Hold meetings with parents of 
involved students. 

• Develop individual intervention plans 
for involved students  

 
COMMUNITY-LEVEL COMPONENTS  

• Involve community on the bullying 
prevention coordinating committee. 

• Develop partnerships with community 
members to support the school 
program. 

• Help to spread anti-bullying messages 
and principles of best practice in the 
community.  
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Annexes 2 Bullying Incident Report Form 

Bullying and Cyberbullying Reporting Form 

Bullying or suspected bullying is reportable in person or in writing (including 
anonymously) to school personnel.  

Date the alleged incident of bullying is being reported: _______________________ 

Person(s) completing this form: ___________________ 

Person reporting is:  student parent  grandparent  guardian 

School staff coach  advisor other: __________________ 

Contact information of person reporting (optional): 

Home or work phone:  (       )                             Cell phone:  (         )_________________                                

Email: _______________________________________                                      

Home address: __________________________________________________ 

 

Details  

Name of student(s) who is believed to have been bullied: 
_________________________________ 

 

Name of the student(s) or adult(s) who is alleged to have bullied: _______________ 

 

Date(s): _____________________________________________________ 

Time(s)/time(s) of day: ____________________________________________ 

Location(s) of incident(s):  _________________________________________ 

Were there any witnesses?   Yes      no    

May the school personnel conducting an investigation contact these witnesses? 

  Yes      no    

If so, please provide names of witnesses to be contacted during the investigation: 
____________________________________________________________ 

____________________________________________________________ 
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Please provide a description of incident(s):  

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
___________________________________________________________________ 

I agree that the information on this form is accurate and true to the best of my knowledge and 
belief. 

_____________________________________          Date:  _____________  

Signature of person reporting (optional)      

Received by:  _________________________   Date:  _____________ 

Position/title:  _________________________  

Copy to school principal on: ______________      

Copy received: _____________________________        Date: ____________ 

 

Signature of school principal 

Copy to Care Coordinator on: _______________ 

Copy received: ______________________________        Date: ____________ 

 

Signature of Care Coordinator  
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Annexes 3 Consequences and Remediation for Bullying Behavior Matrix 

 

 
 
 
  

N
u

m
b

e
r o

f p
a
s
t o

r c
o

n
tin

u
in

g
 b

e
h

a
v
io

rs
 

 
Low Severity/First Offense  
Meeting with student (verbal warning) Temporary 
removal from the classroom Deprivation of 
privileges (recess, extracurricular) Parental 
Notification  
 
 
 
 
 

• Reflective essay  

• Apology  

• Additional pro- social skills training 

 
High Severity/Low Offenses  
Detention (classroom or administrative) 
Referral to disciplinarian Report  
 

• Parental Notification 

• In school suspension (after school, 
weekend)  

• Out of school suspension  

• Apology Behavioral contract  

• Additional pro-social skills training  

• Research and instruct a lesson on 
bullying Hold meeting with parents 
Student to meet with school 
counselor 
 

 
Low Severity/Repeat Offense(s)  
Written warning Detention (classroom or 
administrative)  
Referral to disciplinarian Parental Notification 
 

• In school suspension (after school, 
weekend) Out of school suspension  

• Apology Behavioral contract  

• Additional pro- social skills training 

• Research and instruct a lesson on 
bullying  

• Hold meeting with parents Student to 
meet with school counselor 

 
High Severity/Repeat Offenses  
In school suspension (after school, 
weekend) Parental Notification  
Out of school suspension  
Expulsion  
 
 

• Apology Behavioral contract  

• Additional pro-social skills training  

• Decipher mental health issues 

• Restorative Practices 

Nature and severity of behavior 
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Annexes 4 Examples of Remedial Measures 
 
Personal - Student Exhibiting Bullying Behavior 
Develop a behavioral contract with the student. Ensure the student has a voice in the outcome 
and can identify ways he/she can solve the problem and change behaviors.  

• Meet with parents/family to develop a family agreement to: ƒ  
o  Ensure parent/family/student all understand school rules and expectations ƒ  
o  Explain the long term negative consequences of bullying on all involved ƒ  

Understand consequences if bullying behavior continues. 

• Meet with school counselor to: ƒ   
o Decipher mental health issues – what is happening and why? ƒ   
o Develop a learning plan with consequences and skill building. ƒ   

• Additional social skill training such as impulse control, anger management, developing 
empathy and problem solving.  

• Arrange for apology – written is recommended o Reflective essay to ensure student 
understands the impact of their actions on others  

• Research and teach a lesson to class about bullying, empathy or similar topic (related to 
incident)  
 

Personal – Target/Victim  

• Meet with trusted staff member to: ƒ  
o Explore feelings about incident ƒ   
o Develop a plan to ensure student’s emotional and physical safety at school 

• Meet with guidance counselor: ƒ   
o Ensure student does not feel responsible for behavior ƒ   
o Ask student to log behaviors in the future ƒ   
o Develop skills, tools, strategies to resist bullying 

• Follow-up conference with student. 
 
Parents, Family and Community 

• Development of a family agreement o Referral for family counseling  

• Parent education workshops related to bullying and social emotional learning 
 

Environmental (Classroom, School Building) 

• School and community surveys or other strategies for determining the conditions 
contributing the bullying  

• School policy and procedures revisions  

• Adoption of research based Social and Emotional Learning curriculum  

• Communicate behavioral expectations with students, parents, and staff 

• Modifications of student schedules, or routes traveling to/from school  

• Increased supervision in known areas for bullying  

• Increased supervision of student(s) before and after school, including school 
transportation  

•  Professional Development for staff to learn effective intervention and prevention 
strategies 

• Involvement of parent-teacher organization. 
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Examples of Consequences  

• Meeting with student (verbal warning) o Written warning  

• Temporary removal from the classroom  

• Deprivation of privileges o Detention (classroom or administrative)  

• Referral to disciplinarian o Parental Notification - Letter sent home to Parent(s) 

• Parental Notification - Phone call to parent  

• In school suspension (after school, weekend)  

• Out of school suspension  

• Expulsion 
 


