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This Technlcal Guidance should be read in
conjunction with the
supplementary Guidance on Recording and
Monltoring of Bullying incidents I Schools’
htlps:[[ileﬁgov.scot/publlcatiogg/_s.m)lemenlaly—
guidm‘.ce-recor(iing-monitoring;,lwliylng-incid ents-
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The Bullylng & Equalilles module Is used to enter
and maintain detalls of any incidents reporled to
the school,

The nature of the Incldent along with motivallons
and aclions taken can also be recorded,
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The purpose of the Bullying & Equalitles menu within the Click+Go appllcation is {o enter
and malnialn detalls of any alleged incldents thal are feported {o the school, Tha halure of
lhe incldent and molivalions are recorded along with actions takep,

Bullying bohavioyr may he a resull of brejudice that relates to
percalved or aglual differences, This can lead to behaviour and
language that manifests as raclsm, sexism, homophobla, biphobla or
transphobla or prefudics and discrimination towards disabllily or faith. It
oan also be based on characlerisfics unique fo a child or young
berson's identity or circurstance, There Is therefore a nead to address
the root cause of prejudice as well as respond to Incldents as lhey
arlse,

> Appllcation
Management

» Builying & Equalities

> Maintain Incldent

To enler a new Inckdent, complole the on scrsen form or editfupdate an oxisting Incldent
using the magnifying glass fcon at the top left hand side of he screen. Al fields outlined in
ted are mandatory ang mus! be completad hefore the Incident can be saved,

Toxt Flolds

A blus question mark will show within the fres text flolds, By clicking on this symbol further
Information will be displayed Yegarding the typs of Information which may be required,
When working in a texi box, hover the mouse polnter over this symbol (o disptay the
characters avallable and characler space left, The gresn bar shown at the hottom of each
text box wilt Increase In length to Indicate the humber of characters entored versus the
number of charactors avallable,

There is also an oplion of a spell check by rlight alicking the mouse when the polnter Is over
the text box,
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Baslic Info

The Reported To and Addressed By list displays all stafl racords held within the
astablishment,

The Incident Owner list displays

Responsibilily t

ab of Data Ulllllle

Stalf can bo selected by oltcking

all staff that have the Confidentlal Noles ticked within the
s > Access Control > Edit Dala Seflings.
the ellipsis bufton to the right of tho field.

3

Rigeted 67

incldent Locatlo
Multiple items can be adlded if
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n: Click on the drop down arfow lo selact a relevant Location, then click
required by repealing these steps.

Add.

The incldent Location displays the following oplions:

Current Categorles:

Changling Rooms

—

Corridor

In Class

in School

[n the Commumity

Lunch Hall

Online / phane / gaming

Playground

School Grounds

School Transport

| Tollets

To remove an lle

Allhough It is not mandalory, an
Click the calendar lcon to add th
Clicking on the blue ¢
clicking on the AM open

lefl hand side shown wilh a dot.

lock lcon w
Ing to change iLto P
avallable, It 1s possible to enter he ime manua

m, click to selecl from ihe added fist then click Remove.

Incident Date and Time can be entored.

g Incldent Date.

lil display times at 16 minute Intervals with the option of

M as required. If the time fo be enlarad Is not
fly. To delate the lime, aligk {he button on the
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Allegod Incident

Allaged Incldsnts are recorded within (wo ssclions, Person(s) Experlencing, and Person(s)
Displaying. Within sach section, shown by the red bordars, at leasi one of lhe flelds requires
to ba complated, Pupil,! Muttiple pupils can be added if required by holding the Ci key.

An ellipsis button Is shown to the left of the puplls that have been addad. This will display a
preview of any previously saved Incldents,

TR

Note ! - while staff and olher ¢an ba seleclad, the guldance recommends that the
application is only used to record pupll Ihcldents,

EORH S e,

e

Recordlng and monitoiing of bullylng Incidenis js essenllal and can
provide valuable information on the scope and scale of the Issus I
order o gulde Improvements in policy and practics and inform anti-
bullylng Interventlons, In addilion, tho data can help Identify numeric
Irends, specific lssues around equality and diverslly and other relevant
datalpalterns which may help schools and Jogal authorllles to address

bullying Incldents efficlently.
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“Nature of Incidont
Click the drop down arrow to add the Nature of Incident, selact the relevant item then click
Add. Mullipte ltems can he added If raquired. '

To remove an item, click to selecl froin the added list then click Remove.

if ‘Other' s selectad from the list and added to the Incident, an addilional ‘Other’ text box will
be displayed lo enable dotalls of the 'Other' Incident to be recordad.
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| Nature of Incident — SelectCategory

Abuslve messages online/phone/gaming/soctal media

Being lgnored

Balongings takon or damaged

Hit, tripped, pushed or kicked

Name calilng, teased, put down or threatened

Spreading runours

[ Targeled hecause who of they are { percelved lo be
Other; please specify
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Click the drop down arrow to add he Percelvad Reason(s) jor Bullylng, select the relevant

item then click Add. Multlple items can be added if requlred,
To remove an ltem, click to select from the added list then cllek Remove,

If *Other' is seleclad from the list and added to the Incldent, an additiona
he displayad to enable defalls of the 'Othor incidenl to be recordad,

Other taxt hox wili

Categrory

Aclual or percelved Sexual orlentalion {¢.9. homophobic, bi-phobic)

Addifional supporf neads

Asylum saekers or refugee stalus

Body linage and physical appearance

Care Exparlence

Disabllity

Gender Identity or Trans ldenlity

- Gypsy/travellers

Marrlage/clivil partnership of parents/carers or other family imembers

Mental health

Nol known
Other: please specify

Preghancy and maternlly

Race and racism including culture

Religlon or hellef

Seclarlanism

Sexlsm and gender

Soclo-economic prejudlice

Young carer

biphobia, {ransphobla or prejudice and discrimination

unique to an Individual's actual or percelved identity o

Bullying behaviour may be a result of prejudice that relates 1o a
percelvad and aclual difference. This can lead to behaviour and
language thal could manifest into raclsim, sexism, homophobia,
or failh, Prejudice based bullying can be based on any characteristics

such as thelr appearance or soclo-sconomic background,

towards disability

I clrcumstances
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Delalls of the Invesligative process carrled oul, as weli as the conclusion, can be entered for
the Incldent.

4. Enter the relovant delalls of the action prograssed in the Actlon Procodures text box
2. Salect the approprlate option from the Incident Conclusion drop down lisl
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it is Important that the appropriate support Is put in place for all
children and young people Involved in a bullylng incident. This
may be through pastoral support and could include counselling,
peer support, solution oriented approaches[restoratlw

approaches.

Once Saved, the Acllon Progressed area wil display lhe Persons Experlencing and Persons
Displaying.

,.1 Astlan Pregressed
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1. An action can be addoed by clieking the NONE bulton nexl to the name of the Persons

Exporlencing and Persons Displaying flelds
0. A Person Expseriencing Actlons or Person Displaying Actions box will now appear
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Please choose an aetien

|

3. Selecl the appropriate opllon from the drop down list, olick TAKE ACTION

4. Where applicable, fick thal fhe action has besn taken and enter any notes as necessary,
6. “Click SAVE

6. Cllck CLOSE when all aclions have heen addad

e s _-sum:_,g,ab_mi.,,m_ﬂr%r_g-_.gr_;m#.w_=w.,_ o

Daleta aﬁétfd?

1. To delete an action, olick the bullon under Action to view the acllons assigned lo the
individual

2. The action(s) assignad will now be listed, click the double arrows to expand the action,
this wlil disptay the delate button

3. Cllok DELETE {o removo the aolion
4. Click CLOSE
!
3
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owar list displays staff thal have the Confidential Notes licked within the

The Revl
Responsibility tab of Dala Uil

There are 4 questions Intended for the Person(s)
The 1asponses avallable are Yes, No and N/A, To remove

the leit hand side shown with a dot.

ilies > Access Conlrol » Edit Data Setlings.

¢ the Person(s) Displaying.
click the bullon on

Expettencing an
the seleclion,

¢ Honttormovlow :
. e T
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. _ Person(s) Expesfencing e B
Do they fecithed conteins were kstznadto? v ] Do Whoy feel thel copeans were Lstenedto?

Do thay feel satisfied vith the gltcome?

. I ) Tj Do they feel salislied vth tha ovkconto?
parentfCarer are salisfied with the outcems? L] Tﬂ parentCorer are sallsfled with tha ctlcema?
. I | | mestorativa action has taken plata?

; qestarative aclan lias taken place?
e
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Malntain an existing Incldent
This enables the user (o Update or amand an existing incldent.

Application
Management
Bullylng & Equalities
Maintain Incident

YWY v

Click the Mmagnifying glass at the top left of the screen

Filter if required by Date, ID, Staff or Pupli

Cilck NEW LIST

Cliek selsct to view the Incident _

Click to the right of the screen or double click the Incldent to close lhe fliter screen
Make the hecessary changes

Click SAVE

NOST A wn

v'Tip: Any Bullying & Equalitios Incldent Informallon stored can be viewed In varlous areas
within Click+Go; Pupll Profile, Pastoral Noles and Latest Pasloral Noles, and Welibeing,
Those members of staff who have access to the document management profile can only
access the stored documents.

Dala moniloring locally wil support the improvemen( of targeled
Support and Interventions that can be applied In g focussed,
responsive way, recognising the unique uances of geography and

demographics,
_—
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it Is possible to produce a Condensed or Full Detalled Report of Bullying & Equalilies
incidents enterad in Glick+Go for the selectad pupll. These reports are available In PDF

formal,

» Application

»  Management

¥ Bulying & Equaliltes
» Pupl Incident Reporls

Example of a Condensed Report
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Example of a Delalled Report
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The report can b printed using the icon at the top left of the screen; a description of the
lcons will be displayed by hovering the mouse palnter over them.

When the report has heen previewed, the Rack button can be used lo return to lhe previous
scraen,
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This will display full detalls of {he incldents including People hvolved in the incident that
have baen enlered through the Malntaln Incldent sereen with the optlon to print if reqilred.

> Application

»  Management

> Bullying & Equalitios
» Incident Reports

Example of a Full Delail Report
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Q1 - Is there a way for Bullying & Equalliles information to pull through to Pastoral Noles?

A - When an Incldent has hesn saved, a Pasloral Nole will automalically be created against
the person(s) experlencing and parson(s) displaying. It will not show full detalls of lhe
Incldent as slaff members who oan access Pastoral Notes may nol have access to Bullying
& Equalilles. if a note has not been created automatically, it may be that the Incldent
Conglusioh was changed to Unfounded before it was saved, In this case a note would nol be
created,

Q2 — is Il possible to delete an incldent recorded In he Bullying & Equalllles area?

A - There is hol a way to delste the Incidents recorded - there are oplions fo log the
Investigation as Not Resalved, Resolved or Unfoundsd, If they were recorded incorrectly,
you may wish lo mark these as unfounded but they would sill be recorded against the pupil,

Q3 - We are gefling an error when trying lo save an Incldent within the Maintaln Incldent
screen, The Incldent doss sesem o save, whal caused the error?

A - When an incldent Is saved, a document varslon of It Is also saved In the document
manager, The error Is Indicating that the Incident wil save, and will save a version of the
document in the dosumsnt store, bul the user will nol be able to view Il as they do hol have a
document management proflle assigned. A documont management profile can be set up in
Data Ulliltles > Access Control > Edit User Profiles, It can Inciude the category 'Bullying
Incident', it can be assigned lo the user through Data Utllittes > Access Conlrol > Assign
User Profiles.

Q4 - In the Monitor/Review seclion within Maintaln incldent, it does not seem 1o allow a dale
in the pasl fo be entered for the ‘Due’ and ‘Complete’ dalss, Is lhls corract?

A - This Is working correclly; it would not he expected fhat this Information would be enteredl
relrospseclively,
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