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INTRODUCTION 
 

“Framework” dictionary definition- “A structural plan” 
 

This framework has been produced by the Shetland Community Safety and Resilience Board 

and the Shetland Planning Partnership, as part of the Local Outcome Improvement Plan. 

 

The Shetland Community Safety and Resilience Board and the Shetland Planning Partnership 

want to give a strong and clear message that there should be a zero tolerance approach to any 

form of bullying behaviour that harms children, young people and adults. The focus of this 

document is on keeping people safe, supporting those harmed, challenging any form of bullying 

behaviour and if necessary using appropriate legal measures to tackle bullying behaviour. 

 

All involved in its development want everyone in Shetland - children, young people and adults -

to live free from all forms of bullying, harassment and any form of discrimination, and to build 

the skills and resilience to prevent and respond to bullying. It is a fundamental right under 

Human Rights Legislation to live free from the effects of any form of unfair treatment.  

 

In addition to asking every organisation and local employers in Shetland to use this framework 

as a good practice guide within which to develop their own policy and procedure, a monitoring 

mechanism has been set up with the intention of being able to collate information about bullying 

in Shetland. This provides an opportunity to work in a focussed and effective manner by having 

a clear and consistent approach throughout Shetland which reflects local environments and 

culture. 

 

This will help the Shetland Planning Partnership and Community Safety and Resilience Board to 

identify where there needs to be improvements to training, better support to staff and an 

effective collective approach to this issue that aims to reduce harm to individuals.   

 

Shetland Community Planning Partnership and the Community Safety and Resilience Board will 

seek ways to publicise this framework, and to support and encourage all organisations to 

develop anti-bullying policies which follow this framework through its Shetland Together Sub-

Committee. Shetland Community Planning Partnership will also plan and deliver training and 

actively raise awareness. The Shetland Together group will also function as an “anti-bullying 

monitoring group” with a remit to discuss the monitoring reports and formulate responses to any 

specific issues that emerge, with an appropriate route to report back and to publish information. 
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Principles 
 

The Scottish Government Document “A National Approach to Anti-Bullying for Scotland's 
Children and Young People” outlines certain principles. These have been updated to reflect 
local needs and are the principles adopted by the Community Planning Partnership and they 
form the basis for this framework.  

 

 We respect the rights of every person as paramount 

 We will work together to develop a culture of mutual respect and responsibility amongst 
all children and young people and adults  

 We will seek to prevent and tackle bullying, through the development and implementation 
of effective anti-bullying policies and practices 

 We will highlight bullying based on prejudice and perceived differences, and ensure our 
policies and practices are effective in dealing with these issues 

 We will highlight different aspects of prejudice in order to make sure all types of 
prejudice-based bullying are treated with the same importance 

 We will address the needs of children, young people and adults who are bullied as well 
as those who bully within a framework of respect, responsibility, resolution and support 

 We will share information and work jointly to make sure we are co-ordinated and 
cohesive in all that we do 
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Definition  
 

This definition is taken from “A National Approach to Anti-Bullying for Scotland’s Children and 

Young People” 

 
 

“Bullying is unwanted conduct which leaves people feeling helpless, frightened, anxious, 

depressed or humiliated.  Incidents of bullying can be persistent or happen in isolation.  The 

fear of it can limit people’s choices about where to go, what they do and whom they associate 

with.” 
 

 

Bullying includes harassment and the reasons people bully can be related to differences 

between themselves and another.  Bullying behaviours may include: 

 
 

 Verbal (name calling, teasing, putting down or threatening)  

 Emotional (ignoring, leaving out or spreading rumours)  

 Physical (hitting, tripping, kicking) 

 Criminal (stealing and damaging belongings) 

 Cyber Bullying (sending abusive text, email or instant messages) 

 Intimidation (making people feel like they are being bullied or fearful of being bullied) 

 Discrimination (targeting someone because of who they are or are perceived to be 
 

  

Bullying is about power and control and challenging anyone - child, young person or adult - who 

harms others in this way, is a central theme of this document. Changing bullying behaviour is 

complex and requires a variety of approaches from carefully supporting a child to respect others 

and change their behaviour to making a formal allegation to the police in respect of an adult’s 

aggressive and threatening behaviour.  

 

All the information available nationally indicates that some groups of people who are in a 

minority or who are perceived as being different in some way are more likely to be targeted by 

those who would bully and harass others. All organisations have a duty of care to all staff, 

volunteers and service users, but it is arguable that there is an additional duty to be aware of 

people who may be potentially more at risk of being bullied. People can be bullied because of 

their race, religion, sexual orientation or because they have learning disabilities or a mental 

health condition. Young people who adopt a certain style of dress or who have piercings and 

tattoos may be viewed as being different to others. Children with additional support needs or 

those who are looked after may be treated differently. 

 

It is important to focus on supporting people to speak out against bullying including those being 

harmed, those witnessing bullying and those who may be bullying others. The first step in this 

process is to create supportive environments where children, young people and adults can 

speak about bullying. Everyone needs to have the confidence to support people to talk about it 

and to develop the ability to speak up and speak out and seek help. 
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Why should we stop bullying 
  

Bullying is a form of emotional and psychological abuse that harms children, young people and 

adults. In its extreme form it affects people’s mental well being and can lead to a lack of self 

esteem, self-harm and suicide. People leave jobs and communities, have poor physical and 

mental health and children and young people may fail to achieve their full potential. The cost to 

society as a whole is huge - both in terms of the effect on individuals and the cost to public 

services in trying to support people harmed and address antisocial or criminal behaviour 

 

 

Why should everyone talk about  

being bullied and bullying behaviour 
 

Not talking about bullying creates an environment where it can thrive.  

The following points demonstrate the importance of speaking out against bullying: 

 
 

 It should not be ignored  because that might make it seem acceptable for those involved; 

 Speaking about it can make it more bearable for anyone affected - for those witnessing 

bullying behaviour, the person who is harmed and may also help the person who is 

causing the harm; 

 It will share the burden. It should not be one person’s burden alone to deal with; 

 Talking about bullying can help find ways to resolve it. Two heads are better than one 

and sometimes when people are in the middle of something they cannot always see an 

obvious solution;  

 Communicating about being bullied is most often the first step in the process to tackling 

the problem so it is important to remember that this step is needed in order to start the 

process of stopping bullying; 

 Speaking out can help other people who are also affected by this behaviour, but may be 

too afraid to say. Children, young people and adults may feel alone and isolated, but in 

speaking out it becomes apparent that these may not be isolated incidents and a number 

of people can be affected by the same bullying behaviour;  

 The person causing the behaviour may not understand the impact of their behaviour on 

others. They may feel like they are only blowing off steam or copying behaviour that 

other people do to them and do not realise that there are other ways to relate to people.  

 The person causing harm to others may need help. They may feel that this behaviour is 

the only way for them to keep their problems and anxieties under control; 

 Speaking up about bullying is the right thing to do. It will help create a better community 

for everyone to enjoy. 
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CHILDREN AND YOUNG PEOPLE 
This section is for organisations providing services to children and young people up to the age of 19. 

 

 Key Findings from NSPCC Child Line for 2015/16 

 Bullying is the second most common reason for boys and the third most common 
reason for girls to contact Childline. It makes up 9 per cent of all counselling 
sessions (25,740 sessions in 2015/16). 

 Bullying is the most common reason for children aged 11 and under to contact 
Childline; almost 1 in 4 sessions with this age group in 2015/16 were about 
bullying. 

 Physical bullying is the top bullying concern for children aged 11 and under; peer 
pressure is top for 12–15 year olds and online bullying for 16–18 year olds. 

 While overall, levels of counselling about bullying remain high, the way in which 
children are being bullied and what they are bullied about has changed over time. 

 Bullying affects academic performance and is linked to mental and physical health 
problems. In a quarter of counselling sessions about bullying, children also talked 
about mental health and wellbeing issues. 

 Childline also provides counselling to children who are worried about a friend or 
sibling who is being bullied, and to young people who are taking part in bullying 
behaviour themselves and seeking help on how to stop. 

 Despite efforts from schools and organisations to respond to and reduce bullying, 
some children are contacting us because they are afraid to speak out or because 
they have seen that speaking out can make things worse. Other children have told 
us that speaking out is the only way to tackle the problem. 

 Receiving support from peers or young people who have experienced bullying can 
be hugely beneficial both in terms of suggesting strategies that have worked and 
providing emotional support. 

 

All schools, youth clubs, sports clubs or other organisations who have or who are developing 

their own anti-bullying policy should follow the template given in appendix 1  

 

Whilst it is important to have an anti- bullying policy to address bullying once it has happened, is 

better to develop positive relationships amongst children, young people and adults which are 

mutually respectful, responsible and trusting.  Promoting emotional health and wellbeing for all 

young people. This includes behaviour online and when using social media. Resources listed in 

appendix three give further information about resources and programmes that can be used to 

build positive respectful relationships and help to prevent bullying. 

All organisations that work with children and young people should develop and implement an 

anti-bullying policy. Scottish Government Guidance states that “the policy should be reviewed 

on a regular basis; provide a framework for all the strategies, procedures and practices related 

to anti-bullying work through partnerships, consultation; and include an equality and diversity 

impact assessment. The most robust and successful policies are developed in consultation with 

all stakeholders and are often led by young people themselves”.  
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Approaches to preventing  

and dealing with bullying 

Adults should establish open, positive and supportive relationships where children and young 

people feel safe, listened to, and secure in their ability to discuss sensitive issues. It is essential 

that adults model behaviour which promotes health and wellbeing; and understand anti-

discriminatory, anti-bullying, and child protection policies. Approaches that can help prevent and 

deal with bullying are: 

 education and awareness of rights 

 development of an inclusive and positive ethos and climate of respect, responsibility and 

positive relationships; and a culture where bullying and discrimination is unacceptable 

 developing a culture where differences are celebrated and supported  

 children and young people involved and engaged 

 circle time, peer mediation, buddies, mentoring, playground pals 

 strategies provided by young volunteers who support others in youth clubs and sports 

clubs and playground supervision 

 proactive information strategies and campaigns that include advice and support about 

online behaviour 

 mental, emotional and social health and wellbeing programmes and activities 

 implementation of whole organisation programmes in positive relationships and 

behaviour, social and emotional skills and personal development 

 restorative approaches ( please see appendix 4) 

 nurturing approaches and principles and nurture groups 

 personal support and additional support 

 supporting and enabling parents 

 acting on patterns of bullying incidents through monitoring  

 using peer led approaches - for example sessions for secondary age pupils with the 

OPEN peer support project. Mentors in Preventing Violence that seeks to empower 

young volunteers to support other young people to challenge sexist, racist and 

homophobic language and behaviour. 

 



10 
 

Expectations and communication 

 

 

The organisations anti-bullying policy and procedures should be communicated and shared so 

that every child and young person, and their parents and carers, know who they can talk to and 

what they can expect if bullying occurs. All staff, volunteers, parents and carers, and children 

and young people, should be aware of their responsibilities and of the expectations of the 

organisation. Each organisation should be able to proved some basic training and/or support to 

ensure that everyone understands their roles and responsibilities in relation to the anti-bullying 

policy and procedures. The Community Planning Partnership will be looking at developing 

Shetland wide information and training – please see Section 4 of this Framework .Information 

leaflets on anti-bullying for children, young people, parents and carers are also available to help 

communicate ways of dealing with bullying. See appendix three.  

 

Recording and monitoring 

Recording and monitoring bullying incidents are essential for a number of reasons.  Accurately 

recording incidents of bullying allows organisations to ensure that appropriate response and 

follow up has been issued. It helps the organisation to monitor the effectiveness of its policy and 

practice and can also help identify a need for training.  Please see Section 3 Monitoring for 

more information 

 

Implementation - Responsibility for all 

The Curriculum for Excellence Principles and Practice Paper states that it is the responsibility of 

all practitioners to understand “anti-discriminatory, anti-bullying and child protection policies...”   

 

Children and Young People with Additional Support Needs 

As already noted in the opening section of this framework children with additional support needs 

can potentially be more vulnerable to being bullied.  However it is also important to note that 

children and young people with additional support needs may display difficult behaviour that has 

the potential to cause unintentional harm to others.  To label such behaviour as “bullying” would 

be inappropriate and unhelpful.  Ways of minimising harm to others and supporting children and 

young people with additional support needs to learn and change is important in such situations. 
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Looked After Children and the 

responsibilities of Corporate Parents 

 

“Looked After Children” are children and young people who are accommodated (placed away 

from home in foster, kinship or residential care) or who are subject to a compulsory supervision 

order made by a Children’s Hearing- either at home or accommodated away from home. The 

Children and Young People (Scotland) Act 2014 introduced the concept of corporate parenting 

which places a duty on organisations to promote the welfare of and support those children who 

are looked after or who have been looked after.  Looked After Young People are acknowledged 

as group who are more vulnerable - who will have experienced harm and abuse and may need 

additional help to be able to move forward positively in their lives.  As well as additional 

vulnerabilities as a result of poor life experiences and trauma they are a group who can be 

discriminated against and who can be bullied.  An important element of corporate parenting is to 

provide the same protection and support that any good parent would offer to their child. 

 

 

GIRFEC and the Named Person 
 

Under the Children and Young People’s (Scotland) Act 2014 all children and young people have 

a Named Person up to the age of 18. For pre-school children it is the Health Visitor and for 

primary and secondary school age children it will be a Principal Teacher, Deputy or Head 

Teacher in their school.  (To contact the Named Person for a specific child please see the link 

below)  

 

There may be situations where it is appropriate for the Named Person to be notified that a child 

or young person is harming other children by displaying bullying behaviour or is being affected 

by bullying behaviour.  The Named Person should follow Shetland GIRFEC Guidance to gather 

full information and assess the situation.  

 

http://www.shetland.gov.uk/children_and_families/GIRFEC.asp  

 

In rare cases it may be appropriate for a Named Person to consider a GIRFEC assessment and 

child’s plan and the involvement of a Lead Professional in order to support a child who has been 

significantly harmed by repeated bullying or to address issues of aggressive behaviour for a 

child who is harming others. 

 

 

Guidance for children and young people who are being bullied  

All organisations working with children and young people should have some leaflets or other 

information available - please see resources in appendix Please see appendix one for further 

guidance for schools and organisations providing services to children and young people. This 

appendix includes a template document that any organisation can use to set up its own anti-

bullying policy. 

http://www.shetland.gov.uk/children_and_families/GIRFEC.asp
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For young people aged 16-18  

who are not in school or college 
 

Under the Children and Young People’s (Scotland) Act 2014 all children and young people have 

a Named Person up to the age of 18.  When a young person remains at school this will be a 

teacher. If they have left school Shetland Youth Work Services provide the Named Person 

service  - please see the GIRFEC guidance 1  

 

 Additionally for young people who may be more vulnerable there is a separate protocol 

(Protocol 11) 2 as part of the Shetland Inter-agency Child Protection Procedures that may help 

  

Leaving school will be a major transition most young people have made in their lives. Moving 

into the workplace, possibly leaving home and moving into a more adult world can bring 

difficulties. In the workplace young people may feel more isolated.  If they leave home they may 

lack support and may not know others in their community or in a similar situation to themselves. 

Leaving school brings the challenges of managing money and taking on more adult 

responsibilities. Young people can be more vulnerable to crime, being affected by antisocial 

behaviour and bullying. Young people age 16 to 18 may fall between gaps in services and may 

lack the confidence and knowledge to seek help if they are in difficulty. 

 

Employers and training organisations that provide apprenticeships (Skills Development 

Scotland) should be aware of the specific support needs of young people and their potential 

vulnerability in the workplace. When developing workplace anti-bullying policies it is important to 

recognise the possible vulnerabilities of apprentices and young people in the workplace.  Health 

services also need to respond to the needs of this group of young people.  

 

Please see appendix two which information for employers and appendix 3 has other useful 

resources and websites 

 

For young people who are  

attending college or university 
 

All colleges and universities have a duty of care to students and will provide student support or 

counselling.  Young people attending college or university should be informed of the support 

services that are available to them.  Moving away from Shetland to attend college or university 

is a major transition for young people and for those adults who return to studying.  Bullying and 

harassment can make this experience more difficult.  There may be many of the same pitfalls 

that someone leaving the education system at 16 may experience.  

 

The University of the Highlands and Islands and Shetland College and the North Atlantic 

Fisheries College have student support in place for anyone attending college in Shetland.  

                                                           
1 http://www.shetland.gov.uk/children_and_families/GIRFEC.asp 
2 http://www.safershetland.com/assets/files/Aug-2015---Shetland-inter-agency-Child-Protection-

Procedures.pdf  

http://www.shetland.gov.uk/children_and_families/GIRFEC.asp
http://www.safershetland.com/assets/files/Aug-2015---Shetland-inter-agency-Child-Protection-Procedures.pdf
http://www.safershetland.com/assets/files/Aug-2015---Shetland-inter-agency-Child-Protection-Procedures.pdf
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Adults 

This section is for organisations providing services to adults or employing staff. 

 

Adults in the workplace  
 

This section is intended to provide a useful framework that organisations can use if they do not 

currently have a policy, or that policy needs to be updated. Additionally a template is available 

at appendix two 

 
Workplace bullying is a serious problem in Britain’s workplaces. It is a source of considerable 

individual suffering and weakens the performance of organisations. Yet, despite a growing 

awareness of the negative outcomes associated with bullying, and of the significant wider 

costs to society and the economy, its complexity continues to pose a challenge for those 

seeking to prevent and manage such behaviours in the workplace.  Workplace bullying is not 

solely a matter for employers.  It should be everyone’s responsibility to look out for colleagues 

at work and make it clear that any behaviour that causes harm is unacceptable. 

It is also clear that in many workplaces bullying is not taken seriously enough. The Advisory, 

Conciliation and Arbitration Service (ACAS) have published information about the economic 

impact of workplace bullying.  The economy wide impact of bullying related absenteeism, 

turnover and lost productivity in 2007 was estimated as £13.75 billion 

ACAS gives a definition of workplace bullying as follows 
 

  ‘offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power 

through means that undermine, humiliate, denigrate or injure the recipient’ (Acas 2014:1).  

A recent publication by ACAS “Seeking better solutions: tackling bullying and ill-treatment in 

Britain’s workplaces” has highlighted the issue of workplace bullying. 

 

Key messages from ACAS are:- 
 

• Representative surveys of workplaces, employees and health and safety representatives all 

indicate that the problem of workplace bullying and ill-treatment is growing in Britain. 

 • Research and calls to the ACAS helpline reveal that bullying, ill-treatment and other unwanted 

behaviours can manifest in a wide variety of ways in the workplace – with serious impacts on 

individual wellbeing, organisational performance and the economy. 

 • Anti-bullying policies are widespread in Britain’s workplaces, but these have fallen short in 

reducing the overall prevalence of bullying. 

 • Research consistently shows that bullying is most common in organisations with poor 

workplace climates. It is best prevented by strategies that focus proactively on ensuring worker 

wellbeing and fostering good relations, giving employees and managers the confidence to 

engage in early and informal resolution. 
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ACAS has also outlined what would be good practice in establishing effective anti-bullying 

policies in workplaces.  

 

Additionally ACAS has a very good leaflet3 that gives step by step advice to employers about 

addressing bullying in the workplace.  Information for employees4 is also available.  

 

 Bullying and ill-treatment should be viewed as an organisational problem requiring an 

organisational response, rather than being seen as ad hoc conflicts between individuals 

 An organisation-wide commitment is required to align behaviours with values centred on 

respect and wellbeing 

 Behavioural standards should be developed in collaboration with employees, and role 

modelled by senior managers.  These should address what is and is not acceptable, with 

reference to individuals, teams and the workplace as a whole 

 Agreed behavioural standards should be regularly promoted, reviewed and updated. In 

some organisations, behavioural standards can become more embedded where they are 

tied to performance objectives, or reward or progression outcomes 

 Practical measures for the early identification of bullying behaviours are critical. Collating 

information from informal and formal complaints, diagnostic surveys, and confidential 

‘consequence free’ exit interviews can help identify patterns and enable targeted action 

on contributory factors – such as management practices, workloads or change 

 People should feel empowered to talk more openly with each other about the line 

between acceptable and unacceptable behaviour.  Employees at all levels should feel 

able to ‘challenge’ unwanted behaviours that they receive or witness. Introducing informal 

terminology, such as ‘yellow card/red card behaviour’ (analogous to football), can make it 

easier for employees and managers to flag potential bullying in its earliest stages 

 Well-resourced and informed support structures should be in place to provide assistance 

to those experiencing bullying, and to managers responding to bullying. These might 

include HR or occupational health staff, bullying or fair treatment officers, or union 

representatives. People should be aware of this support as an informal channel for 

reporting bullying, and support should also be offered as part of any formal procedure. 

 Informal resolution should be encouraged wherever appropriate. This includes 

encouraging open conversations in teams and between individuals, and ensuring that 

line managers are equipped to be proactive and responsive. In some circumstances, 

mediation can help in finding agreement on acceptable future behaviours.  

 Formal procedures still need to be in place for situations where early resolution doesn’t 

work.  These need to be clear, accessible and inclusive, and there use not discouraged 

by restrictive definitions of when they are appropriate. 

 

                                                           
3http://www.acas.org.uk/media/pdf/i/t/Bullying-and-harassment-in-the-workplace-a-guide-for-
managers-and-employers.pdf 
4http://www.acas.org.uk/media/pdf/o/c/Bullying-and-harassment-at-work-a-guide-for-

employees.pdf  

 

http://www.acas.org.uk/media/pdf/i/t/Bullying-and-harassment-in-the-workplace-a-guide-for-managers-and-employers.pdf
http://www.acas.org.uk/media/pdf/i/t/Bullying-and-harassment-in-the-workplace-a-guide-for-managers-and-employers.pdf
http://www.acas.org.uk/media/pdf/o/c/Bullying-and-harassment-at-work-a-guide-for-employees.pdf
http://www.acas.org.uk/media/pdf/o/c/Bullying-and-harassment-at-work-a-guide-for-employees.pdf
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 Managers at all levels must have strong people management skills and emotional 

intelligence.  This may require training to give managers the confidence and skills to 

recognise the causes and signs of ill-treatment, to engage effectively in early, informal 

and formal resolution, and to sensitively manage change.  These capabilities should be 

incorporated within managerial recruitment and performance processes 

 Managers should be aware of how easily management action can cross over into, or be 

perceived as, bullying.  It should be ensured that performance management and 

sickness absence policies and practices are consistent, clear and fairly applied. 

 

 

Reporting concerns at work- whistleblowing 
 

Most public organisations - Shetland Islands Council and NHS Shetland for example - have 

policies and procedures in place to support people to report concerns about the behaviour of 

work colleagues and managers.  Good practice about developing whistle blowing policies and 

how to support staff, who take the difficult step of reporting concerns can be found on the ACAS 

website   

 

Adults in the home 
 

Adults can be bullied or harassed in their own home.  This could be domestic abuse between 

partners or ex-partners, neighbour disputes, or if the adult is vulnerable it could be an adult 

protection issue.  More information about domestic abuse and adult protection can be found at 

www.safershetland.com . 

  

Adults in the community 
 

Adults can be harmed or bullied in the community.  Research has shown that adults with a 

learning disability or a mental health problem can be very vulnerable to discriminatory harm and 

bullying in community settings. In some situations agencies can help - for example if this is 

happening in areas of social housing, Hjaltland Housing Association or Shetland Islands Council 

Housing Services can help. The Antisocial Behaviour Team can also assist.5  

 

If someone is committing a hate crime then the police should be contacted in the first instance.  

The person who is the victim of a crime would be able to get assistance from Victim Support.  

Community Mediation or Citizens Advice Bureau are also very good sources of advice and 

support for anyone affected by bullying or harassment in the community.  

 

                                                           
5   http://www.shetland.gov.uk/environmental_health/AntisocialBehaviourTeams;                
 http://www.shetland-communities.org.uk/subsites/CMT 

http://www.safershetland.com/
http://www.shetland.gov.uk/environmental_health/AntisocialBehaviourTeams
http://www.shetland-communities.org.uk/subsites/CMT
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Final actions 
 

People who cause harm to others need to understand there are consequences to their 

behaviour especially if they are unable or unwilling to change.  Final actions may involve 

disciplinary action at work, exclusion, civil or criminal proceedings. 

 

For those who have had to deal with incidents of bullying it is important to consider what can be 

put in place to prevent future problems.  Exclusion of a bully from a particular setting may only 

be temporary and so how to re-integrate them and support them and the person they have 

harmed is essential.  Using a restorative approach to support both the person causing harm and 

the person harmed may be very helpful. 

 

 

Advice for any adults who are affected by bullying 

 
 

1.  Make contact. 

 Deciding to ask for help and making first contact can be the hardest part.  

Remember that you should start to feel a bit better after sharing your problem.  If 

the person you trust is able to help you make first contact with someone that can 

help then that makes this step easier and it is always good to have a second 

person there in case there is something you misunderstood or could not 

remember afterwards.  Refer to step 2 if you feel they are not listening to you.  It 

maybe they are not the best person to help deal with your situation but they may 

know who is. 

 

 

2. Make sure you are taken seriously. 

 Agree what you should do if the situation happens again. 

 Arrange for another meeting in a week or relevant time scale so that you can see 
how things are working out. 

 Agree what will be done in the mean time. 

 Agree what might help to smooth things over with those involved it may not 
happen immediately but maybe this is something that could happen in the future. 

 
 

3. Remember to keep talking to the person who is helping you.  

 If you feel this is not working be clear with the person who is helping you and seek 

further advice. 

 Agree how you can get back in touch. Agree when you will next get in contact to 

review the situation. 

 

 

The following flow chart may also help. 
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For adults who are being affected by bullying 

 

 
 Get Advice 

Talk to your family, friends, ACAS, 
your Union and get advice on what 
can be done.  This will help you to 
understand the different options 
open to you and to decide on the 
best course of action. 

Keep a Log 
Record all instances of bullying in 
detail, not forgetting to note dates, 
times, possible witnesses, what 
was said or done and how it 
affected you.  This can be used 
later as evidence. 

Get Support 
If others are being bullied as well 
as you, talk to them and see if it is 
possible to deal with the problem 
collectively, rather than as an 
individual.  Other staff may support 
you as well.  However, make sure 
colleagues keep the matter 
confidential until it is time to act. 

Speak to the person causing the 
harm 
Make clear to the person bullying 
you that their behaviour is 
offensive and must stop.  You may 
feel able to do this on your own but 
it is likely to be better with the 
support of a colleague, Union Rep 
or supportive manager. 

Make a Formal Complaint 
By complaining formally and in writing to 
management you are putting the onus on 
them to do something about the bullying.  
They should investigate your complaint 
and if bullying is proven, should take 
disciplinary action  
(which may include dismissal) against the 
perpetrator. 

Reassure 
person 
harmed 

Keep the 
person 
harmed 

informed of all 
actions / 

discussions 

Offer the 
person 
harmed 
ongoing 
support 

Seek to establish 
witnesses 

Monitor 
the 

situation 

Take incident 
seriously 

Take 
appropriate 
action. 
Possible 
referral to 
outside 
Agencies 
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MONITORING AND FEEDBACK 
 

Shetland Together Group and remit  
 

There is a commitment to identifying and reducing bullying.  In order to do this it is important to 

collect data about bullying to be able to identify any emerging themes or issues that may need 

to be addressed by training or amending policy and procedures. The Community Safety 

Partnership has given the role of anti-bullying subgroup to the Shetland Together Group with 

representation from the following organisations. 

 
 

 Schools, Quality Improvement  

 Youth Work  

 Voluntary Action Shetland 

 SIC/Hjaltland Housing Services 

 Police Scotland 

 Victim Support 

 Community Mediation 

 Antisocial Behaviour Coordinator 

 Shetland College and NAFC Marine Centre 
  

 

The remit of this group will be to  

 

 

 Meet six monthly 

 Collate and analyse reported incidents of bullying. It will consider reports on children and 

young people under 19 and reports on adults separately 

 Identify any specific trends and issues and formulate recommendations to address these 

 Monitor the outcome of any actions following from recommendations 

 Publicise the anti-bullying framework 

 Work with organisations to ensure they have policies and procedures in place that follow 

the good practice contained in the policy 

 Report annually to the Community Safety Board and the Community Planning 

Partnership 
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Submitting monitoring information 
 

Schools should record any information about incidents of bullying on SEEMIS and these can be 

collated and data provided to the anti-bullying group.  

 

All other organisations  will be asked to complete complete the monitoring form in appendix 5 

and submit it as directed at the end of the form.  

When noting information about incidents of bullying the following should be considered and 

recorded wherever possible 

 

 

 aspects of prejudice or discrimination underlying bullying 

 where and when bullying takes place 

 action taken or resolution at an individual or organisational level 

 consideration of personal or additional support needs 

 

Questionnaires can also be used to discover the nature and extent of bullying within an 

organisation, allowing adoption and adaptation of practice.  The recording, monitoring and 

analysis of bullying is best carried out locally where it can be understood and acted upon by 

local organisations; as well as providing feedback on the effectiveness of anti-bullying policy 

and practice. 

The Shetland Together subgroup would seek to establish if there any specific trends in bullying 

behaviour and also offer feedback and training to address any highlighted issues. 
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Training and Publicity 
 

Remit 
 

This Framework has been approved by the Shetland Community Partnership and the 

Community Safety and Resilience Board.  

 

 

Training Plan 
 

The Shetland Together group will oversee a comprehensive plan for 2017/18 to offer the 

following 

 
    

 Launch of the Framework in Anti-Bullying week  13 – 17 November 2017. 

 Copies of the Framework provide to all local employers coupled with a media campaign 

and launch. 

 Posters and leaflet and on line information on the safer Shetland website6. 

 Training and awareness raising for young people.  

 Development of a sustainable training programme. 
  

  

 

 

Funding will be sought in order to be able to provide continuing training and this section of the 

Framework will be updated as plans are confirmed.  

                                                           
6 www.safershetland.com 

http://www.safershetland.com/
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Appendices 
 

1. Template for children and young people 
 

Introduction 
 
Under guidance from Shetland Islands Council Childrens Services all schools, youth work 
services should develop and implement an anti-bullying policy. The first part of this appendix 
gives some advice and guidance that complements Section 2 of the Anti-bullying Framework. It 
is followed by a template policy document that any organisation can download and use. Policy 
must resonate with the day to day practice of staff running the service and ensure fairness, 
respect equality and inclusion. The policy should reflect the principles of GIRFEC and 
Curriculum for Excellence keeping the health and wellbeing of Shetland’s children at its heart. 
 
Guide for policies 

Policies should include7: 

 

 a statement which lays out the organisational stance on bullying behaviour. The policy 

should aim to prevent, promote and protect all children and young people using the 

service. 

 reference to behaviour that happens online  

 acknowledgement that the same children can be affected in different services for e.g. a 

child may be bullied on the school bus, in school and at youth club 

 acknowledgement of the importance of communication between the services, for 

example, incidents on the school bus incidents and sports clubs involving the same 

children 

 Reference to GIRFEC and the appropriateness of contacting the child’s Named Person  

 a definition of bullying, developed through consultation creating a shared understanding 

between all parties involved 

 expectations or codes of behaviour and responsibilities for staff, volunteers and children 

and young people 

 preventative and reactive strategies showing what an organisation commits itself to, what 

strategies it will employ when faced with bullying incidents or allegations and to prevent 

bullying from happening 

 clarity on how and how often the organisation will communicate its anti-bullying policy 

and to whom; and how parents and carers will be informed of incidents 

  recording and monitoring bullying incidents  

 how and how often the policy will be evaluated to understand how successful and 

effective the policy is. 
  

                                                           
7 Adapted from: A National Approach to Anti-Bullying for Scotland’s Children and Young People” 
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Dealing with Incidents of bullying flowchart  

This flow chart below gives broad information about dealing with bullying incidents involving 

children and young people.  Most organisations providing services to children and young people 

will be able to address unacceptable behaviour in informal and supportive ways.  The flow chart 

is suggested for repeat situations or more serious incidents. 

  

Children and young people can experience bullying in school, in other group settings and in the 
community.  Adults to whom bullying has been reported should follow the steps below: 
 
 

 
 

Incident reported. 
 

Incident recorded as per 
school or service policy. 

Ensure that an 
appropriate adult meets 
with the child harmed 
and supports them to 
write their account of 
what happened. 

Appropriate adult listens 
to details and records in 
writing. 

Interview the person who 
is alleged to have 
caused the harm.  
Follow the school’s 
behaviour policy and 
anti-bullying policy. 

Contact parent or 
carer of the person 
harmed to inform 
them of the incident 
and offer possible 
appropriate support. 

Contact parent / 
carer of the 
person who 
caused the harm 
to inform them of 
the incident and 
offer possible 
appropriate. 
support 

If no 
bullying 
has taken 
place 
resolve 
issue 
appropriate
ly. 

Where there 
might be 
implications with 
regards to the 
law contact the 
Police. 
Repeated 
Bullying should 
trigger contact 
with Named 

Where 
appropriate 
speak to 
class or year 
group or use 
assembly 
time and/or 
other 
approaches 

Repeated 
bullying 
behaviour 
should trigger 
contact with the 
Named Person 
and 
consideration of 
Child’s Plan.   
Possible referral 
to other 

 Take incident 
seriously 

 

Reassure the 
person 
harmed 

Keep the person 
harmed informed 

of all actions / 
discussions 

Offer person 
harmed ongoing 

support 

Seek to establish 
witnesses 

Monito
r the 

situati
on 

Take 
appropriate 

action 
Possible 
referral to 
outside 

Agencies 
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Dealing with bullying in more informal situations like on a bus or in a community play area that is 

not routinely supervised can be more difficult.  It is not acceptable to ignore this on the basis 

that it did not happen in school or youth club as incidents of bullying are inevitably interlinked 

and affect children in a number of settings.  Incidents of cyber-bullying can be reported to the 

company responsible for the web site or app used.  Any young person or parent can contact 

their Named Person8 for advice and help with bullying.  

 

Again it is important to make sure that support is provided, as with cyber bullying, speaking to a 

friend, carer, trusted adult or helpline for support is important too. 

 

Effective means of addressing bullying behaviour start with prevention and respect for 

everyone. Supporting those harmed by bullying behaviour in ways that do not hold the person 

harmed responsible for what has happened nor impinge on the their freedom and movements  

are vital.  For example if a child or young person is being bullied in the school playground it is 

not acceptable to stop them from playing in the playground in order to stop the bullying. 

Addressing the behaviour of the child causing the harm to safeguard the child who is being 

bullied and ensuring that everyone is in safe place is important. 

 

Dealing with bullying also needs to address the behaviour of the child or young person who is 

causing the harm.  Children and young people who bully others need to know that their 

behaviour is not acceptable, but simply telling them or enforcing some sanctions on them may 

not be the best way to change behaviour.  Approaches to working with young people who harm 

others should include addressing both needs and deeds.  Children and young people who bully 

others may have experienced abuse themselves or have learnt that aggression is the only way 

to relate to the world.  Children and young people who seek to control others by bullying may be 

affected by poor emotional care and lack self-esteem and true confidence.  In the long term 

changing the behaviour of the child or young person who is causing harm so that they learn 

respect and develop other ways of behaving will be the best way to protect everyone. 

 

Using a restorative approach to dealing with bullying can be helpful and more information about 

this is included in Appendix 2 alongside other helpful web links and resources.  

 

Again it is important to make sure that support is provided, as with cyber bullying, speaking to a 

friend, carer, trusted adult or helpline for support is important too. 

 

Effective means of addressing bullying behaviour start with prevention and respect for 

everyone. Supporting those harmed by bullying behaviour in ways that do not hold the person 

harmed responsible for what has happened nor impinge on the their freedom and movements  

are vital.  For example if a child or young person is being bullied in the school playground it is 

not acceptable to stop them from playing in the playground in order to stop the bullying.  

 
Using a restorative approach to dealing with bullying can be helpful and more information about 
this is included in Appendix 2 alongside other helpful web links and resources. 
 
 
 

                                                           
8 http://www.shetland.gov.uk/children_and_families/GIRFEC.asp  

http://www.shetland.gov.uk/children_and_families/GIRFEC.asp


24 
 

 

Template policy statement 

 

“Bullying is unwanted conduct which leaves people feeling helpless, frightened, anxious, 

depressed or humiliated.  Incidents of bullying can be persistent or happen in isolation.  The 

fear of it can limit people’s choices about where to go, what they do and whom they 

associate with.” 

 
We are committed to supporting the Shetland Anti-Bullying Framework and protecting all 
children and young people who use our services from bullying or harassment. Our approach 
to bullying will be based on  
 

 Promote – Working positively to support a culture of fairness, respect and equality and 
inclusion between all children and young people who attend (name of) school/group and 
involving parent and carers wherever possible in this. 
 

 Prevent- any unwanted bullying behaviour by being clear with children and young people 
about what behaviour is expected from them. Responding as early as possible to support 
children to change their behaviour and act to protect children from bullying in as fair a way 
as possible. Recognise that children who bully others may need additional support to 
change their behaviour. Recognise that children who are harmed by bullying may 
experience a significant impact on their mental and emotional wellbeing. Recognise that 
children and young people who have witnessed bullying behaviour may also be affected. 
Recognise that children and young people can also be bullied through social media 
 

 Protect- respond by listening carefully, taking concerns seriously and supporting children 
and young people harmed by bulling behaviour. Consider how to approach and help the 
child who is bullying and look at ways of changing this behaviour. They may not realise that 
what they are doing is unacceptable.  
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We will 

 

1 Have in easily accessible information available to staff, parents ,children and young people 
about our approach to bullying and who any concerns can be discussed with 

2 Take all concerns about bullying seriously and be alert to and respond to any incidents. 

3 Investigate incidents carefully by speaking to children and young people who have harmed 
others by bullying and children who have been harmed 

4 Formulate a plan to ensure children who cause harm can be supported to change their 
behaviour 

5 Formulate a plan to protect children who have been harmed by bullying behaviour 

6 Agree a review period to support both parties 

7  Inform parent and carers in discussions and let them know what action the school/group 
have taken and ask they are part of the review period 

8 Refer to Named People, Lead Professional or request help form outside agencies when and 
where this is appropriate. 

9 Record the incident  

10 Note any patterns of behaviour and if bullying is linked to any form of discrimination or 
particular use of social media as that may indicate that children and young people may need 
some further advice and guidance 

11 Support and train staff to manage bullying with care and sensitivity 

 

This was adopted as the Anti- Bullying policy statement of 

“.........................................................................................................................................” 

 ..................................................................................... 

and is certified as a true copy. 

Name .....................................................  Name ..................................................... 

(print)       (print) 

Signature...............................................  Signature................................................. 

Committee  

Position ..................................................  Position ................................................... 

Date .......................................................  Date ........................................................ 

Approved on _____________________ Reviewed on _____________________ 
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2. Template for adults community groups  

 
For any group who provide activities for young people under the age of 18 please see “1. 

Template for children and young people” that is designed for schools and youth clubs.  

 

For other groups who provide a service to adults please use this good practice template. If your 

group is primarily for adults, but you have some young people under 18 attending please use 

this template. If your group has a junior section for under 18s please ensure that you use “1. 

Template for children and young people” for that part of your group.  

 

For example a football club may have an adult team, an under 18s team, an under 15s team 

and a junior section so would need to use this template for the adult team and one version of 

the schools and youth group template for all the under 18s teams. 

 

Bullying & Harassment in Community Groups 

What is Bullying? 

 
Bullying and harassment means any unwanted behaviour that makes someone feel 
intimidated, degraded, humiliated or offended. It can include “ill-treatment, interpersonal 
conflict, or unacceptable and unwanted behaviours.” It is not necessarily always obvious or 
apparent to others, without people in the group being aware of it. 
 
Bullying or harassment can be between two individuals or it may involve groups of people. It 
might be obvious or it might be insidious. It may be persistent or an isolated incident. It can 
also occur in written communications, by phone or through email, not just face-to-face.  
 
Examples of bullying / harassing behaviour could include: 

 spreading malicious rumours, or insulting someone  
( and this can include inappropriate use of social media) 

 exclusion or victimisation 

 unfair treatment 

 deliberately undermining someone and affecting their self-confidence. 

 
Under the Equality Act 2010, harassment is unwanted conduct which is related to one of the 
following: age, disability, gender reassignment, race, religion or belief, sex and sexual 
orientation and is therefore unlawful. 
 

What can community groups do? 

Community groups should seek to  

 Promote – a culture of enjoyable, respectful relationships between people participating in the 
activities of the group 
 

 Prevent- any unwanted unacceptable bullying behaviour by having codes of conduct and also 
being clear about what members can do if they are concerned about bullying- either as 
someone who has witnessed( and may have been distressed by ) bullying behaviour or 
someone who has been bullied. Letting people who use the club know who they can speak to 
in the event of any worries - this could be the same person who takes responsibility for adult 
and child protection 
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 Protect- respond by listening carefully, taking concerns seriously and supporting people 
harmed by bulling behaviour. Consider how to approach and speak to the person who is 
bullying and look at ways of changing this behaviour. They may not realise that what they are 
doing is unacceptable. Ultimately if someone continues to behave in unacceptable ways the 
group may need to decide if they can still be a member or join in with the activities of the 
group. 
 
Additionally community groups need to consider 
 

 When they may need to seek advice from outside the group.  
Voluntary Action Shetland, Local Community Workers, Antisocial Behaviour Coordinator or in 
more serious cases Police Scotland. 

 Using the services of the Community Mediation Team and considering the use of a restorative 
approach in order to help the group through what can be a difficult experience 

  

Where can community groups get more help? 

Respect me, Scotland’s Anti-Bullying Service  

Add.   Brunswick House, 51 Wilson Street, Glasgow G1 1UZ 

Tel.   0844 800 8600 

Email.  enquire@respectme.org.uk 

Web.   http://respectme.org.uk/about/ 

Further policy help & guidance is available9.  
 

Community Mediation Team 

            Tel.           01595 743934 

            Text.         07760 371993  

            Email.       alyson.halcrow@shetland.org 

                Web.  http://www.shetland-communities.org.uk/subsites/cmt/ 

 
           Antisocial Behaviour Coordinator 

           Tel.   01595 744374 

               E-mail. billy.mycock@shetland.gov.uk 

               Web.   http://www.shetland.gov.uk/environmentalhealth/ 

 

           Voluntary Action Shetland 

           Add.  Market House, 14 Market Street, Lerwick 

           Tel.  01595 743910 

 Web.  http://www.shetland-communities.org.uk/vas/  

                                                           
9 http://respectme.org.uk/wp-content/uploads/2017/02/Policy-throught-to-Practice-2017.pdf 

http://respectme.org.uk/about/
http://www.shetland-communities.org.uk/subsites/cmt/
mailto:billy.mycock@shetland.gov.uk
http://www.shetland.gov.uk/environmentalhealth/
http://www.shetland-communities.org.uk/vas/
http://respectme.org.uk/wp-content/uploads/2017/02/Policy-throught-to-Practice-2017.pdf
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Template Bullying & Harassment policy for Community Groups 

We are committed to supporting the Shetland Multi-Agency Anti-Bullying Framework and 
protecting anyone who attends (add name of group) from bullying or harassment. All 
reasonable steps will be taken to promote a healthy environment that protects everyone 
from any form of bullying or harassment. 
 
We will aim to promote a culture of respect, prevent bullying behaviour and protect anyone 
affected by bullying. 
 
This policy sits under the Shetland Anti-Bullying Framework 
 

We will 

 

1. Treat bullying behaviour seriously and not as ad hoc conflicts between individuals. 

2. Have in place a code of conduct that emphasises respect and ensure members are aware 
of this. 

3. Take practical measures for the early identification of bullying behaviours.  

4. Empower people to talk more openly with each other about the line between acceptable 
and unacceptable behaviour. 

5. Ensure all members know who to speak to about any concerns10.  
__________________________________________________ 

6.  We will encourage informal resolutions wherever appropriate. This includes encouraging 
open conversations between individuals and in the group. Seeking advice and help from 
external sources and considering the use of mediation to help reach agreement on 
acceptable future behaviours where appropriate. 

7. We will have formal procedures in place for situations where early resolution does not 
work. These will be clear, accessible and inclusive and will involve Board or Committee 
members 

8. We will consistently, clearly and fairly apply our policies and practices.  

 

This was adopted as the Bullying & Harassment at work policy statement of 

“.........................................................................................................................................” 

at a Committee meeting on ............................................and is certified as a true copy. 

Name ..................................................... Name ..................................................... 

(print)       (print) 

Signature...............................................  Signature................................................. 

Committee  

Position .................................................  Position .................................................. 

Date .....................................................  Date ....................................................... 

Approved on ____________________ Reviewed on _____________________ 

                                                           
10 Add name or designation of Committee member / Coach / Leader who will undertake this role. 
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3. Template for adults workplaces  
 

The following gives some information for businesses, employers and workplaces about anti-

bullying and also a template document that can be adapted for specific organisations. 

 

Bullying & Harassment at work Procedures 

What is Bullying in the Workplace? 

Bullying and harassment means any unwanted behaviour that makes someone feel 
intimidated, degraded, humiliated or offended. It can include “ill-treatment, interpersonal 
conflict, or unacceptable and unwanted behaviours.” It is not necessarily always obvious 
or apparent to others, and may happen in the workplace without an employer's 
awareness. 
 
Bullying or harassment can be between two individuals or it may involve groups of people. 
It might be obvious or it might be insidious. It may be persistent or an isolated incident. It 
can also occur in written communications, by phone or through email, not just face-to-
face.  
 
Examples of bullying / harassing behaviour could include: 

 spreading malicious rumours, or insulting someone 

 exclusion or victimisation 

 unfair treatment 

 deliberately undermining a competent worker by constant criticism. 

 
Under the Equality Act 2010, harassment is unwanted conduct which is related to one of 
the following: age, disability, gender reassignment, race, religion or belief, sex and sexual 
orientation and is therefore unlawful. 
 

What is the impact? 

“Workplace bullying is a serious problem in Britain’s workplaces. It is a source of 
considerable individual suffering and weakens the performance of organisations. Yet, 
despite a growing awareness of the negative outcomes associated with bullying, and of 
the significant wider costs to society and the economy, its complexity continues to pose a 
challenge for those seeking to prevent and manage such behaviours in the workplace. It 
is also clear that in many workplaces bullying is not taken seriously enough.” 
 
Bullying is most common in organisations with poor workplace climates while most 
employees “just want bullying behaviour to stop”.   

 
Bullying and harassment create an unhappy and unproductive workplace where there 
may be: 

 poor morale and poor employee relations 

 loss of respect for managers or supervisors 

 poor performance / lost productivity 

 absence / resignations 

 tribunal and other court cases and payment of unlimited compensation. 
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People do not always feel able or confident enough to complain, particularly if the 
harasser is a manager or senior member of staff. Sometimes they will simply resign. It is 
therefore very important for employers to ensure that staff are aware of options available 
to them to deal with potential bullying or harassment, and that these remain confidential. 
 
The government funded Advisory, Conciliation and Arbitration Service known as ASCAS 
provide free and impartial information and advice to employers and employees on all 
aspects of workplace relations and employment law. They say that bullying and 
harassment at work is a major cost for employers. 
 

What can workplaces do? 

 All workplaces should be putting into place a procedure that addresses bullying and 
harassment and which focuses on ensuring worker wellbeing and fostering good 
relations, giving employees and managers the confidence to engage in early and informal 
resolution. It should be simple, formal and ideally involve staff in the development and 
implementation. 
 A procedure should follow these  steps 
 

 The procedure should be based on mutual respect and proper behaviour that is 
part of the culture of the organisation and is modelled by all managers and 
employees 

 Include fair procedures for dealing promptly with complaints from employees 

 Be based on a code of conduct/standards of behaviour 

 Offers means of informal resolution 

 Is clear about more formal measures if informal resolution does not succeed 

 Includes everyone and is part of the staff handbook/induction/ staff information 

 
For employees affected by bullying please see the section for adults in the Shetland Anti-
Bullying Framework. 
 

Where can employers and employees get further advice and help? 

It is very important that employers know their options for seeking advice. 
 
Equality and Human Rights Commission 
Web.  www.equalityhumanrights.com 
 
Employee Assistance Professional Association (EAPA)  
Information on Employee Assistance Programmes 
Tel. 0800 783 7616  
Web.  www.eapa.org.uk 
 
ACAS Helpline (For confidential and impartial advice on employment related issues.) 
Tel 0300 123 1100 (Open Monday – Friday 8am – 8pm & Saturday 9am – 1pm). 
 
ACAS Equality Services 
Advice on diversity in employment  

http://www.equalityhumanrights.com/
http://www.eapa.org.uk/
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Tel.  0300 123 1100. 
Web. www.acas.org.uk 11 
 

Template Bullying & Harassment at work policy statement 

We are committed to supporting the Shetland Multi-Agency Anti-Bullying Framework and 
protecting our staff from bullying or harassment. All reasonable steps will be taken to 
promote a health working environment and to protect our staff from any form of bullying or 
harassment. 

We will follow best practise strategies that focus proactively on ensuring worker wellbeing 
and fostering good relations, giving our employees and managers the confidence to 
engage in early and informal resolution. 
 

We will 

 

1  Treat bullying and ill-treatment as an organisational problem requiring an organisational 
response, and not as ad hoc conflicts between individuals. 

2 Align behaviours of our organisation with values centred on respect and wellbeing. 

3 Develop behavioural standards in collaboration with employees, and role-modelled by 
senior managers. These will cover what is and is not acceptable, with reference to 
individuals, teams and the workplace. 

4 Regularly promote, review and update agreed behavioural standards.  

5 Take practical measures for the early identification of bullying behaviours. We will 
consider collating information from informal and formal complaints, diagnostic surveys, 
and confidential ‘consequence free’ exit interviews to identify patterns and enable 
targeted action on contributory factors.  

6 Empower people to talk more openly with each other about the line between acceptable 
and unacceptable behaviour.  To allow employees at all levels to feel able to ‘challenge’ 
unwanted behaviours that they receive or witness. Encouraging employees and 
managers to flag potential bullying in its earliest stages. 

7 Put well-resourced and informed support structures in place to provide assistance to 
those experiencing bullying, and to managers responding to bullying.  

8 We will encourage informal resolutions wherever appropriate. This includes encouraging 
open conversations in teams and between individuals, and ensuring that line managers 
are equipped to be proactive and responsive. Including using mediation to help in finding 
agreement on acceptable future behaviours where appropriate. 

9 We will have formal procedures in place for situations where early resolution does not 
work. These will be clear, accessible and inclusive. 

10 We will provide training to managers at all levels to help provide confidence and skills to 
recognise the causes and signs of ill-treatment, to engage effectively in early, informal 
and formal resolution, and to sensitively manage change.  

11 We will consistently, clearly and fairly apply our policies and practices. Managers should 
be aware of how easily management action can cross over into, or be perceived as, 
bullying. It should be ensured that performance management and sickness absence 
policies and practices are consistent, clear and fairly applied. 

                                                           
11 http://www.acas.org.uk/media/pdf/e/b/Seeking-better-solutions-tackling-bullying-and-ill-treatment-in-Britains-
workplaces.pdf 

 

http://www.acas.org.uk/
http://www.acas.org.uk/media/pdf/e/b/Seeking-better-solutions-tackling-bullying-and-ill-treatment-in-Britains-workplaces.pdf
http://www.acas.org.uk/media/pdf/e/b/Seeking-better-solutions-tackling-bullying-and-ill-treatment-in-Britains-workplaces.pdf
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This was adopted as the Bullying & Harassment at work policy statement of 

“.........................................................................................................................................” 

at a Committee meeting on ............................................... and is certified as a true copy. 

Name ..................................................... Name ..................................................... 

(print)       (print) 

Signature...............................................  Signature................................................. 

Committee  

Position ................................................ Position ................................................... 

Date .....................................................  Date ........................................................ 

Approved on ____________________  Reviewed on _____________________ 

 

 



33 
 

4. Leaflets and information 
 

What do I do  

This gives some basic information designed for children and young people that any organisation 

can use as a template to create their own leaflets or encourage young people to use this to 

design their own.  

 

1. Speak to someone you trust or phone a helpline 

It is very important that you have someone to speak to whom you trust. They may be able to 

help you make sense of your situation but most importantly they should listen to you. It maybe a 

friend, a family member, or even phone a helpline. If you do not feel comfortable speaking to 

them alone then maybe a friend or an adult you trust would come with you or speak to them on 

your behalf. There may also be another person that can be spoken to in their place. 

 

2. Make sure they listen to you 

 Make sure you have their full attention. 

 Make sure that you tell them that this is important to you and you really want and trust 

their advice. 

 Explain to them you just want their advice and do not expect them to solve the problem 

for you.  

 If you feel they are not paying attention or are distracted by other things that are going 

on,  then ask if you can speak to them alone and make a specific appointment for later 

on and tell them it is important.  

 If you think they feel uncomfortable ask them if there is anyone else they think you could 

speak to about it.  

 

3. Keep a log 

It is easy to forget things especially things that you do not really want to remember so it is 

important to keep some basic details to help resolve any ongoing problems. It does not have to 

be complicated it is like keeping a diary you could keep it on your phone, computer or on paper 

but keep it somewhere safe that you can get the information when and if you need it. 

 

Basic details would be date, time (when), location (where), who was involved, what happened 

and how you felt. This is also a very good tool if you have to share this with someone as when 

you are upset it is easy to get confused or forget things. 
 
4. Contact details 

Persons responsible for bullying and their roles in your organisation.  

( i.e. Club leader , Respect Me Coordinator, anti-bullying champion, etc)  

This is the person children and young people using your organisation can speak to about any 

worries they may have. You may include any other information from following sections too. 
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Websites and useful information for children and young people 

 

Respect Me         

Web.  www.respectme.org.uk 

 
 

Childline         

Web.  www.childline.org.uk/explore/bullying/pages/bullying.aspx 

 

ChildLine (at any time)  

Tel. 0800 1111 - calls are free and confidential.   

Web. www.childline.org.uk 

 

 

 

 
 

NSPCC helpline  
For adults concerned about a child.  

“If you're worried about a child, even if you're unsure, contact our 
professional counsellors 24/7 for help, advice and support.” 

Tel.  0808 800 5000 

Email. help@nspcc.org.uk 

Web.  www.nspcc.org.uk 

   

 

EACH 

Homophobic Bullying 

Tel.  0808 1000 143 Mon-Fri 9:00am-5:00pm (Helpline) 

Web. www.eachaction.org.uk 

 

 

Kidscape 
Advice for young people 

Web. https://www.kidscape.org.uk/advice/ 
 advice-for-young-people/ 

 

 

Council for Disabled Children 

Web.  www.ncb.org.uk  

 

Peer Support 

See page 9 of the multi-agency anti-bullying framework for more 
ideas about how to resolve bullying.  
 
Anyone you trust might be able to help you like a friend, a fellow 
pupil or work colleague, a teacher or manager, a union 
representative or employer.  
 

 

http://www.respectme.org.uk/
http://www.childline.org.uk/explore/bullying/pages/bullying.aspx
http://www.childline.org.uk/
http://www.nspcc.org.uk/
http://www.eachaction.org.uk/
https://www.kidscape.org.uk/advice/%0badvice-for-young-people/
https://www.kidscape.org.uk/advice/%0badvice-for-young-people/
http://www.ncb.org.uk/
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Websites and useful information for Adults  

 

National Contacts 

 

Samaritans 

Tel. 08457 90 90 90 (UK Helpline) 

Web. http://www.samaritans.org/  
 

Breathing Space 

Tel. 0800 83 85 87 (Helpline) 

 (Mon-Thurs 6pm to 2am; Fri 6pm-Mon 6am) 

Web. http://breathingspace.scot/ 
  

 

 

Stonewall  

Advice on Homophobic Bullying 

Web. www.stonewall.org.uk 
 

 
Other Individual support for LGBT  
LGBT Health and Wellbeing hotline on  
Tuesdays and Wednesdays 0300 123 2523 
Email. helpline@lgbthealth.org.uk 
Web. https://www.lgbthealth.org.uk/ 

Scottish Trans Alliance support for Trans Gender  
Web. https://www.scottishtrans.org/ 

 

Bullying UK 

Tel.  0808 800 2222  (Helpline includes workplace bullying) 

 (Open 9am – 9pm, Mon-Fri & 10am–3pm Sat & Sun) 

Web. http://www.bullying.co.uk/ 

 

 

 

 

 

 

 

 

 

 

 

 
Stop Bullying  
Government Official Site 
Web. www.stopbullying.gov 
 

ACAS 

Web. http://www.acas.org.uk/index.aspx?articleid=1864   

 

 

  

http://www.stonewall.org.uk/
https://www.lgbthealth.org.uk/
mailto:helpline@lgbthealth.org.uk
https://www.lgbthealth.org.uk/
https://www.scottishtrans.org/
https://www.scottishtrans.org/
http://www.bullying.co.uk/
http://www.stopbullying.gov/
http://www.acas.org.uk/index.aspx?articleid=1864
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Local Contacts 
 

Shetland Advocacy                            
Tel.  01595 743929  
Email. info@advocacy-shetland.org 
Web. http://www.advocacy-shetland.org/ 
 

 

 

Community Mediation Team 
Tel.     01595 743934 
Text.   07760 371993  
Email. alyson.halcrow@shetland.org 
Web. http://www.shetland-communities.org.uk/subsites/cmt/ 
 

 

Citizen Advice Bureau 
Tel. 01595 694696 
Email. sicab@shetland.org 
Web. http://www.shetland-communities.org.uk/subsites/CAB   
 
 

 
NHS Health Improvement  
Tel. 01595 80 74 95  
Email. shet-hb.healthyshetland@nhs.net 
 

 

Social Worker 
Tel. 01595 744421- Duty for Children and Families 
Tel. 01595 744400- Duty for Adults 
 
Police 
101 if it does not need an immediate response. 
999 in an emergency. 
 

 

Antisocial Behaviour 
Tel. 01595 744374 
Email. asb@shetland.gov.uk 
Web. http://www.shetland.gov.uk/environmentalhealth/ 
 
Shetland Islands Council  
Harassment and Bullying at Work Policy 
http://intranet2/Policy/Shared%20Documents/ 
harassment_and_bullying_sept04_jgsEDIT.pdf 
 
NHS Shetland  
Eliminating Bullying and Harassment 
http://www.shb.scot.nhs.uk/board/policies/ 
hr-EliminatingBullyingHarassment.pdf 
 
 

 

 
 
 

http://www.shetland-communities.org.uk/subsites/cmt/
http://www.shetland-communities.org.uk/subsites/CAB
mailto:shet-hb.healthyshetland@nhs.net
mailto:asb@shetland.gov.uk
http://www.shetland.gov.uk/environmentalhealth/
http://intranet2/Policy/Shared%20Documents/%0bharassment_and_bullying_sept04_jgsEDIT.pdf
http://intranet2/Policy/Shared%20Documents/%0bharassment_and_bullying_sept04_jgsEDIT.pdf
http://www.shb.scot.nhs.uk/board/policies/%0bhr-EliminatingBullyingHarassment.pdf
http://www.shb.scot.nhs.uk/board/policies/%0bhr-EliminatingBullyingHarassment.pdf
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5.  Restorative Approaches 
 
Using a restorative approach to tackle experiences of bullying both for the person harmed and 
the person causing the harm can be very effective and support people to change their 
behaviour.  
 
For more information contact  

The Community Mediation Team    
Add. Market House, 14 Market Street, Lerwick, Shetland, ZE1 0JP 
Tel.     01595 743934 
Text.   07760 371993 
Email. alyson.halcrow@shetland.org 
Web.  http://www.shetland-communities.org.uk/subsites/CMT/restorative-justice.html  

Restorative Questions 

To the Person Responsible (PR) To the Person Harmed (PH) 

Could you briefly tell me what happened? 

What were you thinking about at the time? 

What have your thoughts been since? 

Who has been affected by what you did? 

In what way have they been affected? 

 

What did you think when you realised what had 
happened? 

What have your thoughts been since? 

How has this affected you and others? 

What has been the hardest thing for you? 

What do you think needs to happen next? 

 

Additional questions to PR Additional questions to PH 

What do you know about the PH? 

What do you think their experience was like? 

How do you think their family has been 
affected? 

What do you think ‘they’ (PH) feel about you? 

What would you like them to think? 

How would this be possible? 

What would you want to say to the PH and 
their family if you had a chance? 

What would you want them to understand 
about your experience? 

What do you know about the PR or his/her 
family? 

If the PR was here, what would you say to 
him/her? 

 

Simplified version to PR Simplified version to PH 

What happened? 

How have you and others been affected? 

What needs to happen next? 

What happened? 

How have you been affected? 

What needs to happen next? 

mailto:alyson.halcrow@shetland.org
http://www.shetland-communities.org.uk/subsites/CMT/restorative-justice.html
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Anti-bullying triangle & three pronged approach 
 

 

 
 

 
12 

                                                           
12 Respect Me A Training and best practice guide. Scotland’s Anti-Bullying Service. 
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6. Monitoring Form 
Monitoring forms for organisations that will allow the collation of Shetland wide information about bullying. 
 

Instructions 

 
This monitoring form is NOT for use by schools.  
 
It should be used by other organisations providing services to children and young people, 
community groups for adults and in workplaces.  
 
Part one is designed for the organisations own records.  
 
Part two should be submitted as directed in order to help the Shetland Together working group 
monitor the implementation of this Framework and support training.                     
 



40 
 

PART ONE 
 
This should be completed and used by the organisation to record information about a bullying incident.  
This is confidential information to be kept by the organisation.   
Please complete PART 2 of this form omitting any confidential information and submit following the 
guidance in the form.                                    
 
Name of Organisation  ____________________________________________________________ 
 
Name   ____________________________________________________Ref. No. _____________ 
 

Date Details of incident 

 
 
 
 
 
 
 
 
 

(to be completed by member of staff reporting incident) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Action Taken Completed 

 (to be completed by Line Manager) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Time spent investigating and dealing with incident  

 
 

Signature of member of staff reporting incident     _______________________ 
 
 
Signature of Anti-bullying Co-ordinator      _____________________________         
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PART TWO  
Please do not submit any information that can identify  
the person harmed or the person causing the harm. 
 

Information to be shared with anti-bullying monitoring sub-group 
 

 Age Sex 

Person(s) Harmed                                    

Person(s) Causing the Harm                   

   

 

 Yes No 

Does the person harmed  
belong to a vulnerable group  
or is the behaviour related to any 
of the following?            

  

   

Age Discrimination   

Assailant Medical  
Condition or Disability 

  

Body Image   

Care Circumstances    

Disability of Victim    

Economic Circumstances   

Family Circumstances   

Gender    

Gender Reassignment    

Homophobia or Sexual 
Orientation 

  

Marital Status    

Not Known    

Other   

Pregnancy or Maternity   

Racial    

Religion or Belief    

Sectarian   

Sexual Harassment    

Substance Misuse - Alcohol    

Substance Misuse - Not Alcohol    

Territorial or Gang Related   

   

 
Brief information about what happened and how it was addressed by your organisation:- 
 

 

 

Any other comments or identified training needs? 

 

 

 

Please submit this form to :  

David McQueen, Team Leader Hayfield House 
(for organisations working with children & young people) 

Billy Mycock, Antisocial Behaviour Coordinator (for organisations working with adults) 


