
HOW SHOULD MY SCHOOL RECORD INCIDENTS? 

The Department for Education (2017) guidance for schools states: 

“Staff should develop a consistent approach to monitoring bullying 
incidents in their school and evaluating whether their approach is 
effective. For some schools, that will mean recording incidents so that 
they can monitor incident numbers and identify where bullying  
is recurring between the same pupils. Others do not want to keep 
written records. We want schools to exercise their judgment as to  
what will work best for their pupils.” 

“Schools should be able to demonstrate the impact of anti-bullying 
policies. Ofsted will not routinely mark a school down where it has 
recorded incidents of bullying. Inspectors are interested in the impact  
of the actions a school has taken, i.e. how effectively schools prevent 
or deal with any incidents.” 

As you can see, the DfE guidance encourages schools to take 
responsibility for their own processes and work towards a system 
that is most effective at supporting students. This might be different 
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STEP BY STEP GUIDE 

1. ENSURE ALL STAFF KNOW WHEN AN INCIDENT NEEDS 
TO BE RECORDED_
Including bus drivers, cleaners and others who don’t teach. 
All staff members should know when they are required to 
record an incident and what is considered a safeguarding 
concern.  

2. GATHER AS MUCH DETAIL AS POSSIBLE FOR ALL 
THESE INCIDENTS_
Names of those involved, dates, times, actions taken and 
outcomes. 

3. KEEP RECORDS SAFE, SECURE, AND ACCESSIBLE_
Consider GDPR, lock cabinets containing records and pass-
word protect online records. Additionally, ensure that there 
is a clear chain of command so that there is always someone 
on site who has access to these records.  

4. SPOT TRENDS AND PATTERNS_
Consider if there is a specific type of bullying behaviour that 
recurs. Is there more physical, verbal or indirect bullying 
behaviour? Are specific locations recurring sites of inci-
dents? Notice the themes and you will be able to put in place 
actions to prevent further bullying like running a campaign 
about homophobic language or racism or ensuring certain 
areas are monitored during breaks. As soon as you spot the 
trends, encourage your Anti-Bullying Ambassadors to create 
a campaign that will tackle that specific type of bullying 
behaviour. 

Once you have decided what types of bullying behaviour 
incidents your school wants to record, you need to create an 
accessible and straightforward incident form. This could be a 
paper or online form and it should be accessible for all staff 
and students. Your Anti-Bullying Ambassadors should have 
access to this tool so that any students who seek their support 
can report an incident with the Anti-Bullying Ambassadors 
support. Reporting tools could include:  

• Online reporting tools (desktop button, email address or a 
button on the school website that parents can access too) 

• Anonymous post box (in a quiet area like the library) 

• Anti-Bullying Ambassador drop-in session (breaktimes  
or lunchtimes where anyone can come and talk to an Anti-
Bullying Ambassador) 

Ultimately, you need to find the system that works best for  
your school. Ensure that everyone in the school knows how the 
system works and when to record an incident. This can be  
a great way to spot trends and start tackling prevalent types 
of bullying behaviour.  

Check out our Resource Centre for more resources for 
educators on topics including Anti-Bullying Policies and taking 
a whole school approach.

for each school but it’s important that you step back and evaluate the 
processes regularly. Also, recording incidents of bullying behaviour  
does not negatively affect your OFSTED inspections. In fact, recording 
incidents could be evidence that your actions have improved the situation. 

A key aim of recording bullying behaviour incidents is to spot trends 
that will give you an insight into key problems in your own school. For 
example, a good monitoring system will enable you to quickly notice if 
physical or cyber bullying behaviour are common types of incidents in 
school or if specific types increase in regularity. Can you think of any 
patterns that are noticeable at your school? Do you think a recording 
system would allow you to monitor this more effectively? Perhaps a 
strong recording system would allow you to evaluate the success of  
any actions you take to reduce these types of incidents.  

Whether or not you decide to maintain a thorough recording system, 
you must record hate crimes and prejudice-based incidents that are 
reported in school. 

https://www.antibullyingpro.com/resources


We’re proud to be the only charity set up in 
memory of Diana, Princess of Wales, and her 

belief that young people have the power to 
change the world. It’s a big mission but there are 

two things within it that we focus our charity’s 
efforts on – young people and change.

Throughout all of our programmes and 
initiatives, ‘change’ for and by young people is 
central, including our anti-bullying work which 
encourages change in attitudes and behaviours.

We hope you found this resource useful and wish 
you all the best in your anti-bullying journey. If 

you would like to help us create more resources 
and train even more Anti-Bullying Ambassadors, 
you can make a £5 donation by texting CHANGE 5 

to 70470 or visit diana-award.org.uk/donate

Give us feedback on this resource: 
https://tinyurl.com/ab-feedback

/antibullyingpro @antibullyingpro @antibullyingpro /antibullyingpro
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