
VEJLEDNING TIL HANDLINGSPLAN
GUIDELINES FOR ACTION PLAN

Template and guidelines for 
 
preparation of action plan
When the school becomes aware that bullying or similar behaviour takes place it is obliged to 
prepare an action plan for the specific situation. 
Dansk Center for Undervisningsmiljø, DCUM, has prepared an action plan
-
template, which may be used by primary and lower secondary schools and upper secondary schools. 
The action plan is a pedagogical tool that may help the school in the preparation of a strategy for
handling the current bullying situation. 
The action plan consists of four phases. 
PHASE 1
 
Preliminary
 
deliberations
PHASE II
 
Identification of
 
 
the bullying
PHASE III
 
Goals and andog
 
 
actions
PHASE IV
 
Follow-up


	As shown by the figure, the action plan is a circular process where the contents of each phase may continuously be edited and adapted to the current bullying situation. When the school regularly reflects on the specific situations the likelihood of solving and preventing the problems increases. Visit www.dcum.dk for more inspiration on the contents of the action plan and actions for fighting and preventing bullying.
OBS! Latest research …
… indicates that bullying is a group phenomenon and anti-bullying efforts should therefore be based on changing collective dynamics in the class or year group. The action plan should therefore not only involve the victim and the bully but also the parents, teaching assistants/teachers, students, bystanders etc.
At the back of this material, you will find guidelines on completing the action plan template. The guidelines should inspire you to:
· Involve the relevant persons in the work with the action plan.
· Reflect on the understanding of and solutions to the specific bullying situation. 
· Reflect on actions, goals and signs that the bullying has been resolved.
· find methods for following up on the action plan.
· adopt a holistic approach to the specific bullying situation.
 
We recommend that you acquaint yourselves with the material before you start to complete the action plan.


Template for action plan
	Who is responsible for ensuring that this action plan is completed ? [name(s)]

	Who should be involved in the preparation of the action plan? [name(s)]

	How can the parties involved contribute to the preparation of the action plan?


Name of school

	When did the school first become aware of the specific bullying situation? [date]
	When will the action plan be finished? [date]



Have all parents and students who will be affected by the actions in the action plan been informed of the actions by which they will be affected?                              Yes    No 	                                                                

Phase 1 – Preliminary deliberations
	1
	1
	4
Phase 2 – Identification of the bullying
	What happened in the specific bullying situation?

	Where does the bullying take place?
For example at the school, in the classroom, on social media.

	Which roles are involved in the specific bullying situation? 
For example victim, bully, bystander, follower, defender  etc.

	
























	Describe the student solidarity in the specific bullying situation: 
For example interests, informal groups, balance of power.




Phase 3 – Goals and actions
What are the general goals of the action plan?
 (What specifically do you wish to achieve with the action plan and how will you measure whether you have succeeded in this?)
The general goals of the action plan may broken down into sub-goals. In the description of the sub-goals, you must also remember to describe how you will measure whether these have been achieved.
	Sub-goal
	Action
	Signs that the action is working
	Person(s) responsible

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Phase 3 – Goals and actions
	How often do you follow up on the sub-goals and the effect of the actions?

	Who should follow up on and evaluate the sub-goals and the effect?





Phase 4 – Follow-up



	Which of the actions in the action plan have not had the expected effect?

	Which signs have you noticed that the bullying is not abating?



What has worked:



	Which of the actions in the action plan have had the expected effect?

	Which signs have you noticed that the bullying is abating?


What has not worked:

Phase 4 – Follow-up
If you assess that the bullying has not been resolved and other goals and actions are required you should return to the previous phases of the action plan and revise these.
Which phases should be revised?


If it is assessed that the bullying has been resolved the action plan should be finalized. It will often be necessary for you as a school to pay extra attention in order to ensure that the bullying does not recur.
When was the action plan followed up? [date]
How do you ensure that the bullying does not recur?
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	10
Guidelines for action plan
Phase 1 – Preliminary deliberations
Who can be appointed as the person responsible for preparing the action plan?
The person most suitable for being responsible for the preparation of the action plan may vary from one school to another. At some schools, the most obvious choice will be a department head, while at other schools it will be natural to appoint one or more teachers who know the relevant student or class well.
What are the obligations of the person(s) responsible?
The person(s) responsible must ensure that the action plan is prepared within 10 working days from the date on which the school became aware of the specific bullying situation. 
Who should be involved in the preparation of the action plan and how?
DCUM recommends that teachers, teaching assistants, the student and/or the parents contribute to the preparation of the action plan. The student must be involved based on age and level of maturity. It is important that the student is heard and that the student's perspective is included in the action plan. Bullying is the child’s/adolescent's problem but the adults’ responsibility. 
 When the parents are involved it is important to remember that the effort to fight bullying is a joint responsibility between the school, the students and the parents. The school is responsible for creating a sound educational environment free from bullying while the students and/or parents have a joint responsibility for ensuring well-being in the classroom by supporting the school’s work
The student may for example be involved by:
· The school offering the student to participate in the preparation of the action plan. 
· The school involving the student based on age and level of maturity and as an expert on his/her own life.
· The school making an effort to ensure that the student's opinion and attitude are evident in the action plan.
· The school giving the student the opportunity to read and comment on the action plan.
· The school ensuring that the student understands the wording of the action plan. 
The parents may for example be involved by: 
· The school offering the parents to participate in the preparation of the action plan if the student is under the age of 18 or if the student wants to involve the parents.
· The school inviting the parents to meetings at which they are informed of the action plan and are able to contribute with their knowledge and wishes.
· The school making an effort to share its knowledge on bullying and anti-bullying measures with the parents
· The school giving the parents the opportunity to read and comment on the action plan.

Phase 2 – Identification of the bullying
What can you as a school do to identify the specific bullying situation?
When identifying the bullying, you need to describe and understand what happened in the specific situation.
The cause cannot be attributed to individual persons alone. It is therefore important to find out why the bullying occurred in the student group. The identification should be viewed as a process with continuous acquisition of knowledge. You may therefore revert and follow up on this phase. In order to acquire knowledge of the specific bullying situation, you may for example: 
· ask the student who feels bullied
· ask the student’s parents if the student is under the age of 18 or wants the parents to be involved.
· ask the teachers what they have observed in the classroom or at the school.
· ask your interdisciplinary co-operation partners.
· talk to other students involved. Visit DCUM’s website for more information on how you may proceed.
The school is responsible for the educational environment and must act according to the rules in case of bullying. This applies even if the bullying does not take place at the school.
The following paragraphs may help you identify the bullying.
Where does the bullying take place?
Bullying may take place in many contexts, and it is therefore important that the school finds out where the bullying takes place. The bullying may not necessarily take place in only one context, and the bullying may not necessarily be observed in the classroom. Bullying may take place in the classroom, during breaks, at the school, at the club, on social media and during leisure time.
Which roles are involved in the specific bullying situation?
The school should not only identify the victim and the bully. It is also important to describe all the roles involved in the specific bullying situation.
Other roles may be:
· Bystanders: their function is a form of passive bullying because they are standing by while the bullying takes place. For the victim, this may create a sensation that everyone is against him/her.
· Followers: Their function is to assist or support the bully, for example by laughing along.
· Defenders: Their function is to defend the person(s) feeling bullied.
It is important to activate all roles and positions to succeed in fighting the bullying. It is also important to be aware that all roles are dynamic, which means that one student may easily have more than one role in different situations or in different arenas. 
What is the student solidarity like in the specific bullying situation?
When you have found out what happened, where the bullying took place and which roles were active in the specific situation you may describe the student solidarity. It is important to describe this if you are going to uncover the cause of the bullying. In this way, you, as a school, may find out which goals and actions you should implement. Bullying may occur when the student solidarity is characterized by for example:
· A low level of tolerance.
· A lack of understanding and acceptance of heterogeneity.
· A generally harsh tone among the students.
· The absence of something positive to gather around.

Phase 3 – Goals and actions
What are goals and why are they important?
The general goal is the state you wish to obtain. Bullying may have various consequences, and the general goal will often not only be to stop the bullying. For example, the student may feel left out of the group because of the bullying. A sub-goal describes the target of the actions. At the same time, sub-goals may contribute to clarifying the purpose of the actions so that everyone (students, parents, staff, school management) is aware of them. A general goal could be:
· That the bullying is stopped, and that the student again feels part of the group.
A sub-goal could be:
· To strengthen the sense of solidarity in the classroom. 
What is an action?
Actions describe the initiatives implemented by the school to obtain the requested goals. Actions may be:
· Relationship-building activities that may contribute to strengthening solidarity in the classroom.
Visit www.dcum.dk on DCUM’s website for inspiration on anti-bullying measures.
Signs that the action is working
A sign is what the school is able to see, hear or sense that indicates that the action is working. When the expected effect is described it is especially important for the school to use specific wording. A sign that relationship-building activities have worked may be:
· that the students in the class become better at including each other in the school work and socially. 
Who could be the person(s) responsible for following up on the actions?
It is important to remember that all the employees at the school are responsible for acting to fight the bullying. The person(s) with the overall responsibility for each action is also responsible for implementing the actions. These persons may be:	Comment by Karen Bøttger: 
· A teacher or teaching assistant who knows the class well.
· A teacher or teaching assistant who knows the student well.
· An employee with special knowledge of bullying.
· An employee with special knowledge of the action. 
 
When the students are involved they are motivated to take responsibility for and contributing to promoting well-being in the classroom. Students should be involved based on age and level of maturity.	Comment by Karen Bøttger: contribute
How soon/often should be school follow up on the action plan?	Comment by Karen Bøttger: the
That may depend on the school's usual procedures and the specific situation.
· DCUM recommends that not more than one month passes before the school follows up on the action plan for the first time. 
· DCUM recommends that the student group, the student and/or the parent are involved in the decision on how soon/often the action plan should be followed up.

Phase 4 – Follow-up
How does the school follow up on the action plan? 
When you want to find out what has worked and what has not worked in the action plan you need to evaluate the goals, actions and effects that are described. When you perform follow-up you need to change what has not worked and identify what has actually worked. In this connection, you may revert to the other phases and change them so that they reflect the current bullying situation. DCUM recommends that the school involves students and/or parents in this phase.
You may review the following: 
 
· Does the student (student group) feel that the action plan has worked?
· What has worked / what has not worked?
· Why has it worked / why has it not worked?
· What do we need for it to succeed? 
· Which sub-goals have been achieved and which have not been achieved?    
· How do we measure if the sub-goals have been achieved?
· Why have the sub-goals not been achieved and what do we need to do?
· Should we establish new sub-goals and which ones, if any? 
· Which actions have had the requested effect?
· What has worked and what has not work in the actions?
· Why have the actions had the requested effect or why not?
· Should new actions be implemented? 
· Has the general goal been achieved?
· How do we see if the general goal has been achieved?
· Why has the general goal not been achieved? 
· Has the group dynamics in the student group improved?
· Is the bullying situation different now?
· Has the group dynamics changes and how?
· Has student solidarity changed? 
When evaluating the action plan it may be a good idea to ask the student feeling bullied whether or not the actions have worked or perhaps are even exacerbating the bullying.
 
How do you assess whether bullying is still taking place?
When assessing whether bullying is still taking place, you may reflect on the following statements together with the school's employees, the student and/or the parents:
· The student feels safe and happy in the classroom / at the school.
· The student does not feel lonely.
· Teasing and conflicts are limited to isolated cases and can therefore no longer be classified as bullying.
· The balance of power is appropriate in the class/group.
· Everyone is part of the group and there are no stigmatizing/involuntary groupings.
· The class/group has something to gather around which does not contribute to offending or excluding others.
· There is room for and acceptance of each other’s differences.
· The class/group does not accept degrading actions.
· The class/group displays empathy and compassion.
· The tone in the class/group is positive.
Please note that the above statements are not the sole indicators of whether bullying has been eliminated. Bullying is a complex problem.
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