	SIS Bullying Reporting Notes & Reminders

	Per Missouri Law and the Office of Civil Rights:

	MO Law: focuses on the bully and the timeline process
	OCR: focuses on the victim and why they were targeted

	2
	2
	10

	First
	Teacher or Staff Member witnesses bullying
	First
	Administrator or Designee investigates bullying
	First
	Administrator determines action as result of investigation

	Next
	Teacher or Staff Member creates a SIS Referral
	Next
	Administrator or Designee creates a SIS Discipline INCIDENT

[upload Bullying Incident Report Form within SIS]

	Next
	Administrator creates a SIS Discipline EVENT using correct Bullying OCR codes within SIS (include victim)


	Notes
	Teacher or Staff Member has 2 days to report to administration any instance of bullying of which the individual had firsthand knowledge of witnessing the incident.
	Notes
	Administration has 2 days to initiate the investigation and to give a response.
	Notes
	Administration has 10 days to provide a documented resolution (may go beyond 10 days if “good cause” exists).

	
	MUST create the SIS Referral within these 2 days!
	
	[bookmark: _GoBack]MUST create the SIS Incident within these 2 days!
	
	MUST create the SIS Event within these 10 days!









	SIS Bullying Reporting Notes & Reminders

	SIS Discipline Referrals
	SIS Discipline Incidents
	Bullying Investigations
	SIS Discipline Events

	Staff should err on the side of caution and make a referral if they SUSPECT bullying; any form of harassment or intimidation should be considered as a potential bullying incident.

	This step is when the investigation begins by having the reporter complete the Bullying Incident Report Form; this should be attached [scan it to your computer and save it; click on the paperclip to upload this file] to the Discipline Incident in SIS.


	Inform both sets of parents [the student experiencing the bullying and the accused] that you will conduct an investigation and follow-up with them.

Privately and separately, interview the student experiencing bullying; if appropriate, provide assistance and support during the interview and ensure immediate safety measures are in place for them.

Interview witnesses; take written statements on the Bullying Incident Report Form. 

Inform the staff of the bullying allegation.

Privately and separately, interview the accused; inform the accused that retaliation is prohibited and consequences will be administered if reprisal is attempted.
	IF a determination is made that the Incident meets the criteria of Bullying, a Discipline EVENT must be created in SIS.

All Bullying Codes reported in SIS will be verified as having a Discipline EVENT.

The Discipline Event MUST include the victim in addition to the bully.

Refer to the Student Code of Conduct for guidance on appropriate responses (this is not a limited list of interventions).




