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Dear Parent/Carer
As requested I have enclosed some sample letters for you to use as a template, please use the step-by-step guide in order to get the best result for your child.  You may want to adapt certain parts of the letters to fit your child’s individual situation. Please ensure you keep a copy of any letters you send to the School. 
I understand that this is a very upsetting time for all the family, but please remember to keep calm and do not lose your temper.

If you need any further advise or support please don’t hesitate to give us a call on 0800 169 6928.  All calls are in the strictest of confidence and will not show up on your bill.

I hope this information is useful to you and that the situation is resolved as soon as possible.  

Kind regards

Helpline Officer

Bullybuster

STEP 1:  Write to your child’s form/class teacher or Head of Year

EXAMPLE:


Your Address

Date

Mr/Mrs/Miss/Ms…(Name of Head of Year/Class Teacher)

School Address

Dear Mr/Mrs/Miss/Ms…(Teacher’s Name)

I am becoming increasingly concerned about…(your child’s name)…, he/she has told me of a number of upsetting incidents taking place in school.

I feel that…(your child’s name)…is being bullied by …(name of bully/bullies)… and I am hoping I could meet with you to discuss what can be done to stop …(your child’s name)…from feeling so upset whilst in school.

As you can imagine this is a matter of urgency for myself and I am hoping to be able to meet with yourself in the next few days.

I have asked …(your child’s name)… to keep a written log of everything that happens from now on and have told him/her to not retaliate but to come and see you as soon as possible.

Please put a copy of this complaint on my son/daughter’s records.

I look forward to hearing from you in the very near future so that this situation can be resolved.

Yours sincerely

(sign your name)

(Print name)

STEP 2: Write to Head Teacher

EXAMPLE:

Your Address

Date

Mr/Mrs/Miss/Ms…(Name of Head Teacher)

School Address

Dear…(Name of Head Teacher)

After meeting with …(form tutor’s name/Head of Year)…regarding…(your child’s name)…being bullied, I have had no option but to write to yourself.

As my son/daughter is still coming home upset and distressed about incidents that have happened in school, it appears that nothing has been resolved.

…(Your child’s name)…has kept a log of bullying incidents to prove that this is not a one-off occurrence.   He/she is becoming increasingly…(effects, e.g. withdrawn, frightened and I am now extremely concerned for my son/daughter’s well-being.  

I would like to arrange a meeting with yourself and …(Head of Year)… as a matter of urgency.

In that meeting, I would like to see a copy of the school’s anti-bullying policy, a copy of my son/daughter’s school records to see what has been reported and an action plan to see how this can be resolved.  I would be willing to pay for photocopying if this is required, or read the documents on school premises.

I look forward to hearing from you within two weeks with a date for a meeting.  

Yours sincerely

(Sign your name)

(Print your name)

STEP 3: Write to Board of Governors

You can get a contact name for the Board of Governors from the school secretary, please be sure to mark the envelope ‘Private and Confidential’.

When you write to the Governors, enclose copies of any other letters you have sent and any letters you have received from the school, plus a log of the bullying incidents your child has been keeping.

EXAMPLE:

Your Address

Date

Mr/Mrs/Miss/Ms …(Name of Governor)

School Address

Dear Mr/Mrs/Miss/Ms…(Name of Governor)

After meeting with the Head Teacher …(Teacher’s name)… and my son/daughter’s Head of Year …(Teachers name)… on …(Date/s)… regarding my child being bullied in the school, I still feel that this matter has not been satisfactorily resolved.  I have enclosed copies of logs made by my son/daughter to show how many incidents have happened and it has got to the point where I feel that I am putting my child in danger by sending him/her to school.

As a parent/carer I am becoming increasingly frustrated as to why the bullying is continuing after seeing senior staff about the issue.  I do not feel that the school is following the guidelines of their anti-bullying policy  and I am hoping that you would be able to assist me in keeping my child safe in school.

Could you please contact me within two weeks of receiving this letter to discuss how this situation can be solved, if I do not hear back from you within this time I will be taking the matter to the Local Education Authority.

Yours sincerely

(Sign your name)

(Print your name) 

STEP 4: Local Education Authority (LEA)

Bullybusters has contacts within Liverpool, Sefton, Wirral, Knowsley, LEA’s. 
Each LEA has agreed to deal with the issue effectively and feedback to Bullybusters on the progress of each case. 
This will only be done if steps 1, 2 and 3 have been followed.

Please call Bullybusters on 0800 169 6928 to refer your son/daughter’s case for the best possible outcome.
