
REPORTING, RECORDING AND MONITORING

A clear, proportionate approach to recording incidents, reporting concerns and using learning to prevent
recurrence.

1
RECORD THE RACIAL INCIDENT PROMPTLY
Use SEEMiS / appropriate school systems. Record facts neutrally and distinguish what was
witnessed from what was reported.

2
RECORD ACTIONS, SUPPORT AND CONTEXT
Include actions taken, support offered, exact words where appropriate, outcomes and previous
or related concerns.

3

IS HEALTH & SAFETY
REPORTING REQUIRED?

4

IS POLICE SCOTLAND
ADVICE REQUIRED?

YES

! WHEN TO USE THE HEALTH &
SAFETY PORTAL

Use for racial abuse directed towards staff. It may also
apply to pupil-on-pupil incidents. Use professional
judgement; SEEMiS and the Portal may both be
needed.

YES / SEEK ADVICE

! SEEK POLICE SCOTLAND ADVICE /
INVOLVE AS APPROPRIATE

Use professional judgement: consider risk,
safeguarding, threats, violence or escalation.

NO NO

5
INFORM PARENTS AND CARERS WHERE APPROPRIATE
Follow school procedures unless safeguarding reasons mean this should not happen. Share
information proportionately.

6
RECORD OUTCOMES AND FOLLOW-UP
Document decisions, actions, support provided and next steps. Keep the record accurate and
up to date.

7
MONITOR PATTERNS AND REVIEW
Use records to identify repeated incidents and wider concerns. Inform early intervention,
prevention and anti-racist practice.


