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1.0 The National Context!

Behaviour in Scottish Schools 2012 research found that the 'promotion of positive behaviour through whole
school ethos and values' e.g. a curricular focus on social and emotional wellbeing, restorative approaches,
nurturing approaches, peer mentoring, solution oriented approaches, is the most helpful approach to
improving behaviour.

There are two key policy drivers supporting the development and promotion of positive relationships in
establishments - Curriculum for Excellence (CfE) and Getting it Right for Every Child (GIRFEC). Furthermore,
the United Nations Convention on the Rights of the Child (UNCRC) advocates an ethos of meaningful
participation, respect and positive relationships with children and young people.

Within CfE all staff are expected to be proactive in promoting positive relationships and behaviour in the
classroom, playground and the wider school community. There are specific experiences and outcomes in
Health and Wellbeing which are the responsibility of all practitioners:

e establishing open, positive, supporting relationships across the community, where children and
young people will feel that they're listened to, and where they feel secure in their ability to discuss
sensitive aspects of their lives;

e promoting a climate in which children and young people feel safe and secure;

¢ modelling behaviour which promotes health and wellbeing and encouraging it in others;

e usinglearning and teaching methodologies which promote effective learning;

e being sensitive and responsive to the wellbeing of each child and young person.

All staff share a responsibility for identifying the care and wellbeing needs of children and young people,
and the GIRFEC approach provides a structured framework to help staff work together to assess these
needs.

The five questions practitioners need to ask are:

e whatis getting in the way of this child or young person's wellbeing?

e dol have all the information | need to help this child or young person?
e what can | do now to help this child or young person?

e what can my agency do to help this child or young person?

e what additional help, if any, may be needed from others?

Developing good relationships and positive behaviour in the classroom, playground and wider community is
essential for creating the right environment for effective learning and teaching. Where children and young
people feel included, respected, safe and secure and when their achievements and contributions are valued
and celebrated, they are more likely to develop self-confidence, resilience and positive views about
themselves.

1 Scottish Government: ‘Better Relationships, Better Learning, Better Behaviour’ (2013)
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2.0 Local & School Context

In developing the school’s new Positive Relationships & Restorative Practice system (and Teacher Support
Pack) the Positive Relationships Collegiate Group have tried to streamline the behaviour management
process/tackle bureaucracy and ensure a more consistent approach throughout the school. The group have
also taken account of the views of pupils and staff.

The starting point for learning is a positive ethos where relationships are built upon a culture of mutual
respect and trust, centred upon shared values — ‘Ambitious’, ‘Responsible’, ‘Respectful’ and ‘Creative’.
Relationships and behaviour at Speyside High School are on the whole ‘good’, but we would be doing our
young people a disservice if we didn’t set our sights higher. The wellbeing of learners is a responsibility of
all and as such, we all need to ensure that learners feel physically and emotionally safe. The whole school
community including the pupils themselves should have high aspirations in terms of both their learning and
behaviour.

Version 9 (26/06/25) 4



2.0 Local & School Context (cont)

Teaching takes place in the context of relationships, most importantly those between staff and pupils, but
also staff to staff and pupil to pupil. Behaviour is used within the context of these relationships to
communicate all manner of things such as: happiness, pain, boredom, discomfort, trepidation, joy and fear.

Our ability to understand this communication is part of the relationships we build with the individual and is

paramount to our success as teachers - removing barriers to learning and excellent learning & teaching are
pre-cursors to any positive relationship system.

2.1 Positive Feedback & Celebrating Success

Praise and positive feedback are vital in building positive relationships. We should all be identifying pupils
who are working well and celebrating their hard work.

As well as using the ‘merit’ system via SEEMIS, colleagues can make use of praise postcards where pupils
have shown particular hard work, motivation or support for values - these should also be recorded as a
‘merit’ on SEEMIS. Departments may also wish to provide pupils with the opportunity to become a
learner/learners of the term/month/week by set challenges for young people relevant to their subject area.
These challenges could be related to Metaskills or 4 CfE capacities etc. These should also be recorded as a
‘merit’ on SEEMIS.

Parents will be informed via the SEEMIS email service when their child receives ‘merits’ within a calendar
month based on the vision and values. Pupils who receive 15 merits in a term will also receive a Praise Card
from the relevant PTG. Those who receive 20+ merits in a term will be issued with a canteen item of their
choice to celebrate their success. A list of pupils who have received a ‘merit’ email message that month will
be included in the Weekly Staff Bulletin. Accumulative merit totals will also be recorded and pupils with 20+
merits in a term will receive a Bronze, Silver or Gold certificate emailed home at the end of term.

2.2 Rights Respecting School ECTY,

All establishments are expected to have robust policies and procedures in place to ensure a consistent
approach to improving relationships and behaviour across the whole community and which consider
children's rights in accordance with the United Nations Convention on the Rights of the Child (UNCRC).2

As a Rights Respecting School, we should be using this type of language to discuss behaviour that affects
learning and teaching. Any behaviour at Speyside High School which impacts negatively upon others right
to their education should be challenged. As such discussions around the UNCRC and the school values
should be had. Further guidance regarding restorative conversations/practice is provided in this document.

Article 2 Non-discrimination

Article 3 Best interests of the child

Article 12 Respect for the views of the child

Article 13 Freedom of expression

Article 19 Protection from violence, abuse and neglect
Article 28 Right to education

Article 29 Goals of education

Article 37 Inhumane treatment and detention

Article 39 Recovery from trauma and reintegration
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2.3 Meeting Learning Needs Through Staged Intervention?

We all have a responsibility to work with our pupils to develop and improve their learning. This is illustrated
in the Staged Intervention Model:

S

taged
Intervention

Education
Identifying

Responding to
Additional
Support Needs

—
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Stage O -
Classroom

Class based planning,
assessment,
differentiation and
resources. Classroom
management/
environmental factors
varies.

Who
Class or subject
teachers, learners,
parents/carers, ASfL
teacher on advisory
basis. Named Person

-

aware.

Stage 1 - School
Intervention builds on
assessment by class or

subject teacher. Further
changes to manage

needs. Other staff within

school become involved.

Who
Class/subject teachers,
ASfL, Named
Person/Senior School
staff,
parents/carers/learners.
Initial contact with other
agencies may take place.

/
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.
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Universal
With Support

Stage 2 -
School and Others

Further assessment
and intervention
required. Advice

and
recommendations
sought from
specialist education
services out with
school, Childs Plan,

Individual Education

Plans, other plans or

protocols.

Who
Named Person,
ASfL, Guidance,

Senior School staff,
parents/carers,
learners. Advice or
input from other
Agenciese.g.
S&LT, SES etc.

J

3 Moray Education Staged Intervention Framework 2017
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Flexibility of support within and through stages
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2.3. Meeting Learning Needs through Staged Intervention (cont.)

In the Universal level, effective teaching and learning strategies include:
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UNIVERSAL
Stage 0 -Classroom

Identification of Support

Who

Planning and assessment mechanisms, which apply to all pupils, are deployed by the class
or subject teacher and help to identify pupils who require adapted teaching.

Strategies are based on good assessment and the resources and skills that are available in
the classroom.

Environmental factors are considered and varied.

Initial discussion with SfL staff may take place.

Checklist

e Nurturing environment and positive relationships

e Appropriate adaptive approaches in planning, teaching and assessment
e Arange of pedagogical approaches to suit a range of needs

e  Multisensory approaches to learning and teaching

Class or subject
teachers, pupils,
parents/carers,
SfL teacher on

e Cooperative learning and active learning advisory basis.
e Continual summative assessments of learner skills to ensure teaching learning is PTG aware.
appropriate
e School tracking and monitoring processes support early intervention — use by class
teachers to ensure learning is appropriate
e Dyslexia friendly environment
e English as an Additional Language (EAL) advise and consultation
e Autism friendly environment
e Whole school approach to positive relationships (including restorative practice and
Right’s Respecting Schools)
o Effective pupil profiles of learning strengths and strategies to support
e SfL advice and consultation
e Use of Moray Support Manual
e Use of ‘Circle’ resources
Version 9 (26/06/25) 7



2.3. Meeting Learning Needs through Staged Intervention (cont.)

UNIVERSAL
Stage 1: School

Identification of Support

Who

Intervention builds on assessment by class and subject teachers who make a referral to
SfL and/or school senior staff to identify pupils who require some additional support.

Strategies for support are based on collaborative assessment and use of GIRFEC
principles.

Resources/skills are available in the classroom and school. The strategies are, primarily,
targeted within the classroom setting and may require deployment of some additional
adult support (e.g. teacher, PSA).

Some support or work out with the classroom may take place.

At this stage pupils who require Stage 1 intervention will have a Learner Profiling Strategy
(LPS).

Checklist

In addition to supports available at stage 0

e Implementation of a Learner Profiling Strategy

e Use of visual supports and adaptations to materials

e Flexible approaches and timetabling arrangements/individual registration
arrangements

Class or subject
teachers, pupils,
SfL teachers,
PTsG/school
senior staff, PSA,
parents/carers.
Initial discussion
with an agency or
education staff
based out with
the school may

e Pupils may access targeted group planning take place.
e Intervention by SfL teacher
e Shared support (general access to PSA) within some classes
e Targeted support from Pupil Support Assistant (PSA)
e Alternative strategies to de-escalate emotion or behaviour
e Partnership working and collaborative interventions within school context
e Advice from Central Services — SES, OT, EAL, SEBN
e Informal consultation with Educational Psychology Service
e Supervised extra time/separate accommodation for assessment
e Alternative assessment arrangements
Version 9 (26/06/25) 8
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3.0 Mobile Phones
Promoting Positive Relationships (DRAFT) Policy — Mobile Phones

Introduction

In line with all other schools in Moray, Speyside High School will be implementing a policy whereby mobile phones or
devices should be switched off and out of sight inside the school building over the course of the day. The only
exception would be supporting a medical need or other exceptions agreed by SLT. This includes breaks and lunch.

Also when mobile phones are switched off, message/calls should not be received through smart watches. Where
children and young people wear smart watches which work independently of a mobile phone, parents/carers should
restrict use during the school day.

Young people should not have their phones out at all during the school day.
Should parents/carers need to contact their young person, a call should be made to the school office on 01340 871522.

Procedure
Mobile phones should be switched off and kept in bags at all times. If a phone is taken out during class by anyone who
does not have an exemption it should be removed and office called for Duty SLT to collect.

There will be no warnings in this system.

If young people do not have a bag with them they will be asked to leave their phone in the office for the day — unless
they are going off campus for lunch where they can collect their phone but it must then be returned to the office after
lunch.

If young people are on phones in corridors then colleagues will call the office and Duty SLT will discuss this with the
young person and appropriate support will be given

The current system in place in PE will continue.

Action

One incident — phone to office for the day and text message home

Two incidents — phone to office then phone call home (PTG). Phone to be returned at the end of the day and young
person to be issued a break time detention.

Three incidents — phone to office for the day and text message home. Phone to be returned at the end of the day to the
young person. Young person to be issued a break time detention. Year Head to invite parent/carer in for a meeting to
support.

Throughout the ‘Action’ phase of the Policy, where appropriate a solution-oriented approach will be taken with young
people.

A short-term policy working group with staff, parents/carers and young people to consult on this draft and its
development will occur throughout session 2025/26.

Version 9 (26/06/25) 9



4.0 Lates
Pupils who arrive late for class are not only impacting on their own education but also the education of others.
Continued lates may also be an indication of other wellbeing concerns.

All lates should be recorded and monitored as follows:

4.1 Dealing with Lates at Departmental Level

Teacher PT Subject

X

Teacher records late on SEEMIS If the problem persists (despite the action
opposite) or the pupil does not make up

the time as arranged then the PT should
l} speak with the pupil and make

arrangements for the pupil to make up
Teacher has a conversation with the missed time e.g. before the start of
the pupil about being late to class. the school day, during break or lunch.

J |\
| |

{ If the problem persists, the teacher should Pupils who are continually late will

,/

make arrangements for the pupil to make also be picked up at a whole
up the missed time e.g. before the start of school level — please refer to
the school day, during break or lunch. section 3.2 below.

Teacher should also inform their PT.

\

Vv

4.2 Dealing with Lates at Whole School Level

Office/PTsG:

e Weekly printout with late totals from SEEMIS to PTG —this will allow monitoring and early intervention. Discussed
at Year Head and House Meetings. Recorded on monitoring sheet T:\Key School Documents\Wellbeing
Data\Attendance Procedures Log.xlsx.

4.2.1 Whole School Lates Flowchart

1 late email sent home by PTG

20

10 recorded lates per term on SEEMIS — Stage
2 late email sent home by PTG

2O

5 recorded lates per term on SEEMIS — Stage ]

Parental/Guardian meeting can be
requested by PTG/Parent/Guardian at any
time in the process.

15 recorded lates per term on SEEMiS —
Stage 3 late email sent home by PTG and
SLT Detention arranged

a0

20 recorded lates per term on SEEMIS — @
»

Inclusion Project Coordinator (IPC)
support can be requested at any point

during the process by PTG.

Stage 4 late email sent home by PTG and
parent/carer meeting arranged (SLT &PTG)

Office/PTsG/SLT:
e Totals should be zeroed at the start of each term.
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5.0 Merits *
Teacher

e Merit(s) recorded by the teacher on SEEMIS — rotating monthly focus on criteria relating to the school values —
‘Ambitious’, ‘Responsible’, ‘Respectful’ and ‘Creative’ in line with the school vision ‘Happy, Healthy & High
Achieving'.

Month Vision/Value Criteria — One Merit can be issued for one or
more criteria per lesson
June, December Happy - Respectful e Talking respectfully to staff and peers

e  Participating in respectful behaviour in class
e Showing kindness and being considerate
toward others

August, January, May Healthy - Responsible e Showing perseverance in class

e Displaying a positive mindset

e Taking on feedback and using it to improve
e Goal setting and working towards it
positively

September, February High Achieving - Responsible e Taking responsibility for being prepared for
their lesson — bringing equipment, being ready to
learn at the start of lessons

e Following classroom safety rules responsibly
e Taking responsibility for class participation
and work — being on task, asking for help when
needed, supporting others when needed

e Taking responsibility for leaving workspaces
tidy and clean for others

e Taking responsibility for conduct at social
times

October, March High Achieving - Ambitious e Taking on board feedback and using it to
improve

e QOvercoming barriers or obstacles

e Asking for help and implementing advice

e Being prepared to take on a challenge

e Produced an excellent piece of work
November, April High Achieving - Creative e  Successful problem solving

e Use of imagination to generate ideas

e Thought and care put into work/relationships.

Office/PTsG

e  Weekly merit printout to be issued to PTsG

11

4 Milne’s High School Praise Procedure
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5.0 Merits #

Merit(s) received in a calendar month — email
home

U

15+ merits in a term — Praise Postcard sent
home by PTG

L

20+ recorded merits on SEEMiS in a term -
Canteen reward voucher issued

e Alist of pupils who have received a ‘merit’ email that month will be included in the Weekly Staff
Bulletin.
e  Merit totals zeroed at the end of each term.

e Accumulative merit total to be recorded - pupils with 20 or more merits during the term will receive a
certificate emailed home at the end of each term (as per pupil consultation).
e Certificates will be issued as follows:

o Gold certificate —top 1/3
o Silver certificate - middle 1/3
o Bronze certificate - bottom 1/3

12
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6.0 Demerits

6.1 Warnings & Homework/Deadlines/PE Kit

Teacher/PT/ PTsG

e Demerit(s) recorded by the teacher on SEEMIS.

Stage in Relationship
Management System

Demerit

Warning 1/Warning
2/Warning 3 (Time
Out)

Please note this is not an exhaustive list. Warnings should be issued for any low
level behaviours which impact on learning and teaching:

Pupil displaying negative approach to learning

Concerns regarding quality of work relative to ability (teacher to consider
potential factors that could be impacting on the young person at the time)
Pupil failing to engage with learning and producing minimal work.

Poor quality of homework relative to ability

Homework/Deadlines

Failure to submit homework/coursework to a given deadline.
o After 2 occasion’s referral sent by teacher through SEEMIS to PT
o The PT should discuss this with the pupil and forward the referral to
the relevant PTG

o PTG to contact home and feedback through SEEMIS

Please refer to ‘Departmental Homework/Deadline Flowchart’ (page 14) &
‘Whole School Homework/Deadline Flowchart’ (page 15).

PE Kit

Failure to bring the required clothing for PE.
o After 3 occasion’s referral sent by teacher through SEEMiS to PT
o The PT should discuss this with the pupil and forward the referral to
the relevant PTG
o PTG to contact home and feedback through SEEMiS

Version 9 (26/06/25)
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6.1.1 Departmental Homework/Deadline Flowchart

Teacher/PT

Homework Issued

V

Yes < Completed?

!

Feedback given. No further
action.

N.B. On giving homework, difficulties may be a
sign of other concerns. Please discuss with

PTG as appropriate.

Feedback given. No
further action.

Version 9 (26/06/25)

TN No
Noted by teacher. Given date to hand in (could be
up to next time class is seen)
Yes < Homework completed?

e No

ANV

Homework Demerit recorded on SEEMiS.

N.B a pupil should receive one homework ‘demerit’ per

homework task.

There is no requirement for teachers to be ‘chasing up’
outstanding homework tasks that are weeks/months late -

use your professional judgement.

N.B. When a total of 2 demerits have been issued due to non-submission of homework during a
term, a SEEMIS referral should be sent to the PT. The PT should have a discussion with the pupil
and forward the referral to the relevant PTG who will inform home.

14



6.1.2 Whole School Homework/Deadline Flowchart

Office/PTsG/SLT:

overview of patterns or trends to allow intervention

Accumulative total reset to zero at the start of each term.

A weekly printout will be issued to PTsG by the school office with homework demerit totals (across all curricular areas). This will allow the PTG to have an
[ )

3 Homework Demerits logged on SEEMIS -
Email sent home informing the parent/guardian by PTG.
] i ] Parental/Guardian meeting can
5 Homework Demerits logged on SEEMIS - Email sent be held . £ th
home informing the parent/guardian by PTG. e held at any point of the
process at the request of
{} PTG/Parent/Guardian.

10 Homework Demerits logged on SEEMIS - letter sent home
from Year Head (PTG to inform Year Head).

V

15 Homework Demerits logged on SEEMIS - parental meeting
with PTG to discuss support strategies to modify behaviour.

Version 9 (26/06/25)
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6.2 Warnings & Time-Out

Office/Teacher/PTsG
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o Demerit(s) recorded by the teacher on SEEMIS.

Stage in Relationship Demerit

Management System

Warning 1 (W1) .

Any low level disruption which interferes with learning and teaching

Pupil must be clearly informed that they have received a warning and should be
visually recorded in the classroom

Please refer to ‘1°t Formal Warning’ (page 24) & ‘Troubleshooting’ (page 28) for
further guidance

Warning 2 (W2) .

Continuation of low level disruption which interferes with learning and teaching
Pupil must be clearly informed that they have received a warning and should be
visually recorded in the classroom

Please refer to ‘2" Formal Warning’ (page 25) & ‘Troubleshooting’ (page 28) for
further guidance

Time-Out °

Following 2 warnings and the continuation of low level disruption which interferes
with learning and teaching the pupil should be informed of the need for ‘Time-Out’.
o Pupilinstructed to leave the classroom quietly and report to the office

o Pupil should take classwork with them or be issued with a reflection exercise
o Teacher should phone office to say they are transferring pupil to ‘TIME-OUT’

Teacher completes a SEEMIS referral to PT (for information). PT should then forward
the referral to the relevant PTG (for information). Please refer to the ‘Using the
Positive Relationships Management System in Class’ sheet for further details on
how to complete a ‘Time-Out’ Referral

Please refer to ‘3™ Formal Warning & Time-Out’ (page 26) & ‘Troubleshooting’ (page
28) for further guidance

Please refer to ‘Departmental Time-Out Transfer Flowchart ' (page 17) & ‘Whole
School Time-Out and Behaviour Transfer Flowchart’ (page 21)

Please refer to ‘Referral Procedures/Flowchart’ (page 23) for further guidance

PT

If a pupil gets 2 ‘Time-Outs’ in the same department in relatively quick succession
(use your professional judgement) then the PT should arrange for an appropriate
restorative activity to take place — see page 18 for further guidance

The PT should also encourage the teacher to reflect on their learning and teaching
strategies and classroom management e.g. is the pace and challenge appropriate;
would the pupil benefit from additional support/adaptive teaching; is the seating
plan appropriate? Please refer to the ‘Stage 0: Classroom - Checklist’ (page 7) for
further guidance

Out of Class Toilet °

Teacher records on SEEMIS when a pupil leaves the class to access the toilet

This will not count as part of the demerit totals

Data will be used by PTsG to offer supports where appropriate to individuals where
a pattern or trend occurs

Version 9 (26/06/25)
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6.2.1 Departmental Time-Out Flowchart

Office/Teacher

e Time-Out system should be used for minor disruptions only
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If a pupil’s transfer lands 5 mins before the end of the lesson, the relevant SEEMIS entry should be

made but the pupil should remain in class. If this is in the middle of a double period, then the pupil

will be on ‘Time-Out’ for the rest of the double
e  Please refer to pages 24 -28 for further guidance

TIME-OUT
Transferral for 3 MINOR disruptions (warnings) - i.e. calling out,
talking, refusing to work etc.

PROCEDURE FOR TIME-OUT - WARNINGS

Pre-strike warnings can be made.
Reasons for warnings make clear to pupil orally.
Strike can be made visible to pupils (on board).
Warnings 1 & 2 lead to SEEMiS DEMERIT(S).

3 warnings lead to a ‘TIME-OUT’ and REFERRAL.

TRANSFERRING A PUPIL TO TIME-OUT

Teacher should give pupil work to complete (or a reflection exercise if
this is not possible) and be sent to school office.
Pupil should not take their bag/jacket.
‘Time-out’ lasts for a maximum of 1 period.
Teacher should phone office to say they are transferring pupil to
‘TIME-OUT'".
Teacher to complete SEEMiS Referral for “TIME-OUT’ before the end of
day, giving a brief description of the 3 warnings given. Refer to PT (for
info). PT then forwards to PTG (for info).

RECEIVING A PUPIL FOR TIME-OUT
Office to phone teacher to inform they will be sent pupil for "TIME-
OouT".
When pupil arrives they should be isolated to complete task sent by
transferring teacher.
Pupil should be send back to original class 5 minutes before end of
lesson.
Office to be phoned if pupil does not arrive.

A 4

RETURN TO CLASS
Pupil returns to class. The teacher should have a brief restorative
conversation with the pupil either then or at the start of the next
lesson. No other action required.

o If a pupil gets 2 ‘Time-Outs’ in your department in relatively quick succession (use your professional
judgement) then the PT should arrange for an appropriate restorative activity to take place — please

see page 18 for further guidance

Version 9 (26/06/25)

17



6.3 Departmental Restorative Activity

Teacher/PT
Stage in Relationship Demerit
Management System
Departmental Teacher

Restorative Activity

e Anisolated pupil behaviour that does not warrant a ‘Behaviour Transfer’ but which
requires more than a ‘warning’ e.g. graffiti on a desk, misusing equipment, cheating
on a test, possible bullying or discriminatory behaviour etc.

o Pupil should engage in an activity that makes amends for what they have
done, e.g. graffiti on desk — clean the desk; misuse of equipment — sort/clean
equipment; cheat on test —redo test; possible bullying behaviour — reflection
exercise

e This activity should be supported by a restorative conversation with the teacher

e This activity to be arranged between the teacher and pupil at a mutually agreeable
time e.g. break, lunch or after school. The time set aside for this activity is flexible
and will depend on the nature of the initial behaviour and relevant restorative
activity

e Teacher completes a SEEMIS referral to PT (for information). PT should then forward
the referral to the relevant PTG (for information). Please refer to the ‘Using the
Positive Relationships Management System in Class’ sheet for further details on
how to complete a ‘Restorative Activity’ Referral

e Please refer to ‘Referral Procedures/Flowchart’ (page 23) for further guidance

e Please note — an Equalities Monitoring Incident form should also be completed by
the teacher for any incidents relating to gender, age, disability, religion/belief, sexual
orientation or race etc. This form can be found on the T drive: T:\Key School
Documents\Policies\Success and achievements\3.1 Health & Wellbeing\Moray
Equalities\Moray Council Equality and Diversity.docx. Please email the completed
form to Mrs Maclnnes as soon as possible

e If the pupil does not turn up for the restorative activity, the teacher should give the
pupil 1 more opportunity to do so before referring to their PT

PT

e If a pupil is referred by the teacher for failing to turn up on two previous occasions
for a restorative activity, the PT should speak to the pupil and make arrangements
for the restorative activity to take place with them —the length of time allocated to
this activity should be increased accordingly to take account of the fact that they
have failed to turn up on two previous occasions

o If the pupil fails to turn up, please make a referral to the relevant Year Head
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6.4 Behaviour Transfers

Office/Teacher/PT/PTsG/SLT

Stage in Relationship Demerit

Management System

Behaviour Transfer

Office/Teacher
Pupils displaying aggressive/abusive/dangerous behaviours do not require previous
warnings and should be immediately be asked to leave the classroom.

o Pupilinstructed to leave the classroom quietly and report to the office.

o Pupil should take classwork with them/be issued with Reflection Exercise.

o Office to contact Duty SLT.

Teacher completes a SEEMIS referral to PT (for action). PT should then forward the
referral to the relevant PTG (for information) - depending on the level of incident, the
referral may be sent to SLT. Please refer to the ‘Using the Positive Relationships
Management System in Class’ sheet for further details on how to complete a
‘Behaviour Transfer’ Referral.

Please refer to ‘Referral Procedures/Flowchart’ (page 23) for further guidance.

Teacher completes a ‘Violence & Aggression Incident’ form
(https://online.moray.gov.uk/site/wss/forms/sch violence aggression ), if
appropriate.

Teacher/PT/PTsG/SLT
Before the pupil returns to the department, a restorative conversation is required

between the teacher and pupil — this should be supported by the PT. Depending on
the level of incident, PTG and/or SLT may also be involved.

Depending on the level/nature of the incident, further action may also be required.
This may include: a Departmental Restorative Activity (see page 18 for further
guidance), PTG/SLT parental phone call or meeting, SLT Detention, Reflect & Resolve,
Exclusion.

Please refer to ‘Restorative Conversation/Pupil Returns to Class’ (page 27) & ‘Trouble
Shooting’ (page 28) for further guidance

Please refer to ‘Behaviour Transfer Flowchart ' (page 20) & ‘Whole School Time-Out
and Behaviour Transfer Flowchart’ (page 21).

Version 9 (26/06/25)
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6.4.1 Behaviour Transfer Flowchart
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Office/Teacher/PT/PTsG/SLT
Behaviour Transfers should be used for serious issues only.

BEHAVIOUR TRANSFER

Removal for a more SERIOUS issue i.e. aggressive, abusive
or dangerous behaviour - 3 incidents not required

PROCEDURE FOR BEHAVIOUR TRANSFER

Reason for transfer to be clearly stated to pupil highlighting
seriousness of their actions.

REMOVING A PUPIL FOR BEHAVIOUR
TRANSFER

Teacher should give pupil work to complete (or a reflection
exercise if this is not possible) and be sent to school office.

Pupil should take their bag/jacket - removal will be duration

of the lesson (2 periods if required).

Teacher should phone office to say that they are transferring
a pupil on a ‘Behaviour Transfer'.
Teacher to complete SEEMIS Referral to PT — please provide
full details of the incident. PT then forwards to PTG (for info).
Depending on the level of incident, it may be appropriate
for the referral to be sent to SLT.

RECEIVING A PUPIL FOR BEHAVIOUR

TRANSFER

Pupil will be seen by Duty SLT, who may visit the class
teacher to get brief description of reason.

Pupil will not be sent back to class at end of lesson.

I
RETURN TO CLASS

A restorative conversation is required between the teacher

and pupil - this should be supported by the PT. Depending
on the level of incident, PTG and/or SLT may also be

involved.
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6.5 Whole School Time-Out & Behaviour Transfers Flowchart

Office

e Time-Out/Behaviour Transfer recorded by the school office onto SEEMIS.

e Text message sent by office alerting parent(s) that there son/daughter has been transferred.

o  Weekly printout of Time-Out/Behaviour Transfers totals from SEEMIS to PTsG — this will allow
monitoring and early intervention.

e Total accumulated over the academic year.

PTsG & SLT

5 Time-Outs/Behaviour Transfers logged on SEEMIS -Parental
Meeting with PTG and Year Head to discuss support strategies to
modify behaviour.

2

10 Time-Outs/Behaviour Transfers logged on SEEMIS - PTG to alert
Year Head. Reflect & Resolve to be arranged by Year Head.

2

15 Time-Outs/Behaviour Transfers logged on SEEMIS - Parental
Meeting with Head Teacher, Year Head and PTG to discuss
behaviour with the aim of avoiding exclusion in the future.

_\
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6.6 SLT Involvement

SLT
Stage in Relationship Demerit
Management System
SLT/SLT Detention Duty SLT

e Behaviour Transfers (for challenging/aggressive/abusive/dangerous behaviour) will be
dealt with by Duty SLT
e Inappropriate behaviour during breaks and lunchtimes will be dealt with by Duty SLT

e SLTinvolvement may result in the issuing of break, lunch or afterschool SLT detention,

parental phone call and/or meeting, Reflect & Resolve or Exclusion
e SLTinvolvement should be marked as a ‘SLT/SLT Detention’ Demerit by SLT on SEEMiS

e Please refer to ‘Behaviour Transfer Flowchart ' (page 20) & “Whole School Time-Out

and Behaviour Transfer Flowchart’ (page 21)

Year Head

e The appropriate Year Head will work with PTsG to modify the behaviour of pupils who:

@)

o
O
o

are late 15 times or more during a term (SLT Detention) (see page 10)

are late 20 times or more during a term (parental meeting) (see page 10)

have 15 Homework/Deadline demerits during a term (SLT Letter) (see page 15)
fail to turn up for a Departmental Restorative Activity on 3 occasions i.e. twice
with teacher + once with the PT (see page 18)

have 5 or more Time-Outs/Behaviour Transfers over an academic year
(parental meeting) (see page 21)

have 10 or more Time-Outs/Behaviour Transfers over an academic year
(Reflect & Resolve). N.Bthe parent(s)/guardian(s) of pupils with 15 or more
Time-Outs/Behaviour Transfers will be asked to attend a meeting with the
Head Teacher (see page 21)

Version 9 (26/06/25)
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7.0 Referral Procedures/Flowchart
A referral should be created for wellbeing concerns or following any Restorative Activity, Time-Out or Behaviour Transfer. A referral should also be created after 2
Homework or 3 PE Kit demerits.
Teacher
The referral should include details
of the action taken by the teacher.
PT (for action)
PT (for info)
PT adds details of the action that they have taken.
\ \l/ v

PTG (for info) PTG (for info) PTG (for action)

PTG signs off & PTG signs off & PTG adds details of the action that they

closes referral. closes referral. have taken. \

PT (for info) Year Head (for info) Year Head (for action)
PT signs off & closes Yea'r Head adds details of the
action that they have taken.
. referral
If Applicable If Applicable \l’
PTG (for info) PTG (for info)
v \ 4 \|/ ‘l’

Year Head (for info)

Year Head signs off
& closes referral.

Year Head (for info)

Year Head signs off &
closes referral.

PT (for info)

PT signs off & closes
referral

PT (for info)

PT signs off & closes
referral.
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Restorative Practice Exemplars,
Emotional Coaching &
Troubleshooting



8 Restorative Practice Guidance

8.1 15t Formal Warning®
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Stage in Relationship
Management System

1* formal warning issued

Teacher mind-set

e The warning is being issued to ensure teaching and learning can take place
effectively

e Most students in the class want to learn, but can be intimidated by some
students who repeatedly misbehave

e They are looking to us to act to protect their right to learn in peace

e Therefore the warning is not about punishing the misbehaving pupil, rather
making it clear that they need to re-engage with the class

e Stay calm- the most important thing at the moment is that the class is returned
to normal as quickly as possible

Steps to take

e |Issue 1 formal warning clearly
e Ensure the student receiving the warning is clearly aware of the reason for the
formal warning

Suggested language

e Address pupil clearly by name
e Thereason for the warning should be clearly identified
e lLanguage used should link to the rights of those in the class, e.g.
o “You continue to talk over instructions which is affecting my ability to help
other.”
o “You have been asked to stop that because you are affecting the right of
others to learn.”
o “The language you have used is inappropriate, and others have the right not
to be exposed to it.”
o “You have spoken to me in a way that is disrespectful to me, and | am
speaking to you in a respectful way- you should do the same for me.”
e Consider use of Emotion Coaching language
o Label-“lcan see that...”, “You look/sound......”, “l wonder if.....”
o Validate — “It’s hard when....”, “It's understandable.....”, “It's normal to feel”
o Set Limits (if needed) — “And you can still.....”
o Problem Solving Together — “At the right time....”
e Encourage pupil to see how their behaviour is affecting others

®> Forres Academy ‘Promoting Positive Behaviour Management Teacher Support Pack —May 2016’
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8.2 2" Formal Warning®

<PECT),
o i,
A 'C‘

%,
S

\GHTS

Q
P
O0n2

Unice’

Stage in Relationship 2nd formal warning issued
Management System
Teacher mind-set e Stay firm, even if they question you- you are attempting to help the class work
in peace and therefore you are in the right
e Stay calm - try to avoid raising your voice or losing your patience as this could
lead to escalation
e We are still looking to re-engage the pupil if we can, by giving them the
opportunity to back down
e Therefore we are looking to help them ‘save face’ if possible - so we are trying
to give them a way out that avoids the appearance of shame or humiliation so
they can back down
e Be prepared to allow them to give their side of the argument and listen to them
and placate them - though it won’t change your decision to warn them
e RRS-remember the rights of the individual do not trump all, if they are affecting
the rights of others
Steps to take e Issue 2nd formal warning clearly
e Ensure the student receiving the warning is clearly aware of the reason for the
formal warning
e Offer the pupil ways of avoiding the 3™ warning - e.g. moving seat, standing in
the corridor for a few minutes to calm down, clearing up understanding of topic,
more one-to-one support with the task etc.
e Make it clear to the pupil that this is also the last chance they have to avoid
‘Time-Out’
Suggested language e Ifissued immediately after first warning.
o “We can talk about this at another time but at the moment you need to
respect the rights of others in the class to work.”
o “This could escalate further in to a ‘Time-Out’ and | want to give you the
chance to avoid that.”
e Consider use of Emotion Coaching language
o Label - “l can see that...”, “You look/sound......”, “l wonder if.....”
o Validate — “It’s hard when....”, “It’s understandable.....”, “It's normal to
feel”
o Set Limits (if needed) — “And you can still.....”
o Problem Solving Together — “At the right time....”

Forres Academy ‘Promoting Positive Behaviour Management Teacher Support Pack — May 2016’
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8.3 3" Formal Warning & Time Out’

Stage in Relationship
Management System

3" formal warning issued and pupil sent for ‘Time-Out’

Teacher
mind-set

You have reached this stage because, despite your best efforts, the pupil has
refused to re-engage with the lesson

Your main concern is still the other students in the class and their learning
environment and so you are justified in removing the pupil so the rest of the class
can learn

Therefore the transfer out needs to be as quick and as calm as possible so that
there little chance of a ‘scene’ that might further disrupt learning

Don’t take it personally - there may issues from home or the playground that have
led to this pupil acting out and it may be that this pupil was going to transfer out,
no matter what

Our next step is that there is a bridge back for the pupil in the next lesson

Steps to take

Issue 3rd formal warning clearly

Remain calm and assertive

Make it clear to the pupil that they are being sent away to allow the class to
work

Give the pupil work to complete and ask them to report to the office

Phone the office to inform them that you are transferring a pupil for ‘Time-Out’
Complete a SEEMIS referral for ‘Time-Out’, before the end of the day, to PT (for
information), giving a brief description of the 3 warning given. Please refer to
the ‘Using the Positive Relationships Management System in Class’ sheet for
further details on how to complete a ‘Time-Out’ Referral.

Please refer to ‘Referral Procedures/Flowchart’ (page 23) for further guidance.

Suggested language

Avoid negative or blame based language
o For example “The class is being disrupted and you are not engaged with the
lesson. You need to go, and we’ll try this again the next time | see you’'.

Consider use of Emotion Coaching language

o Label = “l can see that...”, “You look/sound......”, “l wonder if.....
o Validate — “It’s hard when....”, “It's understandable.....”, “It's normal to feel”
o Set Limits (if needed) — “And you can still.....”

o Problem Solving Together — “At the right time....”

" Forres Academy ‘Promoting Positive Behaviour Management Teacher Support Pack — May 2016’
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8.4 Restorative Conversation/Pupil Returns to Class®

Stage in Positive Restorative Conversation- ideally to take place prior to the pupil coming back
Management System into your class.

Please note that their return to class is not conditional on their taking part in this
meeting. This is a way to smooth their return to class and help reduce future
discipline issues.

Teacher e Thisis the chance to clear the air, especially if there was argument with the

mind-set pupil during the last lesson

e It will also give you the chance to set some targets and ground rules for when
the pupil re-joins the class

e You are ‘closing the loop’ of behaviour management so that both you and the
student understand where you go from here

Steps to take e Use neutral language to ask for their version of why the transfer occurred

e Listento the student’s explanation of what happened and empathise

e Highlight the impact on yourself and others of the behaviour

e Ask the student what they need to help them avoid a recurrence in future-
actively involve them in devising strategies to help adjust their behaviour and
give them ownership of these

e Make sure you are both clear on the terms of re-entry “can we agree on this?”

Suggested language e Consider use of Emotion Coaching language

o Label —“l can see that...”, “You look/sound......”, “l wonder if.....

o Validate — “It's hard when....”, “It’s understandable.....”, “It’s normal to
feel”

o Set Limits (if needed) — “And you can still.....

o Problem Solving Together — “At the right time....”

e Keep language positive:
o “I'mnot going to shout or lecture, just talk”
o “Canyou tell me what happened that led to your transfer?”
o “Thanks for being honest. | can appreciate how that would make you feel”
etc.

e Use rights-based and respect-based language to encourage empathy from the

pupil, e.g.
o “Canyou see how that would affect the ability of others to work and learn
in class?”

o “Everyone has the right to learn, and that means we have to respect that
and allow them to work in peace”

o “You need to accept that other people have views and that, while you may
not agree with it, you need respect their right to have an opinion too”

o “What can | do to help you avoid a further warnings or transfer? What do
you need me to do?”

e Endon a positive note, e.g.
o “You’re avalued member of the class and you’re progressing well. Come
back in and it’s a clean slate.”

8 Forres Academy ‘Promoting Positive Behaviour Management Teacher Support Pack — May 2016’
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8.5 Troubleshooting/Possible Scenarios

1% Formal Warning

If the pupil attempts to assert a right to justify their behaviour, remind them that while their rights
are important they cannot be used in a way that adversely affects others, e.g.

“You have the right to free speech, but not if it is hurtful to others or prevents them learning.”

Point out to them that as the adult in the room, you have the right to make decisions in the best
interests of everyone- the UNCRC clearly states this

If the pupil immediately begins to question the warning, or answer back then point out to them that
this is not a respectful way to speak to others- you are making it clear why they are getting the
warning and they should accept that

If they pupil’s reaction is hostile, or they continue to question the warning, move on to 2" formal warning
as would normally be the case

2" Formal Warning

If the pupil continues to argue back, then transfer out as you normally would - contact duty SLT if
they refuse to leave

‘Time-Out’/Behaviour Transfer

If the pupil refuses to go, contact duty SLT, as normal

Restorative Conversation

What we are offering the pupils here is a chance to rebuild relationships themselves, so that when
guidance and parents/carers get involved, the pupil is able to say that they’ve taken steps to resolve
the issue, encouraging and promoting individual responsibility instead of imposing it on them.

If the meeting is not going well and the pupil becomes hostile or unresponsive, end the meeting
immediately. Try and end the meeting with a positive comment.

If you are part time and cannot see the pupil the next day, try and schedule a meeting with them
whenever is convenient for you. When the conversation takes place is less important than having
the conversation itself, as it shows you are trying to reach out to that pupil.

If the pupil continues to accumulate warnings and transfers out of class, then the behaviour
management system will pick this up. It is worth continuing with the restorative conversations for
some time as some issues may take longer than others.

Forres Academy ‘Promoting Positive Behaviour Management Teacher Support Pack — May 2016’
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