
 

 

 
 
 
Relationships, Learning and Behaviour Policy and Procedure 
 

1. Purpose 

This policy and procedure is based on City of Edinburgh Council policy and procedure and the views of 

staff, parents and pupils within our learning community.  

 

In Leith Primary School every child or young person irrespective of background, gender, race and 
disability is part of a resilient and positive learning community. 

 
Our School Values are: 

 
Perseverance 
Responsibility 

Kindness 
 
Every child should feel secure; nurtured, valued and supported within our learning community. Our aim is 

that every child is present, participating, achieving and supported. 

This policy and procedure should help to establish and maintain positive relationships and mutual respect 

resulting in a positive learning community and a supportive and restorative ethos. 

 

2. SCOPE  

All staff in our learning community are covered by this policy and procedure. It encompasses: 

 

• Whole school approaches 

• Clear expectations  

• Building skills 

• Additional Support Needs 

• Dealing with Distressed Behaviour  

• Our Staged Approach to Positive Behaviour  

• Professional Development 
 
 

3. DEFINITIONS  

 

Family: Describes those considered to be related to the child by birth, affinity, choice or close personal 
ties and who can be contributors to the wider care and wellbeing of the child. 
 
Parent/s: Describes any person who has parental responsibilities and any person who has custody of a 
child, including foster carers and a parent who shares custody of a child.  
 
Children’s rights: are protected by the UN Convention of the Rights of the Child and the Children and 
Young People Act 2014. There is a shared understanding that these rights are unalienable entitlements 
which cannot be taken from children. These rights are not dependent on the child accepting certain 
responsibilities or on them feeling or behaving in a certain way. Children’s rights will not be withdrawn as 
a consequence of behaviour. 

 

 

4. POLICY CONTENT 

Every child and young person has the right to a high quality education.  Positive relationships are 
fundamental to enable effective teaching and learning to take place. We have adopted the following key 
principles to create a caring, supportive, learning environment: 

 



 

 

 
• an ethos that values positive, restorative and respectful relationships and promotes shared values  

• an inclusive and safe learning environment which supports children and develops their skills and 

resilience enabling them to become responsible for their own behaviour 

• recognising that all behaviour is communication and that understanding what is being 

communicated and the underlying needs are crucial for assessing and meeting children’s needs 

and finding solutions. 

 

5. IMPLEMENTATION   

Whole School Approach 
Good organisation, lesson planning and preparation will help to create the right learning environment. 
Flexibility, choice and differentiation will help to support individual needs and promote positive 
relationships and behaviour. 
 
However, even in these conditions, some children and young people will present with behaviour that 
challenges or is difficult to interpret. The school uses approaches and strategies which are designed to 
help prevent and de-escalate difficult situations and identify and support individual support needs.  
 

We understand that children learn best in a supportive and nurturing environment. Positive approaches 
to support behaviour focus on developing positive relationships, building skills and when appropriate 
developmentally appropriate logical or natural consequences rather than the implementation of 
punishments.  

 
 
To achieve this positive ethos all adults at Leith Primary School 

are: 

 

1. Calm, considered and consistent  
2. Relentlessly positive and have high behaviour           
expectations for everyone 
3. Nurturing and build relationships with unconditional positive 
regard for all 
4. Committed to supporting regular opportunities to reflect on, 
repair and restore all relationships 
 

 

We want to engage directly with parents to foster a positive environment in our learning community, to 

work together to maintain a consistent message, develop shared values and excellent home/school 

communication.  We want to work together to address and prevent any difficulties should they arise and 

to build on our strengths together. 

Clear Expectations 
Everyone in our learning community knows our rules. We have summarised these in three words, so they 
are easy to remember these are: 
 

1. Ready 
2. Respectful 
3. Safe 

 

These form the basis of all our conversations in relation to behavioural expectations. It is helpful if parents 

can also discuss these rules with their children if there has been an incident in school. The purpose of 

these conversations is to find solutions and develop skills that will prevent problems in the future.  



 

 

Building Skills 

The school uses lessons and activities that contribute to positive relationships and behaviour and support 
children to build the skills they need to develop positive relationships, resilience, be rights respecting and 
act restoratively. This includes:  
 

• Building Resilience Programme 

• Emotion Talks 

• Rights Respecting Schools 

• Growth Mindset 

• Restorative Practice 

• Wellbeing Indicators 
 

Additional Support Needs  
We provide support that meets children’s needs and identifies additional support needs as early as 
possible in order to prevent further difficulties developing later. Most needs can be met within provision 
available in class. For children with needs that may impact on their behaviour and learning an individual 
child’s plan will outline the supports that should be put in place. This is co-ordinated with parents through 
a child planning meeting and may involve partner services like our Educational Psychologist or Additional 
Support for Learning Service link.  The school uses the following targeted supports: 
 

•  SFL interventions 

•  Safe/sensory spaces 

•  Play based/connections 

•  Link workers: e.g. home-school link workers, family support, pupil support officer 

•  Staff being available at critical times e.g. transitions, break times 

•  Nurture Groups 

•  Social Skills Groups 
 
Dealing with Distressed Behaviour   
The school recognises that supporting children and young people with their behaviour requires:  
 

•  acknowledgement that all behaviour is communication.  

•  understanding how a child’s needs might impact on behaviour  

•  identifying any known 'triggers' and early warning signs  

•  considering the environment, body language and speech in this process 

•  intervening early if warning signs are detected to prevent a situation escalating. 

 
When a challenging situation develops our main objective is to reduce the level of anxiety or distress. 
When a child is displaying distressed behaviours, we use a number of de-escalation techniques in line 
with our behaviour blueprint and behaviour strategy crib sheet. Discussions and restorative conversations 
take place. We listen to children’s responses and act appropriately.  
 
Once the reason and purpose for the child’s behaviour is known we explore how we can develop 
appropriate support or adaptations to address the issue by promoting well-being, offering coping 
strategies and agreeing constructive solutions. 
  
Our Staged Approach to Positive Behaviour 
 
This can be found in the documents: 
 
Leith Primary School Behaviour Blueprint (Appendix 1) 
Leith Primary School Behaviour Strategy Crib sheet (Appendix 2) 
Leith Primary School Behaviour Strategy Flow Chart (Appendix 3) 
 
Professional Development 
We support all staff to develop their skills to support relationships, learning and behaviour, this includes 
but is not limited to: 

• Use of the CIRCLE Inclusive Classroom resource and Early Years Up, Up and Away resource  

• Understanding and implementing Edinburgh’s Getting it Right for Every Child approach (GIRFEC) 

• Implementing strategies outlined in the CEC procedure Relationships, Learning and Behaviour 



 

 

• Promoting Positive Relationships for Learning and Behaviour professional training 

• Confident Staff, Confident Children professional training 

• Professional literature by leading behaviour management experts such Paul Dix and Dr Bill Rogers 
 

6. ROLES AND RESPONSIBILITIES 

The Senior Leadership Team has overall responsibility for ensuring the effective implementation of this 
policy.  They ensure that the concerns of pupils are elicited, listened to and appropriately addressed and 
that the provisions of ‘Getting it Right for Every Child’ are taken into account when working in partnership 
with children, families, and other professionals on issues of communication and behaviour.   
 
All staff are responsible for ensuring that the policy and procedures are followed. All staff encourage and 
manage positive relationships in school and act as role models within our learning community.  
 
Parents and families are regarded by the school as key partners who are asked to work in partnership 

with the school. Parents are expected to assist in maintaining positive relationships and high standards 

of behaviour and are invited to raise with the school any issues arising from the operation of the policy.  

Pupils are expected to take responsibility for their own behaviour on or off the school site and will be 

made fully aware of the school policy, procedure and expectations. Learners also have a responsibility to 

ensure that incidents of disruption, violence, bullying and any form of harassment are reported.   

 
 

7. EQUALITIES AND RIGHTS   

Leith Primary School is committed in our duty to eliminate discrimination, advance equality of opportunity 

and will make reasonable adjustments wherever appropriate for individuals. All staff implementing these 

procedures have responsibilities to pay due regard to cultural factors, differences in behaviour and other 

barriers to learning that are relevant in ensuring that the school’s ethos is inclusive.  

 

Children with barriers to learning need individualised support, tailored to their need that is developed in 

partnerships with children, families, and other professionals in-line with Getting it Right for Every Child 

(GIRFEC). With these children the school will develop detailed plans to offer appropriate support with 

differentiated expectations, build on strengths, avoid behavioural triggers, encourage appropriate coping 

strategies, understand de-escalation techniques and build positive relationships.  

 

8. RECORD KEEPING 

Reflection, evaluation and de-briefing strategies 
 
It is important that the school details a reporting, evaluation and learning process in response to an 
incident. This should be in line with the Council’s procedure. Details of incidents should be reviewed at 
Senior Leadership Team meetings on a regular basis. 
 
The school records any incidents of behaviour requiring significant support on the school database.  
Details will include an interpretation of events by different parties (including the child), possible triggers, 
an evaluation of how the incident was managed and ‘lessons learned’ to help prevent or better deal with 
a similar incident arising again. The Senior Leadership Team reviews these records of incidents on a 
regular basis.   
 
Please find below a list of all records, including completed forms that may be generated or amended by 
this procedure: 
 

• SHE portal report 
• Pastoral Notes (SEEMiS) 
• ABC (Anticedent, Behaviour, Consequence) chart 
• Restorative Conversation form 
• Wellbeing Concern Form 



 

 

• Assessment of Need 
• Child’s Plan 
• Behaviour Risk Assessment 
• Individual Behaviour Plan 

 
9. SELF EVALUATION AND REVIEW  

This policy and procedure will be communicated to all stakeholders including parents and pupils.  This 

document will be regularly evaluated and reviewed by staff, parents and pupils and amendments made 

as necessary.  

Parents will be emailed the school behaviour policy at the start of each school year and will be able to 

access it on the school’s website. Parents will be expected to electronically acknowledge that they are 

aware of the policy and agree to support school behaviour management procedures. Parents will also 

have the opportunity to express their views on the policy at the end of the school year via an online survey. 

Pupils will be reminded of the school behaviour strategy regularly at school assemblies and in class. 

Pupils will be asked for their views via the School Improvement Group, in Headteacher focus groups and 

in class. 

Staff will have the opportunity to discuss this policy and associated procedures on a termly basis. 

10. RELATED DOCUMENTS    
 

Scottish Government 

• Standards in Scotland’s Schools etc Act (2000) 

• Included, Engaged, Involved 2 (2017) 

• Guidance on the Presumption to Provide Education in a Mainstream Setting (2019) 

• Developing a Positive Whole School Ethos and Culture:  Relationships, Learning and Behaviour 
(2018) 

• Additional Support for Learning Act (2004) - amended 2009  

• Parental Involvement Act 2006 

• The Equality Act 2010 

• UN Convention of the Rights of the Child  

• Children and Young People Act 2014 
 
City of Edinburgh Council 

• Edinburgh Learns Framework: Inclusion  

• Included, Engaged, Involved in Edinburgh Policy (2018) 

• Relationships, Learning, Behaviour (2019) 

• Managing and Reducing Risk Procedure (2019) 

• Preventing and Responding to Bullying in Children and Young People (2019) 
 

Leith Primary School  
• Leith Primary School Behaviour Blueprint 
• Leith Primary School Behaviour Strategy Crib sheet 
• Leith Primary School behaviour Strategy Flow Chart 
• ‘When the adults change, everything changes: Seismic Shifts in School Behaviour’ Paul Dix: 

(2017)  
 
 
 



 

 

 
 



 

 

 
  

Our Behaviour Strategy - Crib Sheet 
FIRST 

ATTENTION FOR 

BEST BEHAVIOUR 

 

 • Acknowledge good behaviour choices 5:1 

• Use positive and proximal praise 

• Use positive reinforcement to re-engage  

• Re-explain task if needed 

• Use non-verbal reminders 

• Listen to the pupil 

DEESCALATION 

1. REMINDER 

 

- Remind the pupil of the classroom rules/class charter 

- Draw back from confrontation (e.g. I can see you’re angry right now, I’ll 

come back when you’ve calmed down) 

- Speak to the pupil privately and at eye level (PIP/RIP) 

- Remind them of the rules (e.g. “In P1 we sit quietly on the carpet”) 

2. CAUTION 

 

 

- Give the pupil time/space to rectify behaviour 

- Draw back from confrontation (e.g. I can see you’re angry right now, I’ll 

come back when you’ve calmed down) 

- ALWAYS follow up – after cool down time or during Soft Finish 

- Speak to pupil privately and at eye level 

- Make them aware of behaviour (e.g. “You are talking and your classmates 

cannot hear me so I need you to listen quietly”)  

3. LAST CHANCE 

 

 

- Give clear verbal warnings 

- Give the pupil time/space to rectify behaviour (leave any secondary 

behaviours, focus on your primary request) 

- Speak to the pupil privately and at eye level 

- Use our Microscripts consistently (see across) 

4. COOL DOWN 

 

 

- Give appropriate restorative consequences  

- Give the pupil ‘time out’ to calm down  

- Ask the pupil to spend 15 minutes in an agreed class 

- 1st:   Cool down in agreed class cool down/safe space area 

- 2nd:  Time out in another class – 15 minutes 

5. REPAIR 

 

 

- Listen to the pupil(s)   

- Have brief restorative conversation (see five questions – blue card can be 

used with any available adult to facilitate or wait until Soft Finish at 3pm)  

- Speak to the pupil privately and at eye level  

- Use the restorative conversation visuals to support 

- If issues persist, speak to parent to inform and record a Pastoral Note 

WHEN TO 

ESCALATE TO SLT 

 

 

- Blue card (no other adult available for restorative conversation or serious 

behaviour shown and PSA /CT agree a third adult is needed. (See Flow 

Chart) 

- Red card* (I require another adult immediately) 

- *Pupil hurting children or staff, picking up furniture to throw or running 

out of the building 

- *When child has gone through stages 1-5 and has come back and is still not 

following the school rules/class charter 



 

 

Serious Behaviour Consequences 

  

6. INFORMAL 

CONTACT WITH 

PARENT 
 

- PT, DHT or HT calls parent to let them know SLT intervention 

was needed (beyond Stage 5 /supporting CT with Blue Card) 

- Conversation to be recorded on Pastoral Notes as per ASN 

Document Flowchart 

7. CIRCLE 

PARTICIPATION 

SCALE & ABC 

CHART 

- If pupil goes through steps 1 – 6 repeatedly, a CIRCLE Participation 

Scale should be completed by the class teacher and PSA to ensure all 

CIRCLE supports are in place  

- The class teacher or PSA should also complete the first ABC chart 

‘behaviour concerns’ after each episode of distressed behaviour. If 

three or more ABC Charts have been completed, these should be 

shared with SLT/SfL 

8. INDIVIDUAL 

BEHAVIOUR PLAN 

- If all appropriate supports are in place and distressed behaviour 

continues, an individualised behaviour plan should be created in 

consultation with SLT/SfL and the pupil (based on second ABC Chart 

‘encouraged behaviour’) 

- The Behaviour Plan should be shared with parents and copies filed 

in the Blue ASN Folder and PPR 

- Any member of staff can complete a Wellbeing Concern Form at 

this stage which should be shared with SLT/SfL and parents 

9. *BEHAVIOUR 

RISK ASSESSMENT* 

- If a pupils’ behaviour is serious enough for a SHE Portal Form to be 

completed a Behaviour Risk Assessment should be carried out with 

the member of staff, class teacher, SLT/SfL and/or ASL/EP or 

other agency if appropriate 

- The Risk Assessment should be shared with all relevant staff and 

discussed with parents.  

- The RA should be filed in the pupil’s PPR 

- Any member of staff can complete a Wellbeing Concern Form at 

this stage which should be shared with SLT/SfL and parents 

10. GIRFEC 

PLANNING 

PROCESS  

- At this stage, an Assessment of Need should be completed by the 

class teacher and PSA (if relevant) 

- The class teacher should share the Assessment of Need with 

SLT/SfL and parents 

- SLT will decide in consultation with CT and PSA if a multiagency 

Child Planning Meeting is appropriate at this stage 

A Note About Exclusions 

Leith Primary School is an inclusive and nurturing school. We try to ensure that all pupils are able to 

flourish with us therefore we try to avoid the use of school exclusions. However, on very rare 

occasions, a pupils’ distressed behaviour may require significant additional supports to be put into 

place to ensure theirs and others’ safety or a very formal consequence may be required to underline 

the seriousness of a pupils’ actions. In these instances, the Headteacher may take the decision to 

exclude a pupil either internally ie; in school but not in class or, formally ie; out of school and recorded 

officially on the council’s SEEMiS database. In either instance, the Headteacher or Depute 

Headteacher will hold a readmittance meeting with the pupil or the pupil and their parents to agree on 

terms and behaviour expectations for being readmitted to school.  



 

 

 
 



 

 

 
 
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
           
 

Pastoral Notes 
- phone call with parents/spoke to 
parents in the line and there should 
be a record the conversation took 
place 
- letter received from outside agency 
- SLT speak to child re. out of class 
incident that CT may not know about 
- SfL carries out an assessment 
 

From CT 
- email sent to HT/DHTs/SfL (if 
appropriate) titled “Pastoral 
Note for CHILD’s INITIALs” 
- in body of email: a short 
paragraph detailing facts to be 
recorded (see exemplar) 
Note:  
- child’s initials to be used in 
email title 
- child’s forename can be used 
in paragraph of text to be 
entered. 
- other children cannot be 
referred to by name or initials, it 
is better to refer to them as 
‘another child’ or ‘classmate’ 
 

When email received by SLT or SfL 
- first person to spot will enter on SEEMIS 
- message from CT will be entered into Pastoral 
Notes, “From CT: MESSAGE” 
- person entering will reply to all saying “Pastoral 
Note updated” 
- if text altered or added to from the original email, 
that will be copied and pasted into email body 
otherwise assume it is as CT wrote 
- all parties delete from email as it has now been 
confirmed as stored on SEEMIS 

From SLT or SfL 
- Pastoral Note will be 
entered into SEEMIS 
- text will be copied 
and pasted into an 
email titled “Pastoral 
Note Updated CHILDS 
INITIAL” 
- email will be sent to 
CT and rest of SLT 
(SfL if relevant) 
- all parties delete 

email when read. 

Information to be recorded 

No action required Action required 

Wellbeing Concern 
-  to raise concerns about a child’s learning 
needs after Circle Participation Scale and/or 
Literacy & Dyslexia checklist has been 
completed 
- to raise concerns about a child’s wellbeing 
- in response to an issue raised  
Note: 
Wellbeing Concerns are shared with parents, 
so be mindful of this when completing 

From CT/PSA 
- send to 
HT/DHTs/SfL (if 

relevant) 

Action 
- SLT or SfL (if 
relevant) will reply 
back with action 
taken or advise that 
concern is being 
monitored. 
- delete from inbox 
and sent items 

ASN DOCUMENT FLOWCHART 

 

 



 

 

            
            
             
  

 

 



 

 

  
 
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

 

 

RESTORATIVE CONVERSATION (5. REPAIR)  

 

  

  

 

  

 

 

 

  

  

 

 
 
 
 
 
 
 
 
 

Who was affected? 

How can we do things differently in the future? 

 



 

 

Pupil Risk Management and Behaviour Plan Example 
 

NAME OF SCHOOL: Leith Primary School 
 

PUPILS NAME  

DOB  

SEEMIS ref no  

 

Hazards  

KNOWN 
BEHAVIOURS 

Please ensure that you describe the behaviour in as much detail as 
possible. State any known triggers. State the frequency of the 
behaviour and give an indication of any pattern you are aware of (e.g. 
every Tuesday after lunch). 

Behaviour  

• Pushing peers 

• Pushing adults 
Triggers 

• Sharing toys or resources with peers  

• Arrival at school in an elevated state 
 
Frequency 

• Violent, aggressive behaviours – daily 

• Shouting and screaming – daily 
 
Patterns 
These behaviours occur more often  

• on days when… 

 

Risks  

ASSOCIATED 
RISKS 

Please outline the risks to the pupil and / or to staff and others.  
Please state who might be harmed and how (some prompts are 
provided in appendix ) 

 
Risk to pupil of 

• Injury to head, face, bones, & limbs from falling from a height. 
 
Risk to staff of 

• Injury to head, face, limbs, & body from slaps, pushes, kicks, hitting, and 
objects thrown and making contact 

 
Risk to other pupils of 

• Injury to head, face, limbs, & body from slaps, pushes, kicks, hitting, and 
objects thrown and making contact 

 

Assessment - Use the wellbeing matrix and the Child’s Plan (if available) 

 
Vulnerabilities 

• Family history of  

• Literacy difficulty 

•  
Strengths and 
Protective Factors  
 

• Likes coming to school 

• Loves being outside 

•  
Pupil Views  
Parent / Carer Views  
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