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1 Vision, Values and Culture 

 
Our vision is of a happy, caring learning 
community full of individuals whose words 
and behaviours consistently reflect the 
values of our school.  
 
We are committed to maintaining a safe, 
supportive environment for everyone in our 
community.  Strong positive relationships are 
key, with our restorative approach 
underpinning and guiding our words and 
actions.   

Our expectations for all are unashamedly 
high. We constantly seek ways to improve 
our practice and to further our learning. 
 
Across the school, we aim to provide highly 
effective teaching and learning experiences 
for all our pupils. In this way, pupils are 
challenged and supported to develop their 
knowledge, attitudes and skills, and to 
achieve highly. 

 
 
2 Roles and Responsibilities 
 
This culture of high expectations does not 
come about by chance. All staff consistently 
promote an atmosphere of care and respect 
in the formal and informal life of the school – 
in the way we do things here. There is, 
therefore, a sense of collective responsibility 
among the staff and a belief that we can all 
make a difference. 

It is vital that all staff maintain the high 
standards we agree for our classrooms and 
for the school. Our attitude, example and 
expectations are important. Pupils respond 
best to teachers who are punctual, 
courteous and organised and who 
consistently uphold professional standards.  

 
 

 It is the responsibility of all staff to promote positive behaviour, not only in their classroom 
but also in the corridors and around the school.  

 
 It is the responsibility of faculty leaders to maintain, monitor and support good discipline and 

a positive ethos within their faculty. 
 
 It is the responsibility of the House team to develop a positive ethos within their House and 

respond to and support staff and pupils where there are incidents of indiscipline. 
 
 It is the responsibility of the senior leadership team (SLT) to promote and manage the 

development of a positive ethos across the whole school. They will respond to, support and 
deal effectively with incidents of indiscipline which are referred to them. 

The strong positive culture of North 
Berwick High School is created through a 
focus on:  
 

 relationships 
 learning 
 partnership  
 high aspirations  
 inclusion 
 leadership 

 

 
   This culture is underpinned by our     
   motto of Aim Higher, and by our   
   values: 
 

 curiosity 
 diligence 
 kindness 
 belonging 
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We must also recognise the clear links 
between effective teaching and learning and 
good behaviour in class. It is the 
responsibility of all staff and faculties to 
develop effective techniques of classroom 
management and effective and appropriate 

teaching methods which allow all pupils to 
access their subject. All staff take account of 
NBHS’s Teaching Practices for Effective 
Learning.  
 
 

 
 
 

3 Restorative Culture 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
4 Rewards 
 
Rewarding achievement, especially when it is linked to our values, is an integral part of our ethos. 
Rewards should: 

 approve of, recognise and reinforce good behaviour and genuine achievement; 
 reflect and contribute to the ethos of the school; 
 motivate young people; 
 encourage young people to take responsibility for their own behaviour and achievements; 
 provide opportunities for parental involvement. 

 

 
 
 
 
 
 
 
 
 
 
 
 

         Celebration of wider achievement 

As a Restorative School we 
promote: 
 

 mutual respect and 
unconditional positive regard 

 a positive behaviour code  
 a belief in people’s ability to 

solve their own problems 
 empathetic listening 
 giving people the chance to 

tell their story 
 acceptance of diversity 
 an inclusive approach to 

problem solving 

 

We are all responsible for: 
 

 ensuring that our school is a 
safe, healthy and secure 
learning environment; 

 ensuring that lessons are free 
from unnecessary disruption; 

 ensuring that we make a 
positive contribution; 

 supporting each other with 
learning and teaching and 
promoting positive behaviour 

 

 

         Praise 
Targeted praise is the first level of 
reward, both within the classroom and 
around the school. It may be a verbal 
comment or a written comment on a 
piece of work, or a Praise Postcard, or 
a digital Praise notification to parents. 
Praise encourages pupils to value good 
behaviour and learning for their own 
sake.  

   Praise Postcards 
  A postcard (plus a House token) is issued to 

any pupil who merits special recognition in 
terms of demonstrating our values: 
 curiosity 
 diligence 
 kindness 
 belonging 

  Pupils enjoy receiving these and it is also a 
link with parents. Faculty leaders will 
encourage their staff to issue postcards 
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        We celebrate wider achievement in a number of ways such as:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
These are kept under review as we continue to develop celebration of success.  
 
 
 
5 Visible Consistencies and Relentless Routines  
 
The importance of consistency across the school cannot be under-estimated. All staff have a duty 
to follow our agreed visible consistencies and to insist on the NB90+ routine at the start of each 
lesson. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 

  
Pupils – Relentless Routines 
 
Follow the NB90+ at the start of 
every lesson: 
 

 Sanitise/Spray desks 
 

 Put away mobile 
phones/earphones 

 

 Get all equipment out  
 

 Begin working on starter task 

 

  
Teachers – Visible Consistencies 
 

 Greet pupils as they arrive at 
the start of every lesson 
 

 Have a starter task ready for 
pupils 

 

 Record accurate register  
 

 Address all behaviour issues 
within and outwith classroom 
– don’t walk on by 

 

 Take account of NBHS’s 
Teaching Practices for 
Effective Learning  

 

 
 House and year group assemblies 
 merit awards 
 junior and senior awards 
 weekly update  
 school website 
 displays 
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PRO-ACTIVE BEHAVIOUR MANAGEMENT:  All staff use restorative language and strategies to promote 
positive behaviour within their classrooms, thus proactively teaching pupils good habits, attitudes and 
skills.  
REACTIVE BEHAVIOUR MANAGEMENT: When required due to inappropriate behaviour, an agreed set of 
sanctions are consistently followed by staff, as indicated below. 
  

 
Verbal reminder 
This is used for low level indiscipline and 
should re-engage the pupil with the task. 
 
 

Moving Seat or Immediate Restorative 
Conversation Outwith the Classroom 
If inappropriate behaviour persists, then the 
pupil may be moved within the classroom or 
spoken to as soon as possible, and briefly, 
outside. These strategies should be done in 
a quiet, assertive way, without interrupting 
the flow of the lesson. 
 
 

Removal from class 
If the above prove to be unsuccessful, then the 
pupil will be removed from the class.  It is the 
responsibility of the faculty leader, through an 
agreed Mutual Support schedule, to ensure that 
an alternative location has been identified to 
which the pupil is removed. A written referral 
should be completed, for information. While in 
the alternative location the pupil will continue 
with their learning, using an appropriate 
resource. Should there be ongoing disruption to 
learning and teaching in the receiving 
classroom, this should automatically become an 
‘on-call’ incident.   
 
 

Referral to Faculty Leader 
The faculty leader is responsible for 
discipline in the faculty; every effort initially 
is made at faculty level to solve a particular 
behavioural issue. All faculty referrals 
should therefore be made through the 
faculty leader, who can close the referral if it 
is for information only OR will then forward 
the referral to the House DHT, if further 
action is required. If a referral issue requires 
urgent action, the faculty leader may also 

contact the DHT/HT directly via email or in 
person, as appropriate. 
 
Care should be taken with the language of 
referrals, whether for information or action.  
Parents are entitled to see this upon 
request.  Please use initials only to identify 
other pupils within the referral. 
 
 
Whole-school lunchtime detention 
This is held from 1.00 until 1.30 pm on 
Tuesday and Thursday each week. All teaching 
staff supervise this on a rota basis drawn up at 
the beginning of each term, with two teachers 
allocated each day. It can be issued by a class 
teacher or faculty leader for inappropriate 
behaviour in the faculty. The teacher 
completes a pink detention slip which is 
signed by the faculty leader and placed in the 
detention tray in the office. The relevant 
House DHT will follow up any pupil who has 
not attended detention, e.g. by giving further 
lunchtime or after-school detention or by 
contacting parent. 
 
 

On-call 
This should be used at any time when a crisis 
occurs within a classroom.  It is initiated 
when, in a teacher’s judgement, a pupil must 
be removed from the learning area because 
there is a risk to the wellbeing and safety of 
themselves or others OR there is ongoing 
disruption to learning following intervention.  
The teacher should contact the office and the 
Duty Head will remove the pupil.  A written 
referral for action should be completed by 
the class teacher for all on-call incidents and 
forwarded to the appropriate member of SLT 
once noted by the Faculty Leader. An on-call 
incident is by definition serious, and will 
treated as such by SLT. Parents will receive a 
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notification for every “on-call” incident from 
now on. 
 
 

Exclusion 
This is the ultimate sanction and is the 
responsibility of the head teacher or 

member of the SLT if the HT is not available. 
It will be used for serious breaches of school 
discipline in line with East Lothian policy. 
Exclusion will be a rarely-used sanction in 
order to maintain its effectiveness and to 
stress its seriousness. 

 
NB Outwith these procedures, an individual faculty may choose to run a lunchtime catch-up 
session and ask pupils to attend this. It is the responsibility of the faculty leader (who may 
delegate this to staff members, if they are happy to do so) to email parents to let them know this 
has been issued, for what reason, when completed.  
 
 
Use of mobile phones in class  
Use of mobile phones in class is at the 
teacher’s instruction only. In line with the 
procedures outlined above, the first step for 
any pupil using a mobile phone 
inappropriately is a verbal reminder. Should 
the pupil persist in using the phone without 
the teacher’s permission, the phone will be 
confiscated for the remainder of the day.  
The class teacher should hand the phone to 
the relevant House DHT, or to the office, 
with a note of the pupil’s name and register 
class. The pupil should collect the phone 
from the House DHT (or from the office if the 
DHT is not available) at the end of the school 
day, after the 3.50 pm bell. If the pupil needs 
to make an emergency phone call during the 
day, they should go to the DHT or to the 
Office.  
 

Listening to music in class  
Listening to music in class is permitted in the 
Senior Phase only. However, even then it 
should be used rarely and only if:  

 pupils are working individually on 
something that will be taking a 
substantial chunk of time (at least 15 
minutes); 

 pupils will not be speaking or listening to 
each other during the task; 

 pupils have playlists set up and can use 
just ‘one touch’ to start their music. 

If a pupil is listening to music inappropriately, 
the procedures outlined above for mobile 
phones should be followed.  
 
 
 
 

 
Truancy 
Period-by-period truancies are identified by the anomalies process and dealt with following the 
procedure in the flow chart below. Patterns of repeated truancy will be dealt with by the House 
teams.  
 
 
 
 
 
 
 
 
 
 
 

Anomalies identified on SEEMIS and 
confirmed by office, then passed to 
Duty Head 

Duty Head 
finds pupil? 

Duty Head returns pupil 
to class and issues 
detention if appropriate. 
House Team will contact 
home if pattern 
emerges. 

Duty Head/ SLT contacts 
parents as appropriate for 
S1-S3 and vulnerable pupils 
S1-S6.  
Patterns of truancy will be 
picked up by House Teams.  

NO YES 
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Friday detentions will be used with 
immediate effect for any pupil 
truanting repeatedly, without 
extenuating circumstances. SLT will 
supervise this. 
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Lateness  
Pupils who arrive too late to go to registration 
must sign in at the office, giving a reason for 
the lateness.  
An immediate notification will be sent home 
by email to inform the parent of late arrival to 
school.  
If a pupil is late three times in one week, or 
has an on-going pattern of lateness, the pupil 
will attend a compulsory catch-up session on 
Friday afternoon, issued by their House DHT.  
A report is produced by admin staff every 
Friday with the lateness data, thus identifying 
pupils who need to attend a compulsory 
catch-up session. Register teachers who have 
a concern about a pupil’s lateness during 
registration should inform the House DHT via 
a SEEMIS referral for action. 
 
 

 
 
Dress Code 
Dress code violations are noted by SLT during 
sweep visits to classes per year group and 
when greeting pupils in the morning.  An 
immediate message will be sent home to 
parents. 
 
 
 
Smoking (including the use of e-
cigarettes/vapes) 
If a pupil is found smoking/vaping, they will 
be spoken to by the SLT member and parents 
will be informed by the DHT. If other 
members of staff notice a pupil 
smoking/vaping, they should contact the 
House DHT who will speak to the pupil as 
above.  
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Corridors 
 Follow one way system 
 No running  
 No food or drink 
 Obey signs when exams 

are on and be especially 
quiet 

Food and Drink 
 No chewing gum  
 No food or drink in corridors 
 No hot food to be brought in from outside 
 Hot food to be eaten only in designated 

dining spaces 
 Only water allowed in class, no other drinks 
 Fill up water bottles before going to class 

Dress Code 
 Follow all aspects of Dress Code 
 No outdoor coats/hoodies to be worn during 

lesson time, registration or assembly unless 
temperature is low in class due to ventilation 

 White shirt to be worn on formal occasions  

Mobile Phones 
 May be brought out/used in 

class only at teacher’s direction 
 

Signing Out 
 No pupils allowed out of school 

during lesson time except S6 
(unless permission given for 
appointment etc.) 

 

Doors 
 Only the front door can be used to enter/leave 

school during lesson time (pupil must sign out) 
 Before/after school, interval, lunch: science 

door beside lab 4 and door beside modern 
languages base can be used 

Assembly 
 On assembly days (year group or House) 

pupils go straight to Hall and are 
registered there 

 Pupils sit alphabetically in register class  

Litter 
 All litter to be put in 

bin/recycling 

Excused from Class 
 Pupils asking out of class for 

toilet, to fill water bottle, are 
permitted to do so if the 
teacher judges this to be a 
reasonable (and infrequent) 
request  

 All requests of this nature are 
at the teacher’s discretion 

 Pupil leaving class for music 
lesson or to see first aider 
when feeling ill must ask 
teacher first 

 Pupils dismissed from class on 
the bell, not before 

Classroom 
 Follow NB90+ 

at all times 

Don’t walk 
on by 

Don’t walk 
on by 

How we do 
things here at 

NBHS:  

info for staff 
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Referrals are a way to record pupil information on SEEMIS.  There are two types of referral:  for 
information and for action. 
 
For information 
 
For single incidents of non-engagement in learning (refusal to comply with direct instruction, failure 
to bring equipment, one-off truancy and similar), a referral for information should go to the Faculty 
Leader. 
 
The Faculty Leader should speak to the pupil, take action as they deem appropriate, which may 
include issuing a whole school or departmental detention*, and close the referral when ready to do 
so. 
 
All referrals for information remain a valuable part of a young person’s record and are noted and 
reviewed by the House Team. 
 
For action 
 
For patterns of non-engagement in learning (continued refusal to comply with direct instruction, 
continued truancy, on-call removal from class), a referral for action should do to the faculty Leader 
who will immediately forward this to the appropriate member of SLT. 
 
SLT will take action as appropriate and reply to the referral to alert the FL to the nature of this 
action.  This will done in as timely way as is possible.  SLT will share with guidance staff as 
appropriate. 
 

For any young person exhibiting distressed behaviour, where they are at risk to self or others, 
immediately alert SLT or the Duty Head.   Each “on-call” should be recorded on a referral for action. 

 
Parameters of referrals 
 
When referring to another pupil within a referral, please use initials only. 
 
Any parent/carer has the right to request sight of information held by the school about their young 
person – please be mindful of this when completing referrals. 
 
* We are currently considering how best to ensure information regarding the issue and completion 
(or not) of whole school detentions can go directly to the parent/carer, electronically. We also 
intend to move to electronic notifications to “issuing” staff when detention is completed. 

 

How we do 
things here at 
NBHS:  
REFERRALS 
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We are committed to reducing bureaucracy, increasing the efficacy of our parental communications 
and maximising the use of electronic communication. 
 
Initially, we would like to use Groupcall (instant messaging) for the following: 
 

 Latecoming (initially, for pupils signing in after registration) 

 Non-adherence to dress code (picked up during sweeps or upon arrival at school) 

 Notification of ‘on-call’ responded to by Duty Head (recorded by Duty Head on Google 

Sheet) 

These will be triggered by SLT/Office Staff.  These messages will not be recorded on SEEMIS. 
 
We will also use Groupcall (via email) for the following*: 
 

 Homework – the letter will be shorter and more generic, encouraging the parent to speak to 

the pupil about the missing work and to ask the pupil to check Google Classroom 

 Praise messages recognising pupils who are exhibiting behaviours in line with our school 

values – Diligence, Kindess, Curiousity, Belonging 

*This will be trialled by one faculty October-December 2021. 
 
Classroom teachers are empowered to trigger these notifications using a Google Sheet with a very 
short drop-down menu. 
 
Faculty Leaders will have an overview of what is being sent and how often, but are no longer 
required to “sign off” on these.  They will not be recorded on SEEMIS.  (NB:  Information about 
patterns of failure to engage in learning should be recorded in a referral for action.) 
 
SLT/House Team will have access to the Google Sheet. 
 
SLT/House Team will phone home, in line with current practice, for any “referral for action” 
behaviour or concern.  Having strong and positive relationships with pupils and parents remains 
paramount. 
 
 
 

How we do 
things at NBHS: 
Parental 
Communication 
and Recording 
Concerns 
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Pastoral Notes 
 
It is vital these are kept up to date by Pupil Support staff. 
 
Wellbeing Concern Form 
 
All faculties have a supply of these.  They are on paper for a good reason and will remain so, for the 
foreseeable future.  We are keen to see consistent use of these, rather than submitting wellbeing 
concerns on a referral for information.  Wellbeing concerns should not be noted on a referral for 
information to the Faculty Head but given to DHT Pupil Support. 
 
All Wellbeing Concern forms should be recorded in Pastoral Notes by the House Team. 
 
Should any member of staff require additional support with the completion of a form, see Lara Neri 
DHT.  If you are in doubt if the nature of concern is a wellbeing concern, it is better to complete the 
form than not! 
 
Attendance 
 
ELC is introducing a new Included, Engaged and Involved policy entitled “A Positive Approach to 
Promoting School Attendance”.  The appendices ask that all schools use the same formal letters 
home, recorded on SEEMIS, to inform parents of concerns. 
 
Patterns of truancy should be recorded on referrals for action and sent to the DHT.  “One off” or 
unusual individual circumstances of truancy should be dealt with by the Faculty Leader where 
possible. 
 
It is our statutory duty to keep accurate registers, period by period.  Please update registers if pupils 
return during periods or arrive late. 
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We have a Duty Head system at NBHS.  At present, all members of ELT and SLT have assigned 
periods in the week where they are they Duty Head.  We would like, in time, to allow any 
experienced member of staff who would like to volunteer for a Duty Head period to be afforded this 
opportunity and intend to work towards this. 
 
Duty Head procedures 
 

1. The Duty Head reports to the Duty Head Office (in Main Office) at the start of the period, 

bringing their laptop with them. 

2. Logon and open “Duty Head Sheet”.  This is where you will record incidents and actions for 

your assigned period.  This includes any truancy and on-call incidents.  A drop-down menu 

means that this should be quick and simple to complete.   

3. An automatic generic message will be sent to parents for any on-call incident.  This message 

will emphasise the loss of learning as a result of the on-call incident.  This will be carried out 

by office staff at the end of each day.  

4. You will get an anomalies report from Office Staff approximately 15 minutes into the period.  

Prioritise those in S1-S3 and vulnerable pupils S1-S6.  Office Staff will provide guidance on 

this and will already have phoned departments to find out if the pupils have made it to class. 

5. The Duty Head should make every effort to locate missing pupils.  We fully appreciate that 

some periods will be busier than others. If a priority pupil cannot be found, the Duty Head 

should phone home. If there are any concerns about this, speak to a member of 

SLT/guidance first.  Parents are aware we will contact them. 

6. You will be provided with a Duty Head mobile phone.   Please have this on your person 

throughout your assigned period. 

7. If you respond to an on-call incident, please go to the class and remove the pupil.  On 

Mondays/Fridays, Martin Lahiffe’s room should be free and you can use this as a safe space 

to speak with the pupil.  SLT offices are also available for this. 

8. If there are no anomalies or on-call incidents, and taking the Duty Head mobile phone with 

you, please be visible in the school during your assigned period.  Your route should take the 

appropriate main block toilets and any “hotspot” classes into consideration.  Walking past a 

“hotspot” class should not be seen as an intervention rather a visible supportive presence. 

SLT remain committed to being “on-call” should the Duty Head not be available. 
 
Scripts will be provided for Duty Heads to ensure consistency of language.  In particular, for young 
people truanting or caught vaping in the toilets. 

How we do 
things at NBHS:  
The Role of the 
Duty Head 
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