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TRINITY HIGH SCHOOL 

POLICIES LINKED TO HGIOS 4 
Leadership and Management  Learning Provision  Successes and Achievement 

 

How good is our leadership approach to 
improvement? 

 How good is the quality of care and 
education we offer?  

 How good are we at ensuring the best 
possible outcomes for our learners? 
 
 

  

Management and Evaluation Procedures 
(1.1)/(1.3) 
Staff Development & Professional Review 
Policy (1.2/1.4) 
NQTs (1.2/1.4) 
Student Teachers (1.2/1.4) 
Teacher’s 35 hour working week (1.4) 
Absence Cover (1.5) 
Resource Management (1.5) 
School Fund (1.5) 
School Library (1.5) 

Child Protection (2.1) 
Personal and Social Education (2.2) 
Assessment and Reporting (2.3) 
Tracking (2.3) 
Effective Teaching and learning (2.3) 
Homework (2.3) 
Pastoral Support Strategy: 
(Personalised Support) (2.4) 
SQA (2.7) 

Promoting Positive Relationships (3.1) 
Discipline (3.1) 
Pupil Support (Learning and 
Behaviour) (3.1) 
Ethos (3.1) 
Equal Opportunities and anti-racism 
(3.1) 
Looked after children (3.1) 
Religious life of the school (3.1) 
Equal Opportunities and Enterprise 
(3.1/3.3) 
Tracking (3.2) 
Employability and Enterprise (3.3) 
ICT (3.3) 
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ETHOS POLICY 
 
Each school would claim to have its own distinctive ethos or climate which is experienced and 
expressed in such matters as the atmosphere of welcome, the observable relationship between 
staff and pupils, care and welfare support for pupils/students, visible respect for school property 
as well as notices, displays and general decor.   HMI have summarised ethos as:- 
 
i. “a learning environment characterised by orderliness, courtesy and shared regard among 

teachers, pupils and adult students” 
ii. “sense of commitment to the school”                                           

 Effective Secondary Schools 
 
A positive ethos is maintained when a range of factors are present in a school:- 
 
i. good relationships between staff and pupils based, in the context of a Catholic School, on 

concern and respect for the individual stemming from Gospel values and free from the range 
of discrimination outlined in Race Relations legislation. 

ii. climate of achievement and support for all pupils regardless of ability in whichever area their 
talents lie (see Appendix 1) 

iii. strong sense of purpose among teaching staff leading to high commitment and high morale 
resulting in effective learning and teaching 

iv. suitable environment for pupils and staff to work 
v. support for staff at all levels in the efficient discharge of their responsibilities 
vi. strong links with the parent body and other interested groups 
vii.there exists a real community spirit in which all elements of the school community have the 

opportunity to contribute to the development of the school in a variety of ways 
 
In Trinity High School a spirit of co-operation, respect and trust is fostered through a willingness 
of all sectors of the school community to work in partnership.  
 
TEACHING  STAFF : 
 
i. by providing a disciplined and supportive environment for pupils so that effective teaching 

and learning takes place 
ii. by encouraging pupils to achieve their potential through praise and encouragement and 

showing all pupils the respect and consideration that they are due. 
iii. by providing pupils with opportunities to assume responsibilities in as wide a range of 

situations as possible 
iv. by promoting and encouraging pupils/students to follow school rules as outlined in their 

Personal Planner 
v. by according support staff the respect that they are due. 
 
 
SUPPORT  STAFF : 
 
i. by exhibiting a welcoming attitude to visitors to the school 
ii. by responding positively to requests for support from other staff 
iii. according pupils and staff the respect that they are due. 
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PUPILS / STUDENTS : 
 

i. by respecting peers and staff at all levels 
ii. by being courteous and respectful in all relationships with others 
iii. by always working to the best of their ability 
iv. by accepting responsibility at whatever level 
v. by participating and contributing to the work of the Pupil Council  
vi. by upholding agreed school rules 
 
PARENTS : 
 

i. by contributing to and co-operating with the policies and practices of the school 
ii. by involvement in a range of activities associated with the school, eg extra-curricular 

activities, workshops, retreats 
iii. by supporting the work of the Parent Council 
 
A number of practices are in operation to ensure all sectors of the school community have the 
opportunity to contribute to a positive climate or ethos in Trinity High School.   These include :- 
 

i. regular staff meetings, Board of Studies meetings and information bulletins designed to 
inform staff and facilitate discussion and effective participation 

ii. organisation of a Pupil Council for each year group to facilitate pupil/student input to school 
policies and life 

iii. Year Group Assemblies to communicate information, deal with current issues and reinforce 
school expectations 

iv. the use of the Oratory for private and group worship.   A morning prayer each weekday to 
indicate the nature of the school and provide a suitable beginning for the day 

v. accessibility of senior staff to all staff and pupils providing as much support as possible 
vi. encouragement to wear the school uniform and the need to reflect what it represents in any 

dealings with the wider community as well as internally 
vii.affording pupils the opportunity to contribute to those less fortunate than themselves both in 

the local community and the wider community  
viii.regular Parents’ Meetings, Newsletters and invitations to visit the school for special events or 

to discuss any concerns.  Parents are invited to participate in the life of the school 
ix. the continual development of close working arrangements with appointed parent bodies, ie 

Parent Council 
x. the provision of an extensive range of extra curricular activities which facilitate teacher-pupil 

interaction and contribute greatly to the overall ethos of the school 
xi. use of Questionnaires as appropriate to ascertain the views of pupils, students, parents and 

staff 
xii. the work of a number of school groups to take forward key tasks across the school which 

support a positive, Catholic ethos. 
 
The positive climate of School Ethos which exists in Trinity High School has evolved over a 
period of time.  It is something which is remarked on by visitors to the school but it is something 
which has to be safeguarded.  By working together constantly reviewing policies and including 
adhering to the principles outlined in the Scottish Catholic Education Service’s Charter for 
Catholic Schools in Scotland (see appendix 2), the Catholic ethos of the School will be 
maintained to the benefit of all. 
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APPENDIX 1 
 
TRINITY HIGH SCHOOL                                          PUPIL SUPPORT STRATEGIES 
 

A Support for Learning 

Area S1 S2 S3 S4 S5 S6 

1. Individual/Group Extraction  
✓ 

 
✓ 

 
✓ 

 
✓ 

 
✓ 

 

2. Reading/Scribing/Digital provision for SQA 
Examinations 

    
✓ 

 
✓ 

 
✓ 

3. Visually Impaired/Hearing Impaired (as 
required) 

 
✓ 

 
✓ 

 
✓ 

 
✓ 

 
✓ 

 
✓ 

4. ESOL Support  
✓ 

 
✓ 

 
✓ 

 
✓ 

 
✓ 

 
✓ 

5. Homework Club  
✓ 

 
✓ 

 
✓ 

 
✓ 

 
✓ 

 
✓ 

6. Planner SfL/SQA  
✓ 

 
✓ 

 
✓ 

 
✓ 

 
✓ 

 
✓ 

7. Peer Tutoring Scheme; Paired Reading  
✓ 

 
✓ 

    
✓ 

8. Classroom Assistants/ASNA  
✓ 

 
✓ 

 
✓ 

 
✓ 

 
✓ 

 
✓ 

9. Mentoring/Tracking  
✓ 

 
✓ 

 
✓ 

 
✓ 

 
✓ 

 
✓ 

10. Assertive Discipline/Behaviour Management  
✓ 

 
✓ 

 
✓ 

 
✓ 

 
✓ 

 
✓ 

 
 
B PASTORAL TEAM 

Area S1 S2 S3 S4 S5 S6 

1. Pastoral Teacher  ✓ ✓ ✓ ✓ ✓ ✓ 

2. Extended Support Team ✓ ✓ ✓ ✓ ✓ ✓ 

3. Individual Interviews ✓ ✓ ✓ ✓ ✓ ✓ 

4. Pastoral Care ✓ ✓ ✓ ✓ ✓ ✓ 

5. Monitoring of Progress ✓ ✓ ✓ ✓ ✓ ✓ 

6. Pathways Choice 
Assemblies/Meetings 

 
 

✓ ✓ ✓ ✓  
 

7. Pathways Choice Programme  ✓ ✓ ✓ ✓  

8. P.S.E. Programme ✓ ✓ ✓ ✓  ✓ 

9. Parental Contacts ✓ ✓ ✓ ✓ ✓ ✓ 

10. External Agencies Liaison ✓ ✓ ✓ ✓ ✓ ✓ 
 

11. Home Link ✓ ✓ ✓ ✓ ✓ ✓ 

12. Inclusion Support Assistant ✓ ✓ ✓    

13. Transition Teacher ✓      

14. P7 Inclusion/Nurture ✓ ✓ ✓ ✓ ✓ ✓ 

 



Trinity High School Policies  
 
 

 

P a g e  | 10   
 

C Whole School 

Area S1 S2 S3 S4 S5 S6 

1. P7 Induction ✓      

2. ‘At Risk’ Support ✓ ✓ ✓ ✓ ✓ ✓ 

3 Attendance/Timekeeping Initiative ✓ ✓ ✓ ✓ ✓ ✓ 

4 Tracking Policy ✓ ✓ ✓ ✓ ✓ ✓ 

5 Anti-bullying Policy ✓ ✓ ✓ ✓ ✓ ✓ 

6. ACE Day/Pathways Choice  ✓     

7 Prefect System      ✓ 

8. Pupil Voice/Council ✓ ✓ ✓ ✓ ✓ ✓ 

9 Parents’ Meeting ✓ ✓ ✓ ✓ ✓ ✓ 

10. Progress Reports ✓ ✓ ✓ ✓ ✓ ✓ 

11. Recognising 
Achievement  

Awards Ceremony ✓ ✓ ✓ ✓ ✓ ✓ 

  Letters of Commendation    ✓ ✓ ✓ 

  Certificates    “         “    ✓ ✓ ✓ 

  Departmental Praise ✓ ✓ ✓ ✓ ✓ ✓ 

  External Awards ✓ ✓ ✓ ✓ ✓ ✓ 

12. Attendance Letters (96%) 
                               (92%) 

✓ ✓ ✓ ✓ ✓ ✓ 

13. Chaplaincy Group ✓ ✓ ✓ ✓ ✓ ✓ 

14. Charities’ Activities ✓ ✓ ✓ ✓ ✓ ✓ 

15. Canteen Supervision ✓ ✓ ✓ ✓ ✓ ✓ 

16. Extra-curricular Activities ✓ ✓ ✓ ✓ ✓ ✓ 

17.  Activities Week ✓ ✓ ✓ ✓ ✓ ✓ 

18. Yard Supervision ✓ ✓ ✓ ✓ ✓ ✓ 

19. Corridor Supervision ✓ ✓ ✓ ✓ ✓ ✓ 

20. First Aiders ✓ ✓ ✓ ✓ ✓ ✓ 

21. Non-teaching Staff ✓ ✓ ✓ ✓ ✓ ✓ 

22. Careers Service (Skills Development Scotland) ✓ ✓ ✓ ✓ ✓ ✓ 

23. Health Service ✓ ✓ ✓ ✓ ✓ ✓ 

24. School Policies ✓ ✓ ✓ ✓ ✓ ✓ 

25. Seasons for Growth ✓ ✓ ✓ ✓ ✓ ✓ 

26. School Groups: S6 Buddies 
                          Interact 
                          Go4Set  
                          Pro life 
                          Fairtrade 
                          APD 
                          SSVP 

✓ 
✓ 
✓ 
✓ 
✓ 
✓ 
✓ 
 

✓ 
✓ 
✓ 
✓ 
✓ 
✓ 
✓ 
 

✓ 
✓ 
✓ 
✓ 
✓ 
✓ 
✓ 
 

✓ 
✓ 
✓ 
✓ 
✓ 
✓ 
✓ 
 

✓ 
✓ 
✓ 
✓ 
✓ 
✓ 
✓ 
 

✓ 
✓ 
✓ 
✓ 
✓ 
✓ 
✓ 

27. Induction Programme  ✓ ✓ ✓ ✓ ✓ 

28. Senior Leadership Team      ✓ 

 
 

 



Trinity High School Policies  
 
 

 

P a g e  | 11   
 

RELIGIOUS LIFE OF THE SCHOOL 
 

“Catholic schools will help young people to identify what is and will be important in their lives in 
both spiritual and material terms   As part of the overall school community young people will be 
encouraged to live their lives as Jesus did, based on the teaching and example of the Christian 
gospel  -  and in day to day living they will be invited to share this outlook with other people with 
whom they share their lives.” ..           Catholic Education Commission 
 

“The goal of Catholic education is to produce mature and responsible Christians with a 
philosophy of life that is not just facile and fashionable  -  Christians who make a positive 
contribution to society.” ....      The Positive Value of Catholic Education :   Cardinal Winning 
 

“The mission of the Catholic School is to develop as a community of faith and learning, 
providing the highest quality of education, and offering formation through the promotion of 
Gospel Values, through celebration and worship and through service to the common good…” A 
Charter for Catholic Schools in Scotland (Scottish Catholic Education Service – SCES). 
 

“Dear young people, do not bury your talents, the gifts that God has given you!  Do not 
be afraid to dream of great things!” 
Pope Francis 
 

The promotion of the Catholic Faith is central to the very existence of Catholic Schools.   The 
mission of the Catholic School is to encourage the development of all aspects of Person, ie 
spiritual, intellectual, social, moral and physical.   Consequently the religious life of the school is 
vital in ensuring that the potential of all our young people is maximised in a Catholic, Christian 
context.   Responsibilities within the school community and wider communities are considered 
so that the three central elements of Catholic education are clearly focused on. They are 
message, community and service.   This is achieved not only through a planned programme of 
Religious Education but also in the day to day activities and relationships which characterise 
Trinity High School.   Certain key aspects can be highlighted:- 
 

PRAYER: 
Prayer is central to the life of the Christian Community and so it is appropriate that prayer 
should be an integral part of the daily life of Trinity High.   The school prayer, said every 
morning, emphasises that as individuals we all have gifts and talents which we must use for the 
benefit of others in our communities and that it is our duty to continue to work for the 
improvement of our world.   This prayer provides a focus for our efforts as we say it together at 
the beginning of the day.   Prayers should be said in Religious Education classes the exact form 
of which can be decided by individual teacher and class preferences.   However it is important 
to note that prayer in itself is not a guarantee of faith development but is a recognition of 
commitment in a caring, believing community. 
 

LITURGICAL LIFE: 
Central to Faith Development is the experience of a range of different forms of worship and the 
clear participation in the sacramental and liturgical life of the School.   This involves not only 
staff in Trinity High School but also the School Chaplain, Father Eagers, and the clergy of the 
local parishes, ie St Columba’s and St James’ (Renfrew), St Bernadette’s and St John Bosco 
(Erskine) and Our Lady of Lourdes (Bishopton).    
 

Developments in this area will be coordinated by the School Chaplaincy Group and RE 
Department can take the form of:- 



Trinity High School Policies  
 
 

 

P a g e  | 12   
 

i. daily prayers 
ii. class Masses 
iii. year group Masses 
iv. Penitential Services, including the opportunity for the Sacrament of Reconciliation 
v. SSVP / Pro Life Group/Fairtrade Group/APD Group/Ozanam Group 
vi. Catholic Education Week Events 
vii.Mass of Welcome 
viii.SQA Candidates’ Mass 
ix. Seniors’ Service 
x. Whole School Mission/S1 Mission   
xi. PT Mission 
xii.School  Retreats 
xiii.S3 Catholic Citizenship Conference 
xiv. Cluster services eg Leavers’ Masses 
xv. Annual cluster Catholic Education Mass 
 

In addition to this the provision of religious artefacts around the school serve as a constant 
reminder of the reason for our school. 
 

ORATORY 
Located at the centre of the school the Oratory is used each week for a variety of services, eg 
Mass, morning prayer and rosary.   The Oratory is also used by RE classes and is open each 
and every day for staff and pupil use.  Parents are also most welcome to make use of the 
Oratory after reporting to the school office or when attending meetings in the school. 
 

SERVICE  TO  THE  COMMUNITY 
A positive, caring ethos is actively encouraged within the school.   Respect for self and others 
and the promulgation of Gospel values is essential in the school and is entirely consistent with 
declared national priorities of inclusion and social justice.   To this end positive relationships 
within the School are fostered with a view to extending such attitudes and behaviour to the 
wider community.   Responsibilities to others are encouraged by:- 
 

i. Advent Appeal : consideration of the needs of the elderly through the provision of food 
parcels.   Fund raising for charities selected by the pupils through the Pupil Councils. 

ii. Lenten Appeal : not just fund raising for SCIAF but also the opportunity to participate in a 
range of activities designed to heighten awareness of the moral responsibility to assist those 
in need across local, national and international communities. The school’s involvement in a 
Project Partnership with the Association of People with Disabilities in India which began in 
2003 – 04 will also contribute in this area.  This is complemented by a structured programme 
with all RE classes focusing on key issues. 

iii. Disco for additional   : organised and supported by senior students this is rightly  
needs Adults           regarded as a positive contribution to others. 

iv. A variety of activities from concerts, attendance on behalf of the school at services in the 
local parishes, paired reading schemes for younger pupils and assisting at Parents’ Meetings 
all indicate a commitment to service and reflect the caring ethos pervading the school. 

v. Group activity to initiate developments central to the service of others eg Pro Life, SSVP and 
Fairtrade, APD/Ozanam. 

vi. The organisation and delivery of a range of conferences and/or Missions by the Chaplaincy 
Team consisting of trained members of staff. 
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vii. Foodbank Foodrush Project – established by a former Trinity High pupil in 2014 – pupils 
donate items to stock Renfrewshire Foodbanks supporting those in need in the community. 

viii.Caritas Award for S6 students who commit to Parish and personal service for others in a 
planned and consistent programme of agreed activities. 

 

RE  PROGRAMME 
Each class in the school has 2 periods of RE each week.  The syllabus followed from S1-S3  is 
the national syllabus based on This Is Our Faith (TIOF) which is consistent with the aims and 
approaches outlined in a Curriculum for Excellence. S4 - S6 courses follow National guidelines 
from SCES in accord with TIOF in the Senior Phase of the Curriculum.   The programme offers 
a coherent and consistent approach to the development of the Catholic faith of our young 
people encouraging them to develop their Christian conscience and contribute positively to 
society. 
 
FAITH  &  LEARNING/FAITH & TEACHING  PROGRAMME 
This programme seeks to reaffirm the purpose of Catholic Schools and provides a detailed 
modular provision which encourages pupils, staff, parents and parishes to consider their 
responsibilities in providing effective Catholic education. In addition the Faith and Teaching 
Programme seeks to provide appropriate continuing professional development activities to 
enable staff at all levels to reflect on their role in realising the Mission of the Catholic School.  
The School is committed to this programme which will be tackled in a planned, systematic way.  
A CLPL programme is also available for interested staff. 
 

PARTNERSHIPS 
Relationships with the local parishes and parents are essential in extending the Home - School - 
Parish links which are central to the well-being of the Catholic school.   Consequently parents 
and clergy are regularly invited to join in celebrations in the School and participate on an equal 
footing with pupils and staff. 
 

Through all of the activities and practices listed above it is the intention that Trinity High School 
meets the needs of its youngsters, their parents and the Catholic Church by encouraging the 
development in all aspects of the person of all pupils within a Christian context. This leads to the 
avoidance of a range of discriminatory practices such as outlined in appropriate Race Relations 
legislation and the promotion of ‘Values for life’. 
 

SCES 
 

The School’s work is informed by the work of the Scottish Catholic Education Service (SCES) 
which provides support materials to ensure Religious Education is both challenging and 
motivating for our young people and staff.  A range of resources is available which informs our 
work and includes:- 
 

i) the Charter for Catholic Schools in Scotland – whole school. 
ii) Shining the Light of Christ – whole school 
iii) This Is Our Faith – whole school 
iv) Catholic Education Week materials 
v) Caritas Awards Programme 
 

These materials allow us to both challenge and support our young people’s faith and personal 
development.  
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COMMUNICATIONS POLICY 
 

 
In order for Trinity High School to continually develop and enhance the many positive features 
of the school it is vital that clear and effective lines of communication are established and 
periodically reviewed.  Education Scotland have repeatedly stressed that “good communications 
are essential for an effective school”.      (Effective Secondary Schools). 
 
 
Clear lines of communication assist in the development of a school as they :- 
 

i. enable the Headteacher and senior staff to share their ‘vision’ of how the school should 
progress 

ii. facilitate staff involvement in discussions which help shape school policies 
iii. allow clear articulation of the expectations made of pupils/students 
iv. inform parents of school policies and create conditions for positive parental contributions to 

the life of the School 
v. create conditions conducive to effective learning and teaching by allowing staff at all levels to 

contribute to departmental/faculty practice 
vi. increase the sense of belonging to the school felt by pupils, staff and parents 
vii.increase understanding by the wider community of the aims of the school 
viii.provide positive feedback on the work of the school which will inform future discussions 
 
To ensure clear communication is highlighted in Trinity High School a number of 
opportunities/features have been built in to the school management system :- 
 
STAFF :      
i) Regular whole school staff meetings within the negotiated School Agreement on the 35 

Hour Working Week for teachers 
ii) Board of Studies meetings to inform and initiate discussions 
iii) School committees with membership drawn from across the school and Minutes 

published for staff 
iv) Staff Information bulletins to update staff on current issues 
v) Departmental/Faculty Meetings to allow Principal Teachers to discuss departmental 

policy with teaching staff and a representative of senior staff 
vi) Formal communication channels between SMT and staff, and staff and the Pastoral 

Support Team 
vii) Daily tannoy 
viii) Consultative Documents for staff consideration 
ix) An appointed member of senior staff to co-ordinate media coverage 
x) Open Door policy operated by Head Teacher/Senior Staff. 
xi) Department/Faculty base area communications folders. 
xii) Increasing use of electronic mail to inform all staff.  
 
PUPILS/STUDENTS:  
i) Daily tannoy 
ii) Identified year group noticeboards to focus in on whole school and specific year group 

issues 
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iii) House group assemblies. 
iv) Pupil Councils 
v) Year group assemblies (monthly) and/or S.E. contact to facilitate consultation between 

class representatives on the Pupil Council and classmates 
vi) Special Assemblies called as needs dictate 
vii) Use of School Website/Twitter and School App 
 

 
PARENTS :      
i) Handbooks including the BGE Booklet for S1 – S3 
ii) Options Programmes and Books eg S4/5 
iii) Formal reports, once per session 
iv) Consultative meeting with staff, once per session per year group 
v) Information Evenings : P7 Open Night, Study Skills, Options 
vi) Parental Newsletters, 4 times per year, ie September, December, March, June 
vii) Year group pamphlet for each year group at the formal Parents’ Meeting 
viii) Letters to parents on matters of concern from SMT and departments/faculties, co-

ordinated by the Pastoral Team. 
ix) Contact with Pastoral staff on specific issues relating to pupil progress or well-being 
x) Formal links with appointed parent bodies, ie HT/Parent Council 
xi) Formal surveys of parental views e.g. whole school performance, satisfaction levels. 
xii) Summary School Improvement Plan and Self-Evaluation Profile. 
xiii) Attendance letters twice per session (ie December and June) to highlight positive 

attendance and confirm action points as determined by pupil recorded attendance. 
xiv) use of the school website to highlight key information eg Year Planner, Holidays, 

Policies. 
xv) increased use of school website/Twitter and School App 
 

Due consideration has to be given by all staff to the need for effective dialogue and clear 
communication.   
 

This, therefore, is the aim of Trinity High School to ensure clear lines of communication are in 
place and that all sections of the school community feel a sense of belonging and inclusivity that 
comes from involvement in an ongoing dialogue and partnership in the development of the 
school.  Such practice will ensure no section of the school community is discriminated against in 
accordance with the aims of the Race Relations Act. The challenge facing the school is to 
continually monitor lines of communication to ensure they remain effective and so this policy will 
be reviewed periodically. 
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EFFECTIVE LEARNING & TEACHING POLICY 
 
BACKGROUND 
 
Effective learning and teaching is an essential feature of any school and for all pupils, students 
and staff therein.   Both Education Scotland and Renfrewshire Council, have stated that 
effective learning and teaching must be a declared priority in the pursuit of the quality provision 
demanded by pupils, staff and parents alike.   The purpose of this Policy statement is to ensure 
that in Trinity High School a common set of standards or examples of good practice are shared 
by all to ensure the pursuit of effective learning and teaching and ensure no member of the 
school community is the subject of discrimination in any way. 
 
The statement sets out some general principles for effective learning and teaching and makes 
occasional reference to other relevant school policy statements;  it is also supported by a set of 
appendices covering six important and related areas - mixed ability teaching, co-operative 
teaching, class management, independent learning, HGIOS and learning preferences.   It will be 
for Departments to consider the implications of these recommendations for their own situation 
and for pupils’/students’ preferred learning styles, in order to ensure that their own practices are 
in line with the stated policy of the school in this fundamentally important area of our work.  
Critical also to the provision of a quality experience for all pupils/students is a consensus 
approach to the implementation of the Monitoring Learning & Teaching Policy Guidelines issued 
by Children’s Services which were interpreted and implemented across the School following 
whole school discussions and which will be further developed next session. 
 
1 Highest Standards 
It is important that all pupils should constantly be made aware that only the best work of which 
they are capable will be accepted, whether in classwork or homework.   (Teachers should be 
consistent in upholding the standards they have set their pupils).   In particular teachers should 
always insist on a good level of presentation of work, with due attention given to neatness, 
grammar and spelling. 

 
2 Pupil-Teacher Relationships 
Good relationships between pupil and teacher are to be positively fostered insofar as they can 
lead to a fruitful working atmosphere based on mutual respect and consideration for each 
other’s point of view.  Indeed such an approach was commended by HMIe who noted in 2011 
that “Young people are motivated and engage well with their learning.  Almost all are well 
behaved, polite and attentive.  They enjoy very good relationships with staff and feel valued, 
safe and secure in school”.  It is likely that an unnecessarily repressive or critical attitude on the 
part of the teacher, particularly if reinforced by an inflexible approach to discipline, will be 
counter-productive, breeding resentment and stifling initiative;  whereas a more open and 
relaxed style of class management, allied to a more positive and encouraging manner, which 
recognises the powerfully motivating effect of praise, will be much more successful in 
encouraging pupils to take an increasing responsibility for their own learning.  (cf. policy 
statements - Ethos and Promoting Positive Relationships.) 
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3 The  Formation  of  Good  Study  Habits 
 

i) Study Skills 
All departments/faculties should share in the cultivation of good study habits in their pupils, 
which, if introduced early enough, will pay huge dividends as pupils move up the school.   
Training in note-taking and reference skills and the inclusion in all courses of planned 
opportunities to use them so as to guide pupils towards independent learning will benefit pupils 
as they progress through their studies.   Study skills should also form part of the PSE 
programme and parents too should have the opportunity for involvement from the beginning of 
S1.  Particular advice in the form of S4, S5 and S6 study skills briefings will be prepared 
annually and sent to parents offering advice on possible support strategies to encourage study 
habits. 

 

ii) Planning and Organisation of Work 
Departments/faculties should also give serious consideration to measures that could be adopted 
to assist pupils to plan their work - both classwork and homework.  The setting of long-term 
homework targets in particular would not only offer training to pupils in organising and 
prioritising their work, but would have the additional advantage of helping them anticipate and 
thus avoid congestion of deadlines.  (cf policy statement - Homework)   In addition, forward 
planning using the calendar of National Qualifications deadlines and department/faculty set 
assessment practices should be included in the generic programme of study skills preparation 
for all National Qualifications pupils/students and the Information Evening on study skills for 
parents offered by the Pastoral Support Team.   
 

4 Differentiation 
Crucial to the effectiveness of all class teaching is the need to ensure that there is sufficient 
differentiation in the course materials and learning and teaching strategies to cater for the needs 
of all pupils and provide appropriate pace and challenge in the learning experience across all 4 
contexts for learning as outlined in a CfE. This is an urgent and ongoing priority, which must be 
addressed continuously and systematically by all departments/faculties, since inadequate 
differentiation of materials and the lack of use of appropriate AifL strategies may undermine 
mixed ability teaching and can easily become one of the chief causes of frustration and 
disruption in the classroom. 
 

It should be remembered also that effective differentiation does not apply only to course 
materials but also to the systematic development and effective use of a variety of teaching 
approaches as appropriate to the materials or to the ability level of the pupils and their preferred 
learning styles. Thus, teachers should be concerned to devise a range of strategies including 
AifL techniques and the imaginative use of resources including IT that will allow them to respond 
to the needs of all their pupils.  Further advice to teaching staff is contained in the Support 
for Learning Handbook previously issued to all teachers. 
 

It is likely that differentiation and other aspects of effective learning and teaching will continue to 
feature largely in school improvement needs and departments/faculties are encouraged to 
accord it a high priority in both Departmental/Faculty Improvement Plans and in their 
Departmental Monitoring Matrix. Consequently due consideration should be paid to approaches 
to learning and teaching incorporating varied teaching strategies eg AifL approaches and 
cooperative learning strategies and giving due cognisance to different learning styles.  In the 
meantime it should be remembered that the Principal Teacher Support for Learning is available 
for consultation in this respect.   (cf policy statement - Support for Learning.)  
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5 Balance of Learning and Teaching 
 
Apart from the use of varied teaching approaches to produce a differentiated response to the 
needs of all pupils, it is important that all courses should incorporate a balance of learning and 
teaching and when courses are being planned careful consideration should be given to the 
methodologies to be employed in their various elements.   In particular this should be 
considered before the beginning of each session and agreement should be reached across the 
department/faculty about the appropriateness of the different approaches to different sections of 
the courses.   A departmental/faculty review including pupil/student responses/feedback should 
also be held at the end of the year to consider the success of the different approaches and, in 
the light of that review, to reconsider the balance for the following year.  This review should also 
include the effectiveness and consistency of AifL approaches in place in the department/faculty 
as well as Cooperative Learning strategies. 
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APPENDIX  1 
 
EFFECTIVE  LEARNING  AND  TEACHING 
 
MIXED  ABILITY  TEACHING 
 
BACKGROUND 
Mixed ability teaching is central to the philosophy of comprehensive education and attempts to 
offer to all pupils the opportunity to achieve their full potential through the development of 
individualised learning and teaching within classroom organisational structures. 
 
At the S1 – S3 level of the Broad General Education, there are a number of positive advantages 
to mixed ability forms of organisation which should be taken into account and which fully support 
the principles and aspirations of a Curriculum for Excellence (CfE) :- 
 

• they prevent too rigid and too early a categorisation of individual pupils 

• they allow teachers to defer judgements regarding the potential of individual pupils while at 
the same time offering appropriate pace and challenge for all 

• they provide continuity across the Primary-Secondary transfer by retaining a form of class 
organisation which is familiar to the pupils 

• they tend to aid in ensuring balance in terms of both academic and social factors with class 
groupings 

 
Accordingly, the policy within Trinity High School is currently in favour of mixed ability classes in 
S1 – S3 as part of the Broad General Education available to all pupils.   However in accord with 
the Principles of the Curriculum Design outlined in a CfE ie: Challenge and Enjoyment; Breadth; 
Progression; Depth; Personalisation and Choice; Coherence; Relevance, a full discussion of 
classroom strategies and forms of classroom organisation has taken place and this resulted in 
some class setting, subject rotation and interdisciplinary learning.  In all cases however the 
clear purpose of whichever form of classroom organisation is in place is to ensure 
sufficient challenge is presented to all pupils to encourage the highest levels of 
achievement. 
 
Implications 
The benefits of mixed ability teaching as outlined above are supported by some strong evidence 
but, of course, these benefits will only be achieved if all members of staff are aware of the 
implications for learning and teaching which follow on from having a wide range of ability within 
the one class.   Therefore, it is important that class teachers pay attention to a number of crucial 
issues. 
 
All teachers must make themselves fully aware of the range of ability within their classes by 
seeking information on the strengths and weaknesses of individual pupils through assessment 
evidence from their Principal Teacher and from other colleagues within their Department/Faculty 
as well as the information provided in the Pupil Profiles provided by the Support for Learning 
Department.   In order that this process is meaningful, a full range of relevant information 
regarding individuals will be made available to all curriculum departments/faculties by the 
Support for Learning Department and Pastoral team.    
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To this end systems have been established whereby the information can be accurately obtained 
from the associated Primary Schools and distributed in an organised and co-ordinated fashion 
allowing for the consideration of attainment levels and implications for learning and teaching 
strategies in advance of the P7/S1 transfer.  Equally Principal Teachers must ensure that 
assessment data is stored and made available to teachers assuming responsibility for pupils 
moving from S1 to S2, S2 to S3 and so on. Currently, a whole school database which was 
piloted with senior phase pupils last session is under construction. This will be rolled out to 
include pupil tracking data from S1-S6, including transition information from P7 and will enable 
closer scrutiny of pupil progress at all levels. 
 

In this regard it is essential for teachers to ensure that they are aware of their pupils’ prior 
learning.  The range of primary schools associated with Trinity High School is such that within 
any one class at the S1 level, pupils could be at a variety of points in any subject.   Careful 
preparation and planning can help to minimise the potential difficulties which may arise in this 
regard.  In this regard the detailed analysis of Primary 7 transfer information prepared for all 
staff should be considered closely. 
 

Classroom teachers should have appropriate expectations of pupils. This is particularly 
important in relation to two major groups of pupils;  those with additional support needs, 
including Looked After Children (LAC) who may otherwise become frustrated and those whose 
talent is not being fully exploited and stretched, who may not be challenged sufficiently by the 
work being offered to them.   Teachers, therefore, need to set and share learning outcomes 
which are appropriate to the needs of individual pupils and should also ensure that the tool of 
differentiation is employed as necessary.  A significant majority of pupils will require revision and 
reinforcement of learning and this also requires to be built in to the whole process of learning 
and teaching in a mixed ability situation. 
 

Teachers should adopt a variety of approaches which recognise not only that different teaching 
situations are best addressed in different ways but also that individual pupils learn best in 
different ways.  There is no single methodological approach which will be considered universally 
best in all learning situations.  On many occasions, group organisation will be the most 
appropriate form of learning and teaching; on others individual assignments may be more 
suitable and in other situations, a whole class approach is required. 
 

Awareness of the various language demands made of individual pupils by the learning materials 
which they use is another important factor which teachers should take into account in mixed 
ability classes.   Language is fundamental to effective learning and, therefore, it is vital that all 
teachers constantly appraise the effectiveness of the language - both written and spoken - that 
they use to teach.   (See also the School policy statement on Language.) 
 
Finally, appropriate forms of assessment should be adopted which will allow individual pupils to 
demonstrate their knowledge and understanding of the subject regardless of any difficulties they 
may encounter in particular modes of communication. 
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APPENDIX  1 
 
EFFECTIVE  LEARNING  AND  TEACHING 

 
LANGUAGE 

 
 
“An awareness of pupils’ language development and language is relevant to all subjects and all 
teachers.   It is through language that children learn.   They learn through what the teacher 
says, through the language of worksheets and textbooks, through their own writing and talking”.  
A specific initiative involving additional time has been developed within English and which 
should impact on pupil learning across all subject areas.  However the key implications of the 
Literacy Guidelines produced for consultation as part of the Scottish Government’s ongoing 
Curriculum for Excellence initiative continue to require consideration by all curricular areas. 
 
Language is the chief means of communicating with others and, as such, its appropriate and 
effective use as a vehicle of instruction is crucial to the success of our teaching.   It follows 
clearly from this that all teachers must constantly appraise the effectiveness of language - both 
written and spoken - that they use to teach so as to ensure pupils do not feel excluded or 
discriminated against in their learning. 
 
What is not so immediately obvious, but is nonetheless equally true, is the fact that language is 
also fundamental to effective learning, since it plays a decisive role in the formation of our 
mental processes i.e. “we think in terms of language and form our thoughts in words”.   One 
particular and relevant application of this truth is that we learn and understand something more 
thoroughly and more securely if we are given the opportunity to express what we have 
been taught in our own words or to discuss it informally with others. 
 
The implications for all teachers of these two aspects of the use of language are huge and 
deserve close consideration. 
 
1. Language as the medium of teaching 
 

All language used in the classroom, whether it be the spoken language of the teacher or 
the written language of the textbook or worksheet, must be an aid, not a hindrance, to 
learning and understanding, and its effectiveness should be measured by that simple 
yardstick.   It follows from this that teachers should constantly appraise their own 
classroom language and that of all written texts from this point of view.   In particular 
language should be regularly reviewed for 
 
a) level of difficulty and appropriateness to the age of the pupils and the level of 

course being followed 
 
b) clarity of expression 
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Teachers should always be receptive to questions from their pupils seeking clarification 
and should always be open to the possibility that it may be the language, and not the 
concept, that is difficult, if that appears to be the case, then the language should be 
suitably modified for the future.   In this connection it is worth remembering that the 
Principal Teacher Support for Learning is available to offer advice on all matters relating 
to readability of texts. 
 
 
In the case of teacher-produced work, eg  worksheets, notes, presentations, learning 
outcomes etc special attention should be paid to 
 
a) linguistic correctness  eg  spelling, grammar, punctuation 
   and 
b) visual presentation and/or reprographic quality (see appendix 1 – if appropriate) 

 
 
2. Language as the medium of Learning. 
 

Pupils should constantly, and as a matter of regular routine, be provided with 
opportunities to use language to help them learn.   To this end teacher should 
 
a) encourage questions from their pupils 
b) use of vocabulary lists/word banks 
c) include in their methodology a high proportion of open-ended questions, requiring 

extended answers 
d) incorporate small-group discussions into their classroom practice on a regular basis 

carefully managed to ensure that it is productive 
e) set regular assignments that require answers in the form of extended writing 
f) encourage pupils to make their own notes 
g) encourage use of the library by setting tasks which will involve reference to it 
h) it is incumbent upon all staff that high standards of appropriate and courteous 

language are used and maintained.   Pupils should be actively encouraged in this 
respect at all times, in order that they develop an appreciation of appropriate 
language usage. 

 
Finally, all departments should be aware of the reading demands of their courses and should 
appreciate that all teachers - and not just teachers of English - share a responsibility for 
developing their pupils’ reading and writing ability throughout their years of schooling and in 
particular developing literacy skills through a Curriculum for Excellence. 
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APPENDIX  2 
 
EFFECTIVE LEARNING AND TEACHING 
 
CLASS MANAGEMENT 
 
BACKGROUND 
The aim of a policy on class management is to help create an effective learning environment for 
pupils.   Four important areas require to be addressed by teachers to achieve this aim.  These 
are lesson preparation, learning teaching strategies, classroom discipline and self-evaluation. 
 
PREPARATION 
 
Thorough preparation of every lesson is essential.   This includes preparation of both lesson 
content and resources used.   Pupils should be made aware of expected learning outcomes 
from the lessons at the start with a short plenary session at the end of the lesson to examine if 
these outcomes have been achieved.  Worthwhile and interesting activities in each lesson 
should ensure the attention span of pupils is maintained.  The art of correctly timing lessons 
requires effort to develop.  The proper integration of all teaching resources into a lesson, 
including ICT equipment, requires careful consideration.   Preparation is particularly important 
when co-operative learning and teaching occurs to ensure the best results from this exercise, 
with pre-planning to identify roles and objectives. Use of differentiated resources is important to 
ensure each pupil is working and achieving at her or his own level. 
 
LEARNING AND TEACHING STRATEGIES 
 
Throughout each lesson a range of learning and teaching strategies should be evident.   A 
variety of approaches within the one lesson is recommended where possible - pupil activity, 
peer assessment, teacher-led work and group work.  Systematic control and direction of all 
activities, however, is essential - with the teacher assuming a prominent role in leading or 
assisting classroom activity.   A good questioning technique by the teacher can help develop 
confidence in all pupils and discussion sessions should be tightly controlled. However pupils 
should be given the opportunity to assume leadership roles in class also to encourage self 
esteem and promote active learning in the classroom. Consideration could  also be given to  
research evidence on preferred learning styles as contained in the Teachers’ Handbook of 
Support for Learning Strategies (see also Appendix 6). 
 
Different year groups require different approaches and differentiation of materials for differing 
ability ranges is often required. 
 
A positive feature of effective teaching is reflective self-evaluation which is to be encouraged for 
all teachers (see Appendix 5) and which HMIe deemed in 2011 to be “Very Good” across the 
school given the wide range of practice evidenced. 
 
Pupils should be addressed by first names and courtesy and respect expected on both sides.   
Emphasis should be placed on positive attributes of pupils. 
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CLASSROOM  DISCIPLINE 
 

An effective learning environment requires good discipline in the classroom and vice versa.   
Each teacher should be aware of the school policy on discipline and the formal discipline 
system in operation in the school and be prepared to use this system correctly.   However, 
certain common features in standards should be maintained in each classroom. 
 

Classes are expected to line up quietly outside each room and enter only when the teacher 
arrives.   Teachers should arrive promptly and lessons should start and finish on time. Senior 
Students should not as a matter of course be released from classes during double periods to 
wander corridors and/or visit nearby shops.  Pupils should remove coats and jackets on entering 
the room to create a working atmosphere and all pupils should be settled and seated before the 
lesson begin.   Registration of each class is essential and collection or marking of homework is 
an important feature of the lesson.   A firm approach by the teacher and encouraging of pupils to 
take pride in all aspects of the work given can minimise the occasions of indiscipline.   When 
necessary, the correct pupil should be targeted for reprimanding rather than the whole class, 
and sarcasm, ridicule and hostility avoided.   Principles of Assertive Discipline should be 
utilised as far as possible.  When appropriate, private rather than public reprimands should be 
given.   The behaviour rather than the pupil should be criticised.   Consistency in discipline 
matters is important and idle threats are to be avoided.   Confrontations can often be avoided 
with forethought and unfair comparisons of pupils can have a very negative effect on class 
ethos.   Teachers should consult the school policy on discipline for detailed guidelines. 
 

Updated information about disabilities or impairments to learning in pupils should be 
communicated to teachers by Principal Teachers or directly from Support for Learning or 
Pastoral Staff.  In all cases classroom teachers have a responsibility to familiarise themselves 
with the contents of the Pupil Profiles issued and updated by Support for Learning. 
 

Establishing a good discipline technique is not a simple procedure and assistance is always 
available from within the department or from the SMT in the School.  However it is important to 
highlight that:- 
 

BETTER RELATIONSHIPS = BETTER LEARNING = BETTER BEHAVIOUR 
 
 

MONITORING 
 

The final area to consider for successful classroom management is self evaluation.   An honest 
review will include an examination of the areas mentioned above and regular evaluation can 
help produce success in classroom management.  Teachers are encouraged to refer to the 
Quality Indicators (QIs) that are contained within the school’s Management and Evaluation 
Policy. This has been reviewed  and  will continue to be developed and updated in light of the 
implementation of HGIOS 4.They are also encouraged to reflect against the appropriate GTCS 
Standards and to participate fully in the ongoing discussions regarding  developing a 
consensual approach to monitoring the quality of learning and teaching which will take forward 
current ‘Sharing Good Practice’ approaches across the school.  This commitment to rigorous 
self-evaluation was noted by HMIe in 2011 and who stated “Staff are strongly committed to 
improving young people’s learning and achievement.  Most are becoming more skilled in 
reflecting on their classroom practice and sharing ideas across the school”.  However there is 
always room for further improvement in ensuring the best possible provision for our young 
people is in place. 
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APPENDIX  3 
 
EFFECTIVE  LEARNING  AND  TEACHING 
 
TOWARDS  INDEPENDENT  LEARNING 
 
 
BACKGROUND 
 
Independent learning is the process by which pupils develop their study skills and learn to take 
the initiative in becoming responsible for their own learning and is entirely consistent with the 
development of the 4 capacities as outlined in A Curriculum for Excellence.  This extends also 
to the development of positive attitudes to lifelong learning which remains a priority for 
Renfrewshire Council. 
 
To encourage the development of independent learning a range of appropriate procedures 
including the following could be adopted :- 
 
1 Learning outcomes should be shared with pupils in advance in accord with best 

Assessment is for Learning practices.   An overview should be given at the beginning of 
each topic or unit of work.   This should give some indication of the time to be allocated to 
the work and also details of deadlines to be met in terms of, eg work required for folios.  
Pupils will be assisted in planning assignments etc by the use of the calendar of National 
Qualifications’ deadlines and department/faculty assessment practices together with 
input on study skills for parents and pupils and in the SE programme.   The use of the 
school Homework/Study Planner and Show My Homework platform should be 
encouraged by all readers.   

2 Assessment timetable and procedures should be communicated to pupils.   This should 
contain information on continuous assessment and end of unit tests as well as external 
examination dates (where appropriate) and National Qualifications internal assessment 
arrangements. 

3 Study Skills / Use of Library - pupils should be made aware of the resources available 
within Departments and be encouraged to use them.  All pupils should be given training 
in how to make the most effective use of the Library.   Advice on study skills will be given 
during SE and offered to parents through study skills briefings.  

4 Pupils should monitor their own performance.   A record of assessment marks or grades 
or comments should be kept by pupils as well as a Personal Planner in order to 
evaluate their own performance.   The involvement of  parents in this process should be 
encouraged. 

5 Pupils should be encouraged to make their own notes where appropriate and every help 
should be given them to develop this skill. 

6 Homework tasks should be regular and challenging as required so as to encourage 
research skills as well as reinforce classwork. 
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IMPLICATIONS  FOR  DEPARTMENTS/FACULTIES 
 
1 Well constructed course work including independent learning tasks which encourage 

active learning strategies and worksheets should be produced which allow pupils to 
progress at their own pace, but with strong guidance from the teacher. 

2 Good organisation of resources including available ICT and worksheets is essential.   
Pupils should be trained to use and replace worksheets. 

3 Pupils should be constantly encouraged to give of their best work and that  which is below 
their standard should not be accepted. 

4 Departments/Faculties should maintain an up-to-date stock of resources and reference 
 material.  Full use should be made of the Library budget in order to purchase 
 additional books which could be used for project work. 

 
CONCLUSION 
 
It is important that a balance is struck between formal teaching and pupil-initiated independent 
learning.   The aim is always to motivate pupils in order that they achieve their full potential. 
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APPENDIX 4 
 
LEARNING PREFERENCES 
 

Intelligence Some examples of 
teaching activities 

Some examples of 
teaching materials 

Verbal-linguistic discussions, word games, 
storytelling, journal writing 

books, tape recorders, 
books on tape, word-
processors. 

logical-mathematical brain teasers, number 
games, problem solving, 
critical thinking, flow 
diagrams. 

maths games, science 
experiments, calculators. 

Visual-spatial visual presentations, mind 
mapping, visualisation, art 
activities. 

graphs, maps, videos, art 
materials, pictures. 

Bodily-kinesthetic drama, hands-on learning, 
tactile activities. 

building materials, 
manipulative materials, 
tactile learning resources. 

Musical songs, raps, jingles. tape recorders, pre-
recorded tapes, musical 
instruments. 

interpersonal cooperative learning, peer 
tutoring, simulations, 
discussions 

board games, props for role 
plays. 

interpersonal independent study, 
individual action plan. 

self-checking resources, 
journals. 

naturalist outdoor activities, field 
work. 

cameras, outdoor learning 
resources. 

 
 
 
TEACHING STYLES 
 
The Challenge of Teaching 
 
Classrooms are complex environments in which teachers are often faced with a multitude of 
demands, tasks and events that require their attention and consideration.  The pace of events in 
a classroom can be rapid and can develop in ways that are not anticipated.  There are many 
things happening at the same time.  This requires the teacher to be constantly monitoring and 
evaluating the pace and progression of learning.  It also means that the teacher needs to be 
able to adapt to changing circumstances in a style that is flexible and open to improvisation.  
The teacher is at the centre of the classroom; it is the teacher that makes the difference. 
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PROMOTING POSITIVE RELATIONSHIPS 
 
INTRODUCTION 
 

Good relationships and positive behaviour are fundamental to developing our young people and 
ensuring they become: 
 

• Successful Learners 

• Confident Individuals 

• Effective Contributors 

• Responsible Citizens 
(CfE) 
 
In line with Renfrewshire’s policy Trinity High promotes a high standard and ethos where all 
members of the school are valued.  We believe that all young people have the right to learn in a 
caring, nurturing and supportive environment. 
 

“All children and young people will experience a safe, nurturing and stimulating learning 
environment through a supportive ethos built on partnership and strong relationships.  
They will be encouraged to have expectations of themselves and others, to reach their 
full potential and make a positive contribution to society” 
 

 
AIMS 
 

The aim of this policy is to ensure a common approach to fostering: 
 

• An environment where each individual is treated fairly and feels valued and respected. 
 

• An environment where good behaviour is encouraged and reinforced. 
 

• To encourage consistency of response to both acceptable and unacceptable behaviour. 
 

• To develop self esteem, self discipline and positive relationships 
 
It is clear that all young people learn in an environment where there are high expectations of 
achievement and attainment and it is the responsibility of all staff and parents to promote these 
high standards and encourage respect for others. 
 
MANAGEMENT  RESPONSIBILITY 
 
Specific responsibility for the management of promoting positive relationships lies with the Head 
Teacher along with the Depute Head Teacher in charge of Pastoral Support.   The Depute Head 
Teacher will conduct monitoring surveys, produce reports on trends for the SMT and staff 
generally, liaise with parents, arrange in-service for staff in conjunction with the C.P.D. 
Coordinator, liaise with subject departments, involve senior students and assume overall 
responsibility for all aspects of the promoting positive relationships policy. 
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The Depute Head Teacher with responsibility for Pastoral Support will liaise with Pastoral staff 
and will have responsibility for the inclusion of anti-bullying materials in the Personal and Social 
Education materials in use in the school.   However it is the responsibility of all staff to 
contribute to the development of positive relationships through the effective 
management of the different situations in which they find themselves.  Subject 
departments are also encouraged to become involved. 
 
ORGANISATIONAL  PROCEDURES 
 

1. Particular instances will be entered in the PPR Log and will be investigated and dealt with by 
the appropriate member of the Senior Management Team and Pastoral staff in accordance 
with the communications structure outlined in this policy.   Leaflets containing helpful 
information on how to deal with bullying incidents will be made available to individual pupils 
and parents where this is thought to be appropriate. 

 

2. An information session will be arranged for prefects and senior students early in each  new 
session in order to raise their awareness of bullying and enable them to play a part in 
minimising bullying behaviour. 

 

3. Pupil Assemblies will be used to get across the principles underlying promoting positive 
relationship to all pupils.   This will be a regular feature of assemblies throughout the school 
session. 

 

4. Pupils will have anti-bullying material included in their PSE course. 
 

5.  Specific events to increased awareness of anti-bullying issues will take place  
     throughout the session. 

 

6.  Pupil Councils will be involved in discussion of the issues related to anti-bullying  
     strategies. 

 
STAFF  DEVELOPMENT 
The Depute Head Teacher in conjunction with the C.P.D. Co-ordinator will provide staff 
development opportunities for interested staff as deemed appropriate and will also use 
departmental/faculty meetings in order to raise staff awareness and update staff on surveys. 
 
PARENTAL INVOLVEMENT 
The Parent Council will have opportunities to discuss the policy and be informed about the 
results of the annual surveys. 
 

EVALUATION 
Pupil survey results in the form of pie charts and bar graphs of extent and types of bullying on a 
year to year basis will allow on-going monitoring of positive relationships. The results of these 
surveys will be publicised in the school for pupils, staff and parents and will be the subject of 
discussion at Pupil Council Meetings, the Parent Council and department meetings. Staff, 
parents and senior students responses to the programme will also provide information in order 
that the policy can continue to be reviewed. 
 
 
 



Trinity High School Policies  
 
 

 

P a g e  | 30   
 

TRINITY HIGH SCHOOL - PPR COMMUNICATION STRUCTURE 

 
 
 

   
   
 Report to 

  → 
  
 

 
 
All of the above named can  
have a different but equally 
important role in preventing 
or reporting bullying behaviour 
 

   
   

  
  
   
   
    
    
   
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
  

                                               

DHT 
 
Discreet interview of pupil being 
bullied on day of report if possible 
by DHT  depending on availability. 
 
Pupil identified as bully interviewed 
by DHT depending on availability 
and on confirmation of details 
severe warning/other disciplinary 
action taken. Possible use of 
Restorative Practices with pupils 
involved. 
 
Details of proposed course of 
action logged in the PPR Log 
(DHT’s office) 
 
Where appropriate, parents 
contacted same day if possible. 
 
Pastoral staff informed and 
consulted re course of action. 
 
Any immediate arrangements 
made to ensure the welfare of 
pupil being bullied (eg run home 
etc) 

 
CLASS TEACHER 

PASTORAL TEACHER 
NON-TEACHING STAFF 

SENIOR STUDENTS 
PUPILS 

PARENTS 

MONITORING COURSE OF ACTION 

PUPIL AFFECTED 
 
Pastoral Teacher  will undertake 
immediate supportive action and 
subsequent ongoing monitoring.   
This may require discreet pre-
arranged interviews and/or a 
“signalling” agreement. 
 
The DHT will check the 
effectiveness of such action with 
the pupil and with the Pastoral 
Teacher as dictated by the 
severity of the situation. 
 
Pastoral Teacher will liaise with 
and be informed by Class 
Teachers and others. 
 
Pastoral Teacher will report 
progress to DHT on agreed dates 
and will communicate with DHT, 
parents, staff as appropriate 
 

PUPILS RESPONSIBLE 
 
Support staff will be identified to monitor 
situation if appropriate. 
 
Pupils will receive counselling initially 
 
Support Teacher may progress to role of 
befriender. 
 
Support Teacher will inform DHT  and 
Pastoral Teacher on agreed dates and 
as appropriate 
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PERIODIC VIEW 
 
Progress of action plans should be 
evaluated at agreed times by staff 
concerned. 
 
Further courses of action or referrals can 
be agreed. 
 
When it is deemed appropriate to de-
prioritise a case to routine monitoring an 
entry will be made to this effect in the PPR 
Log (DHT’s Office) 
 

 
 
 
 
 
 
 

PPR DISCREET INTERVIEWS/”SIGNALLING” SYSTEM 
 
A pupil reported as bullied may be interviewed discreetly by being 
sent to the  DHT’s Office on an “apparent” errand set up by a class 
teacher.   Alternatively, a discreet arrangement may be made for 
an interview before the start of the school day. 
 
In serious cases, a “signalling” arrangement may be necessary 
whereby a routine is established which allows the Pastoral 
Teacher/DHT to be alerted discreetly to the fact that all is now well 
or that a recurrence of a previous problem has taken place.   Such 
arrangements could take the form of a pre-arranged prompt to DHT 
during morning canteen supervision for example or links to a 
specific senior student. 
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Trinity High School 
 

Anti- Bullying Policy  
 
This policy has been developed in line with Renfrewshire Council’s Policy on Anti-Bullying.  
Renfrewshire council is committed to providing a safe, supportive environment for all young 
people in its Education establishments.  Here at Trinity High School our values are respect, 
dignity, fairness and inclusion.  We understand that bullying is never acceptable and that all 
young people have the right to learn in a safe, secure environment. 
 
What is Bullying? 
Bullying is both behaviour and impact; what someone does and the impact it has on the other 
person’s capacity to feel in control of themselves. Bullying takes place in the context of 
relationships. It is behaviour that can make people feel hurt, threatened, frightened and left out 
and it can happen face to face and online. Bullying behaviour can harm people physically or 
emotionally and, although the actual behaviour might not be repeated, the threat that it might 
can be sustained over time, typically by actions: looks, messages, confrontations, physical 
interventions, or the fear of these. 
 
This behaviour can include: 

• Being called names, teased, put down or threatened face to face and/or online 

• Being hit, tripped, pushed or kicked 

• Having belongings taken or damaged 

• Being ignored, left out or having rumours spread about you (face to face and/or online) 

• Sending abusive messages, pictures or images on social media, online gaming platforms 
or phones 

• Behaviour which makes people feel like they are not in control of themselves or their lives 

• Being targeted because of who you are or who you are perceived to be (face to face 
and/or online) 

(Respectme2015) 
 

Bullying does not need to be persistent to have an effect on the mental health and wellbeing of  
a Young Person.  We should always remember that young people fall in and out, disagree with 
each other but it is always important to discuss relationships and issues with them. 
 
In Trinity High School there is a clear commitment to challenge all types of prejudice based 
bullying and language in line with Renfrewshire Council Policy.  Under the Equality Act of 2010  
it is unlawful to discriminate against people with protected characteristics. 
 
These are: Age 
   Disability 
   Gender reassignment 
   Pregnancy and maternity 
   Marriage and civil partnerships 
   Race 
   Sex 
   Religion or belief 
   Sexual orientation 
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Resilience 
 

We know that children and young people will fall out and disagree with each other as they form 
and build relationships. This is a normal part of growing up and most children and young people 
have the ability to bounce back from this type of behaviour. It is important to discuss how they 
feel and help them to develop resilience to manage their relationships. 
 

Similarly, bullying behaviour can sometimes be unsuccessful. A person can attempt to bully 
someone using a range of behaviours but it has no impact – in this case the person has not 
been bullied but the behaviour needs to be challenged appropriately and should not be ignored. 
For example, the use of homophobic or derogatory language, which may have no impact on the 
person it is aimed at, must still be challenged as the language itself is unacceptable and could 
impact on other people.  (Respectme.org.uk)  
 
Aim of Policy 
 

The aim of this policy is to provide clear information to staff, parents and young people in the  
identification and prevention of bullying behaviour to ensure Trinity High School is a safe, 
respectful and positive environment. 
 

The policy provides guidance for management and staff in preventing bullying, in dealing with  
bullying and providing information to parents, carers and young people. 
 

It is every child’s right not to be bullied and to be protected. 
 

It is the responsibility of managers, staff and parents to support, listen, respect and respond to a  
young person experiencing bullying. 
 
We will raise awareness of bullying with staff through: 

• School Policy 

• Vision and aims of the school 

• School Handbook 

• Training on United Nations Rights of the Child 

• CPD opportunities 

• Providing literature to all staff. 

• SE starter slides. 
 
We will raise awareness of parents through: 

• Working in partnership with Parent Council 

• Information on web site/school twitter page. 

• Information in School Handbook 

• Providing information at Parents Evenings. 

• Information on ‘Show My Homework’ platform. 
 
We will raise awareness of pupils through: 

• Curricular activities 

• Anti-Bullying displays 

• Assemblies 

• Buddies/mentors 
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• Health week 

• Focus Groups 

• Year Group Seminars 

• Guest Speakers 

• Home Link Transition Groups. 
 
Managers will:  

• ensure adults create an ethos where children and young people have high expectations 
of themselves and others and have respectful relationships which are promoted and 
modelled by all;  

• identify the needs of children and young people and provide a high level of support as 
appropriate using the GIRFEL model;  

• ensure that children and young people know how to report a bullying incident and are 
comfortable with the means of doing so;  

• promote equality and fairness;  

• ensure feedback is given to parents on the outcome of an investigation;  

• ensure the implementation of Renfrewshire’s policy on anti-bullying and ensure it is 
embedded in the practices of the educational establishment and setting;  

• ensure staff understand their responsibility to prevent and respond to prejudice-based 
bullying;  

• ensure staff have a clear understanding of their roles and responsibilities;  

• identify a specific lead person/anti-bullying co-ordinator;  

• ensure that the procedure for recording and monitoring alleged bullying/bullying incidents 

is adhered to;  

• follow up on alleged bullying/bullying incidents to ensure they have been successfully 

and appropriately dealt with;  

• ensure that anti-bullying strategies are regularly reviewed and developed in partnership 

with the education establishment and setting;  

• provide guidance on any restrictions on the use of personal mobiles and on appropriate 

and safe use of mobile technology for learning and teaching purposes;  

• provide appropriate professional learning opportunities to support all staff.  
 
Staff (including the specific lead person/anti bullying co-ordinator) will:  

• identify the needs of children and young people and provide a high level of support, as 
appropriate, using the GIRFEL model;  

• contribute to a positive ethos where children and young people have high expectations of 
themselves and others and where respectful relationships are promoted and modelled;  

• ensure that young people know how to report a bullying incident and are comfortable with 
the means of doing so;  

• promote equality and fairness in their day to day practice;  

• be aware of, implement and adhere to the principles of Renfrewshire’s policy on anti-
bullying and follow procedures for managing and dealing with bullying behaviour;  

• be aware of and understand their responsibility to prevent and respond to prejudice-
based bullying;  

• be aware of their roles and responsibilities;  
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• ensure that the procedure for recording and monitoring alleged bullying/bullying incidents 
is adhered to;  

• actively contribute to the regular review and development of anti-bullying strategies;  

• be aware of guidance on any restrictions on use of personal mobiles and promote the 
appropriate and safe use of mobile technology for learning and teaching purposes; 

• be involved in appropriate professional learning opportunities.  
 

NB.  It is important that all staff, teaching and non-teaching are made aware of and 
adhere to the policy and procedures to ensure consistency of approach.  

 
 
 
Guidance for parents  
 
Communication between the home and the establishment is crucial to ensure that no young 
person is unduly affected by bullying behaviour. The following signs and symptoms may 
suggest that a young person is being bullied:  
 

• a young person who has been happy presents as losing interest and enthusiasm for 
school. This may be reflected in deterioration in school performance. 

• Unwillingness to attend school or educational setting or worrying about the route to and 
from the establishment setting, requesting parents drive or collect them. 

• Damage to or loss of personal property, for example mobile phones, clothes, books and 
bicycles. 

• unexplained changes of mood. These will often occur before the restart of school, for 
example, at the end of the weekend or the end of holidays. 

• Frequent minor illnesses, especially headaches and stomach ache, difficulty in sleeping, 
not eating especially if they accompany the mood changes mentioned above. 

• An increase in requests for money. 

• Unexplained cuts and bruises. 

• Recurrent nightmares and trouble sleeping. 

• Bed wetting.  

• Weight loss or gain. 

• Isolating themselves from social situations.  
 
NB.  It is important to note that these signs do not necessarily mean that a child or young 

person is being bullied.  
 
Any activities which lead to a sense of achievement will help build self-esteem and wellbeing. 
Parents can help to build up self-esteem in their children, by encouraging them to get involved 
in activities inside and outside of school.  
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Reporting 
 
Educational establishments and settings should promote a climate and ethos where young 
people feel safe and secure. They will provide friendly, confidential and safe ways for learners to 
report bullying behaviour. 
 

• Young people can be encouraged to report bullying by: 

• Re-enforcing the importance of reporting bullying behaviour they have witnessed; 

• empowering individuals who have experienced or witnessed bullying behaviour to report 
these incidents; 

• Providing opportunities to communicate their concerns, e.g. confidential letters and 
surveys; 

• Providing clear information of the process and whom they can speak to. 

• Providing an intermediary service e.g. trained older pupils/Home Link. 
 
All reported incidents must be investigated timeously. Delays in dealing with an incident should 
only occur when reported at the end of a school day. The recommended time to carry out a full 
investigation is 3 working days. Educational establishments and settings will use their 
professional judgement in deciding whether to contact parents. However, it is important young 
people are aware of the educational establishment and setting’s intention and actions regarding 
parental involvement. 
 
Reported incidents must be recorded on SEEMIS system by SMT.  A restorative approach 
should be used to encourage young people to reflect upon their behaviour and impact on 
others.  Incidents should be reviewed via the EST framework and pupil monitoring. 
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Renfrewshire Council: Children’s Services 
Renfrewshire’s Policy on Anti- Bullying 

Logging Form 
 
Establishment/Setting Name           
 
Children/Young Person’s Name              
 
Class      Ref No   
 

Bullying Behaviour (tick all that apply)      Verbal     □          Physical    □       Written  □ 

     Graffiti  □            Damage to Personal Property   □            Emotional/Psychological  □ 

Characteristics covered by Legislation* 

Race  □     Disability □   Religious/Belief □ 

Sexual Orientation  □   Gender □ 

Gender reassignment □ Pregnancy/Maternity  

□ 

Marriage/Civil partnership □ 

Other Characteristics 

Body Image    □         Age  □ 

Looked After  □          Socio/Economic □ 

Other  □         (must specify)           

Child/young person on receiving end of bullying behaviour 
 
Name:  DOB:             Registration Class:           Stage: 
 

Incident Date:                                 Time: 

Date Details of Incident/allegation 

 (to be completed by member of staff reporting incident) 
 
 
 
Outcome of incident – bullying          YES/NO 
 

 Agree course of action/specify dates where 
relevant 
(to be completed by lead person or anti-bullying co-
ordinator) 
 
 

Date and time 
completed 

 Parental Contact:  Yes/No 
Parent Response: 

Date: 
 
 
 
 

 
Signature of Staff Member Reporting Incident         
Signature of Year Head/Anti-Bullying Co-ordinator        

http://renfo.renfrewshire.gov.uk/wps/portal/renfo/!ut/p/c1/04_SB8K8xLLM9MSSzPy8xBz9CP0os_hgJzdDY_dgQwN39yBTA093HzdvrxA3SwNHA_1wkA7cKnxN8Ml7hBmYQ-QNcACgDX4e-bmp-pH6keYIUyx8vV0MPE28nQ2CAkyNzAIM9Auys4MsTR0VATnYiIk!/dl2/d1/L2dJQSEvUUt3QS9ZQnB3LzZfU0JGMTNHUzEwR0dSNTBJR0xGS0pURjkwUDY!/?WCM_GLOBAL_CONTEXT=/wps/wcm/connect/Intranet%20Content/intranet/home/ce-news-freeflujabs&category=News&defaultcat=News&type=directcontent
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Renfrewshire Council: Children’s Services 
Renfrewshire’s Policy on Anti- Bullying 

Review/Update Form 
 
 

Detail of progress Date when completed 

  
 
 
 
 
 
 
 
 
 

 
 
Signature of Head/Anti-Bullying Co-ordinator        
 

Detail of progress Date when completed 

  
 
 
 
 
 
 
 
 
 

 
 
Signature of Head/Anti-Bullying Co-ordinator        
 

Detail of progress Date when completed 

  
 
 
 
 
 
 
 
 
 

 
Signature of Head/Anti-Bullying Co-ordinator        

http://renfo.renfrewshire.gov.uk/wps/portal/renfo/!ut/p/c1/04_SB8K8xLLM9MSSzPy8xBz9CP0os_hgJzdDY_dgQwN39yBTA093HzdvrxA3SwNHA_1wkA7cKnxN8Ml7hBmYQ-QNcACgDX4e-bmp-pH6keYIUyx8vV0MPE28nQ2CAkyNzAIM9Auys4MsTR0VATnYiIk!/dl2/d1/L2dJQSEvUUt3QS9ZQnB3LzZfU0JGMTNHUzEwR0dSNTBJR0xGS0pURjkwUDY!/?WCM_GLOBAL_CONTEXT=/wps/wcm/connect/Intranet%20Content/intranet/home/ce-news-freeflujabs&category=News&defaultcat=News&type=directcontent
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DISCIPLINE PROCEDURES POLICY 
 
It is expected that all teachers will contribute to the maintenance of good order in the school, 
setting and insisting on the highest standards of behaviour from their classes at all times.  This 
view is clearly endorsed in ”A Teaching Profession for the 21st Century” and emphasised in the 
Scottish Government’s 2013 “Report “Better Relationships, Better Learning, Better 
Behaviour” which states “investing time and resources into improving relationships and 
behaviour in establishments leads to positive outcomes around inclusions, engagement and 
achievement in the short term and community safety and cohesion in the longer term.” 
 
Research evidence also indicates that punitive regimes are associated with worse rather than 
better behaviour and that fairness and consistency are more likely to have a positive effect on 
the promotion of positive behaviour in schools.  Consequently no pupils should feel 
discrimination on grounds outlined in the Race Relations Act.   A discipline system should be: 
 

Positive  - seeks to reward good behaviour 
Fair  -  where records are objective, accurate and open 
Non-escalatory - where a serious attempt is made to avoid too rapid   
    an arrival at senior staff level 
.......Revised Standard Circular 8 
 

Principal Teachers have a clear responsibility for the maintenance of discipline and good order 
in their Department/Faculty.   They must provide support for their teachers by : 
 
  i) pursuing a departmental/faculty approach to the shared problems of indiscipline 
 
 ii) developing policies on acceptable and non-acceptable behaviour 
 
iii) setting clear lines of referral 
 
iv) maintaining departmental/faculty records of disciplinary incidents 
 
It should be stressed that this stage of the discipline structure does not diminish the support and 
direct contact with Senior Management. It is a strategy which will add further support for the 
classroom teacher by sharing the responsibility and correcting indiscipline at an early stage. 
 
In accordance with departmental/faculty and whole school policy, the class teacher must set 
and uphold the standards necessary for maintaining discipline, using whatever strategies are 
available, eg – 
 

• consistency of teacher approaches 

• not embarrassing pupils 

• punctuality to room 

• stricter at the beginning;  ‘slackening off’ later 

• good preparation for class 

• few rules which are made very clear to pupils 

• stop unacceptable behaviour quickly 
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The various elements of the discipline structure are outlined below : 
 
1 The Green Punishment Exercise Sheet 

The ‘Green Sheet’ should be used as a formal punishment when the pupil has failed to 
respond to verbal reprimands. 
 
It should provide a learning situation rather than demand the repetition of lines, 
which is against Renfrewshire Council Policy, or the construction of an essay 
which may present further difficulties for some pupils.   To this end, a bank of 
materials should be prepared at department/faculty level for staff issue, in order that 
punishments might be standardised and be of a positive, educational nature.    
 
Care should be taken to ensure that pupils with learning difficulties are not given  
punishments that are too demanding of their limited skills. 
 
On completion, the ‘Green Sheet’ must be passed on to the appropriate Pastoral 
Principal Teacher in order that the discipline of individuals or groups might be monitored. 
 
Pastoral Principal Teachers will maintain a record of pupil indiscipline to include 
‘Green Sheets’ and ‘Yellow Cards’.   Support given will also be noted. 
 
 

2 Referral to Principal Teacher 
If the issue of a ‘Green Sheet’ is found to be inappropriate or ineffective and the 
indiscipline is of a departmental nature, the pupil should be referred to the Principal 
Teacher who will, in consultation with the class teacher if necessary, decide on a course 
of action. 
 
Teachers should not feel that the referral of a pupil is an admission of failure.   On the 
contrary, it helps with the maintenance of good order, as it brings disruptive pupils to light 
and therefore helps to forestall trouble in the future. 
 
The referral could be deferred to allow the teacher time to discuss the matter(s) with the 
principal.   Time should be set aside at departmental meetings to discuss the indiscipline 
of individuals or groups and to develop strategies for correcting their behaviour. 
 
Immediate referral to the Principal Teacher can be very effective as it provides a ‘cooling 
off’ period and avoids further disruption to the class lesson.   The Principal Teacher 
should not allow such referrals to interrupt his / her own class but should retain the pupil 
in his / her classroom until he / she has the opportunity to deal with the situation. 
 
All such referrals should be logged and filed within the department, detailing the 
incident(s) in full including any actions taken by staff. 
 
 
This area of referral will be developed within each department in order that an efficient, 
appropriate system can be put into operation. 
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3 The Yellow Card 
 

Serious breaches of discipline, or any accumulation of incidents over a period of time, will 
involve the issue of a ‘Yellow Card’. 
To maximise its effect, it should only be used after referral to the Principal Teacher, 
with the following exceptions : 
 

a) A serious incident occurs within the class. 
b) An incident occurs outwith the department. 
c) The Principal Teacher, or line manager, is not available. 
 

The pupil should be sent to the school office to collect the ‘Yellow Card’ after which he / 
she will return to the teacher who will fill in the reasons for the referral. 
 
For very serious offences which require immediate action, the PT and Teacher will 
ensure that the pupil is sent to the DHT with the completed yellow card.  Where a matter 
merits a yellow card eg repeated failure to bring in punishment exercises etc but it is not 
imperative that the pupil be sent to the DHT during that period, the yellow card will be 
completed, retained by the teacher and passed to the DHT later.  The pupil will be told 
that the matter is being referred as a yellow card and that he or she will be seen later by 
the DHT but will remain in class and continue with their work in the meantime.  This 
reduces the need for pupils to be ‘wandering the school’ looking for a DHT.  The 
appropriate DHT will decide on a course of action and provide feedback on the actions 
taken. 
 
This policy will be highlighted at the beginning of each new session and will be reviewed 
annually. 
 
Pastoral PT’s provide a supportive role in the discipline procedures and in consultation 
with DHT would offer appropriate support strategies. 
 
Additional support provision will continue in the form of the Better Behaviour Better 
Learning Room which will be staffed by certain Teaching Staff (as staffing allows) and 
Classroom Assistants on a 1.0 FTE basis. 
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HOMEWORK 
 
THE NATURE OF HOMEWORK 
“The success of homework was related to the quality rather than the quantity of set 
assignments.   The most appropriate homework reflected the diversity and extended the value 
of the best practice found in the classroom.” 
 

(DES Education Observed 4 : Homework) 
 
PURPOSES OF HOMEWORK 
General to promote self reliance, self discipline, self confidence and to encourage pupils 
  to participate with responsibility in their own learning 
  to develop the habit of independent learning 
  to strengthen the liaison between  home and school 
  to encourage pupils to make use of library and other resources 
  to develop the habit of independent study 
 
Specific to reinforce class work and consolidate the learning process by providing further 

practice in important skills or by assisting in the acquisition of essential knowledge 
to extend class work either by doing preparatory work, follow up work to that done 
in class or work, which by its very nature, cannot be undertaken in class time 

  to help teachers to monitor the effectiveness of learning and teaching 
 
TOWARDS BETTER PRACTICE 
 

“There are different patterns to classroom and home learning and the relationship between 
them.   The most successful are those which emphasise the integral nature of the two activities.   
Pupils appreciated homework that was:- 
  related to classroom work 
  well explained and with a clear purpose 
  well planned by the teacher or the department 
  varied 
  manageable in the time given 
  challenging but not too difficult 
  likely to promote confidence through success 
  recognised and rewarded 
  supported by teachers and/or parents 
      SOEID Interchange 1 
 
HOMEWORK - FREQUENCY AND AMOUNT 
 

In first through to third years ie the Broad General Education stage of Curriculum for Excellence, 
the regular setting of homework builds on current practice in our associated Primary Schools 
and helps to form good habits of work which encourage and develop independent learning so 
necessary in later years.  Increasingly as the Broad General Education (BGE) progresses from 
S1 – S3, the inclusion of some long-term homework targets helps to train pupils to organise 
their own work independently and this provides a useful preparation for continuing education 
into the Senior Phase of the curriculum in S4 – S6 and beyond. 
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For these reasons Trinity High School has a policy of regular homework exercises.   While the 
amount and frequency will vary according to the subject and stage of the course, a very rough 
guide would be that pupils in fourth year and above following National Qualifications’ courses  
should expect homework at least once a week from subjects and/or long-term homework which 
is equivalent to this.   Many departments find it possible to issue homework more frequently 
than this.  Evidence from parental surveys supports the regular issue of homework to pupils in 
general and as pupils progress from S1 to S3 the quantity and complexity of homework will 
increase. 
 
In response to pupil surveys consideration will be given to workload prior to examinations/unit 
assessments.  Students are encouraged to plan their time for effective study and completion of 
issued homework tasks which will enhance exam preparation. 
 
Adequate notice should be given for homework in order to avoid unnecessary pressure on 
pupils where large amounts of homework for a range of subjects are due on the same day.   
The deadline for homework may not always be for the next day and particularly for S4-S6 pupils 
this will rarely be the case in the majority of subjects.    
 
It is recognised that written tasks may not always be appropriate homework therefore pupils can 
be asked to carry out a variety of tasks at home including reading, learning vocabulary, quiz, 
research activities.  A variety of techniques will be utilised by staff to provide feedback to pupils. 
 
HOMEWORK - VARIETY OF TYPES 
 
Departments/Faculties use a wide range of types of homework including:- 
 

  written homework 
  reading homework 
  researching tasks 
  rote learning 
  practical activity 
  studying  
  regular revision of classwork. 
  Interactive e-learning eg Scholar, My Maths, Linguascope, Glow 
 
 
NON-COMPLETION OF HOMEWORK 
 
Research suggests that the issuing of punishment exercises for the non-completion of  
homework tends to be self-defeating.  Where homework is not completed and a homework 
sticker issued, a verbal reprimand will be given with an insistence that the homework be handed 
in as per instructions.  Where a particular pupil is failing to produce homework on a regular 
basis, the matter should be raised with the Principal Teacher and a letter may be sent to 
parents.  Faculty Heads/Principal Teachers should advise pastoral staff via email prior to issue.   
Frequent non-cooperation in the completing of homework tasks could result in a request for 
parents to discuss the matter more fully with school staff. 
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DEPARTMENTAL ISSUES RELATED TO HOMEWORK 
 
Curriculum Departments should ensure that they have in the Departmental/Faculty 
Handbook, a Departmental Policy on Homework which encompasses the overall School 
Homework Policy. 
 
 
Each department/faculty should have available a range of homework materials.  Monitoring 
should take place to ensure that there are not substantial inconsistencies between 
similar classes.   
 
In providing a bank of homework resources, departments should take into account:- 
 
  the range of abilities in particular classes 
  Profiles of pupils with ASN 

a measure of variety in types of homework given to encourage positive attitudes to 
independent and/or home-based activities. 

 
 
STUDENT HANDBOOKS 
 
New style Student Handbooks have been issued to all students to replace Homework Planners.  
In response to pupil feedback they have been customised to suit S1-S3 (Broad General 
Education) and S4-S6 (Senior Phase).  The pages for daily recording have been replaced with 
the on-line diary on Show My Homework (SMHW), however there is still space available in their 
Handbook if students wish to make relevant notes for their homework. 
 
With the successful pilot last year of the on-line homework management tool SMHW, this 
resource will be available for use until 2020.  All pupils, staff and parents are encouraged to 
make use of the many functions that are offered. 
 

• All students access SMHW using their Glow username and password. 

• Parents receive their own unique password to enable them to view homework details and 
up and coming deadlines for their child(s). 

• SMHW can be accessed on any PC and the App can be downloaded on any tablet of 
smart device.  PC’s in the school library are also available for pupils to use. 
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INFORMATION & COMMUNICATIONS TECHNOLOGY 
 

The pupils and teachers of Trinity High School must be able to recognise and adapt to a society 
which is served by an ever-increasing use of ICT.  We intend to respond to new developments 
in technology and implement the use of ICT across the curriculum to pupils of all abilities and 
ages.  
 

Our vision is to create a well-resourced environment where pupils develop digital literacy skills 
for life and work and staff can confidently employ digital teaching and learning strategies to 
enhance pupils’ experiences. 

 
Rationale 
 

We believe that ICT can change and enhance the learning process:  
 

• By providing access to sources of information that are up to date. 
 

• By facilitating greater differentiation of pace and content for all learners.  
 

• By facilitating the development of independent learning skills for later life. 
 

• By helping the acquisition of information skills that will be an essential part  
 of life in an ‘information rich’ society.  

  
Management of Resources   HGIOS 4   QI 1.5 
 

The ICT Coordinator will facilitate the use of ICT in the following ways: 
 

• Liaise with CLPL Coordinator to provide training opportunities so that all staff are 
confident in how to make best use of digital technologies. 

 
Coordinate the sharing of good practice regarding the use of ICT and discuss dissemination of 
such with CLPL coordinator. 
 

• To ensure all staff are aware of their responsibility in the upkeep of hardware and 
understand the procedures for logging faults. 

 
As there is no one member of staff responsible for the upkeep of ICT 1, Science Room, Library 
or the laptops, all staff are asked to ensure that all rooms are kept tidy and the equipment is 
kept in working order and charged (if applicable) at all times. As soon as a fault is detected staff 
should submit a request for support via the Self- service Portal.   
 

• By managing the booking systems for all hardware to ensure an equitable use of 
resources to support learning, teaching and inclusion. 

 

All Booking systems can be found on the ‘One Drive’.  If a block booking is required then please 
see J Walker in the first instance. These are agreed at the start of a session and are indicated in 
Red on the booking sheet.  Otherwise please keep bookings to 2 weeks in advance so that all 
staff have the opportunity to book at different times of the day. 
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• Discuss and evaluate with Principal Teachers and Faculty Heads requested software / 
hardware that could enhance digital learning and teaching so that there is a transparent 
and equitable deployment of funding. 

 

Regularly consult with staff to ascertain needs and as budgets for each new session are 
released requests to enhance current allocation of ICT should be requested through DHT. 
 

• Ensure pupils and staff are aware of expectations for using the internet safely. 
 

Internet Safety Document enclosed. 
 

• Responsibility for administration of whole school digital technologies including GLOW, 
Scholar, SMHW, Twitter, school website. 

 

Access to passwords, information on resetting passwords and contact details for help, are on 
school server in Staff > ICT Information. 
 
Increasing Creativity and Employability   HGIOS 4  QI 3.3 
 

Digital Innovation 
 

In a digital environment we endeavour to make sure every child has the opportunity to reach their 
digital potential and maximise wider educational and social benefits for all. As pupils develop 
digital skills, which are underpinned by computing science in the Broad General Education, we 
aim to provide them with opportunities where they can demonstrate innovative practice.  
 

Enhanced by their own expertise pupils have successfully developed Vlogs regarding career 
paths, Animation sequences to promote Hearty Lives Team, and shown they can confidently use 
presentation packages such as power point, spreadsheets and surveys.  In the ICT department 
they develop programming skills and using sound and graphics some pupils have completed a 
National Progression Award in Games Development.  In the music department we have 
technology assisting pupils to develop composing skills and in Art and Graphics desk top 
publishing, paint-shop and digital cameras are used.  Some departments have created their own 
websites with a wealth of resources to share between staff and pupils.  
 
Digital Literacy 
 

ICT Security and Safe Use of the Internet 
 

The school networks are valuable resources that are freely available to all pupils and staff.  We 
aim to develop pupils’ digital literacy skills and responsibilities in the use of technologies and 
staying safe online however a number of precautions have to be taken.  
 

• The use of the network should be supervised as closely as is reasonably possible during 
timetabled lessons.  

• All users have their own personal username and password to allow them to log on, which 
should not be made available to anyone else. All users have their own area for storing their 
work on the network server. 

• An inventory is maintained containing a record for each item of software that is available 
for use on the network and the number of licences held and also of all equipment together 
with make, model, serial number, date of purchase and location.  This information is held 
with the Education Support manager. 
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Acceptable Internet Use for Pupils  
 
Use of the internet, by its nature, will provide access to information which has not been selected 
by the teacher. Due to the "unsuitable" nature of some material on the internet and the possible 
misuse of email, Parental consent is required before a pupil is given access to the Internet.  A 
letter is given to parents with a copy of the rules applied.   
 
Filtering software installed by Renfrewshire Council will manage, monitor and control access to 
internet sites by checking all sites accessed against a comprehensive database that is regularly 
updated.   
 
Expectations of Pupils Using the Internet  
 

• All pupils are expected to read and agree the ‘Acceptable Users Agreement’.  
 

• We expect all pupils to be responsible for their own behaviour on the internet, just as they 
are anywhere else in school. This includes materials they choose to access, and language 
they use.  

 

• Pupils using the internet are expected not to deliberately seek out offensive materials. 
Should any pupils encounter any such material accidentally, they are expected to report it 
immediately to a teacher, so that appropriate action can take place. 

 

• Pupils are expected not to use any rude language in their email communications and 
contact only people they know or those the teacher has approved. They have been made 
aware of the rules of etiquette in email and are expected to follow them. 

 
 
USE OF MOBILE PHONES 

The benefits of mobile phones are recognised. Many young people and their parents regard 
them as an essential means of communication. Mobile phones can be brought into schools 
however the following limitations will apply in Renfrewshire schools and establishments:  

• All phones should be turned off and kept out of sight during the school day within the 
school campus.  

• Photographing or recording of sound or images of staff, other pupils or visitors to the 
school is not allowed at any time within the school campus or on school transport.  

• Mobile phones may be confiscated where these rules are broken.  
    Any recordings made on school premises or school transport found on confiscated 

phones will have to be deleted on their return.   

• Any photographs or recordings of staff in any situation, whether taken on school 
premises or elsewhere, found on confiscated phones will have to be deleted from phones 
on their return.   

• Children Services expects that schools will, through normal collegiate procedures, 
develop or review existing policies on the use of mobiles phones that take account of the 
views of all staff, parents and pupils.   
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• Schools should ensure that pupils, parents and staff are aware that should a pupil breach 
the policy they will be disciplined in line with the school’s positive behaviour/discipline 
policy.  

• Individual school policies should clearly state for the benefit of staff, pupils, parent and 
visitors any variations from the restrictions on use of mobile phones set out below.  

• Pupils and parents should be notified that mobile phones will be confiscated where these 
limitations are breached. 

• Staff should not delete photographs or recordings from confiscated mobile phones.  

• When staff confiscate mobile phones or other devices, they should ensure that these are 
retained in a safe place that cannot be accessed by others. This may be a lockable 
drawer or cupboard, a base area or a delegated area in the school office. Confiscated 
mobile phones should normally be passed to the school office or senior member of staff 
as soon as possible after confiscation.   

 
An increasing range and variety of mobile phones possess the ability to access the Internet and 
to use Bluetooth technology to communicate. These technologies provide unparalleled 
sophistication and complexity which can provide access to a wealth of online resources and 
possibilities. Pupils and parents should be aware that this also leaves pupils open to dangers 
such as cyberbullying, grooming and access to inappropriate material. Reference should be 
made to Renfrewshire’s anti-bullying policy for further guidance in this area.  

 

Legal Aspects  

There are a number of aspects of the law that may apply to mobile phone misuse and the 
responses to that misuse. In the most serious cases there may be a crime involved – an 
incident that is being filmed might be an assault or breach of the peace. The misuse of a mobile 
phone might be an offence under the Communications Act 2003, if it involves a call or message 
that is grossly offensive or is of an indecent, obscene or menacing character; and, the 
distribution of certain pornography might be an offence under the Civic Government (Scotland) 
Act 1982.  In situations which are so serious that a school might call in the police it is for the 
police, not the school, to consider what, if any, criminal offence may apply. These restrictions on 
use apply equally during any school activity that takes place off campus.  

Pupils breaking the rules will be disciplined in line with the school’s positive behaviour or 
discipline policy.  
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Booking ICT 1/ Laptops / Library Online 

 

1. Log into glow and open e-mails in the normal way.  At the top left hand of screen to the left of the 

word GLOW you will see an icon made of 9 small white squares.   Click on this. 

 

 

 

 

 

 

 

 

 

 

 

2.  Available Apps will open and then click on the icon for ONE DRIVE 
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3. Once in the one drive, on the left hand side of the screen you will see the groups you belong to. 

Select “Trinity All Staff Folder”. It may be a different colour to the one shown. 

 

 
 

If this does not show, try clicking on ‘Shared with me’.  If you are not a member of the group 

please see Alison Turner in the office/ or e-mail her at   alison.turner@renfrewshire.gov.uk  to 

request to be added to group. 

 

 

4. Once in the folder you will see several spreadsheets for booking ICT /Library. 

      Click on desired folder and the relevant booking form will be available. 

mailto:alison.turner@renfrewshire.gov.uk
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Once you have typed into the right period you don’t need to save you can simply close down and 

your booking will have been made allowing everyone else to see it. 

 

 

6. The Library Booking form is split into Library and PC’s.  If you wish to book whole area and 

PC’s please indicate accordingly. 
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Booking 

ICT   

Guidelines 
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ICT Facilities 

➢ ICT Room 1 

• Maximum 20 PC’s. Any faults / breakdowns should be reported to 

DHT as soon as possible. 

• Smartboard & projector 

• Booking On line  

• For block bookings please see DHT and they will be denoted in RED. 

•  

➢ Library 

• 15 PC’s 

• Projector available 

• PC’s booked separately from Library area. 

• Booking On line (See A Kerr for timetable enquiries) 

•  

➢ Science Room 1 

• 15 PC’s 

• Booking via Science Technicians 

 

➢ Individual Laptops 

• 12 laptops available 

• For individual use or small groups 

• If borrowing all 12 maybe better to book trolley unit. 

• Booking On line (see Mrs L McKillop for Timetable enquiries). 

 

➢ Trolley Unit 

• 15 laptops available 

• Should be booked as a whole unit not separate laptops) 

• Booking On line (see PT Maths for timetable enquiries) 

 

➢ Aplha Smarts 

• Available from Mrs Ramsay in Support for Learning base. 

 



Trinity High School Policies  
 
 

 

P a g e  | 55   
 

➢ Voice Recognition Software 

• Installed on several PC’s throughout the school 

 

GLOW  

• Any member of staff can reset a pupils’ password.  Instructions attached. 

 

GLOW GROUPS /New Glow Account  and SEEMIS 

• enquiries please see Alison in office        alison.turner@renfrewshire.gov.uk 

                       or 

• Duncan Macdonald                             duncan.macdonald@renfrewshire.gov.uk 

 

 

Creating new accounts / logon to server / access to folders / areas/  SMHW/ 

SCHOLAR 

• See DHT       

 

 

ICT difficulties / problems 

• Please request help through the SELF SERVICE PORTAL.  To login to this use 

your username and password that you use to login to a computer.  If you experience 

difficulties with this contact DHT.  There is also a telephone number available. 

 

                              Tel:     618 7777 

 

Please note the ict helpdesk e mail no longer applies. 

 

If you have not had a reply or a resolution to your issue within a reasonable amount of 

time then please make DHT aware.  If your problem is critical then I would be happy to 

complete the help desk request on your behalf.  We would like to monitor the new system 

and record any issues that occur. 

 

mailto:alison.turner@renfrewshire.gov.uk
mailto:duncan.macdonald@renfrewshire.gov.uk
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ASSESSMENT & REPORTING POLICY 
 
HGIOS (2.3)/(3.2) 
 
Section A: Assessment Policy 
 

For effective teaching and learning to take place a whole school policy on assessment must be 
in place.   National policies indicate quite clear performance levels in the two major areas of the 
secondary curriculum, ie 
 

i. Curriculum for Excellence (Broad General Education) 
ii. National Qualifications (Senior Phase) 

 
Assessment should be used in the following ways:- 

 

a) Planning;  knowing and sharing what is to be learned 
b) Teaching;  as part of effective learning and teaching 
c) Recording;  summarising success and progress 
d) Reporting;  providing useful feedback 
e) Evaluating;  using results to evaluate the quality of learning  

 and teaching 
 

Assessment may take many forms, ie 
 

Formative    : occurs periodically and is used to monitor progress and provide  
   feedback for pupils and staff facilitating effective target setting 
Diagnostic   : is used to identify specific strengths or weaknesses with a view  

to taking appropriate action thereafter 
Continuous  : is used to monitor progress throughout the session against pre set criteria  
Summative   : occurs at the end of a course and is used to examine the extent  

to which learning outcomes have been overtaken. 
 
Consequently the task facing departments/faculties is to provide a meaningful assessment 
policy which integrates assessment into the teaching and learning process and which utilises a 
range of differing assessment techniques including strategies consistent with the Assessment is 
for learning initiative. 

 
 

DEPARTMENTAL/FACULTY  RESPONSIBILITIES 
 
The Principal Teacher and members of each department/faculty must produce a clear statement 
of assessment policy indicating how each stage of the policy is to be achieved, ie 
 
i) Planning    : knowing what is to be learned, specific targets and outcomes,  
   practices to be used 
ii) Teaching    : what is to be learned, when will evidence be obtained, how will  
   evidence be obtained, ie written work, talk, classroom  

observation 
iii) Recording  : what is to be recorded? ;  how is information to be recorded?  ;   
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   what use is to be made of assessments? 
iv) Reporting   : who gets feedback? ;  how and when is feedback to be given? ;   
   what are we seeking to achieve in reports? 
 
 
v) Evaluating  : teaching methods;  pupil progress; quality of learners’  

experiences. 
 

At all stages a REVIEW mechanism should be built in to allow departments/daculties to gauge 
any implications for practice and/or policy. Tracking and monitoring procedures are also a core 
focus of the Departmental Monitoring Matrix for each department/daculty. 
 
 

WHOLE  SCHOOL 
 

i) Departmental BGE reports should include strengths and next steps within the appropriate 
BGE level.  Currently all departments/faculties should make use of the newly developed 
‘in-house’ BGE Tracking Reports to comment on Behaviour, Effort, Homework and 
Progress across all subject areas. 

 

ii)    a) For students in S4 – S6 (Senior Phase)  Attainment in full reports should be  
given in the form appropriate to the course followed, ie   

 

 a) National Qualifications (National 5 and above) :  A,  A/B,  B/A, B, etc 
b) National Qualifications (National 4 and below/ Free Standing Units :  Pass/Fail 

 
Section B: Reporting 
Building the Curriculum 5 (CfE) identifies two main purposes for reporting. Firstly, it is to provide 
feedback about children’s and young people’s learning and progress. This feedback should be 
clear, positive and constructive and should be measured against recognised standards and 
expectations. Secondly, it should support learners to develop an agenda for discussion in order 
to identify next steps in learning. 
 
All tracking Report and full parental Reports will be posted home after the printing dates. 

 
This programme involves 3 formal contacts with parents each session to facilitate updates on 
progress in a number of areas. These contacts are supplemented by a set of procedures 
designed to enlist parental co-operation through early informing of potential difficulties.    
 
These include: 
 
i) Support Groups:  A range of Support Groups exist within the school  

to tackle issues related to social inclusion,  
     underachievement and pastoral care. Direct  

contact will be made with parents of pupils invited to 
participate in such groups. 

 

ii) Progress Review:  Parents of pupils whose conduct does not meet  
expectations of the school will be informed at an early stage 
and may be asked to the school to discuss possible support 
strategies. 
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iii) Year Group Report:  This will be provided for each year group at the  
respective Parents’ Meeting and will include items of 
relevance to the appropriate year group. 
 

 

iv) Newsletter :   Information on general school issues is  
     communicated to parents at least on 4 occasions  
     during the year, ie 

 September 
 January 
 Easter 
 June 
 

The purpose of these Newsletters is to report progress on a 
whole range of school issues relevant to all pupils and parents 

 
In addition to the formal reports listed above some departments may choose to report to parents 
at certain times of the session after the completion of specific units of work or assessments. 

 
Through the various forms of reporting to parents it is the intention of the school to keep parents 
regularly informed of both their child’s progress in each curricular area and wider school issues. 

 
This policy will be reviewed in next session with respect to future developments in Seemis 
reporting systems and in particular in relation to the development and implementation of the 
Seemis Progress and Achievement system. 
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A Whole School Tracking Policy  
 
HGIOS (2.3)/(3.2) 
 
 

Rationale 
 

The staff of Trinity High School are committed to raising standards, establishing high 
expectations, and promoting effective teaching and learning. Central to achieving this aim is the 
involvement of all members of the school community in the process of tracking pupil progress in 
order to ensure maximum attainment. In this policy we set out the principles that guide our 
practice in relation to the tracking and monitoring of pupil attainment. This policy is intended to 
ensure Trinity High School operates a consistent, robust and ongoing programme of monitoring 
individual pupil progress in all subject areas.  
 

Principles 
 

1. Effective, ambitious and challenging targets are best established when pupils are active 
participants in the target setting process. 

2. Parents, pupils and staff should be fully involved in appropriate tracking processes. 
3. The outcomes of the tracking process should be used to identify individual progress; to 

set appropriate targets for improvement; to inform learning and teaching strategies; and 
to further encourage pupil/student motivation. 

 

Procedures 
 

S1-3 (Broad General Education) 
 

1. In each subject the class teacher will enter comments relating to four aspects of pupil 
learning (Behaviour, Effort, Homework and Progress). These ratings will be recorded, 
tracked and amended as required throughout the academic session.  Progress in 
particular will be recorded for each BGE pupil 3 times per session and monitored 
throughout via the whole school BGE Tracking System (in addition to any departmental 
Tracking systems in place). 

2. Appropriate action by clearly identified staff will be taken as required to address issues 
which may arise. This will involve classroom teachers, subject leaders, Pastoral Principal 
Teachers and Senior Management.  

3. Parents will be provided with this data at specified points in the school (see table in 
section B - Reporting).   Parents can also request access to tracking information at any 
point in the school year via contact with Pastoral staff. 

 
S4-6 (Senior Phase) 
 

1. In each subject area pupils and the class teacher will identify attainment targets for the 
coming academic year. These targets will be recorded and tracked throughout the 
academic year. These targets will be identified through use of a combination of factors 
including, but not restricted to, prior pupil attainment, pupil aspirations and professional 
judgement. The class teacher will also enter data relating to 3 key aspects of pupil 
learning – effort, behaviour and homework. 
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2. Appropriate action by clearly identified staff will be taken as required to address issues 
which may arise. This will involve classroom teachers, subject leaders, Pastoral Principal 
Teachers and Senior Management.  

3. Parents will be provided with this data at specified points within the school year (see 
table in Reporting, Section B). Parents can also request access to this information at any 
stage in the academic year. This should be done through contact with Pastoral Staff. 

  
Year Group Tracking Summary Reports 
Year Group Tracking Summary Reports for all year groups will be provided by the PT 
Attainment after each tracking period to highlight progress against expectation for each pupil 
and highlight underachievement.  This will enable effective early intentions to be made 
departmentally and at whole school level as required. 
 
Roles and Responsibilities 
 
Class Teacher 
 

The relationship between the class teacher and pupil is at the heart of the Tracking process. 
The class teacher will ensure that: 
 

1. Pupils are fully involved in the target setting process. 
2. Pupils are fully aware of the comments and targets being entered. 
3. Where appropriate, strategies for improving progress, ratings and working grades will be 

identified to the pupil on an ongoing basis and will build on current good practice across 
the school. 

4. Targets are established based on clearly identified educational criteria. 
5. Subject leaders are kept fully informed of any developments relating to pupil progress, 

including through regular updates from PT Attainment and through making use of whole 
school tracking data. 

 
Principal Teachers (Curriculum) 
 

The subject leader will have an overview of, and is responsible for, the tracking and monitoring 
of pupil progress within their department/faculty. In addition to the points stated above, the 
Principal Teacher (Curriculum) will ensure that: 
 

1. Class Teachers are recording tracking information in accordance with this policy and that 
tracking is completed departmentally to meet whole school deadlines. 

2. Appropriate Tracking systems are in place departmentally to track pupil progress in the 
BGE and Senior Phase and that appropriate interventions are made as requested. 

3. Formal interventions are recorded and shared. 
4. Support of the appropriate Senior Manager or Pastoral Principal Teacher (as required) is 

accessed. 
5. Feedback provided by SMT, PT Attainment and/or Pastoral staff relating to the tracking 

process is promptly communicated to staff.  This could include PT Attainment post-
tracking reports or notifications of post-tracking targeted interviews form PT Pastoral 
staff. 
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Pastoral Principal Teachers 
 
Each Pastoral Principal Teacher will have an overview of, and is responsible for, the tracking 
and monitoring of pupil progress within their house group. In addition to the points stated above, 
the Pastoral Principal Teacher will ensure that: 
 

1. Tracking information is reviewed and appropriate action taken in accordance with agreed 
procedures, including identification of pupils requiring post tracking interventions within 
their house group. 

2. Liaise with SMT where further intervention is deemed necessary. 
3. Ensure that feedback is given promptly to Principal Teachers (Curriculum) as a result of 

action taken. 
4. Maintain records of action taken. 

 
 
Depute Head Teachers 
 
Each Depute Head Teacher will have an overview of, and is responsible for, the tracking and 
monitoring of pupil progress within their year groups via whole school tracking systems and post 
tracking Progress reports from the PT Attainment.. In addition to the points stated above, the 
Depute Head Teacher will ensure that: 

1. Principal Teacher (Curriculum) are implementing tracking in accordance with this policy. 
2. Appropriate intervention takes place when required.  
3. Liaise with Pastoral Care staff to decide on the appropriate course of action.  
4. Maintain records of action taken. 

 
 
Communication with Parents 
 
Tracking data will be formally communicated to parents after tracking periods for each year 
group (see table in Section, B Reporting). 
 
Parents can request information regarding the progress of their child(ren) at any time and such 
requests should be made through the appropriate Pastoral Principal Teacher. 
 
 
Impact Assessment: 
 
This policy fully supports the policies/procedures of Renfrewshire Council. 
 
 
Review 
 
This policy will be reviewed further at the end of the session. 
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MANAGEMENT & EVALUATION PROCEDURES 
 
HGIOS (1.1)/(1.3) 
 
It is the responsibility of all staff to ensure the delivery of an effective curriculum and 
consequently ensure that the young people of Trinity High School receive the best possible 
education as befits their ability.  HGIOS 4, the National Improvement Framework and GTCS 
Standards all highlight the requirement to continuously monitor and review current practices and 
ensure full compliance with appropriate legislation.  Indeed the increasing emphasis placed on 
robust self-evaluation strategies by Education Scotland and the learning focus of this area in 
HGIOS 4, highlights the importance of the key aspect of the work of the school.  A planned 
programme of Self Evaluation is in place against HGIOS 4 and Quality Indicators to achieve the 
aim (Appendix 3). 
  
For management to be effective and provide sound structures for evaluation it is important that 
clearly defined management responsibilities are in place with each member of staff fully aware 
of their responsibilities therein.   These can be summarised as follows:- 
 
1 SENIOR  STAFF 

The Head Teacher and Senior staff have a responsibility to ensure the adequate 
provision of resources to allow the effective delivery of the curriculum for all 
pupils/students.   One of the major tasks within this is to oversee the devising and 
implementation of a School Improvement Plan which takes into account priorities 
identified at national, council or school levels.   As well as communicating with parents 
and pupils/students this will involve advising Departments, allocating resources of 
money, time and accommodation, providing effective continuing professional 
development activities and ensuring staff participate fully in the planning processes 
through effective consultation and communication.   Furthermore the monitoring and 
evaluation of progress in key areas is essential for the provision of quality in the school.  
This is particularly relevant for the learning and teaching process. In addition to the wider 
school issues individual members of the SMT will have specific tasks allocated as per 
remits. A whole school Quality Assurance Calendar (appended Appendix 1) was 
implemented for the first time in Session 2016-17 to assist with management and 
evaluation procedures at a whole school level.  This was revised in 2019 – 20 to 
incorporate a programme of self evaluation against identified HGIOS 4 Quality Indicators. 
 

2 HEADS OF DEPARTMENT/FACULTY 
 
i)   DEPARTMENT/FACULTY  : 
responsibility for the effective delivery of the curriculum in their subject areas. This 
includes management of staff, resources, guidance on teaching methods, curriculum  
development (including Interdisciplinary learning), discipline, accommodation, staff  
development provision of a Departmental/Faculty Improvement Plan which reflects the  
priorities identified in the School Plan and which sets realistic targets and the customising  
of whole school policies so that Departmental/Faculty practice reflects whole school  
practice. As from session 2016-17 a Departmental Monitoring Matrix should be  
completed by each department/faculty to assist with evaluation procedures throughout  
the session.(See Appendix 2). 
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ii)   WHOLE SCHOOL : 
 
(a) contributing to policy formulation through active participation in whole school 

issues 
(b) membership of school working groups as appropriate and collegiate working 

generally 
 
 
3 PASTORAL  STAFF 
 
All Promoted Pastoral Staff have a role to play in the effective management of the School.   
Through the unique role of subject teachers and Pastoral advisers such staff provide advice and 
contact with a wide variety of interested groups which facilitate and enhance the delivery of the 
curriculum and ensure the effective management of a number of key processes within the 
school.   These include:- 

 
i. providing an overview of each pupil’s progress through ongoing monitoring/Tracking and 

at least one personal interview per session 
ii. planning, implementing and evaluating a coherent programme of personal and social 

education for the whole school 
iii. working collegiately with Support for Learning staff and Home Link staff to provide a 

coherent, structured approach to pupil/student support. 
iv. liaising with external agencies, eg SDS, psychological services, Social Work, to provide 

pupil support 
v. liaising with external agencies in the provision of support in the area of SLLW, Health 

Education 
vi. communication, consultation and partnership with parents 
vii. provision of support for colleagues including continuing professional development 

opportunities. 
 
 

4 UNPROMOTED TEACHERS 
 

All staff have a responsibility to ensure that the School aims are achieved and that a positive, 
caring, work ethos is maintained within the School.   Individual teachers must use a variety of 
teaching techniques, maintain discipline, use appropriate referral structures to promoted 
Pastoral Teachers and / or Senior Staff and generally implement policies identified by the 
School as appropriate.   Participation of all staff in whole school discussions is essential to 
ensure whole school policies reflect whole school priorities.  In addition the active involvement 
of unpromoted teachers in curriculum development, pastoral support for pupils/students and the 
full range of administrative procedures across the school is essential to the provision of effective 
learning and teaching and the efficient use of all resources. 

 
 

5 SUPPORT STAFF 
 

All support staff are currently overseen and coordinated by Duncan Macdonald, ESM.  It is the 
accepted view in Trinity High School that all such staff are central to the work of the school and 
as such are subject to the same expectations/responsibilities as teaching staff. 
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EVALUATION  PROCEDURES 
 
For Trinity High School to develop and meet the needs of the pupils/students, who attend the 
School and their parents, formal consultation mechanisms are required to facilitate an exchange 
of views and share information.   This can be achieved through :- 
 
i. SMT attendance at Departmental Meetings 
ii. Whole school Quality Assurance Calendar of activities and Departmental Monitoring Matrix 

for each department/faculty 
iii. Detailed monitoring of the Tasks associated with the Strategic Actions of the School 

Improvement Plan as outlined in the Plan issued to all staff. 
iv. General Staff Meetings. 
v. Board of Studies Meetings scheduled at least once per Term (4) with items submitted for the 

agenda by SMT and/or departments. 
vi. Timetabled INSET Day meetings to discuss specific aspects of school policies, major 

initiatives or the School/Department Development Plan. 
vii.Annual Professional Learning survey of individual staff development priorities arising from 

PRD meetings. 
viii.Provision of support for all staff through an agreed programme of professional learning and 

professional review (PRD). 
ix. Line Management Meetings between PT and designated SMT Liaison (3 per session). 
x.  Annual review of support for Learning needs. 
xi. Annual departmental review with HT/PT. 
xii.Planned programmes of SMT sharing good practice learning walks and sharing good practice 

classroom visits within and between departments. 
xiii.Consultation with parents. 
xiv.Use of H.M.I. Quality Indicators and associated illustrations as outlined in “How Good is our 

School?  4, 2016.  (Appendix 3). 
xv.Sharing Good Practice strategies as outlined in whole school Quality Assurance Calendar 

and Departmental Monitoring Matrix.  These could include cross-marking, collaborative 
working, peer class visits or membership of the Teacher Learner Community (see Appendix 
1 + 2). 

xvi. Use of Department Self Evaluation templates/ Monitoring Matrix and Improvement Planning  
to take forward identified priorities. 

xvii.The preparation of/updating of the whole school Self-Evaluation profile and Standards & 
Quality Report based on evidence across the school. 

 
Through such structures ongoing monitoring and evaluation of the work of the school takes 
place which facilitates the effective management of the school in the provision of a quality 
experience in all aspects of a young person’s development.  The success of this approach was 
confirmed by HMIe in the Inspection Report on the school in May 2011 in which a grading of 
“Very Good” was awarded for “Improvement through Self-Evaluation”. The provision of time and 
the varied settings for discussion enhance the partnership which exists within and between all 
levels in the management structure and generally eases communication.   Thus continual 
review of policies can be readily undertaken and performance evaluated each session which 
confirms the view expressed by HMIe in 2011 that “This school is very well placed to continue to 
improve”. 
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APPENDIX 1 

Draft Quality Assurance Annual Checklist 2018-19 

Month Aspect of  

Quality 
Assurance  

Focus/ Information Required Deadline Date Individual(s) 

Responsible 

Expected impact 

August-
September  

Self Evaluation 
QI 1.3 submitted 

to LEA/Update 

of 3.1 

Completion of Self Evaluation of 
HGIOS 4 QI 1.3 Leadership of 

Change for LEA/Update on QI 

3.1 

17th August 
2018 

SMT Improvements in delivery of  
positive outcomes for pupils 

 

Informs Departmental Improvement 
Planning 

August-
September 

All Staff Self-  
Evaluation 

against QI 1.3 

Completion of Self Evaluation of 
HGIOS 4 QI 1.3 Leadership of 

Change. 

28th September 
2018 

PT/FH Departmental 
and Faculty members 

Improvements in delivery of  
positive outcomes for pupils 

 

Informs Departmental Improvement 
Planning 

August-

September 

Departmental 

Analysis of 
results 

Review of senior pupil placement 

in courses post SQA results 

20th August 

2018 

SMT/PT/Faculty 

members 

Improvements in delivery of  

positive outcomes for pupils 
 

August-
September 

Departmental 
Analysis of 

results 

Analysis/Presentation of data to 
Head Teacher, identifying areas 

of strength and Action Plan for 

areas of development. 

4th September 
2018 

Head Teacher/SMT 
link/Principal 

Teachers 

Improvements in delivery of  
positive outcomes for pupils 

 

Informs Departmental Improvement 
Planning 

August-
September 

Departmental 
Improvement 

Plan  

Departmental Improvement Plan 
agreed for forthcoming session. 

 

 

28th September 
2018 

PT/FH 
Departmental and 

Faculty members. 

Improvements in delivery of  
positive outcomes for pupils 
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August-
September 

Departmental 
Monitoring 

Matrix 

Review/annual planning of 
Departmental Self Evaluation 

noted within Departmental 

Monitoring Matrix 

September 
2018 (by 

September 

weekend) 

PT/FH 
Departmental and 

Faculty members. 

Informs Departmental Improvement 
Planning/Quality Assurance 

Procedures. 

Improvements in delivery of  
positive outcomes for pupils 

August-
September 

2018 

S1 Pastoral 
Interviews/ 

Early Warnings 

S1 Pastoral Interviews to be 
completed, using Wellbeing 

Wheels. 

Early Warnings identified. 

End September 
2018 

PT (Pastoral) 
DHT (Pupil Support) 

Improvements in delivery of  
positive outcomes for pupils 

 

September-

October 

Update on Self 

Evaluation 
against HGIOS4 

QI 3.2 

Completion of update of Self 

Evaluation against HGIOS 4 QI 
3.2 Raising Attending and 

Achievement 

12th October 

2018 

PT/FH  

Departmental and 
Faculty members 

Departmental Improvement Planning 

 
Improvements in delivery of  

positive outcomes for pupils 

 
 

October, 

March and 
May 

SMT/PT 

Meetings 

Programme of Meetings 

throughout the session in 
relation to Teaching and 

Learning, attainment and 
achievement  

Three per 

session: 
Overall focus 

HIGOS QI 3.2 

SMT/PT/FH Departmental Improvement Planning 

Improvements in delivery of  
positive outcomes for pupils 

Improvements in accuracy of  
monitoring pupil progress and 

increased attainment for all 

 

September-

October 

Whole School 

INSIGHT 
Analysis with 

Local Authority 

Manager 

Discussion of INSIGHT Data, 

identifying areas of strength and  
Whole School Action Plan for 

areas of development 

September 

2018 

Head 

Teacher/SMT/Local 
Authority 

Representatives 

Improvements in delivery of  

positive outcomes for pupils 
Informs Whole School Improvement 

Planning 

September-

October 

Early Warnings 

(S4) 

Early warning alerts issued for 

underachieving pupils in S4 – 6. 
 

Potential Christmas Leavers 

identified by PT Pastoral. 

End of October 

2018 

SMT/PT/FH/Class 

Teachers 

Improvements in delivery of  

positive outcomes for pupils 
 

Improvements in accuracy of  

monitoring pupil progress and 
increased attainment for all 
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September-
October 

Confirmation of  
S4 course levels 

pupils 

Discussion with pupils/ letters to 
parents regarding any change of 

level 

October 2018 Class Teachers 
Principal Teachers 

SMT 

SQA Coordinator 
 

 

Improvements in accuracy of  
monitoring pupil progress and 

increased attainment for all 

October - 

November 

Early Warnings 

(S5/6) 

Early warning alerts issued for 

underachieving pupils in S5/6. 

Potential Christmas Leavers 
identified by PT Pastoral. 

 

End of 

November 

2018 

SMT/PT/FH/Class 

Teachers 

Improvements in delivery of  

positive outcomes for pupils 

Improvements in accuracy of  
monitoring pupil progress and 

increased attainment for all 

September - 

December 

SQA Unit Passes 

entered onto 

Seemis as 
appropriate 

Any Higher, N4 and identified N5 

pupil Unit Passes 

entered/Updated for pupils as 
appropriate. 

January 2019 Class Teachers 

Prinicipal Teachers 

SQA Coordinator 

Increased attainment for all, 

particularly Christmas Leavers 

September- 

April 

S1-6 Pupil  

Tracking  

Tracking completed for pupils at 

allocated time period on Year 
Planner and progress/Targets 

discussed between pupils, staff 
and parents 

As recorded on 

Year Planner 

All Staff Improvements in accuracy of  

monitoring pupil progress and 
increased attainment for all and 

increased attainment for all 

September- 

April 

S1-6 Pupil 

Reporting  

Detailed Reporting completed 

for pupils at allocated time 
period on Year Planner and 

progress/areas for 
improvements noted for the 

attention of pupils and parents 

As recorded on 

Year Planner 

All Staff 

 
 

Increased attainment for all 

October- 
June 

Pupil Voice 
Meetings/Focus 

Groups 

Planned schedule of Pupil Voice 
Meetings and departmental Pupil 

Focus Groups to discuss 
pertinent issues raised by pupils 

As recorded on 
Year Planner/ 

Department 
Monitoring 

Matrix 

SMT/PT/FH/Class 
Teachers 

Supporting and sustaining a positive 
school ethos 

 
Opportunities for Pupil Voice 

October - 
November 

Options Audit 
(S2 – 5) 

Audit of likely subject uptake by 
pupils prior to formal Options 

exercise and to assist with 

November 
2018 

SMT Increased attainment for all 
 

Improvements in delivery of positive 
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appropriate course provision outcomes for pupils 

October - 
November  

SMT Sharing 
Good Practice 

visits: Learning 

Walks 

Programme of SMT Learning 
Visits with agreed Focus: HGIOS 

QI 2.3 

November 
2018 

SMT/PT/Class 
Teachers 

Improvements in delivery of  
positive outcomes for pupils 

 

October – 

December 
2018 

Update on Self 

Evaluation 
against HGIOS4 

QI 2.3 

Update on Self Evaluation 

against HGIOS4 QI 2.3 
Learning, Teaching and 

Assessment 

November 

2018 

PT/FH Departmental 

and Faculty Members 

Departmental Improvement Planning 

 
Improvements in delivery of  

positive outcomes for pupils 

 

October - 

December 

Departmental 

Sharing Good 
Practice Visits: 

Feedback of visits to colleagues January 2019  All Staff Improvements in delivery of  

positive outcomes for pupils and 
Classroom Practice 

December Departmental 
Improvement 

Plan: Action 
Plan update 

Departmental Improvement Plan 
Action Plan updates completed 

Christmas 
Break 2018 

PT/FH Departmental 
and Faculty members 

Improvements in delivery of  
positive outcomes for pupils 

 

January-
February 

Course reviews- 
Senior Phase 

Review of attainment  in exams/ 
course level presentation  

 

February 2019 PT/FH 
SQA Coordinator 

Improvements in accuracy of  
monitoring pupil progress and 

increased attainment for all 

January-

March 

SQA information 

updated on 

Seemis/SQA 
Levels 

confirmed 

All relevant SQA information 

entered for pupils/SQA entry 

levels updated for pupils as 
required 

End of March 

2019 

PT/FH 

SQA Coordinator 

 

Improvements in accuracy of  

monitoring pupil progress and 

increased attainment for all 

May 2019 Self Evaluation 
against HGIOS4 

QI 1.2 
Leadership of 

Learning 

Completion of Self Evaluation of 
HGIOS4 QI 1.2 Leadership of 

Learning 

23rd May 2019 PT/FH Departmental 
and Faculty Members   

Departmental Improvement Planning 
 

Improvements in delivery of  
positive outcomes for pupils 
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May/June Departmental 
Action Plan 

Reviews 

Review of Departmental Action 
Plan  

Initial update 
December 

2018 and full 

review by end 
of May 2019 

PT/Departmental 
Members/SMT/HT 

Review of progress as set out in  
Departmental Improvement Plan 

June Self Evaluation 
against HGIOS4 

QI 3.3  

Increasing 
Creativity and 

Employability 

Completion of Self Evaluation of 
HGIOS4 QI 3.3 Increasing 

Creativity and Employability 

21st June 2019 PT/FH 
Departmental and 

Faculty members 

Departmental Improvement Planning 
 

Improvements in delivery of  

positive outcomes for pupils 
 

May/June SIP/S & Q 

Report 

Whole School Improvement Plan 

and Standard and Quality Report 

 

June 2019 SMT 

HT/Improvement 

Planning Committee 

Improvements in school procedures 

and practice 

May/June Pupil Focus 

Groups 
 

HGIOS QI (3.1) 

Pupil Focus group meetings with 

a focus on HGIOS QI (3.1) 

June 2019 SMT Improvements in delivery of  

positive outcomes for pupils 
 

May/June Departmental 
Sharing Good 

Practice Visits: 
BGE 

Records of visits to colleagues 
outside of department 

End of June 
2019 

All Staff Improvements in delivery of  
positive outcomes for pupils and 

Classroom Practice 
 

May/June 

2019 

PRDs to be 

completed 

All relevant PRD paperwork to 

be completed and Professional 
Learning Requests to 

Professional Learning  
Co-ordinator 

End of June 

2019 

All Staff Improvements in delivery of  

positive outcomes for pupils and 
Classroom Practice 

 

May/June 

2019 

Departmental 

Records of 
Sharing Good 

Practice 

Records of Sharing Good 

Practice visits to be passed to  
C McElroy 

End of June 

2019 

PT/FH Improvements in delivery of  

positive outcomes for pupils and 
Classroom Practice 
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TRINITY HIGH SCHOOL 
Department/Faculty Monitoring Matrix 2018 - 19 

Area/Activity You may 
evaluate this 

using the 
following. 
Additional 

methods may 
be used 

Aug 
Evidenc

e 

Sept 
Evidenc

e 

Oct 
Evidenc

e 

Nov 
Evidenc

e 

Dec 
Evidenc

e 

Jan 
Evidenc

e 

Feb 
Evidenc

e 

Mar 
Evidenc

e 

Apr 
Evidenc

e 

May 
Evidenc

e 

June 
Evidenc

e 

Curriculum and Courses  Department 
discussion 
towards end of 
session after 
continual review 
throughout 
session / review 
of pupil 
performance in 
assessments 

           

Review of Resources Discussion of 
ongoing 
changes 
impacting on 
department at 
DMs 

           

Quality Assurance and 
moderation/verification 

Regular, 
planned 
opportunities 
for discussing 
consistency in 
application of 
marking criteria. 

           

Sharing good practice Collaborative 
planning 
Class visits 
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involving all 
members of 
department 

Recognising pupil 
achievements/Wider 
Achievements of pupils 
 

Gathering pupil 
achievements 
through 
ongoing 
discussion. 
Providing 
opportunities 
for pupil 
achievements 

           

Review Transitions Review of pupil 
progress to 
ensure 
appropriate 
progression 

           

Monitoring pupil work in 
classes/ 
Homework 

Sampling pupils 
work/ 
homework  
throughout year 
groups 

           

Tracking pupil progress 
(BGE/Nationals)/Reportin
g to Parents 

Tracking and 
Reporting will 
be as per Year 
Planner plus 
any additional 
communication
s from 
departments in 
relation to pupil 
progress 

           

Progress of departmental 
improvement plans and 
self-evaluation 

Ongoing cycle 
of SMT/PT 
meetings and at 
DMs. 
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Appendix 3 
 
Self Evaluation 

All staff should reflect on their performance and look to build on strengths and areas for 

development on an individual and collective basis.   

The key performance indicators to support this process are used to measure performance and 

to inform decision making at individual level during PRD’s, and at Departmental/Faculty and 

whole school levels through formal and informal observation of learning and teaching.  

Classroom observation will normally be linked to the appropriate GTCs Standard and at least 

one of the core HGIOS 4 Quality indicators  below which are illustrated in ‘Effective Teaching 

and Learning’, Appendix 5. 

 

Core HGIOS 4 Quality Indicators: 

 

1.1  Self-Evaluation for Self Improvement 

 

2.3 Learning, Teaching and Assessment 

 

3.2  Raising Attainment and Achievement 

 

 

In addition to the Quality Indicators outlined above, the following HGIOS4 Quality Indicators 

have been identified as an additional focus and could also be a key area for classroom 

observation this session: 

 

2.2   Curriculum 

• Rationale and Design 

• Development of the Curriculum 

• Learning Pathways 

• Skills for Learning, Life and Work 

 

2.6   Transitions  

• Arrangements to support learners and their families 

• Collaborative planning and delivery 

• Continuity and progression in learning  
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APPENDIX 3 
 
HGIOS 4 General Information and 
Quality Indicators 
 

Self-evaluation: looking inwards 
The significant relationship between effective self-evaluation and school improvement can also be seen 
as an “inwards, outwards, forwards” approach to help you and your partners answer the questions which 
remain at the heart of self-evaluation: 
 

▪ How are we doing? 
▪ How do we know? 
▪ What are we going to do now? 

 
Through this approach, you will look inwards to analyse your work, look outwards to find out more about 
what is working well for others locally and nationally and look forwards to gauge what continuous 
improvement might look like in the longer term. How good is our school? is intended to support you and 
your partners in looking inwards to evaluate performance at every level and in using the information 
gathered to decide on what needs to be done to improve. 
 
Fig. 2: Inwards, outwards, forwards 
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APPENDIX 4 
 
EFFECTIVE LEARNING & TEACHING  
 
“How Good is our School? 4” 
 
Priorities: 
Improving the Attainment Gap 
Skills for Learning, Life and Work 
Raising Attainment 
Culture of Self Improvement (Robust approaches to self evaluation) 
 
Three core Quality Indicators from HGIOS 4 have been identified for ongoing review annually 
by all staff. These are noted below: 
 

• 1.1: Self Evaluation for Self Improvement 

• 2.3 : Learning, Teaching and Assessment 

• 3.2 : Raising Attainment and Achievement 
 
 
USING QUALITY INDICATORS – EXEMPLARS 
 
This could be used to assist either departmental or individual teacher SELF-EVALUATION and 
is based on the level 5 Illustration contained in the first Edition of How Good Is Our School 4 
published by HMIE in 2016.  In all cases clear evidence must be available to support the ratings 
given.  The exemplars which follow are simply one approach which could assist in supporting 
critical self-evaluation to enhance learning and teaching.  
 

LEVEL 5 ILLUSTRATION 
 (VERY GOOD) 

RATING  

 6 EXCELLENT (Outstanding or Sector Leading) 
 5 VERY GOOD (major strengths) 

 4 GOOD (important strengths with areas which 
require improvement) 

 3 SATISFACTORY(strengths just outweigh 
weaknesses) 

 2 WEAK(important weaknesses) 
 1 UNSATISFACTORY (major weaknesses) 

 
The following templates have been developed to enable all teaching staff to reflect against these core 
HGIOS 4 Quality Indicators in their self evaluation procedures throughout this session . These will be 
subject to review for next session and thereafter in light of the ongoing implementation of HGIOS 4. 
2 
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Trinity High School, Renfrew 
Self Evaluation Profile 

 
Department/Faculty: 

 
Focus of the Self Evaluation: Quality Indicator (QI) 1.1 Self-Evaluation for Self-Improvement 

Themes: 
▪ Collaborative approaches to self-evaluation 

▪ Analysis and evaluation of intelligence and data 
▪ Impact on learners’ successes and achievements 

 
This indicator defines rigorous self-evaluation as a responsibility of all stakeholders. It highlights the importance of partnership 

approaches to  
self evaluation and continuous improvement. It emphasizes the need for strong leadership and robust analysis of a range of 

intelligence and 
data as essential features of effective continuous self-improvement. A key factor in this indicator is demonstrating the impact of 
self-evaluation  

in relation to outcomes for all learners. Their active participation in self-evaluation is therefore essential. 
 

 
LEVEL 5 ILLUSTRATION 

 
Collaborative approaches to self-evaluation 

All staff understand that self-evaluation is an integral aspect of our approach to continuous improvement. We use a range of 
effective approaches to ensure all staff, partners, learners, and other stakeholders are actively involved in our ongoing self-

evaluation activities. Leaders at all levels support reflection by individuals, groups of staff, and with partners across our learning 
community. Pupil participation is a strong feature of our approach to self-evaluation and continuous improvement. Through regular 

and effective collaboration our community has a shared understanding of the school’s strengths and improvement needs. We have 
developed very effective mechanisms to consult with stakeholders and can show how their views inform change and improvement. 
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Theme 1: Collaborative approaches to self-evaluation 
 

 Questions       Evidence 

 Challenge Questions Quantitative Data 
 

Observations 
 

People’s Views 
 

1. How well do all staff understand their 
responsibility in improvement through self-

evaluation? 
 
 

   

2. How well do all staff know and understand 
the key tools to be used in self-evaluation 

activities including the General Teaching 
Council Scotland (GTCS) Standards and 

other QI frameworks? 
 

   

3. Do all staff and partners have up-to-date 
knowledge about the local community and 

understand circumstances affecting 
children’s lives and learning? 

 

   

4. How well do we take action to remove 

barriers to success? 
 

 

   

5. How well have we identified our whole-

school, departmental and individual 
strengths and areas for improvement 

through self-evaluation? 
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Theme 1: Collaborative approaches to self-evaluation 
 

 Questions       Evidence 

 Challenge Questions Quantitative Data 
 

Observations 
 

People’s Views 
 

6. How well do we provide opportunities for 
staff to be involved in and lead aspects of 

school improvement? 
 
 

 
 

   

7. How well do we encourage staff to reflect 
on and share their own practice? 
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LEVEL 5 ILLUSTRATION 
 

Analysis and evaluation of intelligence and data 
Within our school and with our learning community, we engage regularly in effective quality improvement and moderation 

activities and have agreed standards and expectations. All staff analyse and use evidence very well to ensure a clear focus on 
those priorities which will have 

greatest impact. We have accurate intelligence about the quality of learning and teaching and the attainment and achievement of 
all learners. We gather a range of data and information to monitor and track progress for all learners. We regularly interrogate 

data, making use of digital technology to support this where relevant and appropriate. We have taken steps to ensure all planning, 
monitoring, tracking and evaluating is manageable and relevant for all involved. We use a wide range of local, national and 

international advice and research to reflect on current practice and evaluate any new initiatives, ideas and changes which have 
been introduced. We actively seek out and share good practice within and beyond the school and can demonstrate improvement 

as a result. 
 

 

Theme 2: Analysis and evaluation of intelligence and data 

 
 Questions       Evidence 

 Challenge Questions Quantitative Data 
 

Observations 
 

People’s Views 
 

1. How well do we use digital solutions to 

support the interrogation of data? 
 

 
 

 

   

2. How effective are we at ensuring an 

inward, outward and forward focus in our 
evaluation and improvement activities? 
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LEVEL 5 ILLUSTRATION 
 

Impact on learners successes and achievements 
Our self-evaluation focuses on key aspects of learners’ successes and achievements. We can show clear evidence of improvement 

based on actions taken as a result of self-evaluation. We can demonstrate the impact of improvement arising from self-evaluation 
on learning and teaching and the attainment, achievement and wellbeing of all learners. All stakeholders, including children and 

young people, have shared ownership of this evidence and use it to plan continuous improvement. 
 

Theme 3: Impact on learners successes and achievements 
 

Questions       Evidence 

 Challenge Questions Quantitative Data 

 

Observations 

 

People’s Views 

 

1. How well do we use digital solutions to 

support the interrogation of data? 
 

   

2. Do all staff have sufficiently high 

aspirations and expectations for all children 
and young people? 

 

   

3. How well do we involve all stakeholders 

(children,staff, parents and carers, families 
and partners) in self-evaluation and 

planning for improvement? 

   

4. How do we know that the changes we have 

made have improved outcomes for 
children? 

 

   

5. How well is evidence from self-evaluation 

being used to drive forward change? 
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Key Strength: 
 

 
 

 
 

 
 

 
 

 
Areas for Development: 

 
 
 

 
 

 
 

 
 

Overall Level: 
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Trinity High School, Renfrew 
Self Evaluation Profile 

 
Department/Faculty: 

 
Focus of the Self Evaluation: Quality Indicator (QI)2.3  Learning, Teaching and Assessment 

 
Themes: 

▪ Learning and engagement 
▪ Quality of teaching 

▪ Effective use of assessment 
▪ Planning, tracking and monitoring 

 
This indicator focuses on ensuring high-quality learning experiences for all children and young people. It highlights the importance 

of  
highly skilled staff who work with children, young people and others to ensure learning is motivating and meaningful. Effective use 
of 

assessment by staff and learners ensures children and young people maximise their successes and achievements. 
 

 
 

 
LEVEL 5 ILLUSTRATION 

Learning and engagement 
The ethos and culture of our school reflects a commitment to children’s rights and positive relationships. Our children and young 

people are eager and active participants who are fully engaged, resilient, highly-motivated and interact well during activities. 
Learners’ experiences are 

appropriately challenging and enjoyable and well matched to their needs and interests. Learners exercise choice, including the 
appropriate use of digital technology, and take increasing responsibility as they become more independent in their learning. They 

understand the purpose of their learning and have opportunities to lead the learning. Our learners are successful, confident and 
responsible. They contribute effectively to the life of the school and wider community in a range of well-planned activities. They 

know that their views are sought, valued and acted upon. 



Trinity High School Policies  
 
 

 

87 
 

Theme 1: Learning and engagement 
 Questions       Evidence 

 Challenge Questions Quantitative Data 
 

Observations 
 

People’s Views 
 

1. The learning environment is built on 
positive, nurturing and appropriately 

challenging relationships which lead to 
high-quality learning outcomes. 

 

   

2. Learners’ achievements in and out of 

school are recorded and recognised. They 
understand how these achievements help 

them develop knowledge and skills for life, 
learning and work. 

 

   

3. Learners play an active role in the school 
and wider community and regularly take 

on leadership roles, including leading 
learning. 

 
 

   

4. How well are learners enabled to select and 
make use of high-quality resources and 

equipment including digital technologies? 
 

 

   

5. How well do we use our community and 

spaces to deliver high-quality outdoor 
learning? 
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Theme 1: Learning and engagement 
 Questions       Evidence 

 Challenge Questions Quantitative Data 
 

Observations 
 

People’s Views 
 

6. How well do we motivate and engage all 
learners in all aspects of school life? 

 
 

   

7. How well are we enabling learners to 
become independent learners and develop 

the four capacities? 
 

 

   

 

 
LEVEL 5 ILLUSTRATION 
Quality of teaching 

Our teaching is underpinned by our shared school vision and values. We use a wide range of learning environments and creative 
teaching approaches. Learning is enriched and supported by our effective use of digital technologies. Our explanations and 

instructions are clear. We use skilled questioning and engagement to promote curiosity, independence and confidence and to 
regularly enable higher-order thinking skills in all learners. We observe learners closely to inform appropriate and well-timed 

interventions and future learning. We use feedback effectively to inform and support progress in learning. 
 

Theme : Quality of teaching 
 Questions       Evidence 

 Challenge Questions Quantitative Data 
 

Observations 
 

People’s Views 
 

1. Learners receive high-quality feedback and 
have an accurate understanding of their 

progress in learning and what they need to 
do to improve. 
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 Questions       Evidence 

 Challenge Questions Quantitative Data 

 

Observations 

 

People’s Views 

 

2. Learners are able to give effective 

feedback to peers on their learning and 
suggest ways in which they can improve. 

   

3. Staff access and apply relevant findings 
from educational research to improve 

learning and teaching. 

   

4. How confident are we that all learners 

experience activities which are varied, 
differentiated, active, and provide effective 

support and challenge? 
 

   

5. How well do we communicate the purpose 
of learning and give effective explanations 
for all learners? 

 

   

6. How well do our questioning strategies 

enhance the learners’ experience and 
enable higher-order thinking skills? 

 

   

7. How well do we deploy a wide variety of 

innovative and creative resources and 
teaching approaches, including digital 

technologies? 
 

   

8. How well do we apply the principles of 
planning, observation, assessment, 

recording and reporting as an integral 
feature of learning and teaching? 
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LEVEL 5 ILLUSTRATION 
Effective use of assessment 

Assessment is integral to our planning of learning and teaching. We use a variety of assessment approaches to allow learners to 
demonstrate their knowledge and understanding, skills, attributes and capabilities in different contexts across the curriculum. Our 

assessment evidence is valid and reliable. At key milestones, our assessments provide reliable evidence which we use to report on 
the progress of all children and young people. Across our learning community we have shared expectations for standards to be 

achieved, and have robust arrangements for moderation across stages and across the curriculum. 
 

Theme : Effective use of assessment 
  Questions       Evidence 

 Challenge Questions Quantitative Data 
 

Observations 
 

People’s Views 
 

1. Planning is proportionate and manageable 
and clearly identifies what is to be learned 

and assessed. 
 
 

   

2. Assessment approaches are matched to 
the learning needs of learners and are used 

to support them to demonstrate where 
they are in their learning. 

 

   

3. A quality body of evidence is used to 

support assessment judgements and 
decisions about next steps. 

 
 

   

4. Processes for assessment and reporting are 
manageable and very effective in informing 

improvements in learning and teaching. 
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Theme : Effective use of assessment 
  Questions       Evidence 

 Challenge Questions Quantitative Data 
 

Observations 
 

People’s Views 
 

5. How well do we make use of a range of 
valid, reliable and relevant assessment 

tools and approaches to support the 
improvement of children and young 

people’s learning? 
 

 
 

 

   

6. How well do we record, analyse and use 

assessment information to identify 
development needs for individual learners 
and specific groups? 
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LEVEL 5 ILLUSTRATION 
Planning, tracking and monitoring 

We plan appropriately over different timescales to meet the needs of learners across all areas of the curriculum. Learners are fully 
involved in planning learning. As a result of our manageable processes to monitor and evaluate learners’ progress we have clear 

information on their 
attainment across all curriculum areas. This includes for those facing additional challenges, for example young carers, looked after 

children and those living with financial hardship. We use this data to evaluate the effectiveness of interventions designed to 
improve outcomes for all learners. 

 
Theme : Planning, tracking and monitoring 

  Questions       Evidence 

 Challenge Questions Quantitative Data 

 

Observations 

 

People’s Views 

 

1. Tracking and monitoring are well-

understood and used effectively to secure 
improved outcomes for all learners, 
including the most deprived children and 

young people and those who are looked 
after. 

   

2. All teachers have well-developed skills of 
data analysis which are focused on 

improvement. 

   

3. How effectively do we involve learners and 

parents in planning and evaluating 
learning? 

 

   

4. How well do we enable all children and 

young people to engage in self- and peer-
assessment to improve their learning? How 

do we know this benefits learning? 
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Key strength: 
 

 
 

 
 

Areas for Development: 
 

 
 

 
 

 
 

 
 
Overall Level: 
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Trinity High School, Renfrew 
Self Evaluation Profile 
 

Department/Faculty: 
 

Focus of the Self Evaluation: Quality Indicator (QI)3.2  Raising Attainment and Achievement 

Themes: 
▪ Attainment in literacy and numeracy 

▪ Attainment over time 
▪ Overall quality of learners’ achievement 
▪ Equity for all learners 

 

This indicator focuses on the school’s success in achieving the best possible outcomes for all learners. Success is measured in 
attainment across all areas of the curriculum and through the school’s ability to demonstrate learners’ achievements in relation to 

skills and attributes. Continuous improvement or sustained high standards over time is a key feature of this indicator. 
 

LEVEL 5 ILLUSTRATION 

Attainment in literacy and numeracy 
Learners make very good progress from their prior levels of attainment in literacy and numeracy. We have raised attainment in 

literacy and numeracy for all learners. 
 

Theme : Attainment in literacy and numeracy 
  Questions       Evidence 

  Challenge Questions Quantitative Data Observations People’s Views 

1. Almost all children and young people are attaining appropriate 
levels and a few have exceeded these. 

   

2. Attainment levels in literacy and numeracy are a central 
feature of the school’s priorities for improvement and are 

raising attainment. 

   

3. How well are our approaches to raising attainment improving 

outcomes for children and young people? 

   

4. How well is our focus on literacy and numeracy leading to 

raising attainment across the curriculum? 
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LEVEL 5 ILLUSTRATION 
Attainment over time 

Across all curriculum areas we have raised attainment continuously over time and/or maintained consistently high standards of 
attainment for all learners. Learners make very good progress from their prior levels of attainment. Our staff make effective use of 

assessments and their shared understanding of standards to make confident professional judgements about how well children and 
young people are learning and progressing. A robust tracking system together with effective interventions ensures continuous 

progress for learners across the curriculum and at all phases in their education, including points of transition. The attainment of 
individuals and groups has improved consistently over time. 

 
Theme : Attainment over time 

  Questions       Evidence 

  Challenge Questions Quantitative Data 

 

Observations 

 

People’s Views 

 

1. Very good progress is demonstrated through 

robust tracking of attainment over time in all 
curriculum areas and at all stages. 
 

   

2. The school’s data demonstrates our current 
learners are making very good progress. 

 
 

   

3. How well do we use evidence from tracking 
meetings, professional dialogue and 

assessments to measure progress over time and 
in particular at points of transition? 

 
 

   

4. How well is assessment evidence used to inform 
teacher judgements? 
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LEVEL 5 ILLUSTRATION 
Overall quality of learners’ achievement 

Overall, our learners are successful, confident, exercise responsibility and contribute to the life of the school, the wider community 
and as global citizens. They are personally and socially adept and have achieved a range of skills and attributes through a wide 

range of activities. As they move through their learning pathways they take increasing responsibility for ensuring they continue to 
add value to their achievements. 

 
Theme : Overall quality of learners’ achievement 

  Questions       Evidence 

  Challenge Questions Quantitative Data 

 

Observations 

 

People’s Views 

 

1. How well do we recognise and value the 

personal achievements of all learners? 
 

 
 

   

2. How well do we track and recognise 

achievements? 
 

 
 

   

3. How well does our work with partners and 
businesses ensure positive outcomes for our 

young people? 
 

 

   

4. What progress and achievement do children and 

young people gain from our outdoor learning 
experiences? 
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LEVEL 5 ILLUSTRATION 
Equity for all learners 

We have effective systems in place to promote equity of success and achievement for all our children and young people. We have 
raised the attainment of all our learners and in particular our most disadvantaged children and young people. All our learners 

consistently move into sustained positive destinations when they leave school. 
 

Theme : Equity for all learners 
   

 Questions       Evidence 

  Challenge Questions Quantitative Data 

 

Observations 

 

People’s Views 

 

1. There is evidence that children and young 

people are applying and increasing their 
achievements through active participation in 

their local community. 
 
 

   

2. How well are we removing barriers to learning 
and ensuring equity for all? 

 

   

3. How well do we utilise accreditation where 

appropriate, to recognise and celebrate 
achievement? 

 
 

 

   

4. How well are we capturing the impact of children 

and young people’s achievements on our 
community? 
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Key Strength: 
 

 
 

 
 

 
 

 
 

 
Areas for Development: 

 
 
 

 
 

 
 

 
 

Overall Level: 
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SHARING GOOD PRACTICE POLICY 
 
Rationale 
 
An essential element in producing a policy that will allow best practice to be disseminated within 
and across departments/faculties is that staff must be convinced that the procedures adopted 
are neither superficial nor oppressive.   
 
Sharing Good Practice classroom visits are a key component in departmental and whole school 
self-evaluation and quality assurance procedures.  These identify areas of strength that can be 
disseminated across the school and areas for development that can be supported. 
  
There are a number of ways that information can be gathered by departments to allow self 
evaluation to take place.  Some of these such as monitoring exam performance, subject uptake 
or analysing results from questionnaires are well established, but in order to evaluate the quality 
of learning and teaching that is taking place and to share good practice it is essential that a 
programme of class visits takes place throughout each session. 
 
Sharing good practice classroom visits can be organised in a number of ways but they must 
focus on the pupils as learners and they should be seen by teaching staff to be supportive and 
positive. 
 
Classroom observation can only be effective if the observer is both credible and trusted. 
 
Guidelines 
 
At Whole School Level 
 
The purpose of whole school ‘Sharing Good Practice’ is to identify and share best practice 
across departments. 
 
At least two periods of time will be identified on the school’s Quality Assurance Calendar as 
‘Sharing Good Practice’ periods by SMT and communicated in advance to staff.  These will 
have a particular focus on HGIOS 4 Quality Indicator and during these periods information will 
be gathered on specific aspects of school life (although it is recognised that Sharing Good 
Practice is an ongoing feature of the work of the school throughout the academic year). 
 

• Learning walks. 

• Questionnaires (pupils, parents, staff). 

• Focus Groups (pupils, parents, staff).  
 
Where Sharing Good Practice learning walks and class visits are arranged the following 
principles will be adopted – 
 

1. The purpose of a classroom visit is to observe pupils as learners. 
2. All staff are expected to take part at some stage and indeed initiate visits to colleagues 

periodically on identified areas of interest (at least 2 per session). 
3. Learning walks and/or class visits will be agreed in advance. 
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4. Advance notice of at least one week will be given before a visit takes place. 
5. A clear indication of the area of focus will be agreed in advance.   
6. An overview of good practice will be shared with all colleagues.  No individual records of 

class visits will be formally recorded. 
7. Departments/faculties that are identified as being models of good practice will be asked 

to share their expertise across the school e.g. during school based INSET, at Board of 
Studies’ Meetings. 

 
 
At Departmental/Faculty Level 
 
The purpose of ‘Sharing Good Practice’ is to identify and share best practice within 
departments. 
 
Departments/Faculty will develop their own policies and practices depending on identified 
priorities. 
 
‘Sharing Good Practice’ may take place during the whole school periods identified in the Quality 
Assurance calendar or at times that have been agreed in advance by departmental staff.  
 
A range of strategies may be adopted that include some or all of practices adopted at whole 
school level but which may also include discussion and demonstration of activities at 
departmental/faculty Meetings.  In addition to whole school SMT learning walks and inter and 
cross department sharing good practice class visits, members of the Teacher Learner 
Community also follow a programme of sharing good practice class visits with colleagues. 
 
As from session 2017 – 18, an agreed template, ‘Features of Effective Lessons’, developed by 
the Teacher Learner Community, has been used by all staff to identify a focus for sharing good 
practice visits and to help share good practice across the school.  (Appendix 4). 
 
By prior agreement visits may be organised to other schools that have been identified as 
examples of good practice. 
 
This initiative will be further reviewed in 2020 – 2021 in light of the ongoing implementation of 
HGIOS 4 and with reference to the current policy review of “Sharing Good Practice through 
Evaluation of Learning Experiences” at Local Authority level. 
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Appendix 4                                                                                                       

DRAFT Features of Effective Lessons Lesson Checklist  

Features Purpose Methodology Learner Experience Meeting needs of 
all learners 

Assessment (how learning will 
be recognised) 

Developing key skills 

Examples Sharing learning 
outcomes 
(written or verbal)  
links to prior 
learning 
lesson set in 
context 
success criteria 

Individual tasks 
Co-operative 
learning 
Tasks  
Pace 
Timing 
Structure 

Relationships  
Interactions  
Pupil Participation  
Demonstrating responsibility  
Behaviour  
Engagement 

Challenge 
Support 
Differentiation 
Resources 
(equipment/ ICT/ 
pupils/ external/ texts/ 
Materials) 
 
 

AifL strategies 
Observation 
Effective questioning 
Formative and summative 
assessment 
Homework 
Show-me boards 
Starters and plenaries 
Feedback 
Self and peer assessment 

Literacy 
Numeracy 
Employability skills 
Problem-solving/ 
transferable skills 

GTCS  
Standard 
For 
Registration 

2.1 Curriculum 
3.1 Teaching and 
Learning 
 

2.1 Curriculum 
2.3 Pedagogical 
Theories and 
Practice 
3.1 Teaching and 
Learning 
3.2 Classroom 
Organisation and 
Management 

2.2 Education Systems and  
Professional Responsibilities 
3.1 Teaching and Learning 
3.2 Classroom Organisation 
and Management 
 

2.1 Curriculum 
2.3 Pedagogical 
Theories and 
Practice 
3.1 Teaching and 
Learning 
3.2 Classroom 
Organisation and 
Management 

2.1 Curriculum 
3.1 Teaching and Learning 
3.3 Pupil Assessment 
 

2.1 Curriculum 
2.2 Education Systems 
and  Professional 
Responsibilities 
3.1 Teaching and 
Learning 
 

GTCS 
Standard for 
Career-Long 
Professional 
Learning 

(i)Pedagogy, 
Learning and 
Subject Knowledge 

(i)Pedagogy, 
Learning and 
Subject Knowledge 

(i)Pedagogy, Learning and 
Subject Knowledge 
 
(iv)Educational 
contexts/current debates 

(i)Pedagogy, 
Learning and 
Subject Knowledge 
 
(ii)Curriculum and 
Assessment 

(i)Pedagogy, Learning and 
Subject Knowledge 
  
(ii)Curriculum and Assessment 

(ii)Curriculum and 
Assessment 
 
(vi)Learning for 
sustainability 

 

Lesson focus (from checklist): 

Date: 

Class/Year Group: 

Observations: 
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PUPIL SUPPORT – LEARNING/BEHAVIOUR 
 

BACKGROUND 
 

The Education (Additional Support for Learning) (Scotland) Act 2004 brought in a series of key 
changes in relation to supporting pupils.  It requires the school and the Support for Learning 
Department as part of the Pupil Support Team to take account of additional support needs so 
that all children can benefit from the school education and become well developed persons 
achieving their potential.  The department aims to meet the needs of all children.  Additional 
support needs is anything which has implications on a child’s ability to learn both at home and at 
school.  The Act acknowledges that Additional Support Needs may arise as the result of: 
 

• The Learning Environment 

• Family circumstances 

• Disability/Health needs which would include sensory impairment and specific learning 
difficulties. 

• Social and Emotional factors such as bullying and child protection. 
 
Therefore a range of needs has to be considered from long term eg specific learning difficulties 
to short term such as a health issue or bereavement, but without making assumptions about the 
need. 
 
Pupil Support Plan (PSP) 
This is a written plan which gives details of any identified additional support needs of a pupil and 
is used to monitor the support needs and the support structures in place.  A PSP may also 
include an Individualised Education Programme (IEP).  However not all pupils with a PSP 
require an IEP. 
 
Co-ordinated Support Plan (CSP) 
A co-ordinated support plan is a statutory document only for those with the most significant and 
long term additional support needs, where co-ordination of provision is needed among a range 
of professionals for the pupil to access education.  Multi-agency working is integral to a CSP 
and the Additional Support for Learning Act imposes statutory duties on external agencies.  Any 
pupil who has a CSP will also have a PSP which is the educational planning document, while 
the CSP details the educational objectives which require co-ordination of other agencies for a 
pupil to access his/her education. 
 
Identification of pupils requiring a CSP 
Appendix 5. 
 

The Aims of the Support for Learning Policy 
1. To support the development of an appropriate curriculum for all pupils. 
2. To raise staff awareness of the reasons why young people require support. 
3. To facilitate the early identification of pupils requiring support. 
4. To develop a range of strategies to endeavour as far as possible to meet the needs of all 

pupils requiring support for identified learning and/or behavioural difficulties. 
5. To collate annually Departmental requests and to consider the needs of pupils identified as 

requiring support by Pastoral Principal Teachers, Support for Learning staff, subject 
departments, class teachers and external agencies staff so as to best direct available 
resources. 
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6. To ensure the most effective deployment of Support for Learning staff and other external 
agencies support. 

7. To provide opportunities for staff development in the area of Support for Learning. 
8. To comply with ASN legislation in providing support for all pupils with Additional Support 

Needs. 
 
 

The Role of Departments/Faculties 
The responsibility for providing an appropriate curriculum for all pupils and for devising 
strategies for meeting the needs of individuals who are experiencing difficulties rests first and 
foremost with departments/faculties.   Accordingly a teacher who feels that the range of 
approaches at her/his disposal does not adequately meet the needs of a pupil should enlist the 
support of the Principal Teacher of the department/faculty, who may be able to suggest 
alternative strategies.   After discussion, the Principal Teacher may feel that the matter should 
be referred to the Principal Teacher Pupil Support who will assess the situation, recommend 
action and liaise with promoted Pastoral staff and other agencies if appropriate. 
 

In the same way that every teacher has to contr ibute to the pastoral 
support provided for  all  pupils /students, i t  is  important to emphasise that 
every teacher is  expected to contr ibute to supporting all  pupils  in their  
learning. 
 
 

Pupil Support Team 
All members of the school EST and linked partner agencies are considered to have a particular 
responsibility in catering for the individual needs of all pupils (more able, learning difficulties, 
physical difficulties etc). 
 

Senior Management Member  
A Depute Head Teacher (currently Miss Parker) has overall responsibility for the management 
and implementation of the school’s policy on Pupil Support.    
 

Support for Learning Principal Teacher  
In accordance with national and local authority guidelines, the Principal Teacher Support for 
Learning has a number of roles :- 
 

1. Co-operative Teaching 
Involvement of the PTSfL in co-operative teaching not only provides direct help to pupils with 
learning needs but also allows subject teachers to have immediate, on-the-spot advice and 
information about pupils’ difficulties with learning strategies for coping with them. 
 

2. Direct Personal Tuition and Support for Pupils with additional support needs. 
This will usually be provided in the classroom but occasionally individuals or small groups 
may be withdrawn for specific purposes following consultation. 
 

3. Curriculum Development 
In collaboration with subject departments, the PT SfL will plan and deliver curriculum 
developments designed to enhance provision for pupils requiring support with their learning. 
 

4. Staff Development 
This will include initiating and contributing to individual, departmental and whole staff 
development activities related to Pupil Support in the light of identified CPD needs and the 
School Improvement Plan.  Preparation and updating Department Handbook and the Class 
Teachers’ Support Handbook. 
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5. Consultancy 
The PT SfL will act as a consultant to staff, advising school management and subject 
teachers on aspects of policy and provision supporting pupils, eg to provide advice and 
information at Extended Support Team (EST) meetings 
 

6. External Liaison 
 External liaison to gather information about and to arrange specialist support for children with 

special needs and co-ordination and complementing of specialist input.   Liaison with :- 
 

• Primary Schools 

• Psychological Services 

• EAFL Support Service 

• Sensory Support Service 

• SQA 

• Other agencies and partners as appropriate 
 

In addition the PT SfL in Trinity High School has the undernoted roles : 
 

7. Collation of Confidential Pupil Profiles 
The PT Support for Learning prepares and collates information in consultation with the 
Depute Headteacher, Subject Departments, Pastoral staff, primary schools, external 
agencies and parents to assess support requirements.   This information assists in arriving at 
the most effective deployment of Support for Learning staff and allows creation of a pupil 
profile indicating need and strategies for support.  These are distributed to all staff. 

 

8. Support for Learning Staff Timetable and Co-ordination, ESOL Development 
Allocation and monitoring of Support for Learning staff duties and compilation of support 
timetables in consultation with the Depute Head Teacher.  This includes detailed additional 
support arrangements for SQA courses and examinations.   
 
Co-ordination and delivery of ESOL courses from N2 to Higher for pupils whose first 
language is not English. 
 

9. Co-ordinated Support Plans (CSPs)   
The coordinated support plan is a statutory document which is subject to regular monitoring 
and review for those pupils who meet the criteria for requiring one.  Pupils must meet all of 
the following criteria: 
(a) Renfrewshire Council is responsible for the school education of the pupil. 
(b) The pupil has additional support needs (ASN) arising from:- 
  (i) one or more complex factors, or 
  (ii) multiple factors, 
(c) those needs are likely to continue for more than a year, and 
(d) those needs require significant additional support to be provided by education   
      and one or more appropriate agencies (Health or Social Work). 
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Are the education authority There are factors preventing

responsible for the school education the child or young person

of the child or young person and benefitting from school

does the child or young person have educatoin without additional

additional support needs? support.

NO YES

The factors which have been identified will

have a significant, adverse impact on the 

Are the factors complex or child or young person's school education 

multiple leading to a such as, for example, learning and teaching, 

significant adverse effect on or social relationships or communication.  

the school education of the Evidence will have been generated through

child or young person? assessment, monitoring, target setting and

NO YES review.  The evidence demonstrates that the 

child/young person is unable to benefit from

Are those needs school education without significant 

likely to continue for additional support.

more than a year?

NO YES

There is an evidence base

Do these needs require supported by professional 

significant additional support to judgment, which indicates a

be provided, by the education probability of the needs lasting

authority, by one or more more than a year.

appropriate agencies as well There is a continuing requirement for a high

as the authority in discharging level of support from education services

their functions other than to enable the child/young person to benefit

education? from education.

NO YES

The child/young person requires substantial,

direct intervention from another agency/

Coordinated support agencies in order to benefit from school

plan prepared (see education.  This support is of sufficient

this chapter). duration to merit the preparation and

implementation of a coordinated support

to ensure effective coordination of support.

Child's/young person's neees

met by education authority at

a lower level of intervention,

(see Chapter 3).

Criteria Evidence

 

Decision Tree for deciding whether a child or young 

person requires a coordinated support plan. 

Appendix 5 
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Contents of a Pupil Support Plan (PSP) 
A PSP will contain: 

• essential information relating to personal, pupil details 
• a profile of special educational needs 
• long and short term targets including the success criteria 
• staff involved, strategies identified, resources planned 
• evaluation, monitoring and review arrangements 

 
Subject departments will only be involved if subject-specific targets contribute significantly to 
meeting the pupil's additional support needs.   
 

Individualised Education Programme (IEP).   
Individualised educational programmes (IEPs) are written plans which outline the steps which 
have to be taken to enable pupils with educational needs to achieve specified targets. An IEP 
provides the planning framework which underpins the teaching and learning process by which a 
pupil's additional support needs can be addressed.   
 
10 Pupil Support Plan 
This is a written plan which details the additional support needs of children and young 
people.   
In Renfrewshire the PSP may/if one is required incorporate the Individual Education 
Programme (IEP) for the child or young person. 
 

Pupil Support plans are required for: 
1)  PSP 
2)  IEP. 
 
 

11 SQA. 
Collation of candidate assessment arrangements and gathering of evidence of need of 
support from subject departments in line with SQA moderation processes and subsequent 
SQA submissions and amended timetables. Organisation of readers, scribes and 
accommodation and digital exam papers.  Preparation and informing of pupils and their 
parents of special arrangements agreed by the S.Q.A.   
 
 

CLASSROOM ASSISTANTS 
 

Classroom Assistants provide an important source of support to students in Trinity High School.  
The majority of the classroom assistants provide timetabled support to pupils in subject classes, 
helping pupils focus on tasks set, repeating and clarifying instructions, reading and scribing for 
pupils.  In addition, individual classroom assistants will have particular responsibilities including: 

• Accompanying pupils with physical disabilities on the lift and to and from  
     classes. 

• Enlarging printed materials for pupils with visual impairments. 

• Assisting teachers in supporting and supervising pupils experiencing  
                  social, emotional and behavioural difficulties. 

• Assisting students with ICT – downloading material from Alpha  
        Smarts, printing, accessing the internet. 

• Working through individual programmes with pupils, under the  
       direction of a Support for Learning teacher. 
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VOLUNTEERING SKILLS AWARD 
S6 students who undertake the Volunteering Skills Award provide a very successful volunteer 
peer tutoring system.  The study tutorials and volunteer placements for the award are organized 
and delivered by Support for Learning staff. S6 pupils achieve an SQA Volunteering Skills Award 
at National 4.  It is the norm to have around 50 S6 students helping S1-S6 pupils in a range of 
subjects, and with a small number opting to choose a placement outwith school.   
 
 
The Renfrewshire Specialist Peripatetic Service 
 

Sensory Team 
Sensory teachers support pupils who have a significant hearing and/or visual impairment.  
Support is allocated to identified pupils based on an annual audit of need.  Sensory support 
teachers also attend parental ESTs, advise on staff development and support candidates in 
SQA alternative arrangements as required. 
 
 

English as an Additional Language Team 
In addition to direct teaching by SfL teachers, English as an Additional Language staff provide 
additional support to pupils who are at the early stages of acquiring English as an additional 
language.  Support to schools is allocated through an annual audit of need and thereafter by 
individual referral. 
 

LAC – Care Experienced Children Team 
The Looked After Children Team supports children in Renfrewshire who are looked after and 
accommodated in either foster care or in children’s units.   
 
This policy is central to the school’s GIRFEC/GIRFEL strategy and is subject to annual review to 
ensure the needs of all pupils/students are met effectively in the context of available resources. 
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APPENDIX 1

STAGED INTERVENTION WELLBEING SUPPORT & ADVICE PATHWAY

No

Universal Support
for child and young person 
wellbeing

Extended Support 
Framework:
EST meeting
SEEMIS Wellbeing 
Assessment & Plan
Action and Monitoring

Plan                                        
continues

To                                                    
meet needs?

Yes

Authority Support & Advice:  

ISO consultation

EST/ TAC minutes
Wellbeing assessment  & 
plan
Parental consent form

Advice, Support, Guidance
ISO may attend future TAC meeting
ISO agrees on ESRG tier one resource
Referral to ESRG meeting

Extended Support 
Framework:
SEEMIS Wellbeing Plan
TAC meeting

Possible ESRG meeting outcomes

Recommendation to explore alternative 
resource/provision
More information required
Further discussion/advice to establishment
Other resource package agreed
Parent/  establishment informed

S
T
A
G
E
O
N
E

S
T
A
G
E
O
N
E

S
T
A
G
E
T
W
O
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PASTORAL SUPPORT STRATEGY 
 
Aims and Purpose of Pastoral Support: 

“The GIRFEC approach is about how practitioners across all services for children and adults 
meet the needs of children and young people, working together where necessary to ensure they 
reach their full potential”.       (GIRFEC August 2014) 
 
The Pastoral Principal Teacher is the main contact between home and school and one of 
his/her most important functions is to offer support to the pupils, parent and colleagues as 
appropriate.  Pastoral staff should deliver the GIRFEC approach together with practitioners 
across all services to meet the needs of children and ensure their wellbeing is paramount by 
using the SHANARRI indicators so that children are healthy, achieving, nurtured, active, 
respected, responsible, included and above all safe. 

  
In Trinity High School, the Pastoral Support Team consists of 3 Principal Teacher posts and one 
additional staff (PT 0.6) for session 2019 – 20 whose work is co-ordinated by a nominated 
Depute Head Teacher currently Karen Parker.   A vertical group system is operated with 
Pastoral Teachers being allocated to a group of pupils from every year group on the maximum 
caseload of 1 to 250.  The Equity group operates across house groups and targets children 
predominantly in disadvantaged groups from S1 – S3.  In addition specific related pastoral 
responsibilities will be allocated to each member of the Pastoral Team. 

 
Every effort is made to ensure Pastoral Principal Teachers remain with their groups in 
successive years thereby providing continuity of contact for pupils and families. Similarly new 
S1 pupils are placed within the same Pastoral Group as have older siblings already in 
attendance at Trinity High. 
 
The principal aims of each promoted Pastoral Principal Teacher are to ensure that :- 
 
1. Each child has a sense of truly belonging to the school community 
2. Each is aware of the personal interest taken in them to support their progress and general 

well-being (see Child Protection Policy Statement). 
3. Links with parents are fostered in order to work with them in supporting their child’s academic 

progress and encouraging development of the child’s potential ability in all areas of 
education. 

4. Support is provided for staff at all levels across the school including the provision and 
delivery of appropriate continuing professional development activities. 

 
GROUP  ACTIVITIES 

Promoted Pastoral Team members should also be involved with the pupils across whole year 
groups in the following ways :- 
 

• At Mass and at other religious celebrations 

• At assemblies  -  in prayer and discussion of matters relevant to the year group 

• In charitable efforts  -  eg fund-raising, organisation of social events for the elderly and 
special needs members of the community 

• Within extra-curricular activities as appropriate. 
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None of these activities could be undertaken without the help and co-operation of class 
teachers who are seen by the pupils to be interested and involved.  In this way we hope 
to develop sound relationships and foster a sense of belonging to the school community. 
 

Pastoral Support to Pupils 

This area falls naturally into three categories : 
 

1. Personal support 
2. Curricular support 
3 Vocational / Careers advice 
 

Personal  Support 
It is recognised that the integration of intellectual with social and personal development must be 
a constant objective of pastoral work.  From time to time the Pastoral Principal Teacher may be 
required to enlist the support of a multi-disciplinary Team in support of some identified area of 
difficulty affecting one of their students.   The mechanism for this is described in the Staff 
Manual under “Extended Support Team”. 
 

Pupils are encouraged to take more responsibility for their own learning as they progress 
through the school and to develop concern for others, for the school and for the wider 
community.   Through the Social Education Programme in the school and by establishing strong 
links with parents from an early stage this objective can be attained.   At least once a session 
each student has a one to one interview with their appointed Pastoral teacher, during which time 
each gets to know the other as individuals.   This helps to create a climate where the pupil can 
confidently request an interview at any time to seek help on some personal or educational issue.   
 

Curricular  Support 
As stated earlier promoted Pastoral Support Teachers have a key role at all transitional stages  
-  notably S2, S3, S4 and S5 where subject pathways/choices with career implications are 
involved.   They also have a responsibility to monitor each student’s progress on their chosen 
course and respond to information passed from departments.  In addition PSE in year groups  
S1 – S4 and S6 creates a clear, progressive programme adhering to the principles of a CfE has 
to be planned, delivered and evaluated by Pastoral staff.   
 
Vocational / Careers  Advice 
All careers related education activities and special programmes for various year groups require 
input from the Pastoral Team including developments relating to Skills for Life, Learning and 
Work with regard to the Skills Wall and the Employability website.   The careers education 
programme is described fully in a separate policy statement.   Great care must be taken that 
information passed on in this area reflects current job market information and up to date Higher 
and Further Education requirements to assist pupils towards a positive destination.    
 
Extended Pastoral Support  
Promoted Principal Teachers in the Pastoral Support Team staff, whilst contributing on a daily 
basis in the above three areas are only one element in the overall pupil/student pastoral support 
strategy.   Support for Learning Staff, classroom assistants, Home Link, Inclusion Support, 
Assistant, Transition Teacher, Staff mentor and external agencies, together with Social 
Education and Religious Education teachers make vital contributions.    
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The appointment of additional PEF and Attainment Challenge posts to the School has proved 
an invaluable asset in providing another layer of support strategies. The establishment of a 
Wellbeing base founded on nurture principles overseen by a 0.4 DHT post has been a crucial 
addition allowing in house adapted and flexible support for vulnerable pupils.  Those together 
with ongoing support provided by classroom assistants, links to Psychological Services, Lifelink 
Counselling and Social Work has enhanced the range of options available in supporting 
pupils/students across the school. 
 
 
Pastoral   Support   to   Parents/Carers  
 
This area also falls naturally into three categories : 
1. Maintained General Support 
2. Assistance at Transition Periods 
3. Provision of Specialist Services 
 
 
1 Maintained General  Support 

 
Principal Pastoral Teachers offer general support to Parents/Carers by : 
(a) being available through arranged interviews to meet with parent/carers at any 

stage, to discuss matters related to their child’s progress. 
(b) Collating and providing reports to give an overall view of their child’s progress. 
(c) Requesting parents/carers to attend school for interview at any stage when it is 

thought advisable to ask for their support or provide information about their child’s 
progress. 

(d) Liaising with external agencies eg Social Work Department, CAMHS, Skills 
Development Scotland Link (Careers Advisor) etc. 

(e) Involvement in information sessions to provide increased familiarity with curricular 
change. 

 (f) knowing the pupils in their pastoral group. 
 
 
2 Assistance at Transition  Periods 

(a) Transition from Primary School to Secondary School 
Details of provision in this area are to be found in Primary / Secondary Liaison 
Policy Statement. 

(b) Pathways Choice/Option Transitions 
At the end of S2/3, S4, S5 and S6 the Pastoral Principal Teacher is available to 
advise and discuss with parents/carers their child’s further course of study. 

(c) Transition from School to Further Education /Higher Education, Training, 
Employment 
Pastoral Principal Teachers can arrange for parents/carers to meet with the SDS 
Link (Careers Advisor), to assist decision-making about their child’s future.  They 
can also provide resources and advice on courses of study on offer at Universities 
and Colleges of Further Education. 
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3 Provision  of  Specialist  Services 
Pastoral Support  and External Agencies 
The promoted Pastoral Team work in conjunction with other services to provide support 
tailored to the needs of the individual pupil.  To ensure GIRFEC (Getting it Right for 
Every Child)/ GIRFEL (Getting it Right for Every Learner) arrangements are effectively in 
place.  Where it is thought advisable, the Pastoral teacher may enlist the specialist help 
of the following agencies to give added support.   (Parents/carers will be invited to school 
for interview with the Pastoral Principal Teacher prior to the decision to involve any of 
these agencies). 
 
 

Social Work 
The promoted Pastoral Teacher may enlist the help of the social worker when a pupil has 
been noted as having problems coping with relationships or the day to day life of the 
school.   By regularly meeting the pupil and parents/carers, often in the home the social 
worker will endeavour to identify the problem, offer support to the parents and extend 
continued support and encouragement to the pupil on his/her return to school. 
 
Psychological Services   -   Educational Psychologist 
Where a child demonstrates pronounced learning / behaviour difficulties, the advice of 
the Educational Psychologist may be advisable.   Extra learning support may be able to 
be provided as well as counselling for child and parents if required. 
 
Additional external support will be sought, if required, in the context of Child Protection 
issues. 
 
Parents should make full use of the Pastoral support service offered and they will find the 
Principal Teachers (Pastoral) Staff most approachable, helpful, informed and concerned 
about their child. 
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PERSONAL AND SOCIAL EDUCATION 
 
Core Personal and Social Education now appears as a discrete subject within the curriculum in 
years S1- S4 and S6 in Trinity High School with permeation of key issues/topics across all Year 
Groups from S1 - S6.   It is important to note however, that pupils are socially educated in many 
subjects throughout the formal curriculum and also the informal or wider curriculum.   By teacher 
involvement in many areas of extra curricular activity, sound social skills are promoted 
throughout the school which enhance the general ethos of the school. 
 
The general aims of the core Personal and Social Education programme are to develop self 
confidence and decision making skills while at the same time encouraging a sense of social 
responsibility and commitment to citizenship activities.  This should ensure full compliance with 
the aims of Curriculum for Excellence both in relation to the Broad General Education from S1 – 
S3 and in the Senior Phase of S4 – S6, the Charter for Catholic Schools in Scotland and the 
Equalities Discrimination Act. 
 
There is naturally, expectancy of progression in these areas as the child travels through the 
secondary school and develops more refined personal and social skills and becomes more 
mature in character. 
 
The topics included in the Personal and Social Education programme do therefore change 
throughout the years but certain strands are maintained because they are considered extremely 
important and may be addressed by the pupils at any stage of their development. 
 
These are  : 
Recording,  Reviewing and Decision Making Skills,  Study Skills/Thinking Skills and 
Education Related to Health, Careers and Equality of Opportunity; Literacy; Numeracy; 
Health and Wellbeing. 
 
In S1/S3 pupils are expected to develop personal profiles related to their work on the ‘My Merit’ 
system and to activities outside school leading to the completion of a personal Profile by the end 
of S3.  Induction Programmes are now in place for all year groups at the start of new annual 
timetables.  This will include subject assessment and their own comments and targets for 
personal development.   Topics covered include building relationships, bullying, vandalism, 
equal opportunities, health and drug education; different learning styles  and preparation for 
subject choices.  In S1 special arrangements have been made to facilitate promoted Pastoral 
Staff contact with their new cohort on a regular basis to encourage/support independent 
learning plans in this Year Group.  In addition an early ‘Self-Esteem’  seminar involving S6 
Buddies also will take place to encourage a sense of community and belonging amongst S1 
pupils.  In S2 and S3 input on course Pathways and Choices is given as pupils prepare to move 
from the Broad General Education stage of CfE into the Senior Phase with all that entails. 
 
In S4 – S6 many topics relevant to adolescence are covered including addiction to alcohol and 
drugs, and introduction to the world of work.  All S4 pupils experience placement in a work 
situation.   At this stage pupils are taught how to produce a detailed progress file for use in later 
life and develop personal action plans for the next stage of their education.  S4 pupils will be 
involving in a ‘learning to learn’ seminar covering areas like study skills, learning styles, thinking 
skills and healthy living. 
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In S5/S6 a varied programme of in school input and external speakers has been introduced to 
enhance PSE provision for senior students.  The programme is also supported by the SDS Link 
(Careers Advisor) who holds lunchtime ‘drop ins’ for open enquiries and deliver groupwork 
inputs within the timetabled programme. 
 
Provision of certificated units/courses within Personal and Social Education as part of 
the National Qualifications framework is now available to senior students. 
 
Fuller details of Health Education and Career provision are to be found as appendices to this 
document. 
 
A thorough review of Personal and Social Education across the school is undertaken each 
session and as a result changes are made in provision for the following session.  Consequently 
the programme in place for this session will seek to build on the experience of the previous 
session, including adherence to the seven Design Principles outlined in a Curriculum for 
Excellence. 
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APPENDIX   1 
PERSONAL AND SOCIAL EDUCATION 
 
Health and Well Being 
“Learning in health and well being ensures that children and young people develop the 
knowledge and understanding, skills, capabilities and attributes which they need for 
mental, emotional, social and physical well being now and in the future” (CfE) 
It is recognised that good and health and well being is central to education of all pupils’ 
development and a preparation for independent living.  To this aim health and well being runs 
through the S1 – 6 social education programmes in a progressive way and is entirely supportive 
of the GIRFEC approaches in place to support pupils/students across the School.  The 
programmes are intended to be coherent, informative, positive and stimulating and to promote 
and develop a healthy life style.  The programmes provide the opportunity to investigate, 
discuss and make informed decisions on a wide range of topics. 
The PSE programme is designed to meet the Health and Wellbeing outcomes as set out below. 
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APPENDIX  II 
 
 

CAREERS  EDUCATION (Standard) 
 
A i m s  a n d  P u r p o s e  : 
 The overall aim of careers education in Trinity High School is to enable students to develop and 
apply career management skills, learn about the world of work and access labour market 
information.  They need to understand how to apply, secure and sustain a future career.   This is 
achieved by the collaborative efforts of the school and Skills Development Scotland (SDS) 
through the production of a School Partnership Agreement. 
 

The introduction of the SPA enhances careers information, education and guidance provision in 
schools by promoting effective partnership.   The process also ensures that the contribution of 
each partner is co-ordinated and complementary and is an important document in the planning 
process.  However it is in this document which aids in delivering the Career Education Standard 
(CES) as part of the National DYW programme in Trinity High. 
 
School Partnership Agreement (SPA) 
 
Contributions to the SPA by Skills Development Scotland (SDS) include : 
 

 

• services to pupils 

• services to parents/carers 

• involvement in careers education / PSE programmes;  and 

• administrative support, planning and review 
 
 
The services provided by the SDS to pupils to address their entitlement, include : 

• individual CMS interviews 

• completion of Career Plans of Action for all pupils who receive a CMS interview 

• issue of CMS interview notes for Career Plans of Action both pupils and guidance staff within 
2 weeks of the careers interview 

• an information service and careers coaching on further and higher education and all aspects 
of employment and training   

• job and training opportunities. 

• Intensive workcoach support for maximum category pupils. 

• Liaising of MYWOW Ambassadors. 
 
The services provided by SDS to parents can include : 

• production of information booklets for parents about the assistance SDS can provide 

• attendance at parents meetings convened by the school 

• joint pupil/parent interviews at designated stages 
 
The services provided by SDS in careers education include : 

• input to aspects of the careers education programme, eg class talks covering the vocational 
implications of curricular choices 

• assistance with employability initiatives  
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• provision of details of appropriate external events 

• Building of MWOW capacity for staff. 
 
 
The services provided by SDS in administrative support, planning and review include  

• providing information on school leavers destinations  

• working collaboratively with the school in the planning stages of the SPA 

• working collaboratively with the school in identifying action points as a route part of the 
annual Review and Evaluation of the careers provision offered through the SPA 
 

 
S c h o o l   C o n t r i b u t i o n   t o   C a r e e r s   E d u c a t i o n  : 
 
Through the Skills for Learning Life and Work Programme (PSE), an introduction to careers 
education is made at a very early stage. 
 
In S1 – S3 ie the Broad General Education phase of a CfE the emphasis is directed towards 
personal skills and qualities to enable pupils to make informed decisions about their future 
options and choices.  The Skills for Learning, Life and Work Programme in S1 – S3 has a 
particular emphasis on the following:  

• self awareness and self assessment 

• action planning and target setting, decision making 

• interpersonal and communication skills 

• researching My World of Work (MWOW) 

• pathways and Choices 

• introduction to SDS in School 

• awareness of opportunities 
 
 
Careers information is made available for S2 including ACE Day through Pastoral Staff.   Also, 
at this stage, information regarding entrance requirements for further and higher education is 
made available through Skills Development Scotland and Pastoral Staff.  In S3 careers 
education continues in preparation for the transition to, and through, the Senior Phase of the 
Curriculum. 
 
These are clearly designed to introduce the wider world of education and work to pupils and 
encourage pupils to consider the range of options available to them after School. 
 
In S4, the main item on the Skills for Learning Life and Work (PSE) calendar is the week’s work 
experience for all S4 students, and the accredited SQA work placement unit award associated 
with this.  Students are encouraged to secure their own placements and many do so.   However 
adequate placements are able to be located by accessing the ‘Work It’ Database operated 
through Gateway. 
 
 
All students work through the Work Experience Unit as part of the Skills for Learning, Life and 
Work PSE programme and there is an emphasis and focus on target setting and self evaluation.  
All students are afforded the opportunity to achieve S.Q.A. unit certification in this area of work. 
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Senior Phase  
 
In S5 students are given every opportunity to meet with the SDS links in the school and are 
given individual support as required.  Access to the full range of career related opportunities is 
provided. 
 
In S6 further development of realistic career aspirations will be developed throughout the 
course.  From September until Christmas S6 students are split into two groups those who are 
planning to apply to go to university via UCAS and those who are planning to go to college or 
the World of Work.  The University of the West of Scotland (UWS) work with S6 University 
students guiding them through their personal statements on the ‘Step-up’ module.  The 
college/world of work classes work on their skills and qualities, researching career choices, 
writing a CV, applying for jobs and personal statements for college.  Outside speakers are 
invited to meet with S6 covering topics such as University life, UCAS, Health Education, Driving 
Experience and Managing Finances to address students as part of a coherent structured 
programme from January – May. 
 
 
Careers Education  -  Output Evaluation: 
 

• All partnership activities whether between school and the SDS or school and the business 
community must include evaluation procedures to enable review of good practice. 

• Provide the information required to allow careers education activities to evolve and be 
shaped by the interested partners to maximise the learning experience of the young people 
involved and address current labour market trends. 

• Provide a framework which will provide the school with the information required in making 
policy decisions to include new partnership activity within the development planning priorities 

 
Through this process a systematic approach to a progressive careers education and guidance 
programme is in place in the School.   This support for the young people of Trinity High School 
will be reviewed periodically to ensure their needs are being properly addressed through the 
delivery of the Careers Education Standard. 
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CHILD PROTECTION 
 
Renfrewshire Council has produced a policy on “Child Protection Guidelines and Procedures” in 
which the role and responsibilities of Children’s Services in Protecting Children from Abuse is 
clearly outlined. This policy is designed to protect all children and is supportive of the wider 
GIRFEC (Getting it Right for Every Child) agenda.  It is designed to ensure all education 
personnel within educational establishments are aware of their responsibilities and obligations 
to protect children from harm and support those experiencing difficulties.   

 
This links to the support structures within Trinity High which facilitates effective care and welfare 
provision for all pupils. 
 
Central to the Child Protection Policy are the following areas:- 
 
1. Statement of principles and aims/objectives of the Guidelines. 
 

2. Legal issues. 
 

3. Categories of Abuse. 
 

4. Indicators of Abuse. 
 

5. Role and Responsibilities of the Children’s Services Department in Protecting Children 
from Abuse. 

 

6. Training. 
 

7. Prevention of Child Abuse. 
 

8. Action in Response to Reporting and Recording Grounds for Concern. 
 

9. Grounds for Concern: Additional Action Guidance for the Heads of an Educational 
Establishment or Service. 

 

10. Grounds for Concern: Additional Action Guidance for any Children’s Service Employee. 
 

11. Inter-Agency Co-operation. 
 

12. Monitoring. 
 

13. Support for those victims and staff involved. 
 
All members of staff should retain the copy of the summary outline of the Council’s 
Policy in this area for ease of reference with a Department/Faculty copy retained in the 
designated area for key documents in Base Areas. 
 
It is important that staff familiarise themselves with the contents of this policy statement, 
appropriate documentation and are aware of the detailed advice which will be located with the 
Child Protection Co-ordinator (Miss Parker) and in the school office.  This policy and 
associated procedures will be highlighted to all staff at the beginning of each new 
session and will be supported by an appropriate staff development programme for all 
staff. 
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POLICY & PROCEDURES FOR LOOKED AFTER CHILDREN 
 
Aim and Purpose 

The aim of this policy is to define roles, responsibilities and expectations and to set out the 
procedures necessary to assist in planning to meet the holistic needs of Looked After Children. 
 
Principles 

• Looked After Children will have access to mainstream education wherever possible. 

• Trinity High School will ensure that appropriate support systems exist for each pupil. 

• The Pupil Support co-ordinator will have a specific responsibility for Looked After 
Children. 

 
Responsibilities of Trinity High School 

• To monitor the educational progress and attainment of Looked After Children through the 
normal planning and Wellbeing Assessment process and/or the multi-agency Integrated 
Assessment and review process. 

• The Pupil Support manager will have a specific responsibility for Looked After Children. 

• To ensure appropriate procedures for non-attendance, exclusion and continuity of 
learning are implemented without undue delay. 

• To ensure that school ethos and pastoral care systems are positive, supportive and 
caring and aim to progress the personal and social development of Looked After 
Children. 

• To take positive steps to ensure that children who are Looked After have access to extra 
curricular activities, including study support and partnership learning opportunities. 

• To encourage positive working relationships amongst school staff, social workers, carers 
and residential staff. 

• To encourage and endorse regular contact between school staff and social workers. 
 
The Pupil Support Coordinator will have the following responsibilities: 

• Chair review meetings for all Looked After Children. 

• Provide co-ordinated advice and guidance in relation to individual children, and where 
necessary co-ordinate support for the pastoral needs of the children concerned. 

• Ensure that the educational and pastoral needs of Looked After Children are identified 
and incorporated into a Wellbeing Assessment. 

• Monitor attendance and exclusion statistics. 

• Ensure that all staff are aware of the rights of Looked After Children. 

• Looked After Children included in EST discussions. 

• Ensure that Looked After Children are involved in decisions taken about them and that 
staff actively seek the views of these children in the decision-making process. 

• Liaise with Social Work Department and consider which information should be shared 
with school staff. 

• Encourage carers, social workers and residential staff to give priority to educational 
needs. 

• Ensure that school staff actively promote high expectations for Looked After Children. 
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• Be an advocate for the Looked After Children in the school. 

• Hold a confidential list of which pupils are Looked After. 

• Ensure confidential files and Pastoral notes are maintained in relation to all Looked After 
Children and share relevant information on a need to know basis. 

• Strive to ensure that appropriate inputs are available for the statutory reviews and 
Children’s Hearings process. 

• Facilitate communication to ensure the practical and effective implementation of Council 
Policy in this area. 

• Encourage school staff to attend training courses on matters relating to Looked After 
Children. 

• Consult and liaise with carers and families. 

• Hold and circulate as appropriate legislation and information on Looked After Children. 
 
Pastoral Staff Responsibilities 

• Encourage and support parents and carers to ensure that children attend school 
regularly. 

• Encourage and support all Looked After Children to maximise both their educational 
potential and their attendance at school. 

• Where difficulties arise support from the school, should be offered to the young person 
and their parents/carers. 
  

Wellbeing Plans 
Pastoral staff will ensure that Looked After Children are interviewed at least once a term 
affording them the opportunity to discuss and plan their progress. 
 
A Wellbeing Plan should be completed and action points used to assist as target setting for 
each LAC pupil by Pastoral Staff. 
 
 
Class Teachers Responsibilities 
Be aware of who is a Looked After Child. 
Be aware of the rights of Looked After Children. 
Encourage and support all Looked After Children to maximise both their educational potential 
and their attendance at school. 
Promote high expectations for Looked After Children. 
Be aware of additional support needs (make use of the detailed information available in the 
Confidential Pupil Profiles compiled and issued by Support for Learning). 
Provide suitable homework. 
 
 
Exclusion 

• School must be aware of the additional needs or circumstances of each pupil. 

• Every effort should be made to avoid exclusion making use of the alternatives where 
possible. 

• Where exclusion is unavoidable, work should be provided as per normal school 
procedure. 
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EMPLOYABILITY & POSITIVE DESTINATIONS 
 

General Aim 
To prepare all of our children and students for life beyond school in accordance with the four 
principles of a Curriculum for Excellence and to achieve a positive destination. 
 
Rationale 
A key measure of success in any education system lies is its capacity to prepare young people 
for life beyond school irrespective of whether their future lies in Further or Higher Education, 
training or in employment. 
 

Our young people must be made aware of the challenges they will face and be well equipped to 
deal with them.  They must be self reliant, hard working and resilient and must have the 
confidence to grasp opportunities and to take appropriate risks. 
 

In the fast moving, highly mobile and technologically driven age that we live the key to success 
is no longer knowledge based and the skills and attitudes that young people acquire now will 
determine their future happiness. 
 

Many of our young people have Additional Support Needs and some have low self esteem.  
Others come from second or third generation workless families.  These are the children who are 
in danger of not achieving a positive destination and extra provision must be made to support 
them. 
 

If our young people are to become confident individuals, effective contributors and responsible 
citizens as well as becoming successful learners the activities that take part inside the 
classroom and those which are supplementary to it must be designed and delivered in ways that 
encourage our young people to take responsibility for their own learning and to have high 
realistic expectations for themselves. 
 

 
Guiding Principles 
 
Intra Curricular Activities 
Subjects should be taught that are meaningful to current circumstances and should be delivered 
in ways that allow pupils to recognise their intrinsic value.  Lesson content should relate to 
examples in the outside world as often as possible such as via SDS lesson inserts or job 
profiles linking subject content to the world of work. 
 
Some subjects lend themselves to this approach more readily than others but all teachers 
should be aware of the positive impact that it can have on the learning experience and 
motivation of our young people. 
 
Children should be encouraged to take responsibility for their own learning as often as possible.  
They should be aware of their levels of achievement, set targets for improvement and monitor 
their own progress.  Supported by staff via the tracking process. 
 
The use of skills icons for Life Learning and Work across the curriculum helps young people 
identify the skills they have acquired in school and for future years. 
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Visits to workplaces and to Universities and Colleges help our children to relate their school 
based activities to real world scenarios.  They have the added advantage of showing young 
people life beyond school and this may encourage them in their career choice. 
 
External speakers can provide a sense of perspective and are able to motivate children in ways 
that teaching staff cannot.  A visit from a person who has experienced success after doing badly 
in school may make our youngsters recognise the opportunities that education offers and 
encourage them to work harder. Similarly, a visit from an “ordinary” person who has done well 
may provide a positive role model and show the children that people from the same background 
as theirs can be successful. 
 
 

Enrichment Activities  
Most learning takes place out of the classroom and we should recognise the impact that 
external factors have upon learning and teaching, and upon pupil’s motivation, attitudes and 
aspirations. 
 

Many activities requires a young person to take responsibility and raises their aspirations.  
Every child has an entitlement to access this type of activity on an annual basis and the school 
provides opportunities for every year group.   
 
S1   -   S1 Seminar 
 S1 Mission 
S2   - ACE day 
 Health & Wellbeing Sports Day 
S3   - MWOW Ambassadors 

Youth and Philanthropy Initiative (YPI) 
 Hearty Lives  
 Options Programme 
S4    - Work Experience 
 Options Preparation 
 Peer Mentoring Programme 
S5/6  - Buddy Scheme 
 Volunteers Skills Award 
 Senior Leadership Team 
 
Trinity also has an exceptionally well developed informal curriculum and this provides a key 
element in the delivery of Employability Education.  Among the examples of good practice are - 
 

Organisation of charity events / fundraisers. 
Community involvement / Fair Trade / working with associated primaries. 
Pupil Voice. 
 
Summary 
If our young people are to achieve their full potential we must provide appropriate activities and 
opportunities to engage with the world beyond school on a regular basis. 
 

Children who have Additional Support Needs or whose background suggests that they are 
particularly vulnerable in this area and are in danger of not achieving a positive destination 
should be identified as quickly as possible and given extra help and encouragement. 
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EQUALITY POLICY 
 

It is the policy within Trinity High School to ensure that the benefit of all our education provision 
through the formal and the informal curriculum, should be made equally available to all, 
regardless of sex, race, creed or, within the scope of our facilities, physical disability.   The 
School is committed to the principles of equality of opportunity and social justice.  It affirms the 
right of all students, staff and parents to live free from discrimination and prejudice and fully 
supports all appropriate Race Relations and Equal Opportunities legislation including the 
Disability Discrimination Act. 
 

The curriculum in Trinity High School should prepare our pupils for life in a multi-racial 
society, by ensuring that there is a positive multi-cultural dimension to pupils’ learning 
which permeates the curriculum in a balanced, pro-active and informative manner.   
Scotland is and always has been a multi-cultural society and our pupils must have the 
values and attitudes to contribute positively to that society. 
 

All staff therefore are required to be constantly aware of the need to be scrupulously fair in their 
dealings with all pupils and never to display any favour of disfavour to any one group either by 
direct action or expression, or by attitude either displayed or implied. Equality is a fundamental 
right and is central to the achievement of all as is the absence of any forms of distinction based 
on perceived disability. 
 

In support of the above statement on Equality, the following strategies must also be adopted : 
 

Pupils 
1 All pupils/students must be encouraged to acknowledge the dignity of all  individuals 

regardless of race, colour, creed or sexual orientation by emphasising the Gospel Values 
of tolerance and respect and by providing opportunities for pupil/student involvement in 
citizenship related activities. 

 

2 All comments which refer detrimentally to individuals or groups on the grounds of ability, 
gender, sexual orientation, race, disability, or religion/ethnicity should be avoided and 
resisted even if it is done for humorous effect. 

 

3 Staff involved with making up class groups should try to ensure that there is an even 
balance of the genders. 

 

4 Teachers should work positively to remove the barriers which traditionally discourage 
girls from choosing STEAM subjects. 

 
5 All those involved in curricular or careers guidance should endeavour to facilitate the 

uptake of all subjects by both sexes regardless of traditional gender assumptions;  
similarly, they should seek to discourage the concept that some careers are traditionally 
associated with men rather than women and vice versa. 

 

6 All staff should ensure that the school’s disciplinary sanctions are applied equally to boys 
and girls without regard for gender and pupils from ethnic minorities. 

 

7 All staff should examine their own classroom practice and consider whether they 
unconsciously give more attention to one sex or the other and whether they have the 
expectation of higher standards for girls or boys.  This is particularly important in the drive 
to tackle underachievement. 
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8 All staff should examine their own attitudes and consider whether they sometimes 
unconsciously reinforce stereotyping by implication, eg in the allocation of any classroom 
tasks. 
 

9 All texts used in the classroom, whether school-produced or otherwise, should be 
carefully scrutinised for any discriminatory expression or implication. 

 

10 A member of the SMT should be identified as being directly responsible for recording and 
dealing with racist incidents.   Staff should be aware of the procedures for reporting 
incidents. An ethos which actively promotes racial equality is fundamental to social 
inclusion, economic development and the delivery of education of the highest quality. 
 

Teaching Staff 
 

It is equally the policy within Trinity High School to ensure that there is equal, fair and even-
handed treatment of, and provision for, both female and male staff members in race and 
gender, on the basis that all talent should be used to its greatest capacity.  This will include 
access to and participation in appropriate Continuing Professional Learning development 
activities relating to equality and racism. 
 

In particular, the career aspirations of all genders will be fully developed and being equally 
encouraged to participate in courses in management, administration and timetabling in order to 
prepare for promotion to Senior Management level. 
 
Support Staff 
 

Support staff at all levels are to be encouraged to develop their talents to the fullest and access 
appropriate staff development opportunities to enhance both their self-esteem and effectiveness 
in post.  Such opportunities are to be made available to all staff regardless of gender or race. 
 
Trinity High School is committed to positive action to support equality of opportunity for all 
sections of the school community and the active advocacy of a positive race equality policy.  
The ethos of the school supports tolerance and respect, rejects discrimination based on 
disability or sexual orientation and encourages active participation in activities designed to 
encourage an awareness of equal opportunities and anti racist issues eg communal events, 
charity work, mentoring schemes and programmes including citizenship education. 
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POLICY ON SQA AND MONITORING 
 
INTRODUCTION 

 
The aim of this policy is to promote good practice in the management, delivery, assessment and 
internal quality assurance of the Scottish Qualifications Authority National Qualifications Course 
provision within Trinity High School and to monitor the achievement of pupils pursuing these 
courses. 
 
The School seeks to ensure that pupils undertaking SQA courses achieve the maximum 
success possible taking into account the abilities of the pupils and the curricular provision 
available. 
 
This policy is intended to give operational advice and to act as a reference for Senior 
Management, Principal Teachers (Curricular, Support for Learning and Pastoral) and Teaching 
Staff generally within the School as well as for SQA, Renfrewshire Council and Scottish 
Executive Staff. 
 
IMPORTANT REFERENCE SOURCES (available in SQA Coordinator’s Office (ie ESM’s 
Office) and School Library) 
 

• SQA Registration, Entries and Results: a procedural guide for centres. 

• Renfrewshire Council SQA Process Manual. 

• Estimates, Absentees and Assessment Appeals.  

• SQA Annual Catalogue of National Qualifications. 

• www.sqa.org.uk and www.sqa.org.uk/secure (for National Assessment Bank Items). 

• www.understandingstandards,org.uk. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.sqa.org.uk/
http://www.sqa.org.uk/secure
http://www.understandingstandards,org.uk/
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MANAGEMENT STRUCTURE 

 
 
APPROVAL OF A CENTRE 
 

Education Authority schools are given automatic approval to present National Qualifications. 
 
APPROVAL TO OFFER SPECIFIC NATIONAL QUALIFICATIONS 
 

Unaltered courses previously offered by a school are automatically approved as well as certain 
courses which merit automatic approval (list available from SQA).  Otherwise, application for 
approval must be made by the completion of an SQA Approval Form by the Head of 
Department before the course can be offered as an option to pupils. 
 
MODERATION 
 

Subject Departments must ensure that internal assessment and estimates are made in a 
consistent manner and that candidates entered for the same qualification are assessed to a 
common standard. 
 
External moderation focuses on the validity and reliability of the School’s assessment.  This 
involves both visiting and central (including postal) moderation. 
 
 
COURSE ENTRIES FOR CANDIDATES 
 

It is the responsibility of the Subject Department Principal Teacher or Subject Manager to 
ensure that they are entitled to offer a particular course and to check the current validity 
of the course (and associated internal assessment instruments) in the SQA Annual 
Catalogue for that year. 
 

HEADTEACHER

SQA

COORDINATOR 
(EDUCATION SUPPORT 

MANAGER)

PRINCIPAL

TEACHERS

CLASSROOM

TEACHERS
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Pupils may be entered for courses once they have been allocated a Scottish Candidate Number 
(SCN) and this is done automatically via the SEEMIS computer system and once they have 
been registered with SQA by the SQA Coordinator (generally during the session when they are 
first sitting SQA courses). 
 
Thereafter it is anticipated that the school will enrol groups of pupils electronically for:- 

• National Qualifications Courses and Component Units 

• Free Standing Units (where appropriate). 
 

Subject Departments will be asked to complete Renfrewshire Council Forms S.1 to indicate 
National Courses and Component Units which they intend to offer and to return these to the 
SQA Coordinator by the first week in September of a new session. 
 

Principal Teachers/Subject Managers have access to class/subject lists via Click and Go and 
should check all pupils are entered for the correct subject/level by the end of September. 
 
COMPLETION DATES 
 

Completion dates have to be entered electronically in the form mmyyyy  (e.g. 052014) with at 
least one unit in a course completed by March of that session.  The completion date for all  
External National Qualifications Course Examinations is 05yyyy.  For National Qualifications 
Courses and free-standing Units, entries should be submitted at least ten weeks before the 
end of the completion month to ensure that there is sufficient time for assessment 
moderation. 
 

• If a completion date is not going to be met, SQA Coordinator must be informed. 
 
 
 

CODING OF NATIONAL QUALIFICATIONS 
 

Each Group Award, Course, Cluster, Unit and External Assessment is identified by a four digit 
alphanumeric code ie C7-- and a two digit ‘class’ indicator of level or type of qualifications. From 
2015 the codes are: 
 

New Class indicators are:-   71  National 1 
72  National 2 
73  National 3 
74  National 4 
75  National 5 
76  National 6 
77  National 7 

  

For more information and codes, see the annual SQA Catalogue of National Qualifications in 
the School Library or from the SQA Coordinator. 
 
 

ASSESSMENT AND RE-ASSESSMENT OF INTERNALLY ASSESSED UNITS 
 

As a general rule, candidates are expected to sit one unit assessment and one re-assessment if 
required.  Beyond this a request should be made to the School SQA Coordinator to outline the 
exceptional reasons for the request.  For more detail please refer to the Renfrewshire Council 
SQA Process Manual. 
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INTERNAL MODERATION QUALITY ASSURANCE 
 
In order to ensure consistency and validity of internal assessment, Renfrewshire Council Forms 
M1 and M2 should be used to indicate that the SQA recommendation on cross-marking for 12 
candidates or the whole group if less than 12 has been carried out. 
 
OPTIONS AND SELECTION FOR COURSES 
 

Each individual subject option choice in S5/6 should provide a reasonable opportunity for 
progression based on S4 SQA results.   
 
To support teachers on the Options Team, the importance of students having an appropriate 
workload in S5/6 should be communicated to parents.  Therefore, as part of the S5/6 Options 
Evening for Parents, the appropriate member of SMT should emphasise the fact that while a 
student may have the entrance requirements for individual Higher courses, it may not be 
appropriate for a student to pursue Higher courses in each of these subjects.  In the 
presentation, the SMT member should make reference to Grade Point Averages and Higher 
Target Predictions which will be used in August to confirm option choices.   
 
Subject specific Higher Target Predictions (where these exist) should be made available and 
used in August when Pastoral Staff and / or SMT are interviewing students to confirm / amend 
option choices thus allowing staff to highlight issues of student workload. 
 
Principal Teachers (Curriculum) should be consulted where a student does not have the 
minimum entrance requirements for a course and / or where there is any doubt about the 
student’s suitability for a course. 
 
STUDENT ENTITLEMENT 
 

All students pursuing a course are entitled to be fully informed at the outset of the 
approximate timing and nature of any assessments which they will be asked to 
undertake.  Clearly there will be occasions when dates may have to be changed,  
however, students should be given ample notice of such changes.   Students also must 
be informed about the fact that their personal data is forwarded to the SQA.  In addition, 
all students involved in producing work which is sent to the SQA must have been issued 
with the leaflet “Your Course Work” and been warned about the penalties for plagiarism.  
A detailed section on student entitlement is contained in the Renfrewshire Council SQA 
Policy. 
 
S4 LEVELS OF PRESENTATION 
 

Pupils should be made aware as early as possible of the likely level of their National Course 
presentation.  The SQA Coordinator will request an initial indication of level in the first term of 
S4 – S6 for subjects where this is appropriate and as accurate an indication as possible 
following the S4 – S6 Exam Practice.  Changes to presentation level thereafter should be kept 
to a minimum and should be agreed in consultation with the SQA Coordinator/SMT/PT Pastoral. 
 
 
RESULTS FOR NATIONAL COURSE AND FREE STANDING UNITS 
 

Principal Teachers should enter results on Click and Go after each unit has been passed in line 
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with the completion date of the unit.  Notification of outstanding unit results will be issued by the 
SQA Coordinator. 
 

 P Pass 
 F Fail 
 W Withdraw 
For candidates sitting National Course examinations, it is essential that results of component 
units are recorded by the middle of May, date confirmed annually,  in order that certification in 
August is possible. 
 
 
GENERATING EVIDENCE FOR ESTIMATES, EXCEPTIONAL CIRCUMSTANCES AND 
POST RESULTS SERVICE 
 

Extensive advice on the above is contained in SQA Publications available in the SQA 
Coordinator Office or SQA website.  Consideration should be given to using the Post Results 
Service by Departments where there is good evidence to support a higher level of performance 
than that obtained by the candidate in the external examination. 
 
 
RETENTION OF EVIDENCE 
 

All course evidence for a particular session should be retained in the Department until the end 
of the following NOVEMBER to ensure that retrospective moderation and the appeals process 
are complete. 
 
 
ABSENTEES FROM EXAMINATIONS 
 

The School has a policy of contacting parents of any candidate who misses an examination to 
point out that it is possible to request absentee consideration where there is a good reason for 
the absence.  The need to submit such requests to SQA (within 10 days of the examination) 
means that Subject Departments may be asked to provide evidence of performance (e.g. 
Practice Exam script, question paper, marking scheme, cut-off scores etc) at short notice.  The 
careful filing of such evidence is critical. 
 
Absence through illness requires a medical certificate while other valid reasons are conveyed by 
a letter from the SQA Coordinator.  Guidance on this is available from the SQA Coordinator. 
 
 
MONITORING PROGRESS IN NATIONAL COURSES 
 
The Tracking System will be used to highlight students whose progress is causing concern.  
 

Intimation to Pupils, Parents, the DHT and Pastoral Staff of a candidate’s failure to achieve a 
Unit Pass in a subject will take place through one or more of the following:- 
 

• Departmental letter 

• Parents’ evening 

• Reporting system 

• DHT review (see next section of this policy) 
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It will be made clear to Pupils and Parents that repeated failure to achieve Passes in Units 
would indicate that it is unlikely that a student would succeed in the final examination and that 
an incomplete award is made where any of the compulsory Units are not achieved regardless of 
the result of the external examination.  In some cases, students may continue to attempt to 
achieve Unit Passes but withdraw from the external examination. 
 
 
WITHDRAWAL FROM A SUBJECT 
 
Before the Exam Practice 
Where Departments have evidence to support withdrawal from a course or examination and 
where transfer to a lower level is not possible, a “Student Review Request” form will be used to 
highlight the situation to the appropriate DHT.  The DHT will then interview the student to 
ascertain the overall situation in terms of other subjects, workload etc. and arrive at a decision in 
consultation with the Principal Teacher and with the involvement of parents. 
 
After the Exam Practice 
The appropriate Pastoral PT/DHT should interview students listed by the Principal Teacher on 
the “Student Review Request” form as soon as possible after the S4 – S6 Exam Practice 
indicating clearly that this is a Post-Exam Practice Review which is required.  This would enable 
full consideration to be given to students’ overall situation in terms of prospects, performance in 
other subjects and workload in consultation with Departments in order that the best decision in 
the interests of the student could be taken with the agreement of the student and parents.  
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NEWLY QUALIFIED TEACHERS  
 
HGIOS (1.2)/(1.4) 
 
GENERAL 

It is the policy of Trinity High School to welcome, reassure and provide professional support for 
all newly qualified teachers (NQTs) and to ensure that there are structures and systems which 
enable development and monitoring with a view to successful completion of the probationary 
period and full GTCS registration and the achievement of the Standard for Registration by all 
newly qualified teachers regardless of ethnicity, religion, age or disability.  The policy is 
summarised as follows: 
 
AIMS 

• to give clear guidelines on school administrative, domestic and discipline procedures 

• to provide training and support in classroom practice (see Appendix 1) 

•  to offer structured professional learning in wider educational and whole school issues 

• to help and support individual newly qualified teachers to maximise their personal 
professional development 

•  to monitor the probation period and give direction in order that the newly qualified 
teacher is able to meet GTCS and school requirements 

•  to provide support and advice to Departmental Mentors to enable them in turn to 
support newly qualified Teachers. 

 
INDUCTION 

All newly qualified teachers should where possible make a pre-appointment visit to the school.  
Whether this is possible or not, the following “arrival procedures” are vital. 
 

• Welcome by the Headteacher, DHT; school introduction meeting; clarification of who 
to approach for help; issue of complete Staff Manual 

• introduction to Principal Teacher(s) and Departmental colleagues; Department 
introduction meeting 

• opportunity to reflect/organise a classroom, timetable, class lists, resources etc 

•  explanation of the format and timing of observation and monitoring which will take 
place and the nature of reporting on the newly qualified teacher. 

 
 
PHASED INDUCTION 

During the first session newly qualified teachers will have a programme of in-school professional 
learning possibly in conjunction with student teachers in-service which includes:- 

• curricular and professional responsibilities 

• effective learning and teaching 

• GIRFEC and Pastoral Support studies 

• Catholic Ethos/whole school commitments 

• Promoting positive behaviour 
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• Preparation for next steps in teaching career 
 

 
NQTs will also be encouraged to join the Teacher Learner Community to further develop their 
knowledge and skills through sharing good practice with colleagues. 
 
 
ASSESSMENT 

During the probationary period close monitoring of the newly qualified teacher should be 
undertaken by the Principal Teacher (or identified Department Mentor liaising with the Principal 
Teacher) and Senior Staff (either the Head Teacher of DHT) to look for and advice on :- 

• relationships with pupils and other staff 

• classroom organisation and management 

• effectiveness of learning and teaching 

• whole school involvement 
 
Monitoring may take a number of forms :- 

• formal observation of classroom teaching by the Principal Teacher or identified 
Department Mentor initially across a range of classes 

• formal observation by HT and/or DHT each term 

• casual observation of classroom teaching and interaction with pupils and other staff 

• newly qualified self-evaluation (see Effective Learning and Teaching Policy - 
Appendix 5) 

• evaluation perhaps on a sample basis by Principal Teacher of pupil work produced;  
evaluation of assessment performance 

 
Timetabled meetings will be arranged throughout the probationary period with the HT or DHT to 
indicate progress and the current likely status of GTCS report in order that indications may be 
given of areas requiring attention or development.   In this way the final GTCS report should not 
hold any surprises for the newly qualified teacher. 
 
In all the above it is essential that the probationer teacher is afforded support and 
encouragement as well as ‘space’ for growth.   The extent of monitoring would be expected in 
most cases to become less as the probationary period progresses. 

 
 
Observed Teaching Sessions 
Leading on from your supporter meetings, feedback and evaluation on your teaching practice is 
achieved through regular observed teaching sessions.  
Taking place with your supporter, five sessions are recommended between August/December, 
and four between January/June. One observation from each of these periods will be with 
someone a member of the Senior Management Team.  Observations should follow the 3 weekly 
cycle recommended by GTCS to enable progression between visits. 
Information and evidence will be reviewed with your supporter, and recorded in your online 
profile. 
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Before the Observed Teaching Session (Plan) 
 
Prior to the observation, in collaboration with your supporter, you should identify: 
 
i) the focus of the observation, usually arising from your Professional Development Action  

 
ii) Plan an overview of the class, including:  

details about the lesson / element of the SFR being observed  
 how the work fits into short / long-term plans  
 an identification of learning outcomes  
 how the session would be expected to unfold  
 discussion of possible issues to be prepared for  
 whether the observer will take an active part in the class / take notes 

 
During the Observed Teaching Session (Observe) 
There is a variety of ways to carry out observations. One way is for your supporter to integrate 
into the lesson in a team teaching type role, working alongside you and experiencing first-hand 
how you have delivered the lesson.  
 
After the Observed Teaching Session (Feedback) 
A post-observation meeting, perhaps during your next weekly supporter meeting, enables you 
and your supporter a period of reflection. The meeting would include: 

1. from the observer's perspective, a detailed explanation of how the lesson progressed and 
met the set objectives, including the opportunity for you to explain what you felt went well 
and what you may do differently next time. 

2. the identification of development needs arising and / or the recognition that a new area of 
development should be focused on. Your supporter will be a good source of advice. 

 
You must keep a record of session feedback in your online profile. Information and evidence 
from these will form part of your Interim Profile in December and your Final Profile in May / 
June. 
 
The Features of Effective Lessons template will be used for all observed lessons to help provide 
a focus for observation, discussion and feedback.  This can also be used as a self-evaluation 
planning tool for NQTs. 
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STUDENT TEACHERS 
 

HGIOS (1.2)/(1.4) 
 
GENERAL 
It is the policy of Trinity High School to welcome, reassure and provide professional support for 
all student teachers in order that they have every opportunity to develop and achieve a 
successful teacher placement.  In all of this, Trinity High School seeks to cooperate as fully as 
possible with the Institutions providing Initial Teacher Education (ITE) in the timing, focus and 
assessment of teacher placements.  In addition, Trinity High School seeks to provide a 
professional learning in-house generic programme for student teachers with further options to 
meet particular interests.  

 

AIMS 

• to give clear guidelines on school administrative, domestic and discipline procedures 

• to provide training and support in classroom practice 

• to offer structured professional learning in wider educational and whole school issues 

• to help and support individual student teachers to maximise their personal professional    
    development 

• to monitor the teacher placement and give direction in order that the student teacher is able 
to meet ITE and school requirements 

 
 

INDUCTION 
All student teacher placements are under the direction of the student regent, currently a Depute 
Head Teacher (Mrs McElroy with current assistance from Ms Alam, ICT) and on arrival in school 
students will receive:- 

• welcome by the Headteacher or DHT; school introduction meeting including the issue of the 
Student Teacher Programme; clarification of who to approach for help 

• introduction to Principal Teacher(s) and Departmental/Faculty colleagues;  Department/ 
    Faculty introduction meeting 

• explanation of the format and timing of observation and monitoring which will take place and 
the nature of reporting on the student teacher 

 
 

STUDENT TEACHER GENERIC PROGRAMME 
During their placement student teachers should have a programme of in-school professional 
learning which includes:- 
 

• welcome and profile of Trinity High School 

• curricular and professional responsibilities 

• Primary - secondary liaison/Transition Programme 

• GIRFEC/Pastoral Support studies 

• Support for Learning 

• Whole School contributions/Catholic Ethos 
 
Opt-in additional sessions 

• Opportunities for reflection and discussion with other student teachers where possible 

• Whole School In-Service Day activities and involvement in whole school events. 
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This Programme in Terms 2 and 3 will be modified to meet the needs of student teachers given 
previous experience on placement. 
 
 

DEPARTMENTAL/FACULTY SUPPORT 
Heads of Department/Faculty should ensure that student teachers are provided with all 
necessary materials, directions and details of Departmental/Faculty procedure, particularly with 
reference to dealing with disciplinary incidents and, where appropriate, safety procedures.  The 
safety of pupils is of paramount importance and this should be a major consideration in 
Departmental/Faculty approaches to student teachers. 
 
Initially and during early placements, student teachers will benefit enormously by observation of 
experienced classroom teachers.  Thereafter, opportunities for classroom teaching should be 
introduced gradually with considerable guidance, monitoring, discussion and evaluation of 
performance in a supportive and constructive manner. 
 

ASSESSMENT 
 

In association with visiting HE colleagues during the placement close monitoring of the student 
teacher should be undertaken by the Head of Department/Faculty and other staff to look for and 
advise on:- 

• relationships with pupils and other staff 

• classroom organisation and management 

• effectiveness of learning and teaching 

• involvement in wider school activities 
 

Monitoring may take a number of forms:- 

• formal observation of classroom teaching by the Head of Department and experienced staff 

• casual observation of classroom teaching and interaction with pupils and other staff 

• student teacher self-evaluation 

• joint observation of student teacher with visiting HE colleagues 
 

Meetings should be arranged throughout the placement period with the Head of 
Department/Faculty to indicate progress and the current likely status of the assessment report in 
order that indications may be given of areas requiring attention or development.  In this way the 
final report should not hold any surprises for the student teacher. 
 

In all the above it is essential that the student teacher is afforded support and encouragement 
as well as ‘space’ for growth. 
 

Wherever possible, discussion should take place between the Head of Department/Faculty and 
visiting ITE staff following tutor visits and particularly where there are difficulties.  Likewise, there 
should be discussion between the Head of Department/Faculty and the Depute Head Teacher 
on the overall performance and professionalism of each student. 
The final report should be discussed with the student teacher including the section completed by 
the student regent. 
 

This policy will be subject to annual review and will be amended in the context of the 
arrangements in place from the ITE Institutions, Departmental/Faculty comments and Student 
Teacher feedback/advice for the implementation of the policy. 
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PROFESSIONAL LEARNING & PROFESSIONAL REVIEW POLICY 
 
Definition : Professional Learning is the planned process by which the effectiveness of 

each and every member of staff is enhanced and, accordingly, the quality of 
pupils’ learning is improved. 

 
Procedures 

1. It is important that clear structural guidelines exist in order to ensure that the staff 
development system can operate effectively.   All staff must be able to identify the person 
responsible for all matters relating to staff development/professional learning and should 
maintain contact with that person i.e. currently Mrs McElroy. 

 
2. Within Trinity High School, the following management structure will operate in relation to staff 

development and professional review : 
 
    SENIOR  MANAGEMENT  TEAM 
 
 
                                             Professional Learning  Co-ordinator 
                                            Depute Headteacher  – Mrs McElroy  
 
         
     
 

               Staff                                                               
                                                                                                   T.L.C. 

                                                                                                        
 
3. The Professional Learning Co-ordinator has responsibility to the Headteacher in all matters 

relating to staff development and review, in particular the development and promotion of staff 
development in accordance with the agreed policy. 

 
4. The Teacher Learner Community (TLC) is a voluntary group which comprises 

representatives from a variety of subject areas from across the school.  Its main function is to 
enable teaching staff to share good practice, highlight areas of expertise and establish 
potential areas of professional learning needs. 

 
5. In addition to the management structures outlined above, staff should be aware of the range 

of procedures which will be adopted in Trinity High School to ensure the successful 
implementation of the policy.   In summary, these will include : 

 Carrying out whole-school and departmental audits of professional learning as well as 
individual needs analysis 

 Regular communication about available professional learning opportunities to all staff 

 An ‘In House’ Programme of planned professional learning activities and leadership 
opportunities 

 Production of an annual professional learning plan for use as part of the annual    
    review process and as part of the Professional Update system.  
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 Recording of staff professional learning activities 

 Professional reading materials circulated regularly and stored centrally for all staff to 
access 

 Formulating procedures for monitoring and evaluating the policy in practice 

 Reviewing agreed procedures for professional review 
 
(6) As from August 2016, the following Revised Renfrewshire Council Policy and paperwork has 

been in place to support the PRD and Professional Update Process. As part of this policy, all 
staff are also required to update their online ‘MyGTCS’ Profile on an ongoing basis. Each 
member of staff is entitled to and should complete a PRD meeting on an annual basis which  
will generate their professional learning plan for the next session. 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

Education and Leisure Services 
 
 
 

Professional Review and Development and Professional 
Update 

 
 
 

May 2016 
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CONTENTS 
 
 
Section 1: Introduction and principles of the policy 
 
Section 2: The National Context for Professional Review and Development and  

Professional Update 
 
Section 3: Key features of Professional Review and Development and Professional  

Update. 
 
Section 4: Roles and Responsibilities 
 
Section 5: Training 
 
Section 6: Resolving disputes 
 
Section 7: Monitoring and Evaluation 
 
 
Section 1 Introduction and Principles of the Policy 
 
 

1.1 Education Service in Renfrewshire Council 
 

Renfrewshire Council is committed to providing an education service of the highest quality.  An 
appropriately skilled staff is crucial to improving the quality and effectiveness of learning and 
teaching and through appropriate training and support, our teachers will be more confident to 
undertake the duties associated with their posts.  The Council has the responsibility to 
implement and resource effective Professional Review and Development (PRD) and 
Professional Update (PU) policies.  To this end, Renfrewshire Council has engaged with the 
teacher trade unions in designing a policy and support systems which underpin the PRD and 
PU processes. 
 
 

1.2 Professional Review and Development 
 

Professional Review and Development (PRD) is a vital element in a teacher’s professional 
learning experience.  Its aim is to support teachers to maintain and improve their skills with the 
ultimate aim of improving the learning experience of the children and young people in their care. 
 

• Teachers work in a complex and dynamic society.  This means that teachers need to be 
critically informed, have professional values and knowledge and take actions that ensure 
a positive impact on learners and learning.  Teachers therefore need opportunities to 
develop in order to address these changing demands. 

• “The most successful education systems invest in developing their teachers as reflective, 
accomplished and enquiring professionals who are able, not simply to teach successfully 
in relation to current external expectations, but who have the capacity to engage fully with 
the complexities of education and to be key actors in shaping and leading educational 
change.” (Teaching Scotland’s Future: Report of a review of teacher education in 
Scotland, G Donaldson, Scottish Government (2011)) 
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• The need for continuing development of skills and knowledge is recognised as a key 
feature of success vital to any education system.  Changes to curriculum and approaches 
to learning have always dictated the pace of change in education.  The impact of 
technology and in particular information and communication systems and the constantly 
evolving role of schools have brought about the need for teachers to adapt to such 
change through skills and knowledge update, review and development. 

• In order to meet the demands of change, professional review and development is the 
process whereby the development and training needs of teaching staff are identified, 
agreed and facilitated by the employer.  The needs identified should strike a blend and 
balance between the requirements of the individual teacher, school and authority, the 
wider needs of the education service and national and legislative priorities. 

• PRD will provide access to opportunities in those areas where teachers require support 
or the opportunity to further develop and help them enhance their careers and aspirations 
as professionals. 

 
 

 
Section 2 The National Context for Professional Review and Development and 

Professional Update 
 

2.1 Professional Review and Development (PRD) has been an important and formal 
part of a teacher’s working life since the early 1990s.  In 2001, A Teaching 
Profession for the 21st Century established professional review and development 
as both an entitlement and contractual requirement for teachers.  Teachers were 
required to have ‘an ongoing commitment to maintain their professional expertise 
through an agreed programme of continuing professional development’. 

 

 Since then, various national developments have reinforced the significance of 
PRD and taken it in new directions, the most recent being: 

 

• Advancing Professionalism in Teaching (The “McCormac Review”, 
September 2011), which recommended that all teachers should be 
engaged in a revitalised process of Professional Review and Personal 
Development in a consistent way and on a national basis; 
 

• Teaching Scotland’s Future (The “Donaldson Report”, January 2011), 
which included recommendations on the nature and provision of Continuing 
Professional Development (CPD) throughout a teacher’s career; 
 

“Embedding a commitment to professional development throughout 
teachers’ careers will help build and sustain a highly committed workforce 
focused on achieving the best outcomes for children and young people”, 
and 
 

“Employers have a responsibility to provide appropriate time and access to 
a wide range of relevant CPD opportunities”. 
 

(Teaching Scotland’s Future: Report of a review of teacher in education in 
Scotland, G Donaldson, Scottish Government (2011)) 

 
 
 

• The Professional Update scheme which lays out principles for the PRD  
 process and makes continuing engagement in PRD and CPD a  



Trinity High School Policies  
 
 

 

141 
 

 requirement of every registered teacher in Scotland.  In addition, the PRD  
 scheme of every local authority will require validation by GTC Scotland. 
 

2.2  The General Teaching Council (GTC) Scotland acknowledges that teachers are  
already committed to maintaining high standards, as expressed in the Standard for 
Full Registration, throughout their career.  The new suite of standards were 
implemented in August 2013 and are outlined below: 
 

• The Standard for Full Registration 
It is the benchmark for all fully registered teachers irrespective of career 
stage. 

• The Standard for Career-long Professional Learning 
It enables teachers to identify, plan and develop their own learning needs 
thus ensuring a continuum in development of professional practice as they 
progress through their teaching careers.  It will inform ongoing dialogue 
between the reviewee and reviewer in the professional review and 
development process. 

• The Standards for Leadership and Management 
These supersede the Standard of Headship and include both the Standard 
for Middle Leadership and Standard for Headship.  This benchmark of 
standards should be used to support self-evaluation and reflection for 
teachers in, or aspiring to formal leadership roles in schools. 

 
 

2.3  The National Context for Professional Update 
 

On 17 March 2011, the Scottish Parliament approved the Public Service Reform 
(General Teaching Council for Scotland) Order 2011 which set out the 
Government’s plans for the granting of independent status to the GTC Scotland 
from April 2012.  As part of the legislation (Section 31), the Government placed 
the GTC Scotland under a duty to introduce a scheme of re-accreditation for 
teachers. 
 

In addition, the Government recognised that a “supportive but rigorous system of 
professional review and development” can help to confirm that teachers have 
maintained high standards and to ensure the future quality of professional 
teaching skills across Scotland’s schools, colleges and more widely across the 
education profession. 
 

GTC Scotland has now adopted the title “Professional Update” for the process 
described by Government as “re-accreditation”.  This title reflects a clear emphasis 
on the potential benefits to teachers of a positive process which can assist them to 
keep their professional skills up to date. 
 

Professional Update introduced in August 2014 is based on the legislative 
requirement in the 2011 Public Services Reform Order that teachers be 
professionally updated.  Professional Update has two purposes: 
 
 

• To maintain and improve the quality of our teachers as outlined in the  
appropriate General Teaching Council for Scotland’s Professional 
Standards and thereby enhance the impact they have on the learning of 
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children and young people; and 
 

• To support, maintain and enhance teachers’ continued professionalism and  
  the Professional Update of the teaching professional in Scotland. 

 
Section 3 Key Features of Effective Professional Review and Development and  

Professional Update 
 
 

3.1 Professional Review and Development 
 

PRD is an entitlement and the responsibility of all teachers, head teachers and system 
leaders as part of their commitment to career-long professional learning.  As such it: 
 

• Has a positive impact on planning for and engagement in professional learning, practice 
and development and on outcomes for children and young people; 

• Is an on-going process which takes place within a supportive, challenging and collegial 
culture; 

• Is supportive, challenging but not threatening and is led by a teacher’s self evaluation; 

• Involves focussed professional dialogue; and 

• Requires teachers, head teachers and systems leaders to maintain a professional 
learning record supported by evidence of impact. 

 
 

3.2 The Review Process 
 

The review process will be undertaken by each teacher on an annual basis.  Each annual PRD 
discussion comprises two parts: 
 

• Reflection the previous years performance and development; and 

• Planning for the forthcoming year. 
 
Refer to figure 1 
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The Professional Learning Profile 
 

All teachers are required to maintain and regularly update a professional learning profile (on 
myGTCS profile) which should include: 

• Reference to significant professional learning activities undertaken linked to professional 
standards; 

• Evidence of the impact of the professional learning activities on professional 
development and learners; and 

• A professional learning plan indicating future targets agreed at the review meeting and 
the development activities to be undertaken to achieve these targets. 

 

Features of Successful PRD 

Successful PRD involves engagement in a professional discussion between the teacher and 
their line manager, to improve and further develop the teacher’s skills to enhance teaching and 
learning and progress career aspirations. 

• An interim review/support discussion is optional.  Regular one to one discussions reviews 
throughout the year are good practice.  This should also be subject to the constraints of 
the work time agreement and the working week. 

• The success of professional review and development depends on a collegiate and 
supportive climate and requires to be adequately resourced. 

• Reviewees should take responsibility and ownership of their own professional review and 
development experience.  Reviews should support, facilitate and resource the 
professional review and development process. 

• A successful review meeting will underpin and support the professional review and 
development process and the planning and preparation of such meetings are key.  They 
should take place with the minimum of bureaucracy and be an integral part of school life 
with minimal disruption to learning and teaching.  Time should be allocated from local 
and school working time agreements to facilitate preparation for the meeting. 

• The key participants in the professional review and development process are those staff 
identified as reviewers and the teaching staff they will review.  The reviewer should 
normally be the person who is most familiar with the work of the person they are 
reviewing. 

• In Renfrewshire, head teachers will be reviewed by Link Managers. 

• Each reviewee will have a designated reviewer.  The reviewee should know who the 
reviewer will be at the beginning of each session.  In normal circumstances this will be 
the reviewee’s line manager who is familiar with the work of the teacher being reviewed.  
There are occasions however then the line manager might not be the most appropriate 
person to review a teacher’s work.  It may be necessary to arrange for another reviewer 
to carry out the professional review.  Schools should appoint alternative reviewers in 
such instances. 

• Where a teacher is deployed in more than one department or has an additional remit in 
addition to that of class teacher such as in pastoral care, each are of responsibility should 
be reviewed as part of the professional review and development process.  Only one 
reviewer should review the work of a teacher in cases where there are additional remits 
to classroom teaching. 

• In cases where teachers work in more than one establishment, only one reviewer should 
review the work of the teacher. 

NB: Training is covered in Section 5. 
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3.2 The Review Procedure 
 

The following is guidance to schools on what should contribute to an effective and successful 
professional review and development meeting: 
 

Before the review meeting: 

• Through a process of self evaluation, the reviewee is required to complete a Professional 
Learning Plan on an ongoing basis which refers to the record of their last review and 
reflects on the appropriate GTC Scotland Standards.  This Professional Learning Plan 
forms part of the Professional Learning Profile (My GTCS profile), where evidence of 
impact and progress of professional learning is recorded; and 

• The reviewer invites the reviewee to the meeting.  At least 10 days notice should be 
given.  The reviewee sets the agenda based on self-evaluation and it is shared with the 
reviewer 5 days prior to the meeting. 

 

During the meeting: 
 

• The reviewee should provide their up to date Professional Learning Record; 

• The dialogue should be carried out in an atmosphere of mutual trust and professional 
respect; 

• Targets agreed should impact on the teachers professional development, the pupils in 
their care and the needs of the school and service improvement plan; and  

• The reviewer should confirm with the reviewee the main points discussed which will be 
recorded by the reviewer and the meeting should be concluded within 1 hour. 

 

After the review meeting: 
 

• The reviewer will have the responsibility of taking a succinct note of the meeting agreed 
by both parties; 

• The record of the meeting should be completed, agreed and signed off by both the 
reviewer and the reviewee within 4 weeks of the meeting; 

• The reviewee updates the PRD Section within their My GTCS profile; 

• The reviewee passes a note of their professional learning requests to the Professional 
Learning Coordinator who may seek professional learning opportunities to meet their 
needs; and 

• The original review meeting record will be retained by the reviewer and a copy given to 
the reviewee. 

 

It is vital that confidentiality is adhered to at all stages in the process. 
 

Note: Guidance pack and Professional Update support materials will support this process. 
 
 

3.4 Professional Learning Activities 
 

These should not be viewed as prescriptive.  These activities relate to maintaining and 
achieving the General Teaching Council’s Professional Standards.  The following list is 
illustrative but not exhaustive: 
 

• An activity relating to achieving General Teaching Council’s Professional Standards; 

• Attendance at staff development courses; 

• Involvement with professional bodies or associations; 
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• Membership of school committees or groups; 

• Contributing to the development school, authority and national policies; 

• Visits to and from other schools and colleagues; 

• Co-operative teaching; 

• Secondment; 

• Lesson observation; 

• Mentoring/supporting colleagues; 

• Curriculum planning; 

• Teacher placement; 

• Working with parents/carers; 

• Working with external agencies; 

• Professional reading; and 

• Learning gained from professional dialogue with colleagues. 
 

The guidance pack will include online resources to support teachers in identifying appropriate 
opportunities to meet individual needs. 
 
 

3.5 Professional Update 
 

Professional Update seeks to ensure effective and consistent professional review and 
development and high quality professional learning based on focused outcomes for the 
teacher’s own development as well as on improving the learning experiences of children and 
young people. 
 

The General Teaching Council recognises Professional Update provides an opportunity to make 
more effective use of professional review and development as a means of developing teacher 
expertise and professionalism.  The process is about improving teachers’ skills and abilities 
rather than underperformance, which is dealt with under competency procedures. 
 

From August 2014, all registered teachers in Scotland are require to participate in Professional 
Update. GTCS registration will be renewed every five years, provided that the requirements of 
professional update have been met. 
 

Participation in Professional Update requires: 
 

• An annual online update of basic personal information on the GTCS website (eg address 
and base school); 

• Continuing engagement in the professional review and development process and 
professional learning; 

• Reflection against the appropriate GTC Scotland Professional Standard; 

• Maintenance of a GTCS professional learning record and portfolio of evidence; and 

• A five yearly professional update declaration to the GTC Scotland. 
 
 

Professional Update Declaration 
 

This will be completed online and will confirm: 
 

• Active engagement in an annual professional review and development process over the 
previous five years;* 

• Maintenance of an up to date portfolio of the impact of their professional learning. 
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The declaration will be required to be verified by the reviewer on GTC Scotland website.  
Professional Update will take place on a five year cycle. 
 

*Colleagues will be expected to confirm that they have participated in annual professional 
review and development from 2014 – 15 onwards, given that Professional Update was not in 
existence prior to that date. 
 
 

Teachers unable to complete Professional Update process in their designated year. 
 

GTC Scotland recognises that there will be a number of circumstances which may make 
completion of the Professional Update process within the designated timescale difficult.  This 
may include career breaks, extended illness, maternity/paternity/adoption leave, and occasional 
supply work, for which extensions to the five year sign-off period may be required.  If a teacher 
is unable to complete the process in the designated year, then the teacher should have the 
opportunity to request a deferral.  This deferral request will be made at local authority/employer 
level and the decision notified to the GTC Scotland.  Deferrals will normally be granted for a 
period of one year.  GTC Scotland will develop an administrative process to record this deferral 
process and will develop clear guidelines for this process, including application and qualifying 
criteria. 
 
 

Section 4 Roles and responsibilities 
 

4.1 Head teachers and other relevant managers will: 
 

• Ensure the professional review and development policy is made available to all staff, and 
that the policy is followed and applied fairly; 

• Ensure staff are involved in self-evaluation and have access to appropriate sources of 
support; 

• Promote a culture of professional learning linked to improved outcomes for children and 
young people; 

• Provide professional learning at school/cluster/local authority/organisational levels; 

• Provide skills development opportunities for all staff including coaching/mentoring 
approaches; 

• Ensure the participation in professional review and development includes all staff; 

• Ensure the process is fit for purpose for staff at every stage of their career; 

• Provide opportunities for professional review and development and professional learning 
for all staff; 

• Provide a means for teachers to maintain a professional learning record; 

• Appoint an appropriate member of staff as Professional Learning Coordinator; and 

• Ensure resources are available for professional learning processes. 
 
 

4.2 Promoted teachers who manage staff will: 
 

• Ensure that an annual professional review and development meeting is arranged for 
each teacher for whom they have responsibility; 

• Ensure that the meetings comply with the school’s Working Time Agreement; 

• Support staff through the professional review and development process; 

• Provide opportunities for professional dialogue to facilitate the professional review and 
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development process; and 

• Sign off the professional learning plan and validate the professional update when 
appropriate. 

4.3 All teachers will: 
 

• Have an entitlement to, and responsibility for their own professional learning; 

• Undertake an annual update of contact details with the GTC Scotland; 

• Engage in self-evaluation against an appropriate GTC Scotland Professional Standard as 
an integral part of the PRD process; 

• Plan and undertake professional learning completing 35 contractual hours outwith the 35 
hour working week; 

• Maintain a professional learning record including evidence of impact; 

• Discuss the impact of professional learning as part of the PRD process including the 
annual review where a professional learning plan will be agreed with the reviewer and 
signed off; and targets recorded by the reviewee in the PRD section of their Profile; 

• Confirm engagement with the PRD process in the 5 yearly declaration of Professional 
Update to GTC Scotland. 

 
 

4.4 Peripatetic, temporary and supply teachers and professional review and  
Development 

 

GTC Scotland requires that all registered teachers, including peripatetic, temporary and supply 
teachers should engage in professional learning and complete the GTC Scotland 5 year cycle of 
Professional Update. 
 

• Peripatetic teachers 
 

Peripatetic teacher have an entitlement to access professional review and development 
processes and associated professional learning opportunities.  This should be organised by 
their managing head teachers although it is recognised that some professional learning 
opportunities may be planned for strategically by Renfrewshire Council.  Peripatetic teachers 
work in a number of establishments but should have one review meeting each session.  The 
teacher should know who the reviewer will be at the beginning of each session.  The 
reviewing manager will be designated by Renfrewshire Council at the beginning of each 
session. 
 

• Temporary and supply teachers 
 

Temporary teachers and supply staff have an entitlement to access professional review and 
development processes and associated professional learning opportunities. For long term 
temporary teachers this should normally be afforded to them in the school they are in when 
their annual professional review and development cycle comes up for review.  If temporary 
and supply teachers are not in employment when their professional review and development 
cycle comes up for review, they are entitled to and should request a review meeting at the 
next available opportunity in a school in which they teach.  Short term supply teachers, have 
a responsibility to inform the council when they are due to participate in the professional 
review and development process.  They should contact business support at Renfrewshire 
House, who will pass this information to a link education officer, who will allocate a reviewer. 
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4.5  Teachers working in education but outwith schools and those not involved  
in education 

 

Some teachers are employed in education linked posts but are not currently teaching.  This 
includes: 

• Teachers on secondments, teachers working in quality improvement and systems 
leaders; 

• Qualified teachers who are employed outwith education or are currently not working; and 

• Teachers who are working across different authorities. 
 

These teachers will be required to engage in professional update and to maintain registration 
with GTC Scotland.  New categories of teacher registration may be necessary for those who 
have not taught for some time or for those teachers who are working in education but who have 
not taught in schools for some considerable time. 
 
 

Section 5 Training 
 

5.1 Training for Reviewers and Reviewees 
 

All members of staff should have access to appropriate training.  This is necessary to ensure 
that both the reviewer and the reviewee derive maximum benefit from the professional review 
and development process. 
 
Training should cover aspects of knowledge and understanding of: 
 

• Renfrewshire Council’s professional review and development policy for teachers; 

• The maintenance of the professional learning record; and 

• The national standards toolkits including reflection against the Professional Standards 
and the support materials on Education Scotland and the General Teaching Council for 
Scotland’s website. 

 
 

5.2 Coaching and Mentoring 
 

In the specific context of teachers’ professional review and development, coaching and 
mentoring is a method that is widely recognised as best suited to productive professional review 
and development meetings.  This enables teachers to have a regular high quality professional 
dialogue with their line manager or a member of the senior management team. Peer 
discussions with colleagues would also benefit teachers where time and resources are 
available. 
 

Section 6 Resolving Disputes Involving Professional Review and Development 
 

Professional Update is intended to focus on a teacher’s professional development and 
continuous improvement and it should not be used to determine whether a teacher is, or has 
remained, competent.  In instances of under-performance or where a teacher’s competence is 
in question, the GTC Framework for Teacher Competence should be used. 
 
It is the expectation of Renfrewshire Council that every effort will be made by all parties involved 
to resolve disputes informally and at as early a stage as possible.  Disputes around the review 
and update processes should be rare and should only arise in cases where requirements as 
described in this document have not been met.  All concerns should be addressed by the line 



Trinity High School Policies  
 
 

 

149 
 

manager at the earliest opportunity in the review cycle.  It would be exceptional that disputes 
would arise where there has been effective management of the review process, and so most 
concerns will have been addressed well in advance of the point at which the employee is 
expected to be reviewed, but especially prior to making their five yearly Professional Update 
declaration. 
However, where disputes around Professional Update or on any aspect of the review process 
arise, the following measures should be adopted as a means of achieving a resolution: 
 

• A meeting should be arranged to focus on the area of disagreement between both 
parties.  The reviewee may be accompanied by a representative at this meeting.  At this 
meeting the reviewer should make clear the reason for refusing to sign off on the review 
or update; 

• The outcome of this meeting will be an action plan which is agreed by both parties.  This 
plan should stipulate the actions to be taken to allow the annual review or Professional 
Update to be achieved.  There should be realistic timescales attached to enable the 
reviewee to achieve the target or targets identified; 

• Where there is a failure to agree to an action plan, the reviewee may request that the 
matter be referred to an appropriate independent senior manager, who will convene a 
meeting with relevant parties, consider the facts and determine the action plan to be 
implemented in an attempt to reach a resolution; 

• When all attempts to reach resolution have failed and the reviewer still cannot verify the 
online declaration the matter will be escalated to the Joint Secretaries of the JNC in an 
attempt to mediate a resolution; 

• If at any time in the process the reviewee is not satisfied with the process or its outcome 
the reviewee may resort to grievance procedures to seek resolution.  All employees have 
this right in accordance with their terms and conditions of employment; and 

• If, at the end of the grievance and appeals process, a manager still feels unable to verify 
the online declaration then the matter will be referred to the GTCS for a final decision 
regarding the employee’s registration renewal. 

 
Section 7 Monitoring and evaluation of the policy 
 

7.1 At school level, it is the responsibility of the head of establishment to monitor and 
evaluate the effectiveness of the establishment’s PRD arrangements in enhancing the 
quality of teaching and learning and the impact on attainment.  Evaluation should also 
include how well identified professional needs have been met. 

 

7.2 At authority level, the working group within education and leisure services will ensure that 
the PRD process and the quality of professional learning provision are monitored and 
evaluated.  Strategies may include sampling, questionnaires, and quality audits.  Schools 
will be surveyed on an annual basis and the results will be analysed and a report on 
progress will be taken to the JNC.  The working group will evaluate relevant information 
and contribute to the final report. 

 

7.3 These activities will not impinge on the confidential nature of the process between 
individual teaching staff and their line manager. 
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Appendix 1 
 

Trinity High School 
 

Renfrewshire Council 
 

Professional Review and Development 
 

Session 2019 – 20 
 

Meeting Agenda 
 

Name of Reviewee:       Date 
 

Name of Reviewer:   
 

It may be useful to reflect against the appropriate Professional Standard. 
 

 
1. Areas of work and professional learning which have contributed to: 

Your professional development as a teacher, the requirements of the school 
and the Local Authority (taking account of progress in meeting priorities 

from previous review, self-evaluation and other achievements) 
 

 
 

 
2. What has been the impact of the above? 

 
 
 

 
3. What have you identified as your professional learning priorities for next 

session? 
 (covering personal/school/local authority) 

 
 

 
 

4. Other points for discussion 
 

 

 

 

Signature of reviewee:     Signature of reviewer: 

Date:        Date: 
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Trinity High School  
 

Professional Review and Development 
 

Record of Meeting  -  Session: 2020-21 

Name of Reviewee  
 
 Current Post   

Name of Reviewer  Date  
 

 

Contribution to professional development and the impact this has had: 

 

Extent to which I feel my development needs have been met since my last review meeting: 

 

Professional learning requirements for the coming session : 

 

Other points discussed 

 

The accuracy of the above record has been agreed by: 
 
Signature of Reviewee 

 
 
Signature of Reviewer 

 Date   Date  
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Trinity High School 

Professional Review and Development 
 

Professional Learning Activity Sheet   -  Session: 2020-21 
Name of 
Reviewee  

 
 Current Post   

Name of 
Reviewer  Date  

 

 

Professional learning requirements for the coming session : 

 

To be passed to the Professional Learning Coordinator  

 

Signature of Reviewee  
 

 Date     
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RESOURCE MANAGEMENT 
 

The effective use of learning resources is important as a means of improving the quality of 
learning and teaching in the school ensuring equal access by all sections of the school 
community free from discrimination.    It is the policy of Trinity High School to ensure that 
all learning resources are allocated as fairly as possible to all users and the undernoted 
arrangements have been designed with this end in view.   Resources can be classified as 
 

a)  Human 
b) Material 
c) Financial 
 
 

A Human Resources 
 

In addition to the teaching staff and the young people of the school the following personnel 
are available to assist with the management of effective learning even if revised corporate 
management arrangements have not yet been finally agreed:- 
 

i. School Technicians 
ii. Computing Technician (I.S.O.) 
iii. Business Support Staff 
iv. Classroom Assistants (both generic and ASN) 

 

Further to appointed staff a range of partners from parents to local businesses are 
potentially partners in learning in addressing the needs of our young people. 

 
 

B Material Resources 
 

The following material resources are available for staff use  
 

i. Audio Equipment 
ii. A range of ICT equipment including PCs, laptops, Smartboards, LCD Projectors 
iii. Video Cameras 
iv. Photocopiers 
v. Comb Binding Machine 
vi. Laminating Machine 
vii.Document Solution Centre (for major print runs) 
viii. Teaching areas both inside and outwith the building 
ix. Textbooks 
x. Specialised equipment eg HWB, Science, Technical 

 
General audio-visual/IT equipment which is used frequently is located in departments and 
can be accessed by negotiation with departments.   
 
Laptops are available and are located in the school library.   
 
Requests for photocopying/booklet collation/binding should be made initially to the school 
office who will advise accordingly. 
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An inventory of all equipment available in the school is held by the Education Support 
Manager. 
 
Any difficulties concerning the use of all resource material are to be directed to the Head 
Teacher. 
 
 
C Financial  Resources 
 

Within the annual budget figure each school is allocated a sum of money for the purchase 
of classroom supplies.   This figure is based on the total school roll.   The money is 
allocated by the Head Teacher to the various departments within the school in the 
following way and administered thereafter by the Education Support Manager (ESM)  - 
 
i. An initial allocation is made to each department based on established procedures 

and subsequent adjustments based on uptake and identified trends.   This is 
calculated by considering the following points : 

 

(a) the projected number of pupils in each class 
(b) the number of periods allocated to each class 
(c) the nature of the subject (Practical or Non-Practical) 
 

ii. After receiving this initial allocation, Principal Teachers and Subject Managers 
may request additional funding for specific developments within the 
Department/Faculty governed by the Departmental/Faculty and School 
Improvement Plans. 

 

iii.   available funding will be ‘top sliced’ to ensure all whole school needs are 
addressed. 

 
 

NB   The Head Teacher’s proposals for the allocation of the classroom supplies budget 
have to be approved by the School DMR Committee and decisions taken passed to 
the Parent Council for information.  Full details of all available budgets and 
proposals to spend are outlined in the annual budget memo which is available for all 
staff. 

 
 

D National Priorities  
 

The Scottish Government can allocate additional funding to support key initiatives eg a 
Curriculum for Excellence either as time (Inset Days) or directly in funding. 
Such funds as are allocated to the school will be disbursed in accordance with national 
and council guidelines and will be used to enhance effective learning and teaching across 
the school. 
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SCHOOL FUND 
 

BACKGROUND 

The main sources of income to the school fund are rental costs from pupil lockers, 
occasional non-uniform days, the income from donations from the Parent Council.   The 
fund is there to subsidise activities and excursions held throughout the session, to deposit 
funds for events prior to payment and assist pupils wherever possible. 
In order that the fund be managed in accord with notified Renfrewshire Council Guidelines 
and as effectively as possible and remembering that the users and administrators have 
teaching and other commitments, the following procedures should be adhered to. 
 
 

REGULAR EVENTS 
All members of staff are reminded that there is a bus levy of £2.00 per pupil to offset the 
cost of bus hire for events that occur on a regular basis eg football matches, badminton 
matches etc. 
 

When a bus/taxi hire is required the member of staff  responsible should complete a 
Bus/Taxi Booking Form located in the school office and passed to Mrs Thomson who will 
book the bus/taxi. 
 

If a Renfrewshire Council mini bus has been hired then trip organisers are responsible for 
the collection of the levy and money should be passed to Mrs Thomson for banking, using 
a purple pay-in slip.  If a Bus Company has been used then money should be passed to 
Mrs Cameron for banking using a white pay-in slip. This should be done no later than 1 
week after the hire, as invoices are sent to the school very soon after the hire date.  
Please note that if a Renfrewshire Council mini bus is used petrol costs as well as 
the hire costs must be taken into consideration. 
 
 

OTHER EVENTS 
For other trips, which occur infrequently  eg  S1 Panto, Art Trips, or any departmentally 
arranged event, the FULL COST of the bus hire must be met by the participants.   Trip 
organisers, however, can apply to the Head Teacher for a subsidy if they feel this is 
appropriate. 
 

ACTIVITIES WEEK 

All money collected from pupils should be receipted by the trip leader. In addition the 
leader will be given a receipt by Mrs Cameron when deposited funds are confirmed.   
Members of staff should pass all money for Activities to Mrs Cameron.  As School Funds 
are separate from authority funds there is no insurance cover should money go missing 
therefore it is important that large amounts are not allowed to accumulate before the 
money is passed on.   This is essential for security reasons, with money being in the 
school and from the janitors’ point of view as he has to take the money to the bank. 
 

Detailed records should be kept at all times as it is not unusual for cheques to “bounce” 
and they have to be traced to the individual trip and pupil.  Staff should note that a bank 
charge is applied when this happens and efforts should be made to collect this from the 
pupil.   This again is another reason for banking money as soon as possible. 
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Prior to the Activities Week, trip leaders should submit to Mrs Thomson, on request, a 
detailed list of cheques, cash etc required, so that the requests may be collated and 
processed timeously. 
 

SUMMARY  

1. Regular Events -  A Bus/Taxi Booking Form must be completed & passed to Mrs 
Thomson who will organise transport. 

2. Bus Levy -the appropriate pay-in slip & money should be passed to Mrs Thomson 
or Mrs Cameron within one week of the trip for banking. 

3. Invoices from Bus Companies - Invoices received by trip organisers should be 
passed to Mrs Thomson/school office asap for payment. 

4. Petrol / hire costs - petrol costs as well as the cost of hire should be considered when 
a Renfrewshire Council mini bus is used. 

5. Banking of Money - for reasons of security all cash should, wherever possible, be 
banked on a daily basis.  If this is not possible all money should be deposited in 
the school safe which is available by contacting the school office.   Staff must not 
deposit money, collected from pupils, in their own personal accounts, as this would 
cause legal problems if the person concerned were, for example, to meet with an 
accident.   All cash should be given to Mrs Cameron by 12.55 pm on the day 
concerned, in order that it can be banked in the afternoon. 
Staff should use the Pay-in Form obtainable in the school admin corridor and the money 
should be placed in plastic money bags corresponding to the dominations shown on the 
form. 

6. Requests for cash - Any requests for cash from the school account should be given to 
Mrs Thomson 3 working days prior to the money being required.   The required cash 
can collected from Mrs Thomson. 

7. End of term - Please remember that the end of term is a particularly busy time for 
payment of bills etc.   Please let Mrs Thomson know as well in advance as possible of 
invoices etc requiring to be paid.    

 
PLEASE REMEMBER 
 

• COLLECT BUS LEVIES ON THE DAY OF THE EVENT OR BEFOREHAND 

• CASH FOR BANKING TO BE GIVEN TO MRS CAMERON BY 12.55 PM 

• USE THE CORRECT PAY-IN FORM AND PASS TO THE APPROPRIATE PERSON 
CONCERNED 

• USE THE CORRECT PROCEDURES RELATING TO CASH TRANSACTIONS AT 
ALL TIMES. 

• ALL SCHOOL ACCOUNTS, INVOICES AND RECEIPTS ARE SUBJECT TO 
EXTERNAL AUDITING AND ACCURATE RECORDS OF ALL TRANSACTIONS 
MUST BE MAINTAINED.   ALL RECORDS OF TRANSACTIONS SHOULD BE 
AVAILABLE, IF REQUESTED, BY THE AUDITOR. 

• RECORDS SHOULD BE RETAINED FOR 5 YEARS. 
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SCHOOL LIBRARY 
 

The Library is a resource centre for the use of the whole school community.   The main 
function of the Library is, therefore, to promote effective learning and teaching by making 
available a wide range of materials both book and non-book for pupils, students and staff 
and to encourage positive attitudes to citizenship related activities and anti-discriminatory 
practices. 
 
 

ACCOMMODATION 
 

The Library has a mixture of hard and soft seating and the layout is under continual 
development and review.  This has facilitated ease of access to display books/materials, IT 
equipment and Study/Research areas. 
 
STOCK 
 

Books :  Approximately 7290 volumes - 1/3   Non Fiction and  2/3   Fiction. 
Junior Fiction is gradually being replaced by the colour-coded 
English/Library Reading Scheme. 

 

Access to Library &  
Resources: The library timetable is now booked either directly by staff or on 

request to A Kerr on GLOW.  The library catalogue has been 
replaced by a new online system shared by Renfrewshire 
Secondary Schools and Public Libraries.  Pupils are now 
automatically members of Renfrewshire Libraries as a whole.  
The system went live in January 2019 with online (web 
catalogue) access shortly after, which means staff and pupils 
can now search for and reserve library resources directly. 

 

Audio & Video  : A small number of MP3/CD books and DVDs.  
 

Periodicals :  A selection covering Modern Languages, Geography, Politics,  
    Computing and Staff (TES). 
 

Computer Systems : 13 computers for pupil use are located in the Library - these are 
bookable in advance via the Library timetable on GLOW. 

 
 

Staff Development : This section contains a wide range of Standard Circulars  
and Education Scotland Reports together with a number of 
support packages for staff use.  Principal Teachers have been 
issued with a catalogue of these resources.  Appropriate 
computer hardware is also located in this area for staff use.    
Further consideration will be given to the location and layout of 
this resource in session 2020 – 2021. 
 

Funding Library funding comes directly from Libraries within 
Renfrewshire Leisure (approximately £2500 in 2018/19). 
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Library Use One period per week is timetabled in the Library for each class 
in S1 and S2.   These periods come from the English period 
allocation and the class teacher decides how the period will be 
used. 
S3 and upwards have no set times to come to the Library 
although teachers are encouraged to bring classes to the 
Library at appropriate times. 
 

Library Opening  : The Library is open at lunchtime Monday/Tuesday/Thursday 
from 1.30 pm until 2.00 pm Hours and all pupils have access 
at these times to change books or to make use of reference 
sources. Access on Wednesday/Friday is from 12.40pm until 
1.10pm.  Pupils may also use the computers which are 
bookable for lunchtime use.   Pupils can also come to the 
Library at 3.40pm until 4.15 pm. 

 
 
Monitoring the Effective Use of the Library 
 
A Resource Committee, chaired by a Depute Head Teacher monitors the use of the 
School Library.  The DHT is also the “link manager” between the school and Renfrewshire 
Libraries Children’s Services managed by Andrew Givan.  One of the tasks of this 
committee is to carry out surveys among staff.  This committee will actively assume a 
broader role in developing the library as an effective RESOURCE CENTRE for the School.  
This will involve detailed consideration of the uses made of the Library in relation to:- 
 
i. uses made of computing equipment both in the main library and the study 

area. 
ii. general accessibility for all pupils/students. 
iii. organisation of cover given the restricted availability of the School Librarian 

to a 4 day/3 day rotation over 2 weeks. 
 
Given the ongoing need to develop effective independent learning opportunities for  
pupils/students and staff this will continue to be an area for priority action next session. 
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ABSENCE COVER 
 
1 In the first instance the Principal Teacher or Curriculum Manager will discuss with 

the ESM (Education Support Manager) which classes can reasonably be covered 
within the Department/Faculty by one or other of the following methods :- 

 

a) Internal ‘please takes’ by a member of the Department/Faculty who has 
surplus non-contact periods. 

b) Use of the co-operative teacher of the class of the absent teacher where 
such an arrangement exists. 

 

2 Thereafter any classes that cannot be covered in any of the above ways are to be 
covered by ‘please takes’ sent outside the Department/Faculty, issued by the ESM 
or, in his absence, by another member of the Senior Management Team. 

 

3 A consultative committee consisting of the Headteacher, the ESM and 
representatives of the trade unions will monitor all aspects of current cover 
arrangements within the school.    
In the case of multiple teacher absence on any one day, immediate cover will be 
bought in, where possible, again having regard to the total number of teaching 
periods requiring to be covered. 
 

4 All cover requirements will be allocated fairly and equitably in accord with the 
principles outlined in the Race Relations Act and Equal Opportunities legislation.  In 
particular the issue of general ‘please takes’ is to be subject to the following 
conditions: 
a) Contract time is to be inviolate in the context of the revised Teachers’ 

Agreement on Conditions of Service (2013 - 14). 
b) Class sizes are to be inviolate. 
c) Fairness of distribution is to be kept foremost in mind within the limitations 

imposed by the random nature of absences. 
d) All ‘please takes’, including internal ones, are to be recorded in a log, which 

will be available for inspection. 
e) ‘Please Takes’ are to be issued on coloured sheets and will include the name 

of the teacher whose class is being covered and location of the class.  
Where an absence is known in advance the ‘please take’ will be placed in 
the drawer-file of the appropriate member of staff during the afternoon 
preceding the absence.  In the event of an unplanned absence a member of 
the office staff will contact the member of staff who has to cover the class, as 
soon as this information is known.    A list of the cover arrangements will be 
provided for PTs of Departments/Faculties involved. 

f) Any inadvertent breach of contract time or class size is to be notified to the 
ESM at once. 

g) In the unlikely event of a ‘please take’ being issued to a teacher who is not 
available to take it, this information should be notified to the ESM as soon as 
possible to give adequate time for alternative arrangements to be made. 

5.      a)  It is the responsibility of the class teachers to provide work for classes  
when out of school for a  planned absence.  Work to be covered should be 
made known to the Principal Teacher of the department/faculty.  
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b) In the event of unplanned absences the Principal Teacher has responsibility 
for providing work for classes requiring cover. 

c) In the event of an unplanned absence by a Principal Teacher a 
department/faculty must have a bank of accessible materials to be provided 
for classes by another member of department/faculty. 

d) In the event of an unplanned absence requiring cover for an R.E. class, 
teachers are asked to contact the R.E. Department if assistance is required. 

e) In the event of an unplanned absence requiring cover for a PSE class 
teachers are asked to contact any member of the Pastoral Team for 
assistance if required. 

f) No class should be taken outwith its normal location unless agreed by the 
Principal Teacher/Department/Faculty and appropriate work issued. 

 

6. i) Staff who have approval from the Head Teacher to be out of school for meetings, 
CPD activities or work related to the Improvement Plan must ensure this 
information is in the school diary as early as possible to facilitate effective class 
cover arrangements.  Should the need to be out of school be removed teachers 
must amend diary entries at the earliest opportunity. 

  ii) All appointments, with the exception of hospital appointments, must be made 
outwith school hours.  Should an emergency appointment be required approval 
must be sought from the Head Teacher in the first instance and if approved must 
be recorded in the school diary and ESM notified if cover required at short notice. 

iii) Failure to record cover requests in the school diary may result in non attendance 
at meetings/events, etc if sufficient cover is not available. 

 

7. Teachers who leave the school during the pupil day are required to notify 
their Line Manager and must record this fact in the ‘Pupil Day - Teachers’ 
Sign Out (IN) Book’ which will be retained in the school office and available 
to all Teachers for inspection.  This procedure will be monitored by senior 
staff to ensure effective learning and teaching continues within the school 
and that there is sufficient management and pastoral support available to 
pupils, colleagues and parents. 

 

8 Absence cover policy will be reviewed regularly to ensure operational efficiency 
and support staff wellbeing. 
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HEALTH & SAFETY POLICY 
 
GENERAL 
 

It is the policy of Trinity High School to take all reasonably practicable steps to ensure the 
health, safety and welfare of all its staff and pupils.   Trinity High School also 
acknowledges its responsibilities to all other persons who may be affected by its 
undertakings. 
 

A high standard of health and safety performance is one of Renfrewshire Council Services 
Department’s main objectives.   In Trinity High School this standard will be achieved by : 
 

a) creating and maintaining a positive health and safety culture which secures commitment 
and participation of all members of staff and encourages co-operation from the pupils; 

b) meeting its responsibilities to staff, pupils and others in an approach which recognises 
that legal requirements are the minimum standard which must be achieved; 

c) adopting a planned and systematic approach to the implementation of the Childrens 
Services Department health and safety policy, which will enable the establishment to 
conform to, and apply, this policy as detailed in the Health and Safety Master File on the 
school server, all staff folder in the Health and Safety file. 

d) implementing, as appropriate, control measures identified by the Childrens Services 
Department’s risk assessment programmes to comply with documents contained within 
the ELS Safety File. 

e) planning health and safety including the setting of reasonably practicable short and long 
term objectives, deciding priorities and identifying appropriate financial resources to 
achieve those objectives;    and 

f) monitoring and reviewing performance on a regular basis to ensure that high standards 
are maintained. 

 
 

ORGANISATION 
 
(a) The Head Teacher of Trinity High School will ensure that : 
 

i) each individual is aware of, and undertakes, his/her responsibilities as 
defined in the ELS Safety File.  

ii) all concerned are made aware of the name of the senior member of staff 
responsible for health and safety matters in Trinity High School currently Mr 
Macdonald (Education Support Manager), the names and locations of the 
first aiders and appointed persons, the procedures, including staff duties for 
evacuating the premises in the event of fire and other emergencies, and the 
names of the safety representatives. 

iii) a Health and Safety Committee exists within the school and should meet a 
minimum of twice a year. 

 
 

ARRANGEMENTS 

(a) Details of the Education Department’s Health and safety information and policies 
are contained in the undernoted files : 
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Health and Safety file in the All Staff folder on the school server. 
 
 

A copy of these files is held in the Education Support Manager’s Office which is intended 
for the use of staff and other appropriate users of Trinity High School and is available to all 
staff electronically in the ‘All Staff’ folder on the school server.   A copy of the relevant 
subject safety file will be held in that subject department.   Where appropriate the 
guidelines in these files must be followed by the relevant members of staff. 

 
(b) Health and safety will be an item on the agenda of senior management team 

meetings. 
(c) Where appropriate health and safety will be an item on the agenda of subject 

departmental meetings. 
(d) The management and operation of health and safety arrangements is a day to day 

function, the effectiveness will be reviewed by regular internal visual inspections.   
The outcome of such inspections will be discussed at the meetings referred to 
above and a record will be kept of any decisions taken.   Audits by personnel 
services health and safety division, and inspections by external agencies such as 
HSE will be dealt with in the same way. 

(e) The Head Teacher of Trinity High School will consult with, and facilitate inspections 
by, safety representatives as and when necessary and an annual inspection will be 
undertaken by Trade Union representatives and ESM details of which will be 
recorded. 

(f) In addition to the above procedures, it should be noted that subsequent to any 
serious incident relating to health and safety there will be an investigation involving 
interested parties in order to make recommendations to the Head Teacher which 
should seek to prevent a recurrence.   This investigation should take place as soon 
as possible after the incident.   Staff must be made aware of the accident reporting 
procedures and the location of the accident forms which currently are kept in the 
school office.  All forms will be countersigned by the Head Teacher. 
 
 

VEHICLE  MOVEMENT 

The speed limit in the school grounds is 5 mph and staff are asked to note that no 
facilities for car parking will be available in the Queen Street Yard other than 
designated areas in the front of the main school building and Technical Yard. 
 
No vehicle movement in the playground (Queen Street) is permitted at morning 
interval, at lunch time or for a period of 10 minutes after the end of the school day.  
Please note that the school gates will be closed at lunchtime to restrict vehicle 
movement at this time. 
 
Pupils must not use the front entrance of the school. 

 
Health and Safety Procedures will continue to be reviewed next session and staff 
notified of any changes. 
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Teachers’ 35 Hour Working Week 

 

School Agreement 2019/20 

As per the National Agreement signed by the Scottish Executive (Government), local 
Authorities and Teachers’ Side the Teaching Staff of Trinity High School have agreed a 
pattern for the 35 Hour Working Week for session 2019 - 2020.  This has emerged as a 
consequence of local negotiations within Renfrewshire Council and subsequent 
negotiations at school level which involved Trade Union Meetings and the creation of a 
School Negotiating Committee. 

The key points of the School Agreement are:- 

 

1. A total of 195 hours available over and above the existing class contact and agreed 

1/3 preparation and correction time has been allocated as follows:- 

 

 Parents’ Meetings      40 hours 

 Assessment & Reports     70 hours 

 Additional Preparation      30 hours 

 Curriculum Development     16 hours 

 Departmental Meetings     20 hours 

 1 x 1 Hour Staff Meeting       1 hours 

 4 x 1.5 hours PT Meetings         6 hours 

 Flexibility –  Department and interdepartment 

   classroom good practice visits.   

Professional review & developments. 

Curriculum Development activities. 12 hours 

 

2. Departmental Meetings will be held within the pupil day but outwith the maximum 

22.5 hours class contact so far as can be arranged.  By internal agreement 

Departments can relocate meetings until after the pupil day but a minimum of 2 

meetings per term must be held with S.M.T. representation. 

 

3. Teaching staff will report to School at 8.50am as per existing arrangements while a 

thorough review of class cover procedures is undertaken.  A target date of the 

October Holiday 2019 is being set for this review and every effort will be made to 

meet this date. 

 

4. No distinction should be made between teaching staff at different levels in the 

context of the performance of tasks “at a time and place of the teacher’s choosing.”  

This will require to be monitored in practice to ensure the smooth operation of the 

School and provide “appropriate management and guidance presence during the 

pupil day”. 

 

5. The revised pattern of Parents’ Meetings and Reports will take place as normal. 

 

All consultative Teacher/Parent meetings will begin at 4.45pm.   
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6. i) 16 Hours Curriculum Development is allocated exclusively to Departments  

for Principal Teachers to co-ordinate and plan to facilitate Departmental  

 collaborative and individual work arising from the school/Department  

  Improvement Plan. 

ii) An additional 2 hours for curriculum development is allocated to teachers for 

work in areas of their choosing. 

7. Whole school priorities will be addressed during In-Service Days with any balance 

of remaining time being allocated to departments. 

 Existing Trade Union Agreements for time off for associated activities will remain in 

force for In-Service Days. 

8. School Committees will operate under the same conditions as per session 2019 – 

2020 membership is voluntary for meetings outwith Inset Days. 

9. A similar arrangement for extra-curricular activities as outlined in (8) will pertain. 

10. Given the decision taken by the Scottish Government not to allow study leave for 

Exam Practice anytime released by Exam Practice invigilation will be used for class 

cover, marking and/or Sharing Good Practice activities within the school’s agreed 

cover policy.  Normal arrangements on the 22.5 hours class contact apply. 

11. Time released during the S.Q.A. diet will be used for pupil support and priority 

Departmental/Faculty developments including Sharing Good Practice activities 

within the school’s agreed cover policy.  Normal agreements on the 22.5 hours 

class contact apply. 

12. Mandatory CPD activities will continue ie 35 hours for the session.  The view taken 

in Trinity High is that this can encompass professional reading, development work, 

courses and participation in appropriate school committees.  As part of the GTCS 

Professional Update arrangements all staff are required to maintain a record of CPD 

activities in session 2019 – 20 which will form the basis of their Personal Review.  

All teachers will undertake an annual Professional Review and Development 

Meeting by June 2020.  This programme will be reviewed on an annual basis. 

13. Board of Studies will commence at 3.10pm. 

A copy of the School Calendar is attached for reference. 

Signed:        Head Teacher Date: 

          EIS 

         NAS/UWT 

         SSTA 
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