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Appendix Description PDF documents Word versions

Appendix 1 Generic risk assessment SLC risk assessment for 
reference

For customisation by 
establishments

Appendix 2 Behaviour Assessment and Support Plan Template for reference and 
exemplars

Blank template for use 
in establishments

Appendix 2a Behaviour Assessment and Support Plan 
(with prompts)

Template for reference

Appendix 3a Staff debriefing form Template for reference Blank template for use 
in establishments

Appendix 3b Child/young person debriefing form Template for reference Blank template for use 
in establishments

Appendix 4 Distressed Behaviour Tracking and 
Monitoring sheets

Template for reference Blank template for use 
in establishments

Appendix 5 Training needs analysis and impact 
measurement record

Template for reference and 
exemplar

Blank template for use 
in establishments

Appendix 6 Guidance for the use of quiet rooms Guidance document

Appendix 6a List of quiet rooms Guidance document

Appendix 6b Quiet room log sheet Template for reference Blank template for use 
in establishments

Appendix 7 Physical intervention recording sheet Template for reference Blank template for use 
in establishments
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Staff Debriefing Discussion Template   Appendix 3a 
Pupil details  

Name of Child/Young 
Person 

 

Date of discussion   
Debrief carried out by  

Incident details  
Date  
Time  
Location  
Were you / was anyone 
hurt? 

Yes /No- (please highlight) 

Was First Aid required? Yes /No- (please highlight) 
Who was told about the 
incident? 

 

What time were parents / 
carers contacted and by 
whom? 

 

 
 

What was happening before the incident? 
Suggestions for discussion: Where were you? Who was there? What happened? 
 

Describe the incident and what you were thinking / how you were feeling at the time? 
Suggestions for discussion: Was this a change of behaviour for the child/young person? 
 

All behaviour is communication - What do you think the child/young person was 
trying to communicate by their behaviour? 

Suggestions for discussion: Anxiety, fear, confusion, was there a change to routine, are there underlying factors?  
 

What strategies/supports did you use? 
How effective were they?  

Suggestions for discussion: Was a BASP in place? Were all of the supports in place? In hindsight, would you do anything 
differently? 
 

Who was affected by the incident? 
In what way? 

Suggestions for discussion: Pupils, Staff, members of the public, you (the staff member). Include physical injuries to staff 
member or pupils.  
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Staff Debriefing Discussion Template   Appendix 3a 
Pupil details  

Name of Child/Young 
Person 

 

Date of discussion   
Debrief carried out by  

Incident details  
Date  
Time  
Location  
Were you / was anyone 
hurt? 

Yes /No- (please highlight) 

Was First Aid required? Yes /No- (please highlight) 
Who was told about the 
incident? 

 

What time were parents / 
carers contacted and by 
whom? 

 

 
 

What was happening before the incident? 
Suggestions for discussion: Where were you? Who was there? What happened? 
 

Describe the incident and what you were thinking / how you were feeling at the time? 
Suggestions for discussion: Was this a change of behaviour for the child/young person? 
 

All behaviour is communication - What do you think the child/young person was 
trying to communicate by their behaviour? 

Suggestions for discussion: Anxiety, fear, confusion, was there a change to routine, are there underlying factors?  
 

What strategies/supports did you use? 
How effective were they?  

Suggestions for discussion: Was a BASP in place? Were all of the supports in place? In hindsight, would you do anything 
differently? 
 

Who was affected by the incident? 
In what way? 

Suggestions for discussion: Pupils, Staff, members of the public, you (the staff member). Include physical injuries to staff 
member or pupils.  
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What action was taken to resolve the incident? 
Suggestions for discussion: Was a member of the management team involved? Was there a restorative conversation? Will you 
be part of a discussion to develop/review a BASP? Can you suggest any actions to resolve the incident? 
 

What can we do to reduce the risk of this happening again? 
Use this time to review the strategies/supports in the BASP with the staff member and update accordingly.  
 

Is there anyone who could help you post incident? 
Suggestions for discussion: Colleague, GP, Occupational Health Service, Other 
 

 
Violence at Work form completed? 
(please highlight) 

YES  NO  

Staff signature  Date 
Staff member conducting the Debrief Date  
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What action was taken to resolve the incident? 
Suggestions for discussion: Was a member of the management team involved? Was there a restorative conversation? Will you 
be part of a discussion to develop/review a BASP? Can you suggest any actions to resolve the incident? 
 

What can we do to reduce the risk of this happening again? 
Use this time to review the strategies/supports in the BASP with the staff member and update accordingly.  
 

Is there anyone who could help you post incident? 
Suggestions for discussion: Colleague, GP, Occupational Health Service, Other 
 

 
Violence at Work form completed? 
(please highlight) 

YES  NO  

Staff signature  Date 
Staff member conducting the Debrief Date  
 

Child/young person Debriefing Discussion Template          Appendix 3b 
Details of child/young person  
Name of Child/Young Person  
Date of discussion   
Debrief carried out by  

Incident details  
Date  
Time  
Location  
 
 

What was happening before the incident? 
Suggestions for discussion: Where were you? Who was there? What happened? 
 

What were you thinking/feeling at the time?  
What are your thoughts/feelings now? 

 

Who do you think was affected by the incident? 
In what way? 

Suggestions for discussion: You, other children/young people, staff, members of the public. Include physical injuries to staff 
member or pupils.  
 

What needs to happen to make things better/have a positive outcome? 
Suggestions for discussion: Restorative conversation? Making a new plan to support you? 
 

What can we do to reduce the risk of this happening again? 
Use this time to review the strategies/supports in the BASP with the child/young person and update accordingly.  
 

Is there anyone else who could help you? 
Suggestions for discussion: Parents, GP, CAMHS, SLT, PST, other. 
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Discussion with parent/carer 
Parent/carer must be informed of the incident by telephone or in person. Briefly outline key points from your discussion. How 
does the parent/carer feel about the incident? How can we work together to improve outcomes? 
 

Summary of actions – linked to wellbeing indicators Person responsible 
Safe   

Healthy   

Active   

Nurtured   

Achieving   

Respected   

Responsible   

Included   

 
Signature of child/young person: Date 

Signature of parent/carer (if present): Date 

Signature of staff member conducting debrief: Date  
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Distressed behaviour recording, tracking and monitoring 
Guidance for establishments 

 
When dealing with incidents of distressed behaviour, it is important to refer to and follow the 
guidance on the Promoting Positive Relationships and Behaviour Information Pack. A generic risk 
assessment is in place for all establishments. When a more individualised behaviour plan and risk 
assessment is required, it is essential to complete a Behaviour Assessment and Support Plan. This 
document must be developed in consultation with the staff team working with the child or young 
person and establishment management team. Opportunities to facilitate discussion around the 
completion and review of this plan should be arranged in partnership with the establishment, 
educational psychologist, Support Services and other agencies, as appropriate. This can be 
discussed at any appropriate meeting, including a JAT meeting, case conference or specially 
convened planning meeting.  It is also essential that the parents/carers are involved in the 
development of the BASP and that the child/young person’s views are sought and considered. The 
information provided from professionals, parents and the child/young person will help to develop 
and regularly review the Behaviour Assessment and Support Plan.  
 
Often, behaviours and habits can take a significant time to change and so sufficient time must be 
allowed for the identified strategies and approaches to have an effect. As a general guide, it is 
recommended that a period of 3 to 6 weeks is required before reviewing the effectiveness of specific 
strategies.   
 
For some children and young people, a closer analysis of behaviour is required to identify triggers, 
ascertain the reasons behind behaviours to enable us to introduce appropriate strategies and 
supports. The distressed behaviour tracking and monitoring documents are examples of good 
practice for recording, monitoring and tracking to work towards a potential reduction in the number 
of incidents and these have been developed in line with guidance received from Education Scotland 
during school inspections.   
 
Weekly monitoring sheet 
The sheet is divided into sections of the school day and recording for the week can be incorporated 
onto one sheet to see at a glance potential triggers or flash points.  This is a quick and simple way 
of recording and the code is detailed at the bottom.  If there is a need for further explanation there is 
space overleaf to add more detailed information.  Staff should initial their recordings to allow more 
detailed discussion on the individual incident and circumstances. 
 
Page 1 of the weekly recording sheet should be adapted to suit the structure of the day within 
individual establishments or services. This can be in blocks of time to match your day/session or the 
periods of a secondary day, e.g.  

 Primary school: 9.00-10.40am, playtime, 10.55-12.35, lunch …… 
 Secondary school: Period 1, period 2, interval, period 3…… 

 
Monthly Data Analysis 
An identified member of staff, e.g. member of the management team, PT Pupil Support, etc. should 
collect recording sheets, for each child or young person, and transfer this information on a monthly 
basis for data analysis.  The codes are detailed on the sheet but can be altered to suit individual 
circumstances.  The purpose of this is to target spikes and patterns of behaviour and monitor if 
interventions are having a positive impact. 
 
All of the documents mentioned above are working documents and should be used as a support for 
the establishment to have consistency and clarity around procedures. Word versions of the 
documents are available on the Intranet and Glow for establishments to use as required. Good 
communication is key to the process and it is essential to include all members of staff who work with 
the child or young person. Parents and the child/young person should also be consulted throughout 
the process. 
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Distressed behaviour recording, tracking and monitoring 
Guidance for establishments 

 
When dealing with incidents of distressed behaviour, it is important to refer to and follow the 
guidance on the Promoting Positive Relationships and Behaviour Information Pack. A generic risk 
assessment is in place for all establishments. When a more individualised behaviour plan and risk 
assessment is required, it is essential to complete a Behaviour Assessment and Support Plan. This 
document must be developed in consultation with the staff team working with the child or young 
person and establishment management team. Opportunities to facilitate discussion around the 
completion and review of this plan should be arranged in partnership with the establishment, 
educational psychologist, Support Services and other agencies, as appropriate. This can be 
discussed at any appropriate meeting, including a JAT meeting, case conference or specially 
convened planning meeting.  It is also essential that the parents/carers are involved in the 
development of the BASP and that the child/young person’s views are sought and considered. The 
information provided from professionals, parents and the child/young person will help to develop 
and regularly review the Behaviour Assessment and Support Plan.  
 
Often, behaviours and habits can take a significant time to change and so sufficient time must be 
allowed for the identified strategies and approaches to have an effect. As a general guide, it is 
recommended that a period of 3 to 6 weeks is required before reviewing the effectiveness of specific 
strategies.   
 
For some children and young people, a closer analysis of behaviour is required to identify triggers, 
ascertain the reasons behind behaviours to enable us to introduce appropriate strategies and 
supports. The distressed behaviour tracking and monitoring documents are examples of good 
practice for recording, monitoring and tracking to work towards a potential reduction in the number 
of incidents and these have been developed in line with guidance received from Education Scotland 
during school inspections.   
 
Weekly monitoring sheet 
The sheet is divided into sections of the school day and recording for the week can be incorporated 
onto one sheet to see at a glance potential triggers or flash points.  This is a quick and simple way 
of recording and the code is detailed at the bottom.  If there is a need for further explanation there is 
space overleaf to add more detailed information.  Staff should initial their recordings to allow more 
detailed discussion on the individual incident and circumstances. 
 
Page 1 of the weekly recording sheet should be adapted to suit the structure of the day within 
individual establishments or services. This can be in blocks of time to match your day/session or the 
periods of a secondary day, e.g.  

 Primary school: 9.00-10.40am, playtime, 10.55-12.35, lunch …… 
 Secondary school: Period 1, period 2, interval, period 3…… 

 
Monthly Data Analysis 
An identified member of staff, e.g. member of the management team, PT Pupil Support, etc. should 
collect recording sheets, for each child or young person, and transfer this information on a monthly 
basis for data analysis.  The codes are detailed on the sheet but can be altered to suit individual 
circumstances.  The purpose of this is to target spikes and patterns of behaviour and monitor if 
interventions are having a positive impact. 
 
All of the documents mentioned above are working documents and should be used as a support for 
the establishment to have consistency and clarity around procedures. Word versions of the 
documents are available on the Intranet and Glow for establishments to use as required. Good 
communication is key to the process and it is essential to include all members of staff who work with 
the child or young person. Parents and the child/young person should also be consulted throughout 
the process. 
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Appendix 6 
Guidance on the Use of Quiet Rooms in  
South Lanarkshire ASN Establishments 

2019 
This guidance does not apply to mainstream establishments 

 
 
1.0 Background 
 
This guidance document sits within the framework of the Promoting Positive 
Relationships and Understanding Distressed Behaviour Information Pack which is based 
on the principles of better relationships, better learning, better behaviour. 
 
A number of ASN establishments in South Lanarkshire have designated quiet rooms 
specifically to allow pupils who display distressed behaviour or who require a break from 
the busy learning environment, space to calm during the school day. A list of the quiet 
rooms included in this guidance can be found at Appendix 6a. 
 
This guidance is designed to assist staff in using these rooms proportionately, safely and 
effectively and staff are reminded that all instances of seclusion are considered as 
physical intervention.  
 
2.0 Purpose of a Quiet Room 
 
The use of quiet rooms should be seen in terms of a planned response to promote de-
escalation of distressed behaviours. Where it is identified as part of a behaviour 
assessment and support plan that the use of a quiet room would be helpful, this may be 
done for the following reasons: 
 

 Where access to a quiet and calm space will promote safety and may help 
children to de-escalate and settle 

 
 Where the child’s behaviour presents a significant risk of harm to themselves or 

other children and adults 
 
It is important to recognise that use of quiet rooms should never be used as a form of 
punishment or exclusion. 
 
3.0 Use of the Quiet Room 
 
The use of the quiet room should form part of the child or young person’s individual 
behaviour plan (Behaviour Assessment and Support Plan) and should be agreed by the 
relevant member of the management team and parents/carers.  Children and young 
people’s views must be gathered in an appropriate manner and included in the 
development of this plan. The use of a quiet room may heighten anxieties for some 
pupils who have had previous traumatic experiences. In these circumstances, the use of 
the quiet room should be considered very carefully. Staff need to be sensitive to the 
response of pupils as they may not be fully aware of the pupil’s history and previous 
experiences.  



 

 

 
The quiet room should be used as part of, and not as an alternative to, class 
management strategies. It is important to incorporate any need for a low stimulus 
environment into the classroom planning and layout and to consider any alternative 
strategies which may be helpful to support the child or young person’s distressed 
behaviour, e.g. redirecting attention, physical exercise, a worry/sensory box, etc.  
 
The quiet room should be used to: 
 

 Help children and young people manage their anxiety and emotions 
 Reduce the risk of harm to self and others 

 
A child or young person may choose to access the quiet room independently through 
self-regulation or can be prompted to do so. 
 
4.0 The Physical Environment 
 
Where a quiet room is required regularly to support a child or young person in times of 
distress, it is helpful to think carefully about the purpose and contents of the space.  
 
Quiet rooms are: 

 Low stimulus, calming environment 
 Where appropriate, furnished with items which present minimal risk of harm, 

such as cushions, mats, bean bags, blankets, etc. 
 It can be helpful to think of resources which can be stored nearby and used to 

redirect and de-escalate 
 Viewing panels – Where the child or young person is unaccompanied inside the 

quiet room, staff must supervise the child/young person at all times using the 
viewing panels/windows. This should be done in a manner which is sensitive to 
the needs of the child/young person and situation, taking care that monitoring the 
child/young person does not escalate anxieties and tension. Staff must be able 
to see the child/young person at all times, albeit in a discrete manner. 

 
5.0 Operational Guidelines 
 
When using a quiet room, staff must consider the following guidance. 
 

 Staff should work with children and young people to help them understand the 
purpose of the quiet room. It is very helpful to include an induction or rehearsal 
early in the session during a calm period to familiarise the child/young person 
with the environment. Following this, a discussion should take place with the 
child/young person on how to make the experience calming rather than leading 
to heightened anxiety 

 Staff should work with children and young people to help them understand their 
emotions and how these affect their behaviour 

 Staff should work with children, young people, parents and other staff to identify 
approaches which help the child/young person to self-regulate when they 
become distressed or anxious 

 Staff must take account of all health and emotional needs 



 

 

 The child/young person must be supervised at all times when using the quiet 
room to ensure safety but some discretion may be required to remove the 
likelihood of escalation 

 Staff should be aware of any footwear or other items which may pose a risk 
during a time of distress to the child/young person’s safety 

 Where appropriate, an adult should accompany the child or young person into 
the quiet room, although staff should avoid entering the quiet room where this is 
likely to further trigger the behaviours 

 When the child/young person is in a state of distress, staff should keep 
engagement to a minimum whilst the quiet room is in use however some 
discretion may be required 

 When a quiet room is likely to be required for de-escalation of behaviour and 
anxiety, it should not be timetabled for other activities 

 Doors should never be locked or secured in any way that impedes emergency 
evacuation or contravenes the establishment emergency fire action plan 

 Any unaccompanied time in the quiet room should be for the shortest time 
necessary to allow the child/young person to de-escalate and re-engage safely 
with others 

 De-briefing for staff and pupils should be used, as appropriate, as part of a 
restorative process 

 The Behaviour Assessment and Support Plan should be reviewed regularly. 
 The use of quiet rooms should be incorporated into the establishment emergency 

evacuation plan 
 
The use of quiet rooms requires dynamic risk assessment to determine whether its use 
is appropriate and/or safe for the pupil and staff at that point in time. The use of 
reasonable minimal physical assistance and support will be included in the child or 
young person’s Behaviour Assessment and Support Plan and discussed with staff and 
parents/carers in advance. This will only be used when appropriate to prevent self-harm 
and injury to others, including children, young people, employees and service users and 
should not be used universally. When a child or young person is reluctant and/or 
resistant to accessing a quiet room, staff should consider alternative strategies to allow 
opportunities for de-escalation. This might include using an alternative, more 
appropriate, more accessible environment or reducing the number of people and stimuli 
in the surrounding area to aid de-escalation. 
Issues regarding the appropriate use of quiet rooms should be discussed with the 
management team, who can also take advice from Inclusion Officers. 
  
It is important to recognise that any physical intervention should always only be 
an action of last resort and that there is always a risk of injury to the child, young 
person or member of staff. 
  

 
6.0 Recording and Monitoring 
 
All use of quiet rooms must be recorded and monitored. This should include the use of a 
log sheet (Appendix 6b of the PPRUDB Supporting Documents) which includes pupil 
and staff details, date, time and reason for use. This data will be monitored regularly by 
the Head of Establishment to identify emerging patterns and falls under the Council’s 

 

 

Information Governance procedures. Parents/carers must be informed immediately 
every time the quiet room is used for de-escalation purposes. 
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Appendix 6a 
List of Quiet Rooms included in this guidance 
 
Establishment Number of quiet rooms 
Auchinraith PS ASN Base 3 
Blackwood PS ASN Base 2 
Cairns PS ASN Base 3 
Carluke PS ASN Base 4 
Carstairs Junction PS ASN Base 1 
Cathkin PS ASN Base 2 
Chatelherault PS ASN Base 7 
Crosshouse PS ASN Base 1 
Duncanrig Secondary ASN Base 3 
Greenburn School 8 
Greenhills PS ASN Base 5 
Hamilton Grammar ASN Dept 1 
Hamilton School for the Deaf 1 
Hareleeshill PS ASN Base 4 
High Blantyre PS ASN Base 4 
Kear Campus School 1 
Lanark Grammar ASN Dept 2 
Murray PS ASN Base 3 
Newton Farm PS ASN Base 4 
Robert Owen PS ASN Base 4 
Rutherglen High School 1 
Sanderson High School 2 
St John’s (Ham) PS ASN Base 1 
Stonehouse PS ASN Base 3 
Uddingston Grammar VI Unit 3 
Victoria Falls Primary Base 1 
Victoria Park School 8 
West Mains School 8 
Whithorn Primary Base 2 
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