








































































































































































































































































































































































			MBI Team Time
 		   Implementation Workbook      

			Winter				Session II
          2014				

Part 1: Using Data to Problem-Solve Implementation Issues (pp. 2-19)
Part 2: Using the TIPS Method to Problem-Solve Implementation Issues (pp. 20-23)
Establishing Procedures for Discouraging Inappropriate Behaviors (pp. 24-57)
Introduction to Outcome Data-Based Decision-Making Using ODR’s (pp. 58-67) 
Active Supervision (pp. 68-84)

Appendix A: Step-By-Step Guide for Planning and Conducting General Focus Groups 
Appendix B: Understanding My Voice Results
Handout: Assessing Behavioral Support in Early Childhood Settings (Please ask)



“Cool Tools to Use or Peruse”


 







 = Suggested reading
     
= Activity	


Problem-Solving Implementation Issues Part 1

The activities in this module will assist teams in using and analyzing implementation data. This information comes from observations or formal data collection tools. This data will ultimately lead toward action planning. The TIC, the SAS, the My Voice Survey, a climate survey (e.g. SSARB), and the SET are critical components. 

Directions:
 
1.    Read and highlight key concepts in the narratives. 
2. Complete: 
· The Team Implementation Checklist (TIC )  as a team (hard      
                copy, pp. 8-13, or online at PBISApps), and complete one item from the 		      Problem-Solving section of the TIC (pp. 13-16)
· Preschool Teams Complete  “Assessing Behavioral Support in Early Childhood Settings” (please ask for handout) and for one item complete an action item (e.g. Who will do What by When)
· Using your SAS results, complete the Self-Assessment Survey Analysis 		for Schoolwide and Nonclassroom settings (pp. 17-18)
	 				Or
               	Complete MBI Team Self-Assessment (p. 19)
          		 



Problem-Solving Implementation Issues
“Data need not be a four letter word.”
							Robert Horner, George Sugai & Anne Todd

“I am a big advocate of the MBI system. Through involving staff in the designing, structuring, and implementation of each component of the process, we have had a measurable impact on our referral rate, which dropped 67% in the first year.”  
					                   Pam Wright, Principal, Smith School, Helena
Research:    
· Research indicates that office referrals for discipline decrease on average 40-60% when schools implement PBIS effectively.  (Sugai & Horner, 2001)
· At all grade levels, schools that have met SET have fewer office discipline referrals per day per 100 students than schools who have been trained in PBS but have not met SET in the same grade ranges 
· Schools in the grade range of 6-9 who are implementing PBS to criteria based on the Team 	Implementation Checklist (TIC), a self-evaluation tool used for ongoing progress monitoring, fewer office discipline referrals	than schools who are not yet implementing PBS to criterion based on the TIC in the same grade range.  PBS Data Report and Summary: A Look at Connecticut (2009)
 (
What are the Systems, Practices and Data Involved in Problem-Solving Implementation Issues?
)

	Systems For Adults
	Practices For Students
	Data For Decisions

	• The team has  a calendar with timelines for survey administration
• The team utilizes a problem-solving process to address areas of concern
	None
	•Data is summarized into a understandable format for action planning
• SAS Data
           • TIC Data
 • My Voice Survey
           • SET
           • SSARB
•Assessing Behavioral Support in Early Childhood Settings
           • MBI Blueprint
             





6





  MBI ACTION PLAN DEVELOPMENT		Problem-Solving Implementation Issues
	Data-Based
Procedures
	Considerations
	Action
Data, Systems, Practices
(Who Does What?) 
	By When?
(Date)
	How will we know it is done?
(Data Source)          

	Notes:


















	1. The team has coordinated the administration of implementation surveys
· My Voice for 6-12 students.
· SAS, TIC  & SET
· Climate Survey
2. Current data results  have been analyzed using (if applicable) the data analysis process developed for that assessment tool

3. The team has reviewed the school’s current data sources and determined their utility for team planning.

4. The team utilizes a problem-solving process to address areas of concern.
	
	
	 


	


Your MBI leadership team will collect three distinct kinds of data: 
· student data,
· perceptual data, and
· implementation data.		

Student data is collected in a defined and routine manner so that you can understand how MBI is implemented in your school. This process helps to formulate ongoing decisions about implementation, such as what to teach, when to increase encouragement and how to respond consistently to misbehaviors. Information around Office Discipline Referrals (ODRs) helps the MBI leadership team understand how MBI is implemented within your building. You may learn more about specific times, places, categories or participants when you collect and review this student data.

Perceptual data is a form of data that can inform your MBI leadership team about
staff and student perceptions within your building. The Self-Assessment Survey (SAS), Safe Schools Assessment and Resource Bank (SSARB) and the student My Voice Survey are perceptual data measures. As your MBI team starts to utilize discipline data, it is good to collect information about your colleagues’ and students’ perception of the strengths and weaknesses of your current school climate and school MBI process. When you discover a collectively held concern, your team can learn where to focus the team’s efforts. You are likely to uncover both strengths and needs when you collect perceptual data. The strengths and needs that surface become the basis for steps in your MBI action plan.

Implementation data represents the final category of data that your team is collecting.  The Team Implementation Checklist (TIC), the MBI Blueprint, Early Childhood Benchmarks of Quality (ECBoQ), Assessing Behavioral Support in Early Childhood Settings, the Self-Assessment Survey and the School Evaluation Tool (SET) are implementation measures. These data tools assist your team in evaluating your progress as you function as a MBI leadership team and a school implementing schoolwide MBI.

School-wide Evaluation Tool (SET)
Implementation fidelity of School-wide Positive Behavior Support in Montana is measured annually by the School-wide Evaluation Tool (SET). The SET is designed to assess and evaluate the critical features of school-wide effective behavior support across each academic school year. SET results are used to:: assess features that are in place, determine annual goals for school-wide effective behavior support; evaluate ongoing efforts toward school-wide behavior support; design and revise procedures as needed’ and compare efforts towards implementation from year to year. 

My Voice Survey
Dr. Russell Quaglia, the designer of the My Voice Survey, has said that while schools do a very good job asking students what they know in school, we need to get better at asking students what they think and believe about their school.  The My Voice Survey was developed for students in grades 6 to 12 for that purpose. These results will help you continue to create a climate in which all students’ aspirations flourish.

MBI Blueprint
The MBI Blueprint is a measure of implementation goals and needs. It was developed as a resource for Montana teams to describe the various components of MBI and includes those components unique to Montana
.




PBIS Team Implementation Checklist (TIC 3.1)       
This checklist is designed to be completed by the PBIS Team once a quarter to monitor activities for implementation of PBIS in a school. The team should complete the Action Plan at the same time to track items that are In Progress or Not Yet Started items. 
School:	Coach: 		Date of Report: 
District:	County:	  State:	
Person Completing Report: 
PBIS Team Members: 
	Complete & submit to coach quarterly.
Status: A = Achieved, I =   In Progress,  N =  Not Yet Started

	Date:
	
	
	
	

	ESTABLISH COMMITMENT
	
	

	
1. Administrator’s Support & Active Involvement
· Admin attends PBIS meetings 80 % of time
· Admin defines social behavior as one of the top three goals for the school
· Admin actively participates in PBIS training

	Status:
	
	
	
	

	2. Faculty/Staff Support
· 80% of faculty document support that school climate/discipline is one of top three school improvement goals
· Admin/faculty commit to PBIS for at least 3 years

	Status:
	
	
	
	

	ESTABLISH & MAINTAIN TEAM
	
	

	3. Team Established (Representative) 
· Includes grade level teachers, specialists, paraprofessionals, parents, special educators, counselors. 
· Team has established clear mission/purpose 

	Status:
	
	
	
	

	4. Team has regular meeting schedule, effective operating         procedures
· Agenda and meeting minutes are used
· Team decisions are identified, and action plan developed

	Status:
	
	
	
	

	5. Audit is completed for efficient integration of team with
    other teams/initiatives addressing behavior support
· Team has completed the "Working Smarter" matrix
	Status:
	
	
	
	

	Complete & submit to coach quarterly.
Status: A =  Achieved, I =   In Progress,  N =  Not Yet Started

	Date:
	
	
	
	

	SELF-ASSESSMENT
	
	

	6. Team completes self-assessment of current PBIS practices being used in the school
· The team has completed the TIC (progress monitoring), BoQ (annual assessment) or SET.

	Status
	
	
	
	

	7. Team summarizes existing school discipline data
· The team uses office discipline referral data (ODR), attendance, & other behavioral data for decision making.

	Status
	
	
	
	

	8. Team uses self-assessment information to build 
    implementation Action Plan (areas of immediate focus)

· The team has an Action Plan guiding implementation of PBIS with specific actions scheduled to be performed.

	Status:
	
	
	
	

	ESTABLISH SCHOOL-WIDE EXPECTATIONS: PREVENTION SYSTEMS 
	
	

	9. 3-5 school-wide behavior expectations are defined and  
    posted in all areas of building
· 3-5 positively and clearly stated expectations are defined.
· The expectations are posted in public areas of the school.
	Status:
	
	
	
	

	10. School-wide teaching matrix developed
· Teaching matrix used to define how school-wide expectations apply to specific school locations.
· Teaching matrix distributed to all staff.

	Status:
	
	
	
	

	11. Teaching plans for school-wide expectations are 
      developed
· Lesson plans developed for teaching school-wide expectations at key locations throughout the school.
· Faculty is involved in development of lesson plans.

	Status:
	
	
	
	

	12. School-wide behavioral expectations taught directly &
      formally
· Schedule/plans for teaching the staff the lessons plans for students are developed
· Staff and students know the defined expectations.
· School-wide expectations taught to all students
· Plan developed for teaching expectations to students to who enter the school mid-year.

	Status:
	
	
	
	




	Complete & submit to coach quarterly.
Status: A =  Achieved, I =   In Progress,  N =  Not Yet Started

	Date:
	
	
	
	

	13. System in place to acknowledge/reward school-wide 
      expectations 
· Reward systems are used to acknowledge school-wide behavioral expectations.
· Ratio of reinforcements to corrections is high (4:1).
· Students and staff know about the acknowledgement system & students are receiving positive acknowledgements.

	Status:
	
	
	
	

	14. Clearly defined & consistent consequences and 
      procedures for undesirable behaviors are developed
· Major & minor problem behaviors are all clearly defined.
· Clearly defined and consistent consequences and procedures for undesirable behaviors are developed and used.
· Procedures define an array of appropriate responses to minor (classroom managed behaviors).
· Procedures define an array of appropriate responses to major (office managed) behaviors.

	Status:
	
	
	
	

	CLASSROOM BEHAVIOR SUPPORT SYSTEMS 
	
	

	15. School has completed a school-wide classroom systems summary  
· The teaching staff has completed a classroom assessment (Examples: SAS Classroom Survey, Classroom Systems Survey, etc.)

	Status:
	
	
	
	

	16. Action plan in place to address any classroom systems 
      identified as a high priority for change
· Results of the assessment are used to plan staff professional development and support.
	Status:
	
	
	
	

	17. Data system in place to monitor office discipline 
      referral rates that come from classrooms
· School has a way to review ODR data from classrooms to use in data based decision making.
	Status:
	
	
	
	




	Complete & submit to coach quarterly.
Status: A =  Achieved, I =   In Progress,  N =  Not Yet Started

	Date:
	
	
	
	
	

	ESTABLISH INFORMATION SYSTEMS
	
	
	
	
	

	18. Discipline data are gathered, summarized, & reported at 
      least quarterly to whole faculty
· Data collection is easy, efficient & relevant for decision-making
· ODR data entered at least weekly (min).
· Office referral form lists a) student/grade, b) date/time, c) referring staff, d) problem behavior, e) location, f) persons involved, g) probable motivation, h) consequences and i) administrative decision.
· ODR data are available by frequency, location, time, type of problem behavior, motivation and student.
· ODR data summary shared with faculty at least monthly (min).

	Status:
	
	
	
	

	19. Discipline data are available to the Team regularly (at least monthly) in a form and depth needed for problem solving
· Team is able to use the data for decision making, problem solving, action planning and evaluation.
· Precision problem statements are used for problem solving.

	Status:
	
	
	
	

	BUILD CAPACITY FOR FUNCTION-BASED SUPPORT
	
	
	
	
	

	20. Personnel with behavioral expertise are identified & 
      involved
· Personnel are able to provide behavior expertise for students needing Tier II and Tier III support.

	Status:
	
	
	
	

	21. At least one staff member of the school is able to 
      conduct simple functional behavioral assessments
· At least one staff member can conduct simple behavioral assessments and work with a team in developing behavior support plans for individual students

	Status:
	
	
	
	

	22. Intensive, individual student support team structure in 
      place to use function-based supports
· A team exists that focuses on intensive individualized supports for students needing Tier III supports.
· The team uses function-based supports to develop, monitor and evaluate behavioral plans.
· The team delivering Tier III  has a data system that allows on-going monitoring of the fidelity and  outcomes of individual behavior support plans.
	Status:
	
	
	
	




Additional Comments & Information:
PBIS Action Plan

Only include those items in Team Implementation Checklist that are marked “In Progress” or “Not Yet Started”
	Activity
	Activity Task Analysis (What)
	Who
	By When

	1. Administrator’s Support and Active Involvement
	



	
	

	2. Faculty / Staff Support
	



	
	

	3. Team Established (Representative)
	



	
	

	4. Team has regular meeting schedule, effective operating      procedures
	



	
	

	5. Audit is completed for efficient integration of team with other teams /initiatives addressing behavior support
	


	
	

	6. Team completes self-assessment of current PBIS practices being used in the school
	
	
	

	7. Team summarizes existing school discipline data
	

	
	

	8. Team uses self-assessment information to build implementation Action Plan (areas of immediate focus)
	



	
	

	9. 3-5 school-wide behaviors expectations are defined and posted in all areas of building
	



	
	

	10. School-wide teaching matrix developed
	
	
	

	11. Teaching plans for SW expectations are developed
	
	
	

















	Activity
	Activity Task Analysis (What)
	Who
	By When

	
12. SW behavioral expectations taught directly and formally
	


	
	

	13. System in place to acknowledge/reward SW expectations
	

	
	

	14. Clearly defined & consistent consequences and procedures for undesirable behaviors are developed
	




	
	

	15. Team has completed a SW classroom systems summary
	




	
	

	16. Action plan in place to address any classroom systems identified as a high priority for change
	




	
	

	17. Data system in place to monitor office discipline referral rates that come from classrooms
	




	
	

	18. Discipline are gathered, summarized and reported at least quarterly to whole faculty
	




	
	




	Activity
	Activity Task Analysis (What)
	Who
	By When

	19. Discipline data are available to Team at least monthly in a form and depth needed for problem solving
	




	
	

	20. Personnel with behavior expertise are identified and involved
	



	
	

	21. At least one staff member of the school is able to conduct simple functional behavioral assessments
	




	
	

	22. Intensive, individual student support team structure in place to use function-based supports
	




	
	



Notes:












Self-Assessment Survey Report Analysis	        
Schoolwide System Only
School: 									Date: 

Use the worksheet below to discuss the results of your school’s Self-Assessment Survey.
	SAS Report Color Code Key for Current Status
White = 80% or more of staff marked item as “In Place”.
Yellow = 51-79% of staff marked item as “In Place”.
Red = 0 -50% of staff marked item as “In Place”.



1. Self-Assessment Survey Report Analysis
	Red Review:

	Review the features in red and determine 2 features which staff identified as “High” priority.  List here:
1.


2.   



	Yellow Review:

	Review the yellow features and identify 1 or 2 features the team could address to easily improve implementation.  List here:
1.


2.



	White Review:

	Review the white features and 1 or 2 features that your school can celebrate.
1. 

2. 



2. Review and Update Team Action Plan 
3. How will you share the SAS Results with Staff?  (Add to your team action plan) 
Self-Assessment Survey Report Analysis       
     Nonclassroom Setting System Only
School: 									Date: 

Use the worksheet below to discuss the results of your school’s Self-Assessment Survey.
	SAS Report Color Code Key for Current Status
White = 80% or more of staff marked item as “In Place”.
Yellow = 51-79% of staff marked item as “In Place”.
Red = 0 -50% of staff marked item as “In Place”.



1. Self-Assessment Survey Report Analysis
	Red Review:

	Review the features in red and determine 2 features which staff identified as “High” priority.  List here:
1.


2.   



	Yellow Review:

	Review the yellow features and identify 1 or 2 features the team could address to easily improve implementation.  List here:
1.


2.



	White Review:

	Review the white features and 1 or 2 features that your school can celebrate.
1. 

2. 



2. Review and Update Team Action Plan 
3. How will you share the SAS Results with Staff?  (Add to your team action plan) 

         MBI Team Self-Assessment 
(For teams without SAS results)   

· What are your accomplishments so far?



· What are your current action plan goals?



· What are the strengths of your team and school?



· What needs do you have?



· In particular how have you worked to address the following:
· Faculty buy-in


· Regular data collection and analysis


· Regularly scheduled team meetings and team roles


· Communication from the MBI team to the rest of the staff


· Assessment tools


· Action planning


				






Problem-Solving Implementation Issues Part 2

The activities in this module will assist in problem-solving implementation issues that are evident from either observations or formal data collection tools. This data will ultimately lead toward action planning. 

Directions:
   1.	Use your TIC and Self-Assessment Survey Analysis Reports (or MBI Team Self-	Assessment or Assessing Behavioral Support in Early Childhood Settings) from 	Part 1   
   2. Select one or more areas of concern and use the TIPS method to 		arrive at a solution (p. 21)


TIPS II PROCESS					

1.  Identify Problem with Precision:
Current Data Sources:
		What is problem, and how often is it happening?
Where?
Who?
When? 
Why the problem is sustaining?
2.  Identify Goals for Change:

3. Identify Solutions and Implementation Plan:
4. Implement Solution with Integrity:
5. Monitor Impact of Solution Against Goal:
6. Make Summative Evaluation Decision:
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	___________________ MBI Team Meeting Minutes and Problem-Solving Action Plan Form




Today’s Meeting: 	Date:  		 Time:			Location:  		Facilitator:  		Minute Taker:		Data Analyst:  
Next Meeting:		Date:  		 Time:			Location:  		Facilitator:  		Minute Taker:		Data Analyst:  

Team Members (bold are present today)
	
	Today’s Agenda Items                                                                              Next Meeting Agenda Items
	
	Potential Problems Raised

	01.  
02.   
03.   
	
	01.   
02.     
03. 
	
	01. 
02.     
03.     


[bookmark: OLE_LINK7]Previously Defined Problems
	
	
	Implementation and Evaluation

	Precise Problem Statement, based on review of data (What, When, Where, Who, Why)
	Solution Actions (Prevent, Teach, Prompt, Reward, Correction, Extinction, Adaptations, Safety)
	Who?
	By When?
	Goal with Timeline
	Fidelity of Imp measure
	Effectiveness of Solution/Plan
	

	

	


	

	
	
	|_| Not started
|_| Partially Imp
|_| Imp Fidelity
|_| Done
	|_| Goal Met
|_| Better     ___________
|_| Same     (current level)
|_| Worse





Administrative/General Information and Issues
	Information for Team, or Issue for Team to Address
	Discussion/Decision/Task (if applicable)
	Who?
	By When?

	
	
	 
	

	
	
	
	

	
	
	
	




New Problems





	
	
	Implementation and Evaluation

	Precise Problem Statement
(What, When, Where, Who, Why)
	Solution Actions 
(Prevent, Teach, Prompt, Reward, Correction, Extinction, Adaptations, Safety)
	
Who?
	By When?
	Goal with Timeline
	Fidelity of Imp measure
(How to Measure)
	Effectiveness of Imp measure
(How to Assess)

	
	
	
	
	
	
	

	
	
	
	
	
	
	



Evaluation of Team Meeting (Mark your ratings with an “X”)
	
	Our Rating

	
	Yes
	So-So
	No

	1. Was today’s meeting a good use of our time?
	
	
	

	2. In general, did we do a good job of tracking whether we’re completing the tasks we agreed on at previous meetings?
	
	
	

	3. In general, have we done a good job of actually completing the tasks we agreed on at previous meetings?
	
	
	

	4. In general, are the completed tasks having the desired effects on student behavior? 
	
	
	



If some of our ratings are “So-So” or “No,” what can we do to improve things?
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Establishing Procedures for Discouraging Behaviors: Learner Outcomes
At the conclusion of this chapter, you will be able to:
· Explain to others the role of teaching in response to student social errors.
· Define for your school what constitutes a “major” or office-managed behavior that warrants an office referral.
· Develop an office referral form with all essential data fields, and clarify procedures surrounding the use of office referrals. 
· Use respectful strategies for staff-managed “minor” inappropriate behavior.
· Demonstrate instructional strategies for responding to inappropriate behavior.
· Develop a process to monitor minor student behavior and guide discipline decisions. 
· Develop an effective system or continuum of supports to address the full range of inappropriate behaviors.
Directions:
1. Read and highlight key concepts in the narratives.       
2. Complete the activities:
· Discussion (p. 28)
· Defining ODR Terms (p. 31)
· Review of Referral Form and Examples (pp. 35-38) 
· Practice Giving Effective Responses to Minor Problem Behaviors (p. 42)
· Discuss Decision Points for Minors (pp. 44-470
· Discuss Staff Training (p. 48)
3. Return to the action plan and list at least two action steps that will be used to strengthen areas of need. (Note: Tasks not completed at this time are good action plan items.)
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Establishing Procedures for Discouraging Behaviors
“For a child to unlearn an old behavior and replace it with a new behavior, you need to repeat the new behavior, on the average, twenty-eight times. Twenty of those times are used to eliminate the old behavior and eight of those times are used to learn the new behavior.”
							Harry Wong

“Research says that punishing kids doesn’t teach them the right way to act.”
										   George Sugai

“Unfortunately, most of the practical techniques used by teachers to respond to acting-out children are only of limited effectiveness and some, such as reprimands, arguing, and escalated hostile interactions, can actually strengthen the behaviors they are intended to suppress or terminate."
							             Hill Walker, 2000
“The single most commonly used but least effective method for addressing undesirable behavior is to verbally scold and berate a student."
								                Alberto & Troutman, 2012
 “When everyone handles infractions with instructional correction procedures, students learn that what happens when they misbehave is procedure not personal.”
								      Algozzine, Wang & Violette, 2011
Research:
Irvin, L.K., Horner, R.H., Ingram, K., Todd, A.W., Sugai, G., Sampson, N., & Boland, J. (2006). Using office discipline referral data for decision-making about student behavior in elementary and middle schools: An empirical investigation of validity. Journal of Positive Behavior Interventions, 8(1), 10-23.
Irvin, L.K., Tobin, T., Sprague, J., Sugai, G. and Vincent, C. (2004). Validity of office discipline referral measures as indices of school-wide behavioral status and effects of school-wide behavioral interventions. Journal of Positive Behavioral Interventions 6, 131-147.
Fanning, P., Theodos, J., Benner, C., & Bohanon-Edmonson, H. (2004). Integrating proactive discipline practices into codes of conduct. Journal of School Violence, 3(1), 45-61
Skiba, R. J., Peterson, R. L., & Williams, T. (1997). Office referrals and suspensions: Disciplinary intervention in middle schools. Education and Treatment of Children, 20, 295-315.
Nelson, J. R., Colvin, G., & Smith, D. J. (1996). The effects of setting clear standards on students’ social behavior in common areas of the school. The Journal of At-Risk Issues, Summer/Fall, 10-17.








Managing Challenging Behaviors: Traditional vs. Proactive Approaches	26

Traditional Approach								
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 (
Personal growth of the student results in improved self-management
)							


 (
Adults seek to understand contributing environmental or functional factors
)

 (
The student experiences an improved quality of life
)


 (
Adults seek to apply prevention and/or intervention strategies based on hypothesis
)
 (
The student demonstrates appropriate behavior
)



 (
Student learns an alternate socially
 
appropriate way to get their needs met
)




What are the Systems, Practices and Data Involved in a Continuum of      27
Procedures to Discourage Inappropriate Behavior?

	Systems
For Adults
	Practices
For Students
	Data
For Decisions

	• Communicate continuum of
procedures for all staff to
follow to discourage
inappropriate behavior to all
stakeholders (staff, students,
parents)
• Professional development on
techniques and language to
use when discouraging and
correcting misbehavior
• Substitute plans include
information about techniques
and language to use when
discouraging and correcting
misbehavior
	• Staff follow continuum of
procedures to respond to
minor misbehaviors
• Teach students appropriate
responses to correction
	• Big 5 Report
• SWIS




Punishment Is Not the Solution
Schools have a long history of using punitive push-out approaches for misbehavior (e.g., removal from class, in school suspension, detention, expulsion, etc.). However, exclusion and punishment are ineffective at producing long-term reduction in problem behavior (Costenbader & Markson, 1998) and punishing problem behavior without a positive, proactive, educative approach has been shown to actually increase aggression, vandalism, truancy, and dropouts (Mayer & Sulzer-Azaroff, 1990; Skiba, Peterson, & Williams, 1997). Punishment also interferes with teaching and learning. Proactive discipline practices are synonymous with teaching. Given that most schools already have a discipline policy in place that includes consequences for inappropriate behavior, our task is to develop a continuum of procedures for discouraging inappropriate behavior that focuses on teaching, helping students to learn the desired behaviors and when to appropriately use them (Lewis & Sugai, 1999).

Prevention is the key. When inappropriate behaviors occur, educators should first assess setting or antecedent events that could be adjusted and ask the questions: “Do we have clear expectations?” “Have they been thoroughly taught?” and “Are we consistently using strategies to encourage the desired behaviors?” The best defense is always a great offense.



The Role of Teaching											28
Adjusting or increasing antecedent events will go a long way toward discouraging inappropriate behavior. However, correction of behavior that violates expectations is also essential. If expectations are not consistently upheld, they can become meaningless and we can unknowingly validate the inappropriate behavior. Common techniques such as reprimands, arguing, and escalated hostile interactions can actually strengthen the behaviors they are intended to suppress and may lead to more intense inappropriate behavior (Colvin, 2004; Sugai & Colvin, 1997; Walker, 2000). As your school progress through Tier 1 training you will be given more specific training in recognizing and proactively breaking cycles (de-escalation) of inappropriate behavior. Studies have indicated that a high rate of teacher attention to inappropriate behavior actually encourages continuation of it. Also, attention to misbehavior often exceeds attention to appropriate behavior (White, 1975; Reinke, Herman & Stormont, 2013).

One of the most effective approaches is to view inappropriate behavior as a teaching opportunity to clarify and re-teach expectations. The same calm instructional approaches used when students make academic errors should be used first to correct social behavioral errors – pointing out the problem through specific feedback, re-teaching, providing guided and unguided practice, and follow-up feedback to indicate progress. 

The Power of Correcting Social Errors

· Upholds and demonstrates the importance of expectations.
· Restores order to the learning environment.
· Interrupts the inappropriate behavior and prevents practice of that behavior.
· Capitalizes on the teachable moment; the learner is active, the learning is relevant.
· Gives the child a chance to learn to be successful, to learn valuable social skills.
· Increases probability of future correct behavior.
· Decreases future time out of learning/instruction.
· Builds relationships with students.
· Maintains a positive learning climate.
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Discussion: How does this teaching approach to student inappropriate behavior align with present thinking of your staff?
          MBI ACTION PLAN DEVELOPMENT
	Behavioral
Violations
System
	Considerations
	Action
Data, Systems, Practices
 (Who Does What?) 
	By When?
(Date)
	How will we know it is done?
(Data Source)          

	Notes:


















	1. The discipline referral process is developed in narrative or chart form if needed.
2. Discipline process includes documentation.
3. The team clearly defined major incidents.
4. The team clearly defined minor incidents.
5. The staff and faculty been trained in identifying major and minor incidents and agree on the definitions.
6. The staff has been trained on the steps to correcting minor misbehaviors and what appropriate consequences might be.
7. Data decision rules been established to determine what # of minors warrant a major?
8. An array of consequences for addressing misbehavior. Staff is aware of rule violations.
	
	
	 


             Responding to Behavioral Violations
29
	29


The steps to develop procedures to discourage misbehavior are:       30   
1. Define problem behaviors (Office Managed Behavior)
2. Create a referral form that reflects the types of problem behaviors, student name, grade, teacher, referring staff member, time of incident, location of incident, if others were involved, administrative decision, and possible motivation.
Teach staff 
- procedures for filling out referral form  
- variations of rule violations    
- continuum of acceptable procedures for staff managed problem behavior 
4. Review Procedures for Staff Managed Behavior (Minor Misbehaviors)
5. Create a continuum of procedures to discourage problem behaviors. Determine responses to minor misbehavior that are focused on reteaching the expected behavior (description of how to prompt, redirect, reteach, provide choice)
6. Teach staff 
- procedures for filling out referral form  
- variations of rule violations    
	- create a flow chart of decision rules regarding rule violations

7. Continually bring information back to staff after each step 

Step 1: Define all behaviors          
	A. Office-Managed Behavior
One of the most confusing and often frustrating issues in school discipline is the use of office referrals. Teachers and administrators sometimes differ on what constitutes an appropriate referral and what should happen during and after the referral (Cotton, 1995; Newcomer, Lewis & Powers, 2002). Administrators often state that students are sent to the office for a wide range of misbehaviors from “minor” ones such as not having a pencil to those that are more “major” such as physical aggression. If a school’s goal is for staff to be more consistent in upholding their expectations, the staff must determine what behavior is typically staff-managed and what is office-managed. The first step to develop procedures to discourage misbehavior is to define the misbehaviors. Each person in the school must be able to identify when misbehavior is occurring. The staff must also agree on the definitions of misbehavior so that each person can respond appropriately when correcting the behavior. If each staff person does not agree that misbehavior has occurred, the corrective response will not be delivered consistently.

Defining Behaviors Warranting an Office Referral
School district policy often dictates a list of behaviors warranting an office referral. Office referral behaviors typically include potentially illegal behavior, serious disruptions to learning, or unsafe behavior that poses danger to the student or others. Once you have agreed upon these behaviors for your school, written definitions should be developed for each. Sample 
definitions can be found in the following list, and in the chart of some examples used in        31
the  Schoolwide Information System (SWIS) (May, Ard, Todd, Horner, Glasgow & Sugai, 2003).

Possible Office-Managed Behaviors 
1. Possession of weapons
2. Fighting or assault
3. Possession of controlled substances
4. Theft
5. Vandalism
6. Abusive language
7. Disruption to the learning environment
8. Noncompliance
9. Leaving the school grounds without permission
    10. Chronic behaviors not responding to teacher intervention

If your school has previously defined misbehaviors, you might want to review those
regularly with staff. 

Activity: With your team, determine the behaviors that should be office-managed for your school. List them below, and then define each to ensure thorough understanding by all staff and consistency in using office referrals.   

Office-Managed Behaviors
	Problem Behavior
	Definition

	

	

	

	

	

	

	

	

	

	

	

	

	

	



Example											32

	Problem Behavior
	Definition

	1. Possession of weapons

	Being in possession of any items designed as weapons including simulated weapons (e.g., knives, chains, clubs, brass knuckles, firearms, gases such as mace, etc.)

	2. Fighting or assault


	Fighting involves the mutual exchange of physical contact such as shoving and hitting with or without injury. Assault is when one student or group of students may be inflicting bodily harm to another student or staff member..

	3. Possession of controlled substance

	Being in possession of or using any form of alcohol, drugs, or tobacco. Includes all mood-altering substances or imitation of that have not been medically prescribed for the student.

	4. Theft
	Taking property belonging to the school or any individual or group without prior permission.

	5. Vandalism
	Intentionally causing damage to or defacing school property or the property of others.

	6. Abusive Language
	Verbal threats or swearing audibly directed at staff or other students.

	7. Disruption to the learning environment
	Having sustained, disorderly behavior that prevents instruction from continuing or continuing with difficulty after reasonable attempts to correct the behavior.

	8. Noncompliance

	Refusal to follow directions, accept “no” for an answer, or accept a consequence when reasonable efforts have been made to de-escalate and enable the student to cooperate.

	9. Leaving school grounds without permission
	Leaving the school grounds, building, classroom or assigned area without obtaining prior approval of staff.

	10. Chronic behaviors not responding to interventions

	A pattern of frequent or increasingly complex behavior that is resistant to the use of staff-managed interventions. Assistance has been sought and multiple efforts attempted.
















SWIS Office Referral Definitions                  
	Major Problem Behavior
	Definition

	Abusive Language/ Inappropriate Language/ Profanity
	Student delivers verbal messages that include swearing, name-calling or use of words in an inappropriate way.

	Arson
	Student plans and/or participates in malicious burning of property.

	Bomb Threat/ False Alarm
	Student delivers a message of possible explosive materials being on-campus, near campus, and/or pending explosion.

	Defiance/Disrespect/ Insubordination/ Non-Compliance
	Student engages in refusal to follow directions, talks back and/or delivers socially rude interactions.

	Disruption
	Student engages in behavior causing an interruption in a class or activity. Disruption includes sustained loud talk, yelling, or screaming; noise with materials; horseplay or roughhousing; and/or sustained out-of-seat behavior. 

	Dress Code Violation
	Student wears clothing that does not fit within the dress code guidelines practiced by the school/district.

	Fighting/ Physical Aggression
	Student engages in actions involving serious physical contact where injury may occur (e.g., hitting, punching, hitting with an object, kicking, hair pulling, scratching, etc.).

	Forgery/ Theft
	Student is in possession of, having passed on, or being responsible for removing someone else's property or has signed a person’s name without that person’s permission.

	Gang Affiliation Display
	Student uses gesture, dress, and/or speech to display affiliation with a gang.

	Harassment/Bullying
	Student delivers disrespectful messages* (verbal or gestural) to another person that includes threats and intimidation, obscene gestures, pictures, or written notes.
*Disrespectful messages include negative comments based on race, religion, gender, age, and/or national origin; sustained or intense verbal attacks based on ethnic origin, disabilities or other personal matters. 

	Inappropriate Display of Affection
	Student engages in inappropriate, consensual (as defined by school) verbal and/or physical gestures/contact, of a sexual nature to another student/adult. 

	Inappropriate Location/ Out of Bounds Area
	Student is in an area that is outside of school boundaries (as defined by school).

	Lying/Cheating
	Student delivers message that is untrue and/or deliberately violates rules.

	Property Damage/Vandalism

	Student participates in an activity that results in destruction or disfigurement of property.

	Skip class
	Student leaves or misses class without permission.

	Truancy
	Student receives an unexcused absence for ½ day or more. 

	Tardy
	Student is late (as defined by the school) to class or the startup of the school day (and Tardy is not considered a minor inappropriate behavior in the school).


	Technology Violation
	Student engages in inappropriate (as defined by school) use of cell phone, pager, music/video players, camera, and/or computer.

	Use/Possession of Alcohol
	Student is in possession of or is using alcohol. 

	Use/Possession of Combustibles
	Student is in possession of substances/objects readily capable of causing bodily harm and/or property damage (matches, lighters, firecrackers, gasoline, lighter fluid).

	Use/Possession of Drugs
	Student is in possession of or is using illegal drugs/substances or imitations.

	Use/Possession of Tobacco
	Student is in possession of or is using tobacco.

	Use/Possession of Weapons
	Student is in possession of knives or guns (real or look alike), or other objects readily capable of causing bodily harm.



Step 2: Construct Office Referral Form
Once you have clearly defined what behaviors are to be office-managed, you will want to consider your office discipline referral (ODR) form. ODR forms provide a count of the number of behavior incidents, the types of inappropriate behaviors that take place, the time of day of incidents, the location or where incidents occur, the possible function of the behavior, and the students who are involved. They allow you to calculate the time that students are out of instruction. An average per day per month for ODRs can indicate trends throughout the year and across years, and provide great information to guide your discipline efforts. Information to include on the form are
· types of problem behaviors, student name, grade, teacher, referring staff member, time of incident, location of incident, if others were involved, administrative decision, and possible motivation  

Preparing Staff
Once your office-managed behaviors are defined, the office referral form is aligned with those definitions and inclusive of the essential items; you will want to prepare staff for using ODRs consistently. This will include a thorough understanding of the form, the staff’s role in making a referral, and what they can expect will happen in the office during and after the referral (problem resolution, possible consequences, data entry, and visits to referring staff, etc.).

Teacher’s Role in ODRs 
• Work consistently to address staff-managed behaviors and refer students appropriately, according to definitions for office-managed behaviors.
•Thoroughly complete the ODR form; be prepared to visit with an administrator if necessary.  
• Send the student to the office; use an escort or call for help if safety is an issue.      35
• Notify office when student has been sent.
• Be prepared to visit with administrator to determine restitution, make up work, additional interventions, etc.
• Accept the student back into class when the administrator determines readiness and ensure a smooth transition for the student.

Activity: With your team, review your current office discipline referral form. Does it include the essential items? How does it need to be revised? Who will be responsible for completing the revision? How will you train staff on office-managed behaviors and their role in discipline referral?
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Step 3: Review Procedures for Staff Managed Behavior (Minor Misbehaviors)          39
Not all student misbehavior requires elaborate response strategies. Sometimes students will respond quickly to a teacher action to minimize the behavior before it gets out of hand and requires more extensive intervention. Certain behaviors surface spontaneously during a lesson or activity and are minimally disruptive. Teachers have a number of tried and true strategies that have been proven effective across time (Long & Newman, 1980; Maag, 2001; Van Acker, 1993). The advantage of these strategies is that they are unobtrusive and can be carried out quickly during the instructional activity. 

It should be pointed out that all responses to misbehavior will work best when, after pausing for the student to demonstrate the desired behavior, teachers remember to provide encouraging feedback to them for doing so. Following their behavior change with this specific positive feedback serves to strengthen the likelihood they will use the desired behavior again. While there are many strategies for dealing with misbehavior, the following list of strategies  provides some practical and easily useable instructionally-based approaches.

Strategies to Manage Minor Behavior
	Technique
	Explanation
	Example

	Proximity
	Every teacher knows how effective it is to stand near a child who is having difficulty. This technique is the strategic placement/movement by the teacher in order to encourage positive behavior. The teacher is a source of support and strength and helps the student to control his impulses by her proximity
	When Alan is off task or talking, the teacher continues to teach the group while, at the same time, moving toward Alan or even standing next to him for a moment. Once Alan brings his behavior in line, brief specific positive feedback will help to maintain the desired behavior, “Thanks, Alan for showing respect with your attention.”

	Signal Non-verbal Cue
	Teachers have a variety of signals that communicate to the student what is expected. These non-verbal techniques include such things as eye contact, hand gestures, a card system, picture cues, etc. Such simple cues suggest that the teacher is aware of the student’s behavior and is prepared to intervene if the behavior continues. This works best when the teacher has a relationship with the student(s) and the non-verbal cues have already been taught to the group.
	When Sarah begins to talk to her neighbor, the teacher glances in her direction and holds the look until she is again quiet and attending. The teacher then praises Sarah for her attention.
The group of students is getting restless. The teacher uses her hand signal to regain their attention, then praises the group and reminds them of the expectations for independent work time.

	Ignore/Attend/Praise
	This technique is based on the power of praise or specific positive feedback. The teacher praises an appropriately behaving student in proximity to the inappropriately behaving student. The praise serves as an indirect prompt for the misbehaving student and reinforcement for the one behaving appropriately. When the student exhibits the appropriate behavior, attention and praise is then provided. 
	James is off-task during independent work time. The teacher briefly ignores James, and specifically praises a student nearby who is on task, “Good work, LeBron. You are working away on your assignment.” When James begins to get back to work, the teacher then, immediately, praises him: “Thanks, James for being on task; you’ll be sure to get your work done.”

	Restitution



	“Involves having the student compensate for any damage that is a result of his or her actions. Restitution is required to repair any damage done, restore the 
environment to its original condition, or make amends to persons who were affected by the behavior”. (p.453, Scheuermann & Hall, 2012)
	“Marco, you left trash on the floor in the restroom. Please go back and put the trash in the trashcan.”
“Mary, you were disrespectful to other student’s work on the bulletin board. You need to help pin the work back up on the bulletin board”.

	Re-Direct
	This strategy employs a very brief, clearly and privately stated verbal reminder of the expected behavior. A re-direct includes a specific restatement of the schoolwide, non-classroom or classroom rule/procedure. A redirect emphasizes the “what” of the behavior instead of the “why.”
	“Jason, please begin your writing assignment.” (Later) “Nice job being responsible, Jason, you have begun your assignment.”

	Re-teach
	Re-teaching builds on the re-direct above and re-teaches the specific expectation in question and reminds of the procedures or routine for doing so. It capitalizes on the teachable moment to review the expectation more thoroughly yet briefly. As in all instruction, you label the skill, teach and show, and give the student the immediate opportunity to practice demonstrating the behavior. Once the student uses the appropriate behavior, specific positive feedback should follow.
	“Jason, you need to be responsible by being on-task. That means your desk is clear of everything but your book and notebook, you begin working right away, continue working until done, and if you need help, you raise your hand. (Pause) Nice job being responsible, Jason; it looks like you are ready to work. Let me know if you need help.”

	Provide Choice










	Providing choice can be used when re-directs or re-teaching have not worked. This is the statement of two alternatives–the preferred or desired behavior or a less preferred choice. When options are paired in this way, students will often make the preferred choice. Pause after providing the choice, and when the student chooses wisely, provide praise.
	“McKenzie, you are asked to get on-task and begin your work or you can finish this task later today during our special activity. I will watch to see if you would rather begin now.”
or
“Lynn, you can get organized and work here at your seat, or you can work in the quiet area. Which would you prefer?”

	Student Conference














	This is a lengthier re-teaching or problem solving opportunity when behavior is more frequent or intense. The behavior of concern is discussed, the desired behavior is taught, and a plan is made to ensure the behavior is used in the future. A student conference might include practice.






	“B. J., several times today I have reminded you about being on task. When you are given an assignment, you need to…. When you do that you can get done more quickly and move on to things you enjoy more. Tell me what you will do when given an assignment. Let’s practice… How can I help you to do that if you get stuck?” (Then) “Can I get a commitment from you to do that?”




As with all strategies to address inappropriate behavior, they should be done privately and with instructional demeanor. Use the strategy that is the least intrusive for the behavior. It is also important to remember that when inappropriate behavior occurs, increased teaching and rates of encouragement should also occur. Individual teaching and prompts or pre-corrects can help to avoid the need for correction and allow for frequent specific positive feedback.

Activity: Read and reflect on each of the inappropriate behaviors listed below. Answer two questions: 1) Which of the techniques or strategies would be best to use for each scenario? 2) Why? Role-play each scene using that selected strategy and your school’s expectations or routines.

1. Fred is blurting out answers during a review of yesterday’s lesson.
2. Burke pushes the swing and almost hits Chloe. He had difficulty using the swings correctly at the last recess.
3. Betty is digging in her purse during an independent seatwork assignment.
4. After re-directing Jake for being off-task, he is again turned around, trying to get Marc’s attention.
5. Jane barked at the cafeteria server, saying, “Yuk! I hate that!”
6. Amy is daydreaming and looking out the window during instruction.
7. Wilma does not have a pencil again today to complete the class activity.
8. Aaron has been sighing, rolling his eyes, and complaining when he is assisted with his work for the last couple of days.
9. The class is getting loud during their paired group work activity.
10. Jason walks into class after the bell has rung again today; he has been tardy three days this week.
11. During small group work, Talia calls out, “Hey, Jackson took my marker!”
12. Fred and Jose run to line up at the door when the teacher announces time for lunch.
13. Zach has his cell phone out during class. The teacher re-directed Zach about his phone use several times recently.
42






Monitoring Minor Misbehavior
When students are not responding to staff efforts to teach, encourage, and/or correct minor misbehavior, we want to have a systematic way to move our planning along the continuum and access the staff and specialized services available. Collecting data on minors will promote this early intervention as well as assist teachers to self-evaluate the effectiveness of their strategies. This data may also assist staff to identify specific skills or schoolwide settings that requires more teaching, supervision or encouragement.

With minor misbehavior and teacher correction occurring frequently across the day, it would be impossible to keep track of every occurrence. When should documentation begin? Each school will want to define when the decision to monitor minor behavior should occur. Some typical considerations include: 1) the student is losing instructional time because of his/her behavior, 2) the behavior is occurring frequently, requiring substantial teacher time, or 3) the intensity of the behavior draws attention by those close-by causing disruption to activities. When these types of situations or similar ones occur, staff will want to maintain documentation to help make decisions of when to engage other supports to address the problem.

Data collection does not need to be cumbersome or time consuming. Many schools have a place on their ODR form to also monitor these types of minor behaviors. Other simple strategies include using a teacher log, using forms specifically designed to tally or check off minor behavior as it occurs, or employing simple electronic monitoring software. Some sample formats currently used by schools are included on the following pages.

 (
43
)Once you have a decision rule for when to begin collecting minor data and have a format for collecting the information, it is also critical to create a system for analyzing the data. To establish such a system you will need to identify someone who will be responsible for collecting the data from all staff on a regular schedule. Then you will establish a process for analyzing and sharing the data-based results with other appropriate stakeholders. 

Activity: Determine with your team when you will ask staff to begin gathering data on minor misbehavior. What will your decision rule be? Develop a simple form to facilitate the recording. What will your system be for collecting and analyzing this data? Who will collect it? How often will it be collected?
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	1st Incident
	Date:	Time:

	Location
	Problem Behavior
	Staff Intervention Administered

	 Classroom
 Quad/Playground
 Office
 Hallway
 Restrooms  Lunch area  PE Area

	 Following Instructions
 Staying on Task
 Getting Teacher’s Attention
 Accepting “No” for an Answer
 Disagreeing Appropriately
 Working with Others
 Property misuse
 Dress code
 Inappropriate language

	 Clarified how behavior did not meet expectations
 Re-taught/practiced the behavior skill  | class  | group
 Identified environmental predictors
 Utilized pre-correction techniques
 Established a behavioral cue/prompt
 Provided a structured choice
 Reviewed common assessment data
 Contacted parent:  	/ 	/ 	 | phone call  | copy sent


	2nd Incident
	Date:	Time:

	Location
	Problem Behavior
	Staff Intervention Administered

	 Classroom
 Quad/Playground
 Office
 Hallway
 Restrooms  Lunch area  PE area

	 Following Instructions
 Staying on Task
 Getting Teacher’s Attention
 Accepting “No” for an Answer
 Disagreeing Appropriately
 Working with Others
 Property misuse
 Dress code
 Inappropriate language

	 Clarified how behavior did not meet expectations
 Re-taught/practiced the behavior skill | class  | group
 Identified environmental predictors
 Utilized pre-correction techniques
 Established a behavioral cue/prompt
 Provided a structured choice
 Reviewed common assessment data
 Contacted parent:  	/ 	/ 	 | phone call  | copy sent


	3rd Incident
	Date:	Time:

	Location
	Problem Behavior
	Staff Intervention Administered

	 Classroom
 Quad/Playground
 Office
 Hallway
 Restrooms  Lunch area  PE area

	 Following Instructions
 Staying on Task
 Getting Teacher’s Attention
 Accepting “No” for an Answer
 Disagreeing Appropriately
 Working with Others
 Property misuse
 Dress code
 Inappropriate language

	 Re-taught/practiced the behavior skill (one-on-one)
 Modified environment based on identified predictors
 Identified the possible function of the misbehavior
 Provided a structured choice
 Reviewed discipline data for patterns and trends
 Met with team/student to identify additional supports
 Collaborated with: | team  | counselor   | admin  Met with parent:       /      /_     | school  | home 

	4th Incident
	Date:	Time:

	Location
	Problem Behavior
	Staff Intervention Administered

	 Classroom
 Quad/Playground
 Office
 Hallway
 Restrooms  Lunch area  PE area

	 Following Instructions
 Staying on Task
 Getting Teacher’s Attention
 Accepting “No” for an Answer
 Disagreeing Appropriately
 Working with Others
 Property misuse
 Dress code
 Inappropriate language

	 Re-taught/practiced the behavior skill (one-on-one)
 Modified environment based on identified predictors
 Identified the possible function of the misbehavior
 Provided a structured choice
 Reviewed discipline data for patterns and trends
 Met with team/student to identify additional supports
 Collaborated with: | team  | counselor   | admin  Met with parent:       /      /_     | school  | home 

	5th Incident —  Office Referral Form


Student:  	  Staff Member:  				                          47

Step 4: Sharing with Staff									48
Now that you have considered a full continuum of support for discouraging inappropriate behavior, you may want to summarize the strategies and decision-making processes that will be used in your building. Following the activity below are two different examples that show you different ways to summarize your continuum for discouraging inappropriate behavior.

Activity: How will you provide training for your staff on discouraging inappropriate behavior? How might you depict your continuum of responses to inappropriate behavior? Use the following examples to guide your discussion and help you build a visual representation of your continuum that you could take back to your staff as a draft for their input.
















	
Create a flow chart of decision rules regarding rule violations			49
 (
50
)

Types of Consequences  											51    
Contrary to popular belief, the term “consequence” is not a synonym for punishment.   Both administrative and teaching staff must have a thorough knowledge of the different types of consequences as well as an ability to evaluate their effectiveness.


	Consequence
	Functional Dynamic
	Possible Examples

	Penalty
	LOSE something DESIRED
	Removing the right to sit with friends
Eliminating free time privileges
Restricting access to free play
Removing the right to participate in extracurricular activities — field trips, dances


	Punishment
	GET something UNDESIRED
	Giving the “evil eye,” scowl, frown
Writing a student’s name on the board
Calling home to report a misbehavior
Assigning after school detention


	Negative
Reinforcer
	AVOID something UNDESIRED

	Removing the frustration of working with peers by allowing a student to work independently during a group activity
Removing the anxiety of reading in front of peers by allowing a student to read one-on-one orally with the teacher
Removing the embarrassment of dressing in front of peers by allowing a student to dress elsewhere


	Positive
Reinforcer

	GAIN something DESIRED
	Allowing a student to sit with friends
Providing access to free play privileges
Acknowledging appropriate behaviors
Providing opportunities to gain peer status












A Menu of Ideas for Responding to Misbehavior       52
	Staff Managed Behaviors

	Definition: Failure to follow school or classroom rules and expectations

	Behaviors
	Responses/ Consequences

	Level 1 – Minor
• Talk outs
• Off task
• Failing to follow rules/directives
• Interrupting instruction
• Inappropriate voice level
• Disruptive
• Inappropriate language/comments
• Put downs/low-level teasing
• Hands/feet/objects on others
• Note passing
• Out of assigned area
• Unsafe play/inappropriate use of
equipment
• Late coming in from playground
• Spitting
• Running in halls
• Not walking wheels on school
grounds
• Littering
Level 2
• Repeated Minor behavior
• Unexcused tardy/ absence
• Cheating
• Defiance
• Intimidation/threats
• Inappropriate displays of affection
• Electronic equipment at school
	1st minor offense
• Ask student which school rule was broken
• Teach appropriate behavior
• Remind, redirect, reinforce
• Additional practice of the correct behavior
• Closer monitoring/proximity
• Ignore/acknowledge appropriate behavior
• Use humor
• Complete paperwork for minor behavior if necessary
• Contact parent (as necessary)
Repeated minor offense or Level 2 behavior
• Re-teach appropriate behavior w/
student practice
• Complete necessary paperwork
• Mild consequences (natural, logical
consequences are optimal):
    − loss of a privilege (recess, computer time, etc.)
    − time out
    − write letter or a plan for change
    − clean up duty
    − contact parent
    − send to another classroom
    − stay after school to complete work missed
    − restitution
    − detention
    − referral to Rule School
• Consult with student
• Conference w/ student & parent
• Consult w/ colleagues, behavior specialist in school
• Develop a plan of support





	Office Managed Behaviors                    53

	Definition: Serious misbehavior that endangers the safety or well-being or makes normal classroom activities difficult or impossible

	Behaviors
	Responses/ Consequences

	• Danger to others with intent to hurt
• Weapons
• Fighting/ assault/ physical
aggression
• Serious disruption
• Overt defiance
• Harassment/bullying
• Inappropriate touching
• Unsafe activities
• Theft
• Use/possession of alcohol or drugs
• Vandalism
• Chronic minor behavior
	• Send student to office
• Complete office referral form
• Parent contact
• Notify law enforcement (as
necessary)
Consequences
− Detention
− Suspension
− Restitution
− Loss of privileges
− Parental escort at school
• Formal behavior plan



Staff Activity: Differentiate Classroom-Managed Problem Behaviors and
Office-Managed Problem Behaviors

The following activity may be completed by your SW-MBI Leadership Team and/or your entire school staff. The purpose of the SW-MBI Leadership Team completing this activity is to provide a draft list of minor and major behaviors to present to staff for discussion. The purpose of the entire school staff completing this activity is to discuss similarities and differences in opinion about each list and come to consensus as a school community. This activity can provide an opportunity for important discussion and facilitate staff participation in creating the schoolwide response to problem social behaviors. This activity can also be replicated with all school staff in grade level meetings, team meetings, department meetings, or faculty meetings.

Activity Directions:
1. Divide the participants into groups.
2. Hand out post-it notes to each person.
[bookmark: _GoBack]3. Ask each person to write common student misbehaviors; only 1 misbehavior per post-it note.
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4. Provide each group with a sheet of chart paper. Draw a t-chart on the paper. Write Minor Misbehavior on the left side of the chart and Major Misbehavior on the right side of the chart (see chart below).
5. As a group, participants decide if the behaviors written on the post-it notes fit under the heading of minor or major, then place the post-it note on the appropriate place on the chart.
6. Post each group’s chart paper around the room and discuss with the large group.

	Teacher-Managed Behaviors (Minors)
	Office-Managed Behaviors (Majors)

	








	



What are some Common Myths Educators have 
about Correcting Misbehavior?
	Myths
	Facts

	Reteaching appropriate behavior takes
more time than punishing misbehavior.
Teachers don’t have time to teach
appropriate behavior.
	Unlike delivering punishment, teachers do
not have to continuously observe students to
briefly deliver instruction to reteach
appropriate behavior. (Alberto & Troutman,
1995) Therefore, what takes less time and
effort: reteaching appropriate behavior or
observing the student continuously to punish
him?

	We must punish misbehavior to provide
an example to other students.
	Punishment-based approaches to school
discipline may escalate rather than deter
school disruption (Shores, Gunter, & Jack
1993).The application of punishment is
unpredictable, and unlikely to lead to the
learning of new behavior (Council for
Exceptional Children, 1991; Skinner, 1953).

	Students should admit what they have
done wrong so they can accept
responsibility for their behavior. Students
should apologize for their misbehavior to
teach students to be empathetic
	Requiring a student to admit or confess the
misbehavior or asking the student why he or
she misbehaves does not produce long-term
changes in behavior. (Hofmeister & Lubke,
1990; Johns & Carr, 1995)

	If we get tough early we will prevent
future misbehavior.
	Punishment programs without a school-wide
system of support is associated with (a)
aggression, (b) vandalism, (c) truancy, (d)
tardiness and (e) dropouts. (2001 Surgeon
General’s Report)

	Zero tolerance policies make our school
safer.
	Long term reactive and punishment-based
responses create a false sense of security and
inadvertently reinforce antisocial behavior
acts. (Mayer, 1995; Mayer & Butterworth,
1979; Mayer, Butterworth, Nafpaktitis, &
Sulzer-Azaroff, 1983)

	Older students should have learned how
to behave in school
	Nearly all students who display at-risk and
antisocial forms of behavior are deficient in
many of the critically important behavioral
competencies associated with schooling
(Walker & Horner, 1996).
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Ideas for Consequences that Teach
(Adopted from Bullyproofing Your School)

· Staying after school to perform a helpful act
· Having to call one’s parent(s) to explain one’s behavior and have a “caring act” set as a consequence
· Missing recess and instead, helping in the office
· Making an award, button or poster about a school-wide expectation 
· Cleaning up trash on the playground or in the cafeteria
· Tutoring another student in a mastered subject
· Writing a report about a (famous) person who clearly shows the characteristics of an expectation
· Having lunch with or doing something nice for a student/staff who was wronged (requires adult supervision and victim willingness)
· Role playing the victim of the same behavior with the teacher
· Observing in a common area or classroom, recording in a notebook observed acts of kindness
· Observing younger students in common areas, passing out rewards to children displaying the school-wide expectations
· Teaching class/writing story/making poster about the expectation for younger students
· Meet with the counselor or school psychologist to practice expectation and to process “thinking errors”
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Nine Variables That Affect Compliance

1. Using a Question Format—The use of questions instead of direct requests reduces compliance. For example, "Would you please stop teasing?” is less effective than "I need you to stop teasing."

2. Distance—It is better to make a request from up close (I.e., 1 meter, or one desk distance) than from longer distances (I.e., 7 meters, across the classroom).

3. Two Requests—It is better to give the same request only twice than to give it several times (I.e., nag); Do not give many different requests rapidly (I.e., "Please give me your homework, please behave today, and do not tease the girl in front of you,")

4. Loudness of Request—It is better to make a request in a soft but firm voice than in a loud voice (I.e., yelling when making a request to get attention).

5. Time—Give the student time to comply after giving a request (3 to 5 seconds). During this short interval, do not converse with the child (arguing, excuse making), restate the request, or make a different request. Simply look the child in the eyes and wait for compliance.

6. More Start Requests instead of Stop Requests—It is better to make more positive requests for a child to start an appropriate behavior (e.g., "Please start your arithmetic assignment'.). It is better to make fewer negative requests for a child to stop misbehavior (I.e., "Please stop arguing with me.").

7. Non-emotional instead of Emotional Requests—It is better to make a request in a neutral, calm, non-emotional tone. Emotional responses (e.g., yelling, name calling, guilt inducing statements, and roughly handling a child) decrease compliance and frequently escalate behavior making the situation worse.

8. Descriptive Requests—Requests that are positive, clear and descriptive are better than ambiguous or global requests (I.e., "Please sit in your chair with your feet on the floor, hands on your desk, and look at me" is better than "Pay attention.")

9. Reinforce Compliance—It is too easy to request a behavior from a child and then ignore the positive result. If you want more compliance, genuinely reinforce it.
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Introduction to Outcome Data-Based Decision-Making Using Office Discipline Referrals: Learner Outcomes

At the conclusion of this chapter, you will be able to:
· Use a data system for collecting, analyzing and reporting office discipline referrals (ODRs) in a Big 5 format.
· Understand how to use Big 5 data in problem-solving

Directions:								
1. Read and highlight key concepts in the narratives. 
2. Complete:  
	Analyzing Office Discipline Referrals (p. 66)
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Introduction to Outcome Data-Based Decision-Making Using Office Discipline Referrals
 “Patterns of office discipline referrals may prove a simple, available, and useful data
source to aid in assessment, monitoring, and planning. “
George Sugai, Jeffrey Sprague, Robert Horner and Hill Walker
Research:
· Irvin, L.K., Horner, R.H., Ingram, K., Todd, A.W., Sugai, G., Sampson, N., & Boland, J., (2006). Using office discipline referral data for decision-making about student behavior in elementary and middle schools. An empirical investigation of validity. Journal of Positive Behavior Interventions, 8(1), 10-23.
· Irvin, L.K., Tobin, T., Sprague, J.,  Sugai, G. and Vincent, C. (2004). Validity of office discipline referral measures as indices of schoolwide behavioral status and effects of schoolwide behavioral interventions. Journal of Positive Behavior Interventions, 6, 131-147.

Prerequisites:							
Team completed, with staff input and feedback:
· Revised Office Referral Form
· Optional Minor Incident Form
· Problem behaviors clearly defined with faculty
· Process established with faculty feedback
· Office managed and classroom managed behaviors clearly identified
· Array of appropriate preventative and responsive practices to support student behavior
· System of support for staff to implement practices is planned and provided


Notes:








        MBI ACTION PLAN DEVELOPMENT
          Implement Outcome Data-Based Procedures (ODRs, etc.)     60
	Establish & Confirm Commitment/
Train Staff
	Considerations
	Action
Data, Systems, Practices
(Who Does What?) 

	By When?
(Date)
	How will we know it is done?
(Data Source)          

	Notes:
	.1. Has the team reviewed the school’s current data sources? 2. Is the data easily available/ understandable/accessible? 
2.  Is a data system used to collect and analyze ODR data?
3.  Are additional data collected (attendance, grades, referrals to support teams, etc.) and used by MBI Team?
4.  Is team using information for decision-making?
5. Are the “ODR Guidelines” used?
6. Has the MBI team evaluated current discipline referral form for compatibility with data system and revised as needed? 
7.  Has the staff had input on the discipline form and training on how to use it?
8. Is the team following a problem-solving process (e.g. TIPS) for data analysis?
	
	
	



 (
What are the Systems, Practices and Data Involved in Outcome Data?
)
	Systems
For Adults
	Practices
For Students
	Data
For Decisions

	• Develop an ODR form
that is Big 5 Compatible
• Establish process for
ODR form submission
• Establish process for
ODR data entry
• Establish process for Big
5 Report generation
	· None

	• Collect and enter ODR
data
• Review data using the
Data Decision-Making
Model




General Considerations 

As schools collect data to analyze, it is critically important that staff be consistent about collecting data that is needed to make decisions. To ensure complete and thorough data are collected, the following are encouraged:

· Provide staff inservice about how to complete forms and what to do with the forms when completed. This is particularly important to collect complete and accurate office discipline referral information. Don’t forget to include cafeteria supervisors, specialists and all staff who interact with students throughout the day. For example, a staff meeting might be devoted to three agenda items: walking through a sample office referral form; completing the school’s ODR form and discussing where to put the form (such as in the assistant principal’s mailbox). After the assistant principal has completed the administrative action portion of the form, he/she will give to the secretary who enters ODRs into a database.

· It is important to document all behavioral incidents to capture time students are out of instruction. If your school uses a “discipline room” or other setting where students leave the classroom for major behavioral incidents, be sure to collect, enter and analyze every incident.
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· Emphasize the importance of submitting forms each and every time a behavior incident takes place and a student is removed from academic instruction. This will 
ensure all incidents are recorded.

What are Office Discipline Referrals (ODR) and Why Do We Collect Them?
Office discipline referrals are incidents of misbehavior. These incidents are categorized
as minor (teacher managed) and major (office managed). The ODRs give a school a count of
the number of behavior incidents which can be calculated to provide the time students are out of instruction. The ODR data also provide the types of problem behaviors that take place.

The ODR data can be disaggregated or divided out to indicate the time of day of incidents,
where incidents occur, and students who are involved. An average per day per month can
indicate trends throughout the year and across years.

ODR data are the foundation of progress monitoring for social behavioral outcomes, illustrating patterns that represent school climate (Spaudling, et.al. 2010). They allow the MBI Leadership Team to apply the response to intervention (RtI) logic and ask, “Who is responding to schoolwide Tier 1 interventions by demonstrating desired behaviors?” Likewise, ODR data will allow the team to efficiently and effectively identify which groups of students are not responding and when and where problems occur.

The Logic of the Big Five ODR Reports
Schools have in the past viewed an office disciplinary referral form as a way to document the punishing consequence following a behavioral infraction (Horner, Sugai, & Todd, 2001). Because the emphasis of the forms was on the consequences that resulted from the infraction, the information surrounding the context in which the problem behavior occurred was in many cases lost. 
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Do We Have the Data System Needed for Active Decision-Making?
• Are we collecting the right information?
	-What, when, where, who, why?
• Is data collection efficient?
	-Less than 15 sec to fill out, less than 30 sec to enter
• Do we get data in the right format? Data collection forms (ODR, Minor Incident Form),  
	Graphs 
• Do we get the data at the right time?
	-Before and during meetings
	-Current to make timely and relevant decisions
• Are data used for decision-making by all?
 	-Data presented to all faculty at least monthly
 	-Data available for whole school, small group and individual student evaluation
• Data collected on FIDELITY (what we do) as well as IMPACT (student behavior)
	-Analyzed following implementation of interventions and teaching of behaviors

Other Data to Consider:
· Is our attendance rate improving?
· Is our achievement data improving?
· How many students are on the honor roll?
· Are state tests scores improving?

· What is our graduation rate?
· How many students are taking AP courses?
· What do our school climate and school culture surveys reveal?

How Do We Make Our ODR Data Easy to Understand Using a “Big 5 Report?”

To make raw ODR data useful and easier to understand, schools need to develop a monthly Big 5 Report. A Big 5 Report is a one-page set of graphs of office discipline
referrals by:
1. The average per day per month					
2. Problem behavior
3. Location
4. Time
5. Students Involved
Many schools throughout the United States use a web-based data-entry and reporting  system called Schoolwide Information System (SWIS) in addition to their district/school data system, (e.g., e-School, Student Information System (SIS), Lumens, etc.). The       64 SWIS provides progress monitoring for behaviors and generates graphs needed to generate the Big 5 Report. In addition, SWIS provides more in-depth reporting that is used later in the SW-MBI process. There are training requirements and costs to purchase a SWIS License Agreement. More information about SWIS can be found at: www.PBISApps.com.

Schools in Montana that choose not to use SWIS can pull together data summaries from
their district/school data system and enter this data into the Big 5 Generator or the Data Collection Tool. This tool is an Excel file that allows schools to enter the Big 5 data (rate per day per month, problem behavior, location, time of day, and by students) from their district/school data system and generate the graphs for a Big 5 Report. The Data Collection Tool and Big 5 Generator are available at the OPI Web site under MBI www.opt@mt.gov

ODR Interpretation
· What question to answer
· Do we have a problem (current or predictable)?
	-If no, what will we do to sustain our efforts?
	-If yes, is problem definable (precise) or do we need more information?
· What questions to ask of Level, Trend, Peaks
· How do our data compare with last year?
· How do our data compare with national/regional norms?
· How do our data compare with our preferred/expected status?
· How will we know if our intervention is working?
· When will we review the data?

How can we use data to ensure faculty/staff buy-in?
· ALWAYS Celebrate with Positive Data
		- 55 staff were recognized and rewarded for acknowledging
		  students exhibiting the RRR behaviors.
		- 3,655 RRR coupons were given from 09/05-01/06
		- 400 students (90%) earned the privilege to attend each quarterly
		   celebration
		- Nominated (and met criteria) for an MBI exemplar school of the year
		- Number of referrals decreased from a high of 132 in November to a 		 	 low of 62 in April
· What to Consider When Making Graphs to Share
		- Easy to interpret
		- Has everything on it you need to understand it		
- Addresses the fact that there is a different number of days in each 	65	   	month (average referrals per month per day)
		- Maintains confidentiality
		- Should never be a “gotcha” moment with teachers’ names
Analyzing Office Discipline Referrals (Which System Needs Improvement?)
Please review the table below and indicate on the worksheet which school needs improvement in each area and why.
Activity Chart
	School
	Grades
	# of Referrals
	Referrals
Per Student
	Referrals per Day per Month
	% From Classroom
	% From
Common
Area
	% With
2-6 Referrals
	% With
7 or more referrals

	A
	K-5
	250
	.90
	1.5
	25
	20
	32
	4

	B
	K-6
	331
	.50
	1.9
	28
	50
	12
	1.5

	C
	6-8
	3520
	3.0
	20.6
	30
	25
	35
	1

	D
	9-12
	1300
	.90
	7.6
	50
	15
	20
	8



Activity Worksheet
1. Schoolwide system improvement is indicated when the average number of referrals per day is high (>2 elementary, >6 middle, >8 high school). Which school(s) in the chart has this need and why?
__________________________________________________________________________________________________________________________________
2. Common area improvement is indicated when 30% of more of all referrals come from a specific settings. Which school(s) in the chart has this need and why?
__________________________________________________________________________________________________________________________________
3. Classroom management improvement is indicated when 40% or more referrals  come from  all classrooms or there are specific classrooms with more referrals. Which school(s) in the chart has this need and why?
__________________________________________________________________________________________________________________________________
4. Individual student improvement is indicated when: (a) the proportion of students with 2 to 6 referrals is high, (b) there are students who have received >6 referrals, and (c) there is a high frequency of suspensions and expulsions. Which school(s) in the chart has this need and why?
__________________________________________________________________________________________________________________________________
Answers: c, b, d, c or/& d.

Notes:
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 (
If more than 35%
 
of
 referrals come 
from
 non-classroom settings
If there are more than 2.5 office 
discipline referrals per student
If more than 50% of referrals come from less than 10% of the classroom
If a small number 
of
 students destabilizes the overall functioning 
of
 the school
If less than 10 
students
 continue 
the
 same rate of 
referrals
 after receiving 
targeted
 group support
 
Targeted
Group
Interventions
Individual 
system
 
with
 Action 
Team
 Structure
Non-
classroo
m
system
If less than 
10 students receive more than 10 office discipline referrals
 
If more than 40% 
of
 students received 
one
 or more
 
office
 
discipline
 
referrals
School-
wide
 
System
If more than 60 % of office discipline referrals come from the classroom.
Classroom
System
If there are more than 15% of students receiving referrals 
from
 non-
classroom
 settings
If more than 10-15 students receive more than 5 office discipline referrals
 
ODR Guidelines
  
 
REPLACE
)
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Active Supervision Learner Outcomes

At the conclusion of this chapter, you will be able to:
· Identify the key components of active supervision
· Develop a personal plan for improvement
· Understand “The Two-Minute Rule”       


	
Directions:								
1. Read and highlight key concepts in the narratives. 
a. Review Observation Tools (pp. 77-79)
2. Complete:  
· Effective Supervision:  My Prescription for Improvement (p. 84)









 Active Supervision		                 69
 “Research has shown that when adults on a school campus utilize active supervision, there is a significant decrease in negative student behavior.” 
Colvin, Sugai, Good III, & Lee
Research:
· Colvin, Geoff; Sugai, George; Good, Roland H., III; Lee, Young-Yon (Win 1997).  Using active supervision and precorrection to improve transition behaviors in an elementary school. School Psychology Quarterly, Vol. 12(4) 344-363
· Johnson-Gros, Kristin N.; Lyons, Elizabeth A.; Griffin, Jennifer R. (2008). Active Supervision: An Intervention to Reduce High School Tardiness. Education and Treatment of Children, v31 n1 p39-53 2008
·  Lewis, Timothy J. Colvin, Geoff Sugai, Georg (2000) The Effects of Pre-Correction and Active Supervision on the Recess Behavior of Elementary Students. Education & Treatment of Children, West Virginia University Press,  University of West Virginia
What is Active Supervision? 
An adult presence is enough many times to keep misbehavior from occurring and can help with specific students and areas that have a high prevalence of behavior issues. When this adult presence is unpredictable and frequent, Behavior incidents decrease. Active supervision is a proactive approach used in school settings to monitor a large area in order to ensure safety and reduce problem behaviors from occurring.  It is most commonly used in non-classroom settings such as the cafeteria or playground since these types of settings often have less adult direction and supervision. By scanning and moving around the area while interacting with the students, staff members support and reinforce appropriate behavior and correct inappropriate behavior. 

The underlying belief of Active Supervision is that all adults on campus are responsible for all students. By empowering every adult with the tools and strategies needed to effectively monitor and address student behavior, Active Supervision fosters a positive school environment that promotes consistent, clear expectations for students.

Questions To Consider						
· Who supervises?		
· How often?
· Is supervision “equally distributed?”
· Has everyone who supervises been adequately trained?
· What’s the adult to student ratio? What does the research recommend? (The same ratio outdoors as indoors)
· Are all supervisors visible to students?
70
Notes:
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                                            Active Supervision
	Establish & Confirm Commitment/
Train Staff
	Considerations
	Action
Data, Systems, Practices
(Who Does What?) 

	By When?
(Date)
	How will we know it is done?
(Data Source)          

	Notes:
	1. Has the team identified nonclassroom settings of school and expected behaviors and routines for each
nonclassroom setting?
2. Has the team developed a plan for presenting active supervision practices to staff? (prompt, remind, reinforce,
interact, scan, move) 
3. Does the team monitor implementation integrity and student responsiveness?  Use Active Supervision Self-Assessment to monitor implementation integrity?
 Provide regular performance feedback to promote implementation integrity?
	
	
	




	Systems
For Adults
	Practices
For Students
	Data
For Decisions


What are the Systems, Practices and Data Involved    Active Supervision?   								72

	· Protect
Be on time 
    Be visible 
   Circulate 
    Scan 
Be in the right place Physically/ Mentally
  Find a substitute if you’re   late or absent 
 Watch problem spots
· Expect:
Know, teach, maintain 
Set and uphold high standards 
Proactively intervene 
· Correct
Consistent, calm, respectful 
Two minute rule 
Menu of acknowledgements/redirections 
· Connect
Interact positively 
Relationship-building attention 
Avoid embarrassment 
• Observation and feedback on implementation performance
• Procedures for managing difficult situations


	• Integrate system into universal components of MBI
(teach, reinforce, correct, etc.)
	• Active Supervision Self-Assessment
• Common area observation forms
• Review data to determine if student responsiveness to active supervision is acceptable.




When dealing with problem behavior:       			73
Verbal De-escalation is a research based strategy for interacting with a student whose behavior includes an emotionally escalated component. Verbal De-Escalation assists in calming the student and preparing them for the Teaching Interaction to address the Negative Behavior. 

1. I see you ______. 
2. Are you feeling (angry)? 
3. I can see that you are (angry). 
4. What are you (angry) about? 
5. So you’re (angry) about ____. Is that right? 
6. What do you want? 
7. What have you tried? 
8. How well has that worked? 
9. What else are you willing to try? 
10. Will you let me know how it goes? 

	Teaching Interaction 
1. Start with praise/empathy 
2. Identify the problem behavior 
3. Identify the expected behavior 
4. Justify the expected behavior 
5. Practice/role play 
6. Deliver corrective action, if needed 
7. End with praise/empathy 

	Elementary Sample Script 
1. Michael, I’m so glad you’re here today, we missed you yesterday. 
2. You’re walking around the room during work time. 
3. You should be sitting at your desk working on the activity. 
4. If you don’t complete this activity, you won’t be able to understand the next session. 
5. Show me how you sit at your desk and work. 
6. Thanks, Michael. You’re doing a great job. 

	Secondary Sample Script 
1. Michelle, I understand that Jose made you mad in the hallway. 
2. You’re yelling at him from across the room. 
3. You should be quietly working on the warm-up. 
4. The warm-up is our introduction the lesson today and when you yell, not only are you not working, but you’re stopping your classmates from working as well. 
5. Please quietly get started on your warm-up and ignore Jose; I’ll speak with him next. 
6. I’ll need you to stay after class for a minute to discuss this incident. 
7. I appreciate your getting to work and being quiet. 




The Two-Minute Rule       
What Is the Two-Minute Rule?

The two-minute rule says that if a supervisor cannot resolve a problem with a student in about two minutes, the supervisor should refer the student to another  setting.

Why Use the Two-Minute Rule?

Supervisors in charge  of common areas  are responsible for all the students. It’s not safe for a supervisor to become so involved with one student that he or she is not aware  of what is going on in the group. The two-minute rule is used to prevent an unsafe situation from developing.

How to Use the Two-Minute Rule

To use the two-minute rule effectively, schools need to establish someone, or several staff people, who are responsible for handling  situations when a student is referred by a supervisor. Often, students are referred to a counselor or an administrator. For the two-minute referral rule to work, all staff need to know where to refer students.

When to Use the Two-Minute Rule

If a supervisor uses the procedure  and the problem situation with a student is not resolved in about two minutes, the supervisor should refer the student to another  staff member or setting. Remember to calmly and respectfully give the student the choice to cooperate or be referred. If the student chooses not to cooperate, calmly follow through.
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	Name___________________________
	Date_____________

	Setting  □ Hallway   □ Entrance   □ Cafeteria   
        □ Playground   □ Other_______________
	Time Start_________
Time End _________

	Tally each Positive Student Contacts
	Total #
	Ratio[footnoteRef:1] of Positives to Negatives:  _____: 1 [1:  To calculate, divide # positives by # of negatives.] 


	Tally each Negative Student Contacts
	Total #
	


Active Supervision Self-Assessment                     75
	1. Did I have at least 4 positive for 1 negative student contacts?
	Yes    No

	2. Did I move throughout the area I was supervising?
	Yes    No

	3. Did I frequently scan the area I was supervising?
	Yes    No

	4. Did I positively interact with most of the students in the area?
	Yes    No

	5. Did I handle most minor rule violations quickly and quietly?
	Yes    No

	6. Did I follow school procedures for handling major rule violations?
	Yes    No

	7. Do I know our school-wide expectations (positively stated rules)?
	Yes    No

	8. Did I positively acknowledge at least 5 different students for displaying our school-wide expectations
	Yes    No

	Overall active supervision score:
7-8 “yes”  =  “Super Supervision”
5-6 “yes”  =  “So-So Supervision”
<5  “yes”  =  “Improvement Needed”
	# Yes________



Action Planning                            76
The purposes of this assessment are to (a) determine the extent to which effective non-classroom management practices are in place and (b) develop an action plan for enhancement/maintenance based on this information. This assessment and action plan can be completed as a “self-assessment” or by an observer.
1. Pick a typical non-classroom setting[footnoteRef:2] that has a specific learning outcome/objective. [2:  Setting or activity in which academic instruction or teacher/staff-directed activities are not available to engage students (e.g., cafeteria, playground, common areas, bus, hallways, parking lots, assemblies, sporting events).] 

2. During the activity, count number of positive and negative student contacts that occur during the activity.
3. After the activity, 
a. Sum the number of positive and negative contacts and calculate the ratio of positive to negative contacts.
b. Assess whether each nonclassroom management practice was evident.
c. Sum the number of “yes” to determine overall classroom management score.
d. Based on your score, develop an action plan for enhancement/maintenance.
	Action Plan

	#
	Current Level of Performance
	Enhancement/Maintenance Strategies

	
	
	 

	
	
	

	
	
	

	
	



	

	Activity: With a partner review the following observational tools and discuss their    77
Utility at your site                                                                                    


MBI CHECKLIST FOR DETERMINING THE ADEQUACY
OF EXISTING COMMON AREA ROUTINES AND PRACTICES

	Yes
	No
	1. Are the behavioral expectations for each area of the school established?

	
	
	· There is a consensus among staff/community on behavioral expectations
· Behavioral expectations are stated objectively.
· Behavioral expectations are reasonable and limited in number.

	Yes
	No
	2. Is there an implementation plan to ensure staff, students, and parents understand the behavioral expectations?

	
	
	· Behavioral expectations are written down.
· Teaching plans for the behavioral expectations are developed.
· 180 day implementation plan is established to insure students understand and can perform the common area routines.
· Staff understand their responsibility in ensuring both students and parents understand their behavioral expectations.

	Yes
	No
	3. Is there adequate supervision?
· Supervisors are trained.
· Ratio of supervisors to students is adequate to promote positive social behavior.
· There are established patterns of supervision.
· Natural supervision is utilized (e.g. natural flow of parents, staff, etc. are used to promote positive student behavior).
· Students are reinforced for exhibiting appropriate behavior.

	Yes
	No
	4. Are there effective reactive strategies in place to address minor problem behavior?
· Reactive strategies are reasonable, decisive (limited warnings), and provide students an opportunity to try again.
· Reactive strategies reduce opportunities for students to manipulate or engage staff.
· Strategies are designed to reduce the need for communication and record keeping.
· Continuum of structures is in place to address chronic minor problem behavior.
· Efficient record keeping and communication system is established to monitor chronic minor problem behavior.

	Yes
	No
	5. Is there a continuum of structures in place to address serious or challenging problem behavior?
· Behaviors warranting office referral are delineated.
· Efficient record keeping and communication system is established to monitor serious or challenging problem behavior.
· Progressive levels of discipline are focused on increasing levels of support for the
student and staff.


                                 MBI Observation Checklist for Common Areas          78
Observer:________________________Location:_____________________________ Date:___________________________  Time Observed:_______________________
	Look for:
	Your Observations:

	· Are there Structural Variables that don’t promote appropriate student behavior?
· Are there any physical obstacles that impede student movement (e.g., lockers, doors, etc.)?
· Any clock and/or bell malfunctions?
· Do routines provide for quick and smooth student movement?
· Others?:
	

	Rate how many students exhibited the following Expected Student Behaviors for the common area:

· Displayed appropriate pace/speed when moving

· Stayed in appropriate areas of the school

· Arrived on time to designated location

· Displayed designated voice levels

· Appropriate travel up/down stairs

· Maintained appropriate group size

· Were respectful towards peers

· Were respectful towards adults

· Responded appropriately when corrected
  List any other expectations for common area (from matrix):
· 

· 

· 

· 
	Rating Choices:   5 = All students met expectations
                    4 = All but a few students met expectations
                    3 = Most students met expectations
                    2 = About half the students met expectations
                    1 = Most students did not meet expectations
                    N/A = Not applicable
Rating

Pace/Speed =               _____ Comments:

Appropriate Areas =    _____ Comments:

Arrived on Time =        _____ Comments:
 
Voice Levels =              _____ Comments:

Stair Travel =              _____ Comments:

Size of Groups =          _____ Comments:

Peer Respectful =        _____ Comments:

Adult Respectful =       _____ Comments:
 
Took Correction =        _____ Comments:

Other Expectations:

______________=      _____ Comments:

_______________=    _____ Comments:

_______________=    _____ Comments:





	


Look for:
	
                                                      79

Your Observations:

	Supervision Arrangements and Behaviors
1. Were there enough supervisors for the area?
2. Did the supervisor(s):
· Arrive on time?
· Actively scan the area?
· If appropriate, move around the area?
· Knew expected student behaviors?
· Proactively engage students before problems developed?
· Respond to all misbehavior?
3. Were the supervisor(s) encouraging?
· Greeted many students in a positive and welcoming manner?
· Gave specific, descriptive praise and feedback?
· Had more positive than negative interactions?
4. How did supervisor(s) correct misbehavior?
· Consistently corrected misbehavior from student-to-student?
· Respond in an unemotional manner?
· Used a calm, quiet, and respectful tone and a supportive stance when correcting?
· Avoided publicly humiliating students?
· Used an instructional approach when correcting misbehavior –i.e., stating the rule for the student, or having the student state the rule, or having the student demonstrate the correct behavior?
· Used a variety of appropriate consequences for different misbehaviors (e.g. positive practice, etc.)

	

	Were there any Existing Regularities that interfered with implementing the expectations?
· Arrival or dismissal routines?
· Classes being released late?
· Others?:

	











The Top Ten Supervision Skills  
Keys to Being an Effective Supervisor in Your School’s Common Areas

#10	BE THERE--Arrive at our assigned location on time every day, and be there both physically and mentally.
#9	LOOK and LISTEN—Scan constantly both your assigned location and the general area for how it looks and sounds.
#8	BE MOBILE—Move continuously throughout your assigned location without establishing predictable pattern.  
#7	KNOW WHAT’S EXPECTED—Know the rules, procedures, and basic civilities that students are expected to use when entering the setting, while in the setting and when leaving the setting.
#6	BE PROACTIVE—Interact intentionally within the first 5 minutes with those students who often have difficulty in that setting.  Connect positively by smiling, making positive comments about appropriate behavior and/or briefly talking about something that interests the student.
#5	ALWAYS RESPOND—Respond to all misbehavior, even low-level misbehavior, with good intentions.
#4	RESPOND QUICKLY—Step in at the onset of potential student problems and also be available to assist a colleague who is dealing with a problem situation.
#3	MAXIMIZE YOUR DELIVERY—Communicate and deliver corrections calmly and respectfully by getting the student’s attention without creating an audience, talk quietly and slowly, deliver short and clear directions, keep your cool, be aware of personal space and don’t glare/stare at the student.
#2	CHOOSE CORRECTIONS WISELY—Assign a mild correction that logically fits the misbehavior (e.g., verbal reminder for talking too loud, brief delay for running, positive practice for slamming locker doors, proximity management when students are starting to get rowdy, and restitution of writing a formal apology for disrespectful comments.)
#1	REACH OUT AND CONNECT—Greet all students every day in a welcoming and positive manner as they enter the setting (be positive, smile, and call students by name) and give students specific, descriptive feedback when they follow the expectations.
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Possible Consequences for Misbehavior in Common Areas     81
   
Research shows that the following effective consequences are effective when responding to misbehavior in a school’s common area. (They are also very effective in the classroom!) Since each consequence is unique and works well in some situations, you decide which is best used.

Proximity Management
· Move near to the student as you circulate.
· Establish eye contact if needed, but don’t talk to student.
· Be careful not invade the student’s personal space.

Positive Practice
· Have student demonstrate the expected behavior (e.g., how to close locker door or how to use the stairs).
· Useful when the misbehavior is physical in nature (e.g., running or slamming locker door).

Brief Delay/Time Owed
· Telling student, “Stay where you are and think….”
· Have the student stand and wait for no more than 10-20 seconds.
· Useful when a secondary school student is “in route” to somewhere.

Verbal Reminder
· Give statement of desired behavior.
· Don’t ask if the student was misbehaving. Could result in argument.
· Deliver reminder calmly and slowly – lower your voice and say name.
· Remember you are teaching – got to believe the reminder will work!
· Keep the message brief and deliver when physically close by the student (within 3-4 feet). Do not invade the student’s personal space. 
· Move away from the student 1-2 seconds before finishing. If you don’t, you may invite a negative response from the student. 
· If possible, deliver reminder privately without having an audience of other students

Restitution
· Having student “repair” a damage that has been done.
· Useful when there is obvious damage or loss of property. 
· Restitution is identifying something that will “make it right” without focusing on fault or blame. 

· Can be useful with “damage” to a relationship by having the student write a letter of apology. 												82
· Restitution requires planning and analysis by student and teacher. 
· Examples of restitution include clean up litter in the hallway, writing a letter of apology, etc. 
· Characteristics of good restitution:
· Requires effort on the part of the offender.
· Seen by victim as adequate compensation
· Does not encourage further misbehavior
· Is relevant to the misbehavior
· Strengthens the offender

Change in Location
· Have student move to a different location or operate in a restricted space (especially effective outside or in the cafeteria).
· Useful when the current location may be a contributing factor in the misbehavior.

Tips for Cafeteria Supervision

· Work the serving line--reduces “cut ins” and horseplay
· Creating space between students can reduce problems
· Develop and teach attention signal:
· Raise arm and show 1 or 2 fingers with 2 = less noise & 1 = quiet
· Flick lights--one bank = less noise and all lights = quiet
· Use stopwatch to monitor--goal is 10-15 seconds.  Practice.
· If students are to clean up for messes, don’t do it for them.  Make them do it.
· If permission is needed to leave café, respond only to students who ask appropriately.
· If one table consistently is too noisy, don’t dismiss them. Tell them what you expect.  Dismiss individual students when they demonstrate appropriate behavior.
· Encourage and recognize polite behavior:  “Please,” “Thank you” and “Excuse me.”  Prompt when students aren’t polite.
· Know what to do if a student is choking.
· Know what to do if weather plays a role in what students do after lunch.

One-Liners for Misbehavior in Cafe

· Playing with someone’s food or tray:  Keep your hands to yourself.
· Move to another location: Pick up your tray and walk with me.
· Too loud: Voice levels are too loud.  Bring them down, please.
· Time Out or Time Owed: Stand (or sit) here.  I’ll talk to you as soon as I can.
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Tips for Hallway Supervision

· Arrive early.
· Stand in the middle of the hallway--makes you more visible and defines the center.
· If responsible for classroom, move towards it and check in. 
· Work the “halls” by greeting kids, nodding, eye contact, etc.
· Intervene early before it gets out of hand. Mild corrections are then more effective.
· If passing period is about to end, say “Class starts in 30 seconds” which is more effective than saying “Don’t be late.”
· If you see an adult you don’t know without a visitor’s pass, inform him/her that a visitor’s pass is required. If possible, escort to the office.  If not, inform the office to expect the visitor.

One-Liners for Misbehavior in Hallway

· Students stopped in hall visiting:  Keep moving, please. Or Don’t stop and block, walk and talk. 
· Students talking at locker: It’s time to go to class. 
· Horseplay misbehaving during game: Hands, feet and objects to self.
· Move to another location and away from friends: You need to walk that way to class.
· Assigning time owed for misbehavior: Stand here next to me for 20 seconds.
·    Student running in the hall: Running slows you down. Go back to where you started and    
    walk.














													84
     Effective Supervision                         
           My Prescription for Improvement

First, identify 2 supervision skills/competencies from your Top Ten list on which you want to improve over the next two weeks.

1.   

  
2.    
 

Next, share your 2 skills/competencies with a partner and how you will improve them.  Listen to his/her skills and competencies for improvement.

Finally, schedule a date and time after 2 weeks ____________ when you and your partner can meet for 5-10 minutes and share the progress each of you have made when supervising.
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CONDUCTING GENERAL FOCUS GROUPS

Conducting a focus group is one strategy for obtaining qualitative data. Through the use of open ended questions, focus groups can provide:
· Qualitative, in-depth information to assess and evaluate services and strategies and test new ideas
· A more personalized, direct, and interactive method of gathering information, opinions, perspective, feelings and ideas from students, parents, staff or other stakeholders
· An opportunity to meet with people who are part of a similar group, or a group specifically designed to represent different perspectives

Information from focus groups should be used in conjunction with other qualitative and quantitative data, such as surveys, observations, and individual interviews to get a complete picture of a specific issue or concern. If possible, use multiple focus groups to gather information to assist with planning.

Focus groups should not be used to:
· Confirm a preconceived hypothesis
· Reach consensus, provide recommendations, or decide among alternatives

Preparing for a Focus Group
Focus Group Goals
· Identify one or two major objectives of the focus group.
· Determine what information is wanted.
· Carefully develop five to six questions (examples provided on the following pages).
· Plan the meeting agenda (instructions follow).

Facilitator Selection
· Ideally, this person should be skilled in facilitation techniques.
· The facilitator should be free of any vested interest in the topic being discussed. If this isn’t the case, participants may not be as candid in their responses.
· The facilitator should not be someone who is an “expert” on the topic being discussed as that may result in the facilitator instructing the participants what to think about the topic.
 



TOOL: HOLDING A FOCUS GROUP                86
Participant Selection and Invitations
· Identify the type(s) of people who can give the information needed (parents, teachers, families of color, female students, etc.).
· The ideal size of a group is eight to ten participants, but usually it is a good idea to have 10–12 signed up in case of cancellations/no-shows.
· Contact potential attendees via telephone, mail or email to invite them to participate. Be clear about the purpose of the focus group.
· Send participants a follow-up invitation at least two weeks in advance of the meeting. The invitation should include a proposed agenda, session time and list of questions the group will discuss. Indicate that you will share a written report of the meeting with them following the session(s).
· Offer transportation and child care if needed.
· Call each participant two or three days in advance of the meeting as a reminder.

Questions
· Develop questions. Focus groups should last no longer than one and a half hours; five to six questions are the most that can be asked in this amount of time.
· Start by explaining what problem or need will be addressed by the answers given to a particular question.

Plan the Focus Group
· Scheduling:  Meetings should be no longer than one and a half hours. Find a time that is most convenient for the attendees (e.g., evenings for working parents, during lunch for students).
· Location:  Hold meeting in a room that can accommodate a circle of chairs or a seating configuration that allows all participants to see each other. Provide nametags and beverages.
· Ground Rules: Ask participants to 1) stay focused on the question being asked; 2) offer comments but let other participants speak equally; 3) get closure on questions.
· Agenda: Include a welcome, review of agenda, review of goal(s) of the meeting, review of ground rules, introductions, questions and answers, wrap-up.
· Membership: Focus groups usually consist of eight to ten members from a similar group. Select members who do not know each other for best results.
· Record-keeping: Record the session with a tape or video recorder, or ask a co-facilitator to take notes. Do not rely on memory.

Facilitate the Focus Group
· Check the tape or video recorder to make certain it is working.
· The facilitator’s role is to encourage the group members to provide useful answers to the questions that have been developed.
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· Inform participants prior to beginning that they can opt out if they are   uncomfortable.
· Begin the session by introducing yourself and any co-facilitator(s).
· Explain the agenda and how the focus group will be recorded.
· Follow the agenda closely, using the exact wording of the questions. Group members can be given a few moments to write answers, then discuss, or facilitator can move immediately to discussion.
· After answers are obtained, summarize what has been heard before moving to the next question.
· Ensure equal participation. If someone is dominating the meeting, call on others.
· Consider using a roundtable approach, giving each person a minute to answer the question at hand.
· At the end of the focus group thank participants for coming and remind them that they will receive a copy of the report from the meeting. 
· Adjourn the meeting on time.

Immediately After the Focus Group
· Review notes and clarify and/or fill them out as fully as possible.
· Write down any further observations such as the level of participation, if there were surprises, or if anything unusual happened.
· Contact participants; thank them for their time and explain how information will be used.

How to Process Focus Group Information
· Review notes by recorder(s) and summarize for distribution to team members within one to two weeks following the meeting. A quick turnaround in transcribing notes is especially important if more focus groups will be held. This allows any kinks or issues to be resolved before the subsequent focus groups are held.
· Discuss findings and interpretations. Disagreements should be discussed while the meeting is still fresh in everyone’s mind.
· Make decisions about process and timelines for using findings based on previously identified purpose and goals (for example, now that we have heard from parents regarding our school’s environment, we will, by the first of next month, have a “welcome to our school” sign placed on the front desk, train all staff on how to improve their communication with parents, etc.).
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TOOL: FOCUS GROUP QUESTIONS ABOUT SCHOOL CLIMATE
Parents
Impressions
· How do you feel when you come to this school?
· What has been your experience when interacting with teachers? Administrators?
Expectations & Support
· How well is this school doing in meeting the academic needs of your child?
· How is your child helped at school when there are problems?
Communication
· How does the school tell you about how your child is doing at school?
· Do you feel like you get enough information about your child? After-school programs?
· What is the best way for you to get information (written, email, phone call)?
Family Involvement
· What do you do to support your child’s education?
· What community resources in your school do you find useful (recreation, tutoring, etc.)?
Safety & Security
· Do you have safety concerns with school? If yes, where? (bus/bus stop, classroom, etc.)

Students
· How do you feel when you come to this school?
·  If you don’t know what to do in the classroom, whom do you ask?
· Do you feel safe on the bus ride/walk to this school?
· What would you like to change about this school?
· How is your family involved with this school? In your education?

Staff
· How do you feel about safety in this school?
· How are people of various cultures/races treated at this school?
· What are the strengths of this school?
· How can you see yourself contributing to the success of this school?
· Do you see staff working effectively with ELL students, special ed students, low-income students, and students of color?





TOOL: SAMPLE ACTIVITY TO GET GROUP INPUT           89
Use this activity to gather qualitative data in a group setting. This informal activity can be informative and fun, and can be used with students, staff, parents, and the community.
Green Response/Red Response
· Pose a question to the group.
· Example: When you think about academics at your school, what strategies do you think are working for your students and which strategies don’t seem to be working as well?
· What are the advantages and disadvantages of your behavior program?
· Hand out six cards, a green and a red pen to each person.
· Work independently:
· Write three positives (green) and three negatives (red) that answer 		 the question, with only one idea per card. Be as detailed as possible.
· Work in pairs:
·   Discuss your ideas with one other person. Add details to each card
as necessary.
· Collect all cards and shuffle.
· Divide the group into subgroups, five to seven people in each subgroup. Hand out an equal number of green and red response cards to each group. Have the group sort the cards into categories, clusters or themes to make sense of all the ideas. Once the cards are sorted, the group labels the clusters. Make a presentation of ideas generated— one in red (for areas of needed growth) and one in green (for areas that are working and need to be sustained).

· Develop an action plan to address the clusters or themes. Identify needs and implications.














TOOL: ESSENTIAL QUESTIONS FOR DATA USE            90
Below are essential questions to stimulate discussions among staff as they look at data.
Patterns
• Are referral rates/suspensions, etc., different for different groups of students?
• Are there days, times, or locations that would benefit from increased coverage or additional preventive measures?
• Are there specific areas of concern in the data that need to be addressed? How would they best be addressed? Who needs to be involved?
• What preventive measures are we taking and what might we do to intervene more
quickly?
• What are the patterns in the disaggregated data?
• Over time, what is happening to the gap in achievement among groups of students?
• What is the composition of our student and staff populations? How do they relate to each other?

Consistency
• Are staff following the processes reflected in the data?
• Are students receiving suspensions for non-mandatory offenses?
• What other possible strategies can be used to address behavior issues?
• What are trends by grade level?
• Are staff throughout the building using data consistently?
• Are staff throughout the building implementing the interventions consistently?

Direction
• Which teams, grade levels, or individual teachers would benefit from staff development, mentoring, and/or intervention help?
• Are students with high referral rates receiving extra support? What does this look like? Is there evidence that extra support is changing behavior?
• What can we see in the data that helps us pinpoint specific strategies for intervention and/or support?
• What do we know about students who are new to the school, and what kinds of support are we offering them?
• What are the specific areas of concern and to whom can we refer for help and support in those areas?

Source: Portions from “Basics of Conducting Focus Groups,” by Carter McNamara, PhD, and “Focus groups: An effective marketing research tool for social service agencies,” Susan Webster, 1992.
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