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 Overview
This guide is designed to help you think deeply about some of the concepts and practices introduced in the “Discipline Committee” behavioral training video. It is important for you to view the video and reflect on the content before you begin to engage with this resource guide.  If you have not had a chance to view the video, we recommend that you take a moment to watch it before working your way through this resource guide. Generally, we find that most people obtain a better understanding of the concepts if they use the video and this guide together.

The training video is designed to introduce you to school-wide Discipline Committee meetings focused on planning, teaching, communicating, maintaining, monitoring and reviewing school-wide behavioral expectations.  In other words, these committee meetings give administrators and faculty representatives an opportunity to discuss student behavior and the school’s response to this behavior.  In turn, the consequences of inappropriate behaviors can be clearly communicated to all students, faculty and families.  

This resource guide takes some of the concepts in the video and explains them in further detail. Here, you will find:

·  Committee Membership Worksheet
· Work plans for subcommittees
· Example of an Office Discipline Referral Form (ODR)
· Template for creating a Discipline Committee meeting schedule
· Chair’s checklist of activities before, during and after the first Discipline Committee meeting 

· Chair’s checklist of activities for subcommittee planning meeting
· Action plan template
· Chair’s checklist of activities before, during and after Discipline Committee meetings

· Template for a Discipline Committee or subcommittee preparing an agenda and taking minutes
· Chair’s checklist of activities before, during and after the subcommittee meetings

· Template for monitoring activities

Remember, in order to get a complete understanding of this process, you should use the video and this resource guide together. Afterwards, if you still have questions regarding Discipline Committees, please contact us through the University of Pittsburgh’s School Based Behavioral Health Website: http://www.sbbh.pitt.edu/

The Practices of an Exemplary Discipline Committee
Introduction

The most important function of a Discipline Committee is to promote a safe and caring school environment for all students. In addition, Discipline Committees are responsible for the development of a comprehensive school-wide discipline plan that ensures consistent implementation of high expectations for student behavior. Let’s look at some strategies that will make your Discipline Committee more effective.
Responsibilities of a Discipline Committee

  The Discipline Committee is responsible for reviewing Office Discipline Referral (ODR) data, troubleshooting discipline issues as they arise, developing  a behavior matrix, communicating and teaching the behavior matrix to faculty, staff, students and parents, and planning incentive programs . Your task as an administrator is to guide your staff through this process, beginning with the Committee’s first meeting in August prior to the beginning of the academic year.
Discipline Committee 

Whether they volunteer or are assigned to committees, the members of the Discipline Committee should reflect a broad representation of the school’s faculty and staff. Consider including student services/pupil services staff, ITLs, and school security.  In addition, Discipline Committees must always include at least one administrator.  In Appendix A, you will find a committee membership worksheet that might help you think about who may be on the committee.  You may choose to involve students and parents for special meetings or on a regular basis.  Usually, an administrator will serve as the committee’s chairperson.  You will also determine the term of committee service to ensure appropriate faculty representation and distribution of committee workload.  Early in August, it is helpful to send a welcoming letter to committee members to let them know the responsibilities of the committee, the time commitment involved, the length of service, and the date and time of the first meeting in August. 

Because time is so limited for meetings, you won’t be able to accomplish everything a school-wide discipline plan requires in a monthly 30-45 minute period.  That’s why we recommend that you create subcommittees, or work groups, that can tackle a small piece of the overall plan and report to the Discipline Committee on their work at its meeting.  You might want to consider having three subcommittees: one to develop the school-wide behavioral plan, one to review data and troubleshoot, and one to create an incentive plan.   In Appendix B, you will find a work plan for each of the subcommittees. 
Subcommittees
Teaching and Communicating Behavioral Expectation and Behavioral Matrix Subcommittee


Simply put, this subcommittee establishes and defines your school-wide behavioral expectations, posts the expectations in all areas of the school (classrooms, hallways, library, cafeteria, offices, playground, buses, etc.) and teaches the expected student behaviors to faculty, students, parents, and the broader community.  Your school-wide behavior plan communicates clearly the specific behaviors that all students are expected to exhibit as well as the consequences and procedures for not exhibiting those behaviors.  Soon after posting and teaching the behavioral expectations, you will begin to hear all faculty and students using a common language for describing the desired behaviors.
Data Review and Troubleshooting Discipline Committee Meetings Subcommittee

As you know, collecting and analyzing ODR and other behavioral data is important to the success of your school-wide positive behavioral support plan.  The work of the members of your data review and troubleshooting subcommittee is to collect, analyze, and share data with the Discipline Committee and the faculty. Data collection and analysis is easier if the school uses a common Office Discipline Referral Form that includes the name and grade of the student, date and time of the incident, staff member making the referral, problem behavior, location of the incident, persons involved, antecedent events and disciplinary action.  In Appendix C, you will find an example of a school-wide ODR form.  By collecting this important information and entering it into a database, you can generate graphs and charts that summarize ODRs by problem behavior, location, student, time of day and number of referrals per day.  You and your team will use these data to determine how well the school-wide plan is working and what changes would strengthen the plan.  
Creating or Adjusting a Student Incentive Program Subcommittee

Your incentive program subcommittee links rewards to the behavioral expectations. An ongoing system of rewards encourages students to follow the behavioral expectations, focuses faculty on positive behaviors, improves the school culture, and over time reduces the number of ODRs.  To keep the students interested in incentives, your team will want to include a variety of rewards, including both tangible and intangible rewards.
Discipline Committee and Subcommittee Meetings

We recommend that you schedule the first meeting of Discipline Committee at the beginning of August.  The purpose of this meeting is to get the team organized.   At this committee meeting, you will want to outline the work of the committee, schedule the monthly meetings for the school year, identify a member to chair the committee and divide the members into the three subcommittees.  For your convenience, a template for preparing a Discipline Committee meeting schedule is included in Appendix D.  In Appendix E, you will find a checklist of activities that are important to accomplish before, during and after the first Discipline Committee meeting.  The subcommittees may need a few minutes at the end of this meeting to review their work plans and schedule a planning meeting for the following week.  During the initial planning phase, it is helpful for the subcommittees to meet several times before school begins.  In Appendix F, you will find a checklist of activities that are important to accomplish before, during and after the first subcommittee meeting.  At the planning meetings, the subcommittees will develop their action plans for the year.  It would be helpful to distribute the action plans to the Discipline Committee.  In Appendix G, you will find a template for preparing an action plan.

To maximize the limited time available for the regularly scheduled monthly Discipline Committee meetings, the chair of the committees will want to prepare an agenda and identify someone to take notes. In Appendix H, you will find a checklist for planning before, during and after the Discipline Committee meetings.  For your convenience, you will find templates for creating an agenda and recording the minutes in Appendix I.  Please note that the agendas for the monthly Discipline Committees meetings will be similar.  Generally, the most important agenda item will be the summary of activities from each subcommittee followed by questions and/or suggestions for addressing school-wide behavior challenges that are identified by the subcommittees.  

Like the Discipline Committee, the subcommittee chairs prepare an agenda for their monthly meetings that targets one or more action activities from their action plan. For consistency, the subcommittees might prefer to use the same agenda and note taking template used by the Discipline Committee.  In Appendix J, you will find a checklist of activities that commonly occur before, during and after the subcommittee meetings.

You may also be interested in a process for monitoring the activities of the Discipline Committee and the subcommittees.  That way, you are always aware of the progress of the school-wide behavior support plan.  For your convenience, Appendix K includes two monitoring checklists.
Closing

We hope that the information, examples, and templates included in this guidebook will be helpful to you as you begin to think about your school-wide behavior plan for next year.  Again, please visit our School Based Behavioral Health web site at www.sbbh.pitt.edu for more resources to help support your planning and implementation efforts.
Appendix A - Committee Membership Worksheet 
(Example)
	Principal and/or Assistant Principal

	Pupil Services Staff Member


	General Education Teacher(s)  

	Union Representative

	 Special Education Teacher(s) 


	Related Arts Teacher(s)  


	In School Suspension/Detention Staff


	Educational Assistant(s) 
 

	Cafeteria Staff  


	Security Staff

	Other  


Appendix B - Subcommittee Work Plans

Work Plan for Review of Data and Troubleshooting through Discipline Committee Meetings Subcommittee

	Goal
	Activities
	Deadline
	Resources needed
	Outcomes and Comments



	1. Gather data for meetings
	1.1 ODR, suspension
	Ongoing weeks prior to meeting
	Administrators/ Information processor, access to a computer, copier
	Handouts containing ODR and suspension data ready for discussion in a committee meeting 

	
	1.2 Informal observations
	Ongoing
	Staff observe student teacher interactions 
	Watching student/ teacher interactions throughout the building

	
	1.3 Conversations, email, survey
	Ongoing
	Develop simple staff survey, email distribution list
	This activity is how we find out what staff are thinking or feeling about school wide discipline procedures.  Are they working?  Are they running into problems?  Do we need to monitor and adjust?  All staff, regardless of position, will be encouraged to share their views.  

	
	1.4 Student conversations (informal/ observations)
	Ongoing
	Students, time to speak with students
	This activity is how we find out what students are thinking or feeling about school wide discipline procedures.  Are they working?  Are they running into problems?  Do we need to monitor and adjust? Possible questions include:

· Do you feel safe?

· Do you like coming to school?

· Who can you talk to when you have an issue?

· What are the rules and what do you think about them?

· What are the top 3 behavior problems?

· How do adults in this school let you know your doing/not doing the right thing? 

	
	1.5 Compile all the necessary data into one document
	Must be completed prior to meeting; perhaps a few days before
	Copier, access to a computer, data from three previous steps
	One final document that contains all the data that is necessary to facilitate data based decision making during a discipline committee meeting.

	2. Using the data
	2.1 Analyze/ Interpret
	Ongoing/ weeks prior to meeting
	Access to a computer
	After the data is collected it may be placed into a spreadsheet.  This information will tell you locations (hot spots), high fliers, etc.

	
	2.2 Distribute data
	At meeting
	Flow chart, email, pie chart, bar graph
	

	3. Trouble-shooting areas of concerns
	3.1 Provide recommendations


	During meeting
	Based on areas of concerns presented by subcommittee facilitator
	Use the data as a catalyst for problem solving discussions. What does the data say we should focus on? Ask committee members for suggestions.

	
	3.2 Facilitate discussions
	During meeting
	Administrator’s assistance, time to speak at meeting
	Monitor the discussion carefully, and take notes. If the discussion becomes derailed, steer team members back to the issue at hand.

	
	3.3 Document decisions and suggestions
	During meeting
	Identify a recorder
	Recorder will create a list of topics talked about and decisions discussed using PPS discipline committee guide.

	4. Solutions
	4.1 Identify at least two possible solutions for each problem.
	During meeting
	Create a sub-committee to work on issues not resolved at meeting
	Share solutions with the discipline committee at the next meeting.

	
	4.2 Explain decisions to staff
	End of each meeting
	Time to meet with administration, or discuss at the end of the meeting
	Ask principal how the decisions should be conveyed to staff members; may be through email, or morning staff meeting.

	5. Follow- up
	5.1 Checking for consistency
	Daily
	Subcommittee and administrator who handles the discipline
	Procedures will be monitored daily to ensure consistency.  

	
	5.2 Role model recommendations
	Daily
	
	If decisions have been made, staff should be careful to implement/utilize those recommendations at all times.

	
	5.3 Develop reminder documents
	As needed
	Monitor school staff 
	If staff struggle with a decision or change, it may be beneficial to develop a document that explains the new initiatives to staff.


Work Plan for Teaching and Communicating Behavior Expectation and Behavior Matrix Subcommittee

	Goal
	Activities
	Deadline
	Resources/People/Budget Needed
	Outcomes/Comments

	1. Create a Behavioral Matrix based on the expectations in given settings.
	1.1 Identify all the settings/locations in school especially the hot spots for behavior expectations 
	August
	Define Settings


	Identification of “Hot Spots.”

	
	1.2 Create matrix with established expectations and settings
	August
	The “Creating Behavioral Expectations” training video will be helpful; also see the Universal Standards Manual available at www.sbbh.pitt.edu
	A behavioral matrix which lists expectations by school locations.

	
	1.3 In each location of the school, post the expectation and the corresponding rules
	August, preferably before students return to school
	Behavioral Matrix, poster boards.
	Posters of the behavioral matrix in all areas of the school.

	2. Staff Meeting -  Before the students return to school – review and summarize expectations with the staff 


	2.1 Select a time and place to meet with the entire staff before students are in session
	August
	Time needed: 2 hours
	Review of the expectations with the entire staff. 

	3. The subcommittee creates pre-fab lesson plans based on core expectations
	3.1 Compile resources for teaching behavioral expectations
	August 
	
	A list of interventions and lesson plans that staff can use to teach students expectations

	
	3.2 Create a sample lesson plan for teaching core expectations
	August 
	Behavioral matrix
	Lesson plan on core expectations

	4. Teach students the expectations
	4.1  Develop a schedule for the lesson plan
	Late August, before students return
	Schedule to tell teachers when they should use the lesson plan to teach the behavioral expectations
	A day by day schedule for teachers to follow

	
	4.1 Give the lesson plan to staff
	Late August, before students return
	Instruct staff to teach students behavioral expectations in every setting, at minimum, once. 


	A schedule for each class in the school to be taught the expectations in each area of the school.

	5. Maintain expectations with students and staff
	5.1 Determine when target behaviors are re-taught in each setting
	September
	Time set aside in a disciplinary committee meeting to identify re-teaching dates
	A schedule of dates set aside for reviewing behavioral expectations.

	
	5.2 Schedule behavioral expectations “booster sessions”

	-Beginning of each grading period

-First week of December

-First week of January 

- As needed
	Teachers will use generalization activities to extend appropriate behaviors to different settings
	Students will continue to be re-taught the expectations of the school and how they apply in different settings. 

	
	5.3 Sample activities for behavioral literacy across settings – “Take it with you” Tips or “Behavior Backpack”
	September, and ongoing as needed
	Develop generalization activities 
	A guide or notes for generalization activities. 


Work Plan for Creating or Adjusting a Student Incentive Program Committee

	Goal
	Activities
	Deadline
	Resources/People/Budget Needed
	Outcomes/Comments

	1. Find out about your school’s existing methods 
	1.1 Check on existing methods for rewarding student behavior
	August
	Subcommittee reviews school’s  student incentive program if available
	If your school does not have an incentive program in place, you may skip to number 2.

	
	1.2 Acquire materials explaining incentive program
	August
	Books, handouts, examples of existing tokens, list of incentives
	

	
	1.3 Review materials
	August
	
	Acquaint yourself to the program, and how it works.

	2. Establish Discipline Committee subgroup
	2.1 Attend first Discipline Committee meeting
	August
	
	Is there already a subcommittee? If there is, skip to step 3.

	
	2.2 Start a dialogue about creating a subcommittee
	August
	Talk with Discipline Committee about the importance of a student incentive subgroup
	

	
	2.3 Identify subcommittee members
	August
	Staff members willing to participate (or chosen by administration)
	Creation of a new subcommittee.

	3. Hold first student incentive subcommittee meeting
	3.1 Create subcommittee email distribution list 
	September
	Access to computer; staff email addresses
	Email distribution list.

	
	3.2 Create monthly schedule
	September
	Calendar, or MS Outlook
	A consistent schedule of days/times to meet. 

	
	3.3 Set agenda for first meeting
	September
	Create a list of topics to discuss, such as a review of the existing system:

· What is not working? What is working?

· Are incentives age appropriate?

· Does the economy work?

· Are the tokens appropriate?

If your school does not have an existing system, you should start talking about creating one based on the above.
	For this first meeting, you will want to set an agenda. In the future, agendas should be set by all members of the committee. 

	
	3.4 Establish budget
	September
	Invite principal to first meeting to get an idea of the budget for the incentive program
	An amount of money to spend on tokens and reinforcers.

	4. Decide on student reinforcement

	4.1 Create student reinforcement checklist/inventory
	October
	A staff member to create the inventory
	A questionnaire for students asking what they would like; may want to provide a list.

	
	4.2 Disseminate checklist/ inventory
	October
	Copies of the inventory to hand to teachers so they can pass it out to students; or, meet with individual students 
	Student opinion on what they would be willing to work towards.

	
	4.3 Review student opinions in subcommittee meeting
	October
	
	Using the student reinforcement checklist, discuss what items are feasible, and which you would like to provide for students.

	
	4.4 Obtain reinforcement items
	October
	Ask for permission before ordering anything; may want to designate a subcommittee member for this job
	Ordering items for students.

	
	4.5 Secure a space for the school “store”
	October
	A room that can be used for students to trade in points for rewards
	

	5. Create a list of “earners” or adjust existing list 
	5.1 Review list of behaviors that students can earn points for
	October
	Existing list from previous system, if available. 
	

	
	5.2 Tie in student earner list with behavioral matrix
	October
	Behaviors that students can earn points for should be consistent with your school’s behavioral matrix. 
	A list of earners that closely mirrors student expectations from the behavioral matrix.

	
	5.3 Establish point values for each behavior
	October
	Remember to keep numbers low – high values can confuse students
	A list of earners, along with how much each behavior is “worth”

	
	5.4 Finalize list of earners and point values
	October
	Access to a copier, computer
	Copies to give to staff; may want to make posters.

	
	5.5 Create a token
	October
	Copier, printer, computer, perhaps ask art teacher?
	A token to be given to students who exhibit positive behaviors.

	6. Introduction to the system
	6.1 Meet with staff  
	October
	Ask principal for time in the morning where the subcommittee can speak with staff to explain the new/revised system
	Explanation of system; pass out list of earners/values.

	
	6.2 Decide on method for introducing students to the program
	October
	Time with staff
	Decide on a day/time that staff with take time to explain system to students; make sure they explain the connection with the matrix.

	
	6.3 Place tokens in office or staff lounge 
	October
	
	Place where staff can obtain tokens to give to students

	7. Review of incentive system
	7.1  Order more reinforcement items
	Monthly
	Time at monthly meeting
	Check to see if you are running low on certain items.

	
	7.2 Is the economy working?
	Monthly 
	Time at monthly meeting
	Should the values of some behaviors be increased? Are some reinforcers too expensive? Too cheap?

	
	7.3 Decide on reinforcer list
	Monthly
	Time at monthly meeting
	Should reinforcers be added? Removed?

	
	7.4 Set agenda for next meeting
	Monthly
	Time at monthly meeting
	List of items up for discussion for next meeting.

	8. Communication of subcommittee decisions
	8.1 Create a method to distribute your decisions to the rest of staff
	End of October
	Computer; staff emails, or copier if decisions are to be printed
	Email distribution list, or a form that can be easily read by staff members (posted in office, placed in mailboxes)

	
	8.2 Inform staff
	Monthly
	Utilize method decided on above to inform staff members on important changes made to the incentive system during monthly meetings
	


Appendix C - School-Wide Office Discipline Referral Form
Name _________________________ Grade _______ Date _______Referring staff ________________

Time student left classroom _______Time student returned _____Period_________

Location: □ Classroom_______________   
□ Hallway
  □ Bathroom     
□ Cafeteria



      □ Gym
  □ Playground
   
□ Library
  □ Auditorium
□ Special event
Problem Behavior (check most intrusive)

	□ Abusive language                                                          □ Undesirable group activity

□ Racial/Ethnic harassment intimidation                □ Weapons

□ Threats                                                                               □ Severe disrespect or defiance

□ Sexual harassment                                                        □ Repeatedly non-compliant

□ Academic dishonesty                                                   □ Harassment/Bullying

□ Possession/Use of alcohol or drugs                        □ Staff assault

□ School or private property violation                      □ Student assault

□ Fighting                                                                              □ Other: ___________________

	Description of Incident:




	Triggers

□ Adult request of student 

□ Redirection

□ Unstructured setting

□ Transition

□ Peer provoked

□ Frustration with difficult task

□ No direct adult attention

□ Communication difficulty

□ Prior agitation

□ Unknown

□ Other: ________________
	Possible Motivation

□ Attention from peer

□ Attention from adult

□ Avoid peer(s)

□ Avoid adult(s)

□ Avoid task or class work

□ Obtain items or activity

□ Unknown

□ Other______________

_____________________


	Prior Action Taken

□ Severe – Immediate referral to       administration

□ Verbal reprimand

□ Spoke to student privately

□ Change students work setting

□ Re-teach expectations

□ Removal of privileges

□ Time-out

□ Behavior contract

□ Parent notified

□ Other _____________________________

_____________________________________


	Action Taken By Administrator: 

□ Administrator conference 

□ Loss of privileges __________

□ ISS

□ Detention
	□ Parent conference with administrator  

□ Suspension ________ day(s)     

□ Other  _____________________________________________

Administrator’s Signature ___________________________________


Appendix D - Discipline Committee and Subcommittees Monthly Meeting Schedule Template

	Reporting Period (# of days)
	Dates of Reporting Periods 
	All data for period entered into system 
	Subcommittees’ meeting dates  
	Discipline Committee Meetings

	Faculty meeting dates for reporting Subcommittee activities


	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	


*Determine the number of meetings to be held monthly
Appendix E - Chair’s Checklist of Activities First Discipline Committee Meeting
Before the Meeting 
____Send a welcoming letter to the member of the Discipline Committee that includes 
the time, date and location of the first meeting
____Provide resources (people, time, materials, space) to support the work of the 
committee
____Make copies of the work plans for the subcommittee
____ Outline the purpose and operating procedures of the school-wide discipline 
committee 
____Determine a process for dividing committee members into subgroups
____Prepare meeting agenda
____Identify a committee member to take minutes

During the Meeting
____Promote positive behavior support as a priority
____Provide detailed information about positive behavior support, the purpose of a      
Discipline Committee, and the work of the subcommittees
____Identify a committee chairperson

____Share the subcommittee work plans with the team

____Schedule regular monthly meetings for the team

____Divide the group into subcommittees

____Charge subcommittees with creating an action plan and timeline for completing the 
action plan activities with specific dates and persons responsible 

____Allot time for subcommittees to schedule a planning meeting in mid-
August
After the Meeting
____Distribute a schedule of Discipline Committee meetings via e-mail that includes 
date, time and location
____Distribute summary of meeting to the committee 
Appendix F -  Chair’s Checklist of Activities for Subcommittee Planning Meeting


Before the Meeting

____Prepare an agenda
____Find a location for the meeting

____Identify a member to take minutes during the meeting

During the Meeting

____Identify a person to chair the subcommittee

____Create a schedule of meeting dates and location

____Review the subcommittee work plan

____Prepare an action plan with action activities and timeline that includes person(s) 
responsible and specific deadline dates to target areas of concern
After the Meeting

____Share action plan with the administrator

____Distribute schedule of meeting dates and location via e-mail

____Distribute minutes from the meeting

Appendix G - Action Plan Template
	Goal
	Activities
	Deadline
	Person(s) Responsible
	Outcomes/ Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Appendix H - Chair’s Checklist of Activities for Discipline Committee Meetings
Before the Meeting

____Prepare an agenda with specific times allotted for each committee chairperson to 
present their 
action activities for the month and answer question from the 
committee 

____Identify a committee member to take notes during the meeting
____Review data or information that subcommittees distributed to the committee

During the Meeting
____Report of activities from chairs of subcommittees followed by questions and 
answers

____Prepare presentation to faculty at faculty meeting

After the Meeting

____Distribute summary of the meeting to committee members and administrator

____Continue the cycle of data collection and analysis to revise and improve 
subcommittee action planning

Appendix I - Template for Committee and Subcommittee Meeting Agendas and Note Taking
Team Members Present:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Type of Meeting:

                   


Facilitator:

Person Taking Notes: ____________________________________


Appendix J
Appendix J
Chair’s Checklist of Activities for Subcommittee Meetings
Before the Meeting

____Prepare an agenda
____Identify member to take minutes during the meeting
During the Meeting
____Report on the positive outcomes of implemented action activities 
____Identify the challenges that arose from the implementation of action activities 

____Determine corrective action(s) to address the challenges

____Plan for implementation of corrective actions

____Revise the action plan to include corrective actions

____Prepare for a presentation to the Discipline Committee
____Prepare for a presentation to faculty

____Review action activities for the next month

After the Meeting

____Distribute summary of meeting to subcommittee members and administrator via e-
mail

____Distribute the updated action plan to subcommittee members and administrator

Appendix K - Template for Monitoring Monthly Activities
School 

     
Date of Report______
District ____________________________________________________________________                  

INSTRUCTIONS: The Discipline Committee should complete checklists monthly to monitor activities for implementation of Subcommittee in the school.

Person(s) Completing Report
	Checklist #1: Start-Up Activity

	Complete & submit monthly.
	Status: Achieved, In Progress, Not Started

	Date:

(MM/DD/YY)
	
	
	
	

	Establish Commitment

 Administrator’s support & active involvement.
	Status:
	
	
	
	

	Faculty/Staff support (One of top 3 goals, 80% of faculty document support, 3 year timeline).
	Status:
	
	
	
	

	Establish & Maintain Discipline Committee
Team established (representative).
	Status:
	
	
	
	

	Team has a monthly meeting schedule and effective operating procedures.
	Status:
	
	
	
	

	Efficient integration of Discipline Committee with subcommittees
	Status:
	
	
	
	

	Establish School-wide Expectations

 3-5 school-wide behavior expectations are defined.
	Status:
	
	
	
	

	School-wide teaching matrix developed.
	Status:
	
	
	
	

	 Teaching plans for school-wide expectations are developed.
	Status:
	
	
	
	

	School-wide behavioral expectations taught directly & formally.
	Status:
	
	
	
	

	Incentive Planning Subcommittee

System in place to acknowledge/reward school-wide expectations. 
	Status:
	
	
	
	

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

	Data Review and Trouble Shooting Subcommittee

Discipline data are gathered and summarized, and reported to the Discipline Committee 
	Status:
	
	
	
	

	Summarized data are shared with faculty
	
	
	
	
	

	Strengths, areas of immediate focus & action plan are identified.
	Status:
	
	
	
	

	Build Capacity for Function-based Support

16. Personnel with behavioral expertise are identified and involved.
	Status:
	
	
	
	

	17. Plan developed to identify and establish systems for teacher support, functional assessment & support plan development & implementation.
	Status:
	
	
	
	


	Checklist #2: On-going Activity Monitoring

	Complete & submit monthly.
	Status: Achieved, In Progress, Not Started

	Discipline Committee has met at least monthly.
	Status:
	
	
	
	

	Report status of Subcommittees to faculty 
	Status:
	
	
	
	

	Action plan activities have been implemented.
	Status:
	
	
	
	

	Assess Implementation of action plan activities 
	Status:
	
	
	
	

	Evaluate the school-wide behavior plan
	Status:
	
	
	
	

	6. Data have been analyzed.
	Status:
	
	
	
	


Additional Observations/Comments/Questions:
Agenda Topics





Meeting Notes: 


Discussion




















Conclusions





Action Items


Action Item�
Person Responsible�
Deadline Date�
�
1.�
�
�
�
2.�
�
�
�
3.�
�
�
�
4.�
�
�
�
5.�
�
�
�
6.�
�
�
�
7.�
�
�
�
Special Notes:














