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PBSIS Team Action Plan for 

Developing an Effective Office Conduct Referral System
	

	Materials To Bring To Training Day
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	Laptop 
	

	Sample packet of their universal intervention 
(ticket, implementation manual, 8x11 sample of a poster, etc.)
	

	2011-2012 School calendar 
	

	Current Office Conduct Referral Form
	

	District Code of Conduct
	


	Topic for Discussion: Operationalize Class versus Office Managed Behavior Definitions 

	Action Steps
	Person Responsible
	Completion Date

	Determine the high priority infractions in the District Code of Conduct that need to be operationalized by class verses office managed definitions.


	
	

	For each priority infraction identified develop a written definition (see examples) of for what the behavior(s) looks like when it should be class managed verses office managed
	
	

	Develop a feedback format (see examples) to solicit  input from staff
	
	

	Plan to evaluate use of the form and process two months following implementation
	
	

	Additional notes & Items for the Next Meeting




	Topic for Discussion: Revise the Office Conduct Referral Form 

	Action Steps
	Person Responsible
	Completion Date

	Revise the Office Conduct Referral Form to include 

· Sufficient information for using data for decision making (e.g., location, time, type of behavior, etc.)

· A mechanism or prompt for connecting students demonstrating emerging repeated behavior patterns with needed interventions
	
	

	Develop a written flow chart of the process and procedures for an OCR form including the point in the process.
	
	

	Provide staff with an opportunity to give feedback on the (a) the definitions, (b) form, and (c) flow chart
	
	

	Develop an articulated protocol for arriving at discipline decisions (*typically an administrator task)
	
	

	Provide staff with training on how to use the new referral form and procedures.  The presentation should include:

· A handout packet with completed samples, a blank ODR form, the definitions, and flow chart.

· An overview that includes a link back to the larger program.

· A step by step illustration of how the ODR form is filled out.

· A review of the flow chart sequence.

· A review of the accompanying definitions.

· Include time for question and discussion.


	
	

	
	
	

	Additional notes & Items for the Next Meeting




	Topic for Discussion: Develop a Plan for Disseminating Strategies for Defusing Daily Disruption 

	Action Steps
	Person Responsible
	Completion Date

	Determine the format that would work best for your staff (e.g., ½  day session; lunch brown bags; 1 hour monthly, etc.)
	
	

	Review the presentation and prioritize slides and content for your school
	
	

	Determine what activities materials, and handouts you will use
	
	

	Plan a schedule for implementation with staff
	
	

	Prepare handout packets
	
	

	Additional notes & Items for the Next Meeting




