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PBSIS Team Action Plan for Instructional Event Planning 

Date: 
Members Present:
	Materials To Bring To Training Day 

	Item
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	Laptop 
	

	Poster template
	

	Copies of your expectations, recognition system procedures etc.
	

	School calendar for following academic year (if available)
	

	List of staff in the building
	


	Key Decisions for Planning the Instructional Event Schedule and Format


	Action Steps
	Person Responsible
	Completion Date

	Determine the overarching format for your instructional event  (consider the options presented in the “Who Will Deliver the Lessons” section of your handout
	
	

	Select a date(s) for the instructional event.

	
	

	Develop a detailed schedule that allows all students to receive instruction on each of the lesson plans and includes the introduction and closing activities.
	
	

	Once a schedule is complete, determine who will take on key and supportive roles during the instructional event:

· Who will teach the lessons: will these people be the same all day (e.g., the same teaching teams remain in the cafeteria all day) or will they rotate each time a new group of students comes to the cafeteria?

· Who will monitor students when they are in each of the areas (e.g., will students stay with one teacher all day or will they rotate to their typical classes first)?

· What will administrators and professional staff be doing; consider how they can be visible and involved during this event?

· Who will be giving out the recognition tickets?
	
	

	Determine what resources may be needed on the day of the instructional event.  For example, will you need a bus to be present to teach students the bus expectations?
	
	

	Be sure to send your PBSIS liaison the dates and time for your instructional event
	
	

	Additional Notes - Agenda Items for Next Meeting:




	Key Decisions for  Designing the Instructional Lesson Plans


	Action Steps
	Person Responsible
List the area & person
	Completion Date

	Determine what areas of the building will be the focus of the instructional event. (note:  in order to develop the instructional lessons, behavioral expectations must have been developed and finalized) and who will be responsible for developing that area’s lesson & instructional materials
	
	

	Determine how students will be involved in instructional event.  For example:

· Ambassadors on the day of the event

· Role play models

· Older students teaching younger students 
	
	

	Determine how you will ensure that accommodations and supports will be available during the instructional event so that students with disabilities can fully participate 
	
	

	Determine your needs for students who need alternate formats – e.g., instruction & materials translated into Spanish 
	
	

	Additional Notes - Agenda Items for Next Meeting:




	Key Decisions for Developing a Video

	Action Steps
	Person Responsible
	Completion Date

	Determine if you would like to use a video as part of your instructional event.  If yes, proceed to the following items
	
	

	Determine who lead the development of the video
	
	

	Determine the purpose and format of your video:
· students modeling/role playing the expectations

· short behavior specific commercials
	
	

	Determine how you involve students in the making of the video
	
	

	Determine a plan and story board for the content and flow of the video
	
	

	Follow the guidelines presented in the “Using Video” section of your handout
	
	

	Additional Notes - Agenda Items for Next Meeting:




	Key Decisions for Planning for the Celebration Side of Your Instructional Event

	Action Steps
	Person Responsible
	Completion Date

	Determine what members of the community and district you want to invite and how they will be invited
	
	

	Determine if you will be delivering special awards or recognitions on this day:

· Recognition of service to school volunteers or public officials

· Achievement award to former students, etc.
	
	

	How will you document your event (e.g., video, pictures)?
	
	

	Determine a plan for your opening and closing events:
	
	

	Additional Notes - Agenda Items for Next Meeting:




	Key Decisions for Developing Your PBSIS Procedure Manual

	Action Steps
	Person Responsible
	Completion Date

	Determine who will lead coordinating the development of the procedure manual
	
	

	Ensure you have an electronic template for the manual (available at www.njpbs.org)
	
	

	The instructional event manual should include:

· Letter from the principal

· Committee list

· PBS fact sheet

· The overarching expectations and list of expectations by area

· Recognition system plan including a description of procedures, copy of the ticket and suggestions for handing out tickets

Your manual may also include:

· a schedule for your instructional event

· copy of lesson plans for each area
	
	

	Develop a parent packet that includes:

· letter from the principal

· Explanation of PBS at your school

· The overarching expectations and list of expectations by area

· Recognition system plan including a description of procedures and copy of the ticket

· Who to contact with questions


	
	

	Remember to send your PBSIS Liaison an electronic copy of your procedure manual
	
	

	Additional Notes - Agenda Items for Next Meeting:




	Key Decisions for Disseminating the Instructional Event Plan to Staff

	Action Steps
	Person Responsible
	Completion Date

	Schedule a time/date to brief the staff on the plan for the instructional event - all school staff should be made aware of this event.
	
	

	Assemble a handout packet that includes:
· Your PBSIS procedure manual
· All of the final lesson plans

· A master schedule for the day

· The Recognition system tickets/coupons

· Directions for everyone’s roles during the day

· Explicit instructions for how people should talk about student behavior (i.e., phrase things in terms of what you want students to be doing, emphasize appropriate student behavior, etc.)
	
	

	Have a plan for the principal introducing the instructional event and reminding everyone the larger goal of why they are implementing school wide PBSIS.
	
	

	Determine who else will participate in the presentation and their specific roles.
	
	

	Additional Notes - Agenda Items for Next Meeting:
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