August

Monthly Activity Checklist

The following pages outline best practices for successful implementation of PBIS.

	Responsible Party
	Task(s)
	       Resources
	Tier
	Completed
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	BEFORE STUDENTS ARRIVE
	
	
	

	Administrator
	Fill vacancies on the team


	Team Registry
	I, II, III
	

	Admin./PBIS Team
	Review budget and financial resources available


	
	I, II, III
	

	PBIS Facilitator
	1. Organize PBIS Binder

2. Review and update PBIS information in staff handbook  

    (roster, trainings)

3. Finalize school profile form
	Previous year-end data

School Profile form
	I, II, III
	

	PBIS Team
	1. Establish and document monthly meetings and schedule   

    for sharing PBIS/SWIS information with staff


	Yearly planning calendar
	I, II, III
	

	
	2. Establish a plan to communicate information to 100% of 

    families
	Family Engagement

Checklist
	I, II, III
	

	
	3. Establish and document communication flow:

     Who gets data for yellow zone?

     Who gets data for red zone?

     Integration with other teams?

     Grade level reps?


	Communication Flowchart
	I, II, III
	

	
	4. Establish and document a schedule of celebrations for 

    staff and student incentive program
	Yearly planning calendar

Complete School-wide 

Reinforcement Template
	I, II, III
	

	
	5. Plan staff, student, parent and bus-driver kick-offs!
	Components of 

Orientation outline
	I, II, III
	

	
	6. Review EBS and create action plan – share with staff.

7. Review end of year summary, Office Discipline Referrals (ODR),  attendance and academic data
	Completed EBS Survey 

Summary and Action Plan.

End of year data
	I, II, III
	

	PBIS Team/Grade Levels/All staff
	1. Conduct staff orientation/kick-off!

2. Develop and document schedule for teaching 

    expectations and rules

3. Develop Teacher Support System
	PBIS Tools, Samples of Big

5 data, annual calendar, 

referral form

Teacher Support Matrix
	I, II, III

II, III
	

	Data entry personnel &

Database Manager
	1. Deactivate faculty and students no longer at school 

    (include buses)

2. Complete “School Days per Month” in SWIS
	SWIS account
	I, II, III
	

	Intervention Team Coordinator or designee
	1. Identify returning yellow and red zone students

2. Inform and support receiving teachers to ensure identified

    students get  support            
	BIPs, Individual Plans from

previous year, Triangle Data,

Report by Student
	II, III
	

	PBIS Coach
	1. Provide SWIS training for both data managers and 

    Administration

2. Provide Non-licensed staff with PBIS training

3. Support Staff Orientations as requested
	PBIS Coach
	I, II, III
	

	
	AFTER STUDENTS ARRIVE


	
	
	

	All Staff
	1. Communicate with parents – send Behavior Matrix home

2. Conduct student orientation/kick-off
	Matrix

Incentive program
	I, II, III
	

	
	3. Teach expectations and rules for all school settings


	Matrix

Behavior Lesson Plans
	I, II, III
	

	Intervention Team 

&

Behavior Support Staff
	1. Ensure behavior interventions are implemented for targeted students
	Ex: Behavior Contracts

Social Skills Instruction

 Behavioral Intervention Plan
	II, III
	


September

Monthly Activity Checklist
	Responsible Party
	Task(s)
	Resources
	Tier
	Completed
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	All Staff
	1. Review and monitor student behaviors

2. Continue “Teaching the Matrix” as   

     scheduled by PBIS Team.

3. Use incentive program!


	Matrix  

Lesson Plans

Incentive

Materials
	I, II, III
	

	PBIS Team
	1. PBIS Team meetings – share/discuss SWIS 

    reports, propose data-based decisions, etc.

2. Review PBIS orientations to see if they 

    were effective. (staff & student)

3. Review SWIS reports and share PBIS updates

    with staff 

4. Communicate SWIS data (red and yellow 

    zone information) to appropriate teams for 

    intervention purposes


	Agenda, SWIS reports
	I, II, III
	

	
	
	Meeting minutes, Triangle data, SWIS reports
	  I, II, III


	

	PBIS Team & Admin.

All Staff 


	1. Implement staff and student incentive 

    programs

2. Communicate with parents about PBIS 

    initiatives  (PTSA meeting, newsletter,

    website, etc.)

3. Conduct Bus Drivers’ Orientation

    ( with Transportation Specialist approval)


	Incentive Materials

Bus Matrix and rules


	 I, II, III
	

	Data entry personnel 

&

Database Manager
	1. Review SWIS Big 5

2. Enter data daily;  run weekly integrity report 

    and make corrections as indicated

3. Update SWIS Enrollment with 20-day count


	SWIS reports
	 I, II, III
	

	Intervention Team Coordinator 

or 

designee
	1. Complete monthly Student Intervention   Inventory 
	Student Intervention

Inventory 
	II, III
	


October

Monthly Activity Checklist
	Responsible Party
	Task(s)
	Resources
	Tier
	Completed
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	All Staff
	1. Review and monitor student behaviors

2. Continue “Teaching the Matrix” as scheduled

    by PBIS Team.

3. Utilize Student incentive program

4. Communicate with parents about PBIS 

    initiatives  (PTSA meeting, newsletter, website

    etc.)
	Matrix  

Lesson Plans

Incentive

Materials
	I, II, III
	

	PBIS Team
	1. PBIS Team meetings – share/discuss SWIS

    reports, propose data-based decisions, etc.  

2. Note areas needing support and plan booster        

    session training for both staff and students

3. Share PBIS updates with staff

4. Share SWIS info with staff

5. Share yellow and red zone info with   

    appropriate Intervention teams


	Agenda, SWIS reports
	I, II, III
	

	
	
	Meeting minutes, Triangle data, SWIS reports
	I, II, III
	

	PBIS Team & Admin.


	1. Implement Staff and Student incentive programs

2. Set up 1st quarter rewards!
	Incentive Materials


	I, II, III
	

	Data entry personnel &

Database Manager
	1. Review SWIS Big 5

2. Enter data daily;  run weekly integrity report 

    and make corrections as indicated

3. Run ISS/OSS report to reconcile with NCWise 

    discipline report


	SWIS reports

NCWise reports
	I, II, III
	

	PBIS Facilitator
	1. Complete 1st Quarterly Checklist with PBIS   

    Coach

2. Plan and document all trainings

3. Meet with Administrator to review systems and 

    give updates
	Quarterly 

Checklist, PBIS Coach  

Training Schedule and Roster
	I, II, III
	

	Intervention Team Coordinator 

or designee
	1. Complete monthly Student Intervention 

     Inventory

2. Share with PBIS Team to evaluate 

     effectiveness
	Student Intervention 

Inventory
	II, III
	


November

Monthly Activity Checklist
	Responsible Party
	Task(s)
	Resources
	Tier
	Completed
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	All Staff
	1. Review and monitor student behaviors

2. Continue teaching the Matrix as scheduled by

    PBIS Team       

3. Increase student incentive program

4. Communicate with parents about PBIS 

    updates


	Matrix 

Lesson Plans

Incentive

Materials
	I, II, III
	

	PBIS Team
	1. PBIS Team meetings – share/discuss SWIS 

    reports, propose data-based decisions, etc.  

2. Note areas needing support and plan booster 

    session training for both staff and students

3. Share PBIS updates with staff

4. Share SWIS info. with staff

5. Share yellow and red zone info with 

    appropriate Intervention teams
	Agenda, SWIS reports
	I, II, III
	

	
	
	Meeting minutes, Triangle data, SWIS reports
	     I, II, III
	

	PBIS Team & Admin.


	1. Implement staff and student incentive 

    programs

2. Discuss 1st Quarterly Checklist


	Incentive Materials

1st  Quarterly 

Checklist
	I, II, III
	

	Data entry personnel 

&

Database Manager
	1. Review SWIS Big 5

2. Enter data daily; run weekly integrity report 

    and make corrections as indicated


	SWIS reports
	      I, II, III
	

	PBIS Facilitator
	1. Plan and document all trainings

2. Meet with Administrator to review systems and

    give updates

3. Share Student Intervention Inventory results 

     with team  


	Training Schedule and Roster
	I, II, III
	

	Intervention Team Coordinator

 or designee
	Complete monthly Student Intervention Inventory 
	Student Intervention 

Inventory
	     II, III
	


December

Monthly Activity Checklist
	Responsible Party
	Task(s)
	Resources
	Tier
	Completed
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	All Staff
	1. Review and monitor student behaviors

2. Continue teaching the matrix as scheduled by 

    PBIS Team

3. Utilize student incentive program

4. Communicate with parents about PBIS 

    updates
	Matrix  

Lesson Plans

Incentive

Materials
	I, II, III
	

	PBIS Team
	1. PBIS Team meetings – share/discuss SWIS 

    reports, propose data-based decisions, etc.  

2. Conduct booster session before holiday 

    break

3. Plan for re-teaching booster upon return in 

    January

4. Share PBIS updates with staff

5. Share SWIS info. with staff

6. Share yellow and red zone info with 

    appropriate Intervention teams
	Agenda, SWIS reports
	I, II, III
	

	
	
	Meeting minutes, Triangle data, SWIS reports
	       I, II, III
	

	PBIS Team & Admin.


	1. Implement staff and student incentive programs


	Incentive Materials


	I, II, III
	

	Data entry personnel 

&

Database Manager
	1. Review SWIS Big 5

2. Enter data daily;  run weekly integrity report 

    and make corrections as indicated


	SWIS reports
	      I, II, III
	

	PBIS Facilitator
	1. Plan and document all trainings

2. Meet with Administrator to review systems 

    and give updates


	Training Schedule and Roster
	I, II, III


	

	Intervention Team Coordinator or designee
	1. Complete monthly Student Intervention Inventory 
	Student Intervention 

Inventory
	 II, III

 
	


January

Monthly Activity Checklist
	Responsible Party
	Task(s)
	Resources
	Tier
	Completed
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	All Staff
	1. Review and monitor student behaviors

2. Continue teaching the matrix as scheduled by 

    PBIS Team.

3. Utilize student incentive program

4. Communicate with parents about PBIS updates
	Matrix  

Lesson Plans

Incentive

Materials
	I,II, III
	

	PBIS Team
	1. PBIS Team meetings – share/discuss SWIS 

    reports, propose data-based decisions, etc.  

2. Conduct booster session

3. Review and evaluate Action Plan

4. Share PBIS updates with staff

5. Share SWIS info with staff

6. Share yellow and red zone info as appropriate with

    Intervention Team

7. Organize binder and schedule the SET  

    Evaluation with your PBIS Coach

8. Obtain and review Semester Data Report from  

    PBIS Coach


	Agenda, SWIS reports

Action Plan
	I,II, III
	

	
	
	Meeting minutes, Triangle data, SWIS reports
	I,II, III
	

	
	
	PBIS Binder

SET Letter front page

Semester Data Report

PBIS Coach
	I,II, III
	

	PBIS Team & Admin.


	Implement staff and student incentive programs
	Incentive Materials


	I,II, III
	

	Data entry personnel &

Database Manager
	1. Review SWIS Big 5

2. Enter data daily; run weekly integrity report and 

    make corrections as indicated

3. Run ISS/OSS report to reconcile with NCWise 

discipline report


	SWIS reports

NCWise reports
	I,II, III
	

	PBIS Facilitator
	1. Plan and document all trainings

2. Meet with administrator to review systems and 

    give updates.

3. Complete 2nd Quarterly Checklist with PBIS coach

    and administrator          
	Quarterly 

Checklist, Document

Training Schedule and Roster

PBIS Coach
	I,II, III
	

	Intervention Team Coordinator or designee
	1. Complete monthly Student Intervention Inventory

2. Share with PBIS Team to evaluate effectiveness 
	Student Intervention 

Inventory
	II, III
	


February

Monthly Activity Checklist
	Responsible Party
	Task(s)
	Resources
	Tier
	Completed
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	All Staff
	1. Review and monitor student behaviors 

2. Continue teaching the matrix as scheduled by 

    PBIS Team.

3. Utilize Student incentive program

4. Communicate with parents about PBIS updates


	Matrix  

Lesson Plans

SWIS

Incentive Materials
	I, II, III
	

	PBIS Team
	1. PBIS Team meetings – share/discuss SWIS 

    reports, propose data-based decisions, etc.  

2. Determine SET date and forward information to 

    PBIS facilitator and coach

3. Share PBIS updates with staff

4. Share SWIS info with staff

5. Share yellow and red zone info with appropriate 

    Intervention teams


	Agenda, SWIS reports


	I, II, III
	

	
	
	Meeting minutes, Triangle data, SWIS reports
	I, II, III
	

	PBIS Team & Admin.


	1. Implement and evaluate staff and student incentive programs 

2. Plan for 3rd quarter celebration


	Incentive Materials


	I, II, III
	

	Data entry personnel &

Database Manager
	1. Review SWIS Big 5

2. Enter data daily; run weekly integrity report and 

    make corrections as indicated
	SWIS reports
	I, II, III
	

	PBIS Facilitator
	1. Plan and document all trainings

2. Meet with Administrator to review systems and give updates

3. Share Student Intervention Inventory results with team

4. Review 2nd Quarterly Checklist with team and discuss evaluate or revise team products and systems as needed
	Training Schedule and Roster

Student Intervention Inventory

2nd Quarterly Checklist

Team products
	I, II, III
	

	Intervention Team Coordinator or designee
	1. Complete monthly Student  Intervention Inventory 
	Student Intervention 

Inventory
	II, III
	

	PBIS Coach
	1. Conduct SET Evaluation
	SET Evaluation Document


	I, II
	


March
Monthly Activity Checklist
	Responsible Party
	Task(s)
	Resources
	Tier
	Completed
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	All Staff
	1. Review and monitor student behaviors

2. Continue teaching the matrix as scheduled by

    PBIS Team

3. Utilize student incentive program

4. Communicate with parents about PBIS updates


	Matrix  

Lesson Plans

Incentive

Materials
	I, II, III
	

	PBIS Team
	1. PBIS Team meetings – share/discuss SWIS

    reports, propose data-based decisions, etc.  

2. Plan booster session training for both staff and 

    students before and after spring break

3. Share PBIS updates with staff

4. Share SWIS info with staff

5. Share yellow and red zone info with appropriate 

    Intervention teams

6. Review and evaluate implementation progress 

    of Action Plan
	Agenda, SWIS reports

Teaching Schedule
	I, II, III
	

	
	
	Meeting minutes, Triangle data, SWIS reports

Action Plan
	I, II, III
	

	PBIS Team & Admin.


	1. Continue to monitor implement staff and student incentive programs
	Incentive Materials
	I, II, III
	

	Data entry personnel &

Database Manager
	1. Review SWIS-Big 5

2. Enter data daily; run weekly integrity report and 

    make corrections as indicated

3. Run ISS/OSS report to reconcile with NCWise 

    discipline report
	SWIS reports

NCWise reports
	I, II, III
	

	PBIS Facilitator
	1. Plan and document all trainings

2. Meet with administrator to review systems and 

    give updates

3. Share SET results with PBIS Team and staff

4. Determine date with admin. and schedule dates for online Effective Behavior Support survey

5. Complete 3rd Quarterly Checklist with PBIS    

    coach and administrator
	Training Schedule and Roster

SET document

Coach will schedule

Quarterly Checklist

PBIS Coach
	I, II, III
	

	Intervention Team Coordinator or designee
	1. Complete monthly Student Intervention 

    Inventory (SII)

2. Share with PBIS Team to evaluate effectiveness
	Student Intervention 

Inventory
	II, III
	


April

Monthly Activity Checklist
	Responsible Party
	Task(s)
	Resources
	Tier
	Completed
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	All Staff
	1. Review and monitor student behaviors

2. Continue teaching the matrix as scheduled by PBIS 

    Team

3. Utilize Student incentive program

4. Communicate with parents about PBIS updates

5. Take EBS online survey


	Matrix  

Lesson Plans

Incentive

Materials

Computerized

survey
	I, II, III
	

	PBIS Team
	1. PBIS Team meetings – share/discuss  SWIS 

    reports, propose data-based decisions, etc.  

2. Note areas needing support and plan booster 

    session training for both staff and students

3. Share PBIS updates with staff

4. Share SWIS info with staff

5. Share yellow and red zone info. with appropriate 

     Intervention teams

6. Begin planning PBIS team membership/roles for 

    next year


	Agenda, SWIS reports
	I, II, III
	

	
	
	Meeting minutes, Triangle data, SWIS reports
	I, II, III
	

	PBIS Team & Admin.


	1. Implement staff and student incentive programs

2. Review and share 3rd Quarterly Checklist


	Incentive Materials

3rd   Quarterly 

Checklist
	I, II, III
	

	Data entry personnel

 &

Database Manager
	1. Review SWIS Big 5

2. Enter data daily; run weekly integrity report and 

    make corrections as indicated


	SWIS reports
	I, II, III
	

	PBIS Facilitator
	1. Plan and document all trainings

2. Meet with administrator to review systems and give 

   updates.

3. Share Student Intervention Inventory results with team

4. Announce upcoming summer Module trainings
	Training Schedule and Roster

Intervention

Document

Training schedule
	I, II, III
	

	Intervention Team Coordinator or designee
	Complete monthly Student Intervention Inventory 
	Student Intervention 

Inventory
	II, III
	


May/June
Monthly Activity Checklist
	Responsible Party
	Task(s)
	Resources
	Tier
	Completed
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	All Staff
	1. Review and monitor student behaviors

2. Continue teaching the matrix as scheduled by 

    PBIS Team

3. Increase student incentive opportunities

4. Communicate with parents about PBIS updates
	Matrix

Lesson Plans

SWIS

Incentive Materials
	I, II, III
	

	PBIS Team
	1. PBIS Team meetings – Complete Team   

    Assessment/Survey

2. Review EBS results/complete EBS survey 

    Summary and a new Action Plan for next year

3. Review and share PBIS updates and EOY info 

    with staff

4. Review and revise Team Tools based on feedback

5. Share yellow and red zone info as appropriate with Intervention Team 

6. Complete Team Assessment/Survey

7. Plan Staff Orientation for next year
	Agenda, SWIS reports

EBS documents


	I, II, III


	

	
	
	Meeting minutes, Triangle data, SWIS reports, EOY reports, Team Tools

Student Intervention Inventory

Team Survey
	I, II, III
	

	PBIS Team & Admin.


	1.Continue Staff and Student incentive programs

2. Plan and schedule all trainings for next year

3. Conduct Final PBIS Celebration for the year!

4. Review EOY reports, ODR’s, attendance and 

    academic data
	Incentive Materials

EOY reports, data


	I, II, III
	

	Data entry personnel

 &

Database Manager
	1. Review SWIS Big 5

2. Ensure all referrals are entered,  run integrity  

    report and make corrections as indicated

3. Store current year’s discipline files

4. Generate SWIS EOY Reports
	SWIS reports
	I, II, III
	

	PBIS Facilitator
	1. Meet with administrator to review systems and   

    give updates.

2. Complete 4th Quarterly Checklist with PBIS 

    coach and administrator

3. Gather and copy checklists, summaries and info. 

    needed for binder
	Training Schedule and Roster

4th Quarterly Checklist

PBIS Coach
	I, II, III
	

	Intervention Team Coordinator or designee
	1. Complete monthly Student Intervention Inventory

2. Review Yellow/Red zone student’s progress with   

    team
	Student Intervention 

Inventory
	II, III
	

	PBIS Coach
	1. Compile EBS results and meet with team to review

2. Compile EOY data and share with school
	EBS document

EOY reports
	I, II, III
	


