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Hawks 
San Tan Heights K-8 

 

A General Overview 

School-wide PBIS is a research-based framework that has been proven to improve school 

climate, reduce problem behavior, and increase academic instructional time in schools (for 

additional information go to www.pbis.org). Two primary areas of emphasis in PBIS are 

prevention and instruction of social behavior. PBIS is based on the idea that when 

students are taught clearly defined behavioral expectations and provided with predictable 

responses to their behavior, both positive and corrective, all students are more likely to 

meet those expectations.  

 

San Tan Heights has developed school-wide procedures to accomplish the following: 

 

1. Define Behavior Expectations. A small number of clearly defined behavioral 

expectations are defined in positive, simple, rules. At San Tan Heights these rules are  

Strive for excellence 

Outstanding character 

always safe 

respectful  

These expectations are defined across school settings in the expectations matrix 

included in this handbook. 

 

2. Teach Behavior Expectations. The behavioral expectations and school procedures are 

taught to all students in the building and are taught in real contexts. Behavioral 

expectations are taught using the same teaching formats applied to academic 

instruction. When teaching, behavioral expectations are linked to the rules of being a 

Hawk: SOAR. The rationale for the rules and behavioral expectations are presented for 

each setting. Then staff demonstrates examples of what the expected behavior looks 

like in the setting. Teachers will use common scenarios in the setting to demonstrate 

the expected behavior, but may also demonstrate 1 or 2 examples of the ‘wrong way’ to 

do it. Students need to know what unacceptable behavior is, but there should be more 

focus on the desired behavior. Next, students are given the opportunity to practice 

the “right way” until they demonstrate fluent performance. Lesson plans for each 

setting are included in this handbook. 

 

http://www.pbis.org/


 
3. Acknowledge Appropriate Behaviors. Once appropriate behaviors have been defined 

and taught, they need to be acknowledged on a regular basis. Giving regular positive 

feedback when students use behaviors they have been taught is a critical step to 

teaching and maintaining desired behavior. San Tan Heights has developed an 

acknowledgment system to encourage regular recognition of desired behavior in the 

school. Positive or negative environments for students and staff are the result of the 

accumulation of individual positive or negative interactions. Research suggests that a 

5:1 positive to negative ratio fosters the most positive and productive school 

environments.  Positive interactions can occur in many meaningful ways (pat on the 

back, smile, verbal praise), but the goal of an acknowledgment system is to provide a 

regular reminder to staff throughout our busy days to catch kids doing the right thing. 

Negative interactions are any time we give attention to students for problematic 

behavior (e.g. “Max keep hands and feet to yourself”, “Remember class, all eyes on the 

teacher.”, “Malia, that’s a beautiful drawing, but it’s time to start math.”) As a school 

we will strive to achieve and maintain a 5:1 ratio for all students.  

 

Hawk Tickets will be used by individual staff members and school volunteers to 

recognize students for engaging in positive behavior. Staff members can award Hawk 

Tickets to students across all school settings, whether they teach the student or not. 

When handing out Hawk Tickets we should always clearly identify the specific positive 

behavior the student is being recognized for and match it with one of the school rules. 

Instructions on the procedure to use in rewarding tickets are described in more detail 

later in the handbook. Additionally, school-wide drawings will occur weekly to recognize 

Hawks for their positive behavior.  

 

4. Responding to Problem Behavior. Despite our efforts to proactively set students up 

for behavioral success and to prevent problem behavior, there will still be incidents of 

problem behavior. When it comes to responding to problem behavior we have three 

primary goals: 

a) Make sure to keep everyone safe 

b) Minimize the loss of instructional time for all students (including the student 

who engaged in problem behavior) 

c) To teach the student the appropriate behavior to use instead of the problem 

behavior  

Every occurrence of problem behavior is an important opportunity to teach the 

appropriate, desired behavior to the student. Developing positive interventions will 

provide fair and consistent consequences for problem behavior that focus first on 

teaching our students the appropriate behavior and will redirect them to academic 

instruction. The PBIS team has developed a progressive discipline model that will be 

utilized in the school.  This model will focus on teaching and preventing future 

occurrences of behavior. When students violate the behavioral expectations they will 



 
be informed that their behavior was not acceptable and how it relates to the school 

wide rules. Instructions on using a “Classroom Reminder”, an “Uh-Oh”, or an “Office 

Referral” are included in this Handbook. For students who engage in recurring problem 

behavior, who are not responding to the school’s progressive discipline system, 

additional individual behavioral supports will be provided.  

 

 

Defining and Teaching Behavioral Expectations 

Students respond to clear, consistent expectations and predictable adult responses to 

behavior. In order to establish a positive, predictable school environment it is important to 

clearly define behavioral expectations, establish agreement across staff, and actively 

teach those expectations from the beginning of the year to all students in the school. All 

staff should participate in the instruction of behavioral expectations during the first week 

of school and throughout the school year to create a consistent, united front. The San Tan 

Heights Matrix is used to identify important behavioral expectations across school 

settings.  

 

In PBIS, instruction of social behavior is viewed in much the same way as academic 

instruction. The same principles of effective academic instruction apply for teaching social 

behavior; just as we shouldn’t punish kids if they can’t do math problems, we should not 

punish students for not knowing the behavioral expectations or routines… instead we must 

teach them. It is our responsibility to prepare our students to be successful socially by 

teaching behavioral expectations and school routines from the beginning of school year, 

followed by periodic review throughout the year. We also understand that effective 

instruction of social behavior should: 

a) Occur in the natural setting, for example we should teach expectations and routines 

for recess behavior on the playground, not in the classroom 

b) Focus on what to do instead of what not to do, for example teach how to keep hands 

and feet to self, instead of what not to do 

c) Physically demonstrate or model the expected behavior, not simply talk about it 

d) Give students the opportunity to actively practice the expected behavior in the real 

setting with feedback 

e) Link expected behavior to the School-wide rules 

f) The following lesson plans should incorporate each of these principles. Lesson plans 

for all school settings are included in the appendix at the end of the handbook. 

 

 

 

 

 

 



HAWKS SOAR THROUGH SCHOOL! 
 

 

Location Strive for excellence Outstanding character Always safe Respectful 

Cafeteria/ 

lunch 

 Know your lunch number 

 Pick up all necessary utensils (sporks, napkin) prior to 

sitting at the table 

 Keep the cafeteria clean by throwing away trash 

 Walk holding tray with two hands 

 Sit properly at assigned table until excused 

 Keep food to self  

 Eat all food inside the cafeteria 

 Be polite and use peaceful voice 

 Wait for your turn 

 Raise hand for help 

Recess/ 

playground 

 Stay in the boundaries 

 What is on the ground stays on the ground 

 Be a problem solver 

 Use equipment for the intended use 

 Participate in school-approved games only 

 Share equipment 

 Return the equipment to the assigned area 

 Line up at the first signal 

 

 Be mindful of other people’s space 

 Be a good sport by using kind words and allowing 

anyone to participate 

Arrival 

 Go to designated area as soon as you arrive 

 Walk to all locations facing forward 

 Arrive at appropriate times 

 Get to class on time 

 Follow teacher’s instructions and directions 

 Get breakfast (if needed) before going to the playground 

 Safely carry your belongings 

 

 Use quiet feet and quiet voices. 

 Keep hands, feet, and objects to self 

 Follow directions 

Bathroom 

 Leave it the way you would want it to be when you enter 

it 

 Wash hands before leaving the bathroom  

 Report problems to adult/ teacher (no soap/ TP) 

 Flush the toilet paper in the toilet 

 Put items in the appropriate place 

 Do business in toilet or urinal 

 Keep water in the sink 

 Use restroom supplies wisely. (use soap dispenser and 

tissue) 

 Mind other people’s privacy/ one person per stall. 

 Use school property for  intended use 

Gym 

 Do your best! 

 Stop, look and listen upon hearing the signal or whistle 

 Solve your problems in the problem corner 

 Demonstrate good sportsmanship 

 Stay in designated areas 

 Need adult supervision to be in the gym 

 Wear proper sneakers  

 Keep in personal space 

 Share equipment 

 Take proper care of equipment and personal 

belongings 

All Common 

areas 

 Enter and exit peacefully. 

 Ask permission to leave and take a PASS 

 Be a team player 

 Think before you act 

 Walk quietly in single file line 

 Report problems to an adult 

 Only water is allowed outside of the cafeteria 

 Take proper care of equipment and personal belongings 

 Stay on the right side and stop at the wings 

 Pick up after yourself 

 Keep hands, feet, and objects to self 

 Compliment teachers or classes when they are 

doing a nice job: “5:1 ratio” 

 Use kind words and actions 

 Watch for signals and follow adult directions 

Hallway 

 Stop at every corner 

 Teacher walks with the class 

 Use agreed upon universal signs  

 Keep the bulletin boards intact 

 Return to class promptly avoiding long routes back to class 

 Walk next to the blue line  

 Keep a personal space 

 Voices off during instruction 

 Keep a personal space 

Parent pick 

up/ 

Dismissal 

 Watch quietly for your parent or ride   Follow all staff directions and signs  Student MUST stay on the sidewalks and cross at the 

cross walks only 

 Stay in designated area 

 Show courtesy to other people 

Assemblies 

 Voices off during performances 

 Be an active listener and watch for quiet signs  

 Keep questions and comments on topic 

 

 Follow entrance and exit procedures /directions 

 Stay in line  

 Be polite to speakers and presenters 

 Follow adult directions 

 Maintain personal space  

 

 Applause at appropriate times 

 Face the performance or speaker 

 Sit on your bottoms, at the designated area for the 

class 

Library 

 Use the computer for educational purposes only 

 

 Use furniture with care 

 Follow  library procedures for check out 

 Use the sticks only for the intended purpose  Speak softly and only when necessary 

 Line up quietly  

 Handle books with care 

Computer 

lab 

  Handle computer equipment with care 

 Follow teacher’s directions 

 

 Refrain from leaving unnecessary materials in the computer 

lab. 

 No food or drinks allowed 

 Walk at all times 

 Keep your hands to your own computer. 

 Take care of the equipment 

 No food or drinks (kids and teachers) 

Nurse’s 

office 

 Keep hands to self 

 Sit quietly in a chair and wait for the nurse  

 

 Go directly to the nurse’s office, and go back to class 

promptly. 

 Always bring a nurse's pass 

 Use an escort to open doors only if bleeding  Mind your own business and respect student 

privacy  

Bus pick up 

 Follow all bus procedures 

 Listen to teacher monitors 

 Lineup in designated loading zone 

 

 Wait for signal to board the bus  

 Walk on the sidewalk 

  Keep all items and objects to self 

 Follow all common area expectations 

 Use kind words  

 

Office 
 Enter only with permission 

 

 Walk to counter 

 Must have a pass 

 Keep hands and feet to self  Wait quietly for adult 

 Use kind words  



 
Acknowledgement System                                                                                                     

 

 
                         

On a daily basis, a student can earn a blue Hawk ticket when they are caught striving for 

excellence, showing outstanding character, being safe and/or being respectful by a staff 

member (see matrix for examples). There will be many instances when a student will 

receive verbal praise instead of a Hawk Ticket. The staff member may choose to give a 

Hawk Ticket so as to have greater impact. Hawk Tickets are intended to serve as a 

reminder to staff to catch kids doing the right thing, in pursuit of a 5 to 1 positive to 

negative ratio at San Tan Heights. All students should receive Hawk Tickets when they 

engage in positive behavior… we do not want to exclude those students who are always 

engaging in appropriate behavior or those students who are more at-risk for challenging 

behavior. All students deserve and need to be recognized for positive behavior, and all 

students engage in positive behavior.   

 

All staff members, volunteers and substitute teachers should have the opportunity to hand 

out Hawk Tickets whether they teach that particular student or not and tickets can be 

handed out across all school settings. This is a school-wide effort to increase recognition 

of positive student behavior. Recognition of positive behavior is an important step in 

teaching students appropriate social behavior. Hawk Tickets are designed to be user 

friendly. They are small enough to hopefully fit into a pocket or in a clear name badge and 

will only take a quick moment to fill out. It will be important to teach and remind students 

that they will not receive a Hawk Tickets if they ask for it.  

 

How does the process work? 

1. A staff member observes a student displaying one of the behaviors outlined on the 

expectations matrix or another positive behavior in school. 

2. The staff member hands a completed Hawk Ticket to the student while 

complimenting the student. Tickets should always be accompanied with a verbal 

explanation to the student identifying the specific behavior they are being 

recognized for and linking the behavior to a school rule. For example, “Wow, thank 

you for stopping to help pick up Jenni’s books, that was showing Outstanding 



 
Character, you’ve earned a Hawk Ticket.” (…you were being very respectful when 

you…) and identifying the specific behavior that earned the Hawk Ticket. 

3. The student puts the award in the collection receptacle located either in the 

student’s classroom or in the library.  

4. Teachers and staff have an option of using a Golden Ticket if the whole class or 

majority of the class is demonstrating positive behavior.  Examples of where this 

may be used are in the hallway, assemblies, cafeteria (common areas).  Golden 

Tickets will also be available to be used by Guest Teachers to recognize positive 

behavior in the classroom.  Golden Tickets will be placed in a separate receptacle 

and drawn monthly at an Assembly.  The class(es) drawn will receive a designated 

prize for the whole class (extra recess, pizza party, otter pops, etc). 

5. Hawk Tickets are collected for a week in the designated receptacles.  Each Friday 

immediately following announcements 3-5 student names will be drawn from each 

grade level and recognizing students showing good behavior.  The students come to 

the library and receive a prize. 

6. In addition to the weekly drawings, San Tan Heights will also be holding a monthly 

breakfast for Honorable Hawks and their parents with the principal to build 

community and encourage positive behaviors. All staff members have the 

opportunity to select a student they have seen consistently showing positive 

behavior over the past month.  These students will be recognized with a certificate 

and a window sticker.  The students receiving this award will be entered into a 

drawing for a T-shirt (1 primary (prek-2) and 1 intermediate (3-5).  In addition all 

Hawk Tickets for the past month will be mixed together.   

 

Consequence System 

We only earn the right to use consequences for problem behavior after explicitly teaching 

and reinforcing the behavior we expect. Despite our best attempts to set students up for 

success in a positive environment that prevents problem behavior, kids will still occasionally 

engage in problem behavior – they are kids! When responding to problem behavior at San 

Tan Heights, we will be guided by the following principles: 

 We will respond to problem behavior only in ways that maintain the safety, well-

being and dignity of the child.  

 The primary focus of responses for problem behavior is the instruction of the 

expected behavior  

 The primary goal in responding to problem behavior is to minimize the loss of 

instructional time for that student and all other students in the setting.  Staff must 

learn to identify minor problem behavior early and quickly and calmly redirect the 

student back to the task at hand.  Students who do not respond to initial redirection 

may require the implementation of pre-planned consequences. 

 



 

*Additional information regarding classroom management systems and 

discipline procedures can be found in the Teacher Procedure Manual. 
 

Level 1: 

Staff are encouraged to deal with minor problem behavior in the classroom. The response 

to many behaviors will be a simple redirection and return to instruction (refer to 

behavioral flowchart in Teacher Procedure Manual). For student behavior that persists 

beyond a warning or repeated redirection, disrupts instruction or recurring student 

behavior a teacher redirection may be paired with an “Uh-Oh”. When delivering an “Uh-

Oh”, staff members should clearly identify the behavior of concern, link it to a violation of 

a school-wide rule and use the opportunity to have the student practice the appropriate 

response whenever possible. Staff may pair with a classroom consequence. However; take 

precautions to reduce the loss of instructional time.  Behaviors that are given an “Uh-Oh” 

always warrant communication with parents. The student will receive an “Uh-Oh” form 

which will require a parent signature.   

 



 
Level 2: 

Level 2 behaviors are referred to the office at teacher discretion. Serious student 

offenses for which the school administration will be involved require an Office Discipline 

Referral (see Behavioral Flowchart). Such offenses also merit parent communication and 

will likely result in some disciplinary action. A student may also receive a Discipline 

Referral for receiving 3 Uh-Ohs for the same offense. Disciplinary responses for all level 

offenses will focus on minimizing the loss of instructional time and focus on returning the 

student to the classroom as quickly as possible when it is safe to do so. Once again 

instruction of the expected behavior, including student practice, should be a consistent 

component of all disciplinary responses. 

 

A progressive series of consequences is used with each infraction resulting in a more 

serious consequence. As much as possible natural consequences for behavior will be issued 

(e.g. writing an apology, making up missed instructional time), which may include restitution 

for damaged property. Out of school suspension may be warranted in extreme cases, 

(physical safety of the student, peers or staff are of concern). Efforts will be made to 

utilize an In-School Suspension system, which may include using a buddy teacher. 

 



 

Individual Student Behavioral Supports 

San Tan Heights Elementary will regularly review discipline referral data to identify areas 

for intervention and students who are at-risk. For students who engage in repeated, 

chronic behavior, additional supports will be put into place. Research has found that 10-

15% of students will require additional support to be successful socially in school. Some of 

these students will respond to simple levels of intervention, while others will require more 

intensive individualized support. San Tan Heights K-8 will implement a continuum of 

supports for those students who engage in repeated problem behavior and whose behavior 

fails to respond to the normal school-wide disciplinary consequences. 

Teachers administer behavior plans through marking each area with a positive mark if the 

student complies with expected behavior for that time period.  Since incentives are tied to 

behavior plans, it is of utmost importance that teachers mark the behavior chart with 

fidelity.  These documents are used later if there continue to be behavioral issues. 

 

 

TIPS – Data-Based Problem Solving 

The PBIS tier 1 team will meet once a month to review referral data as well as to 

identify any problems or concerns that have arisen in terms of behavior.  To effectively 

and efficiently review data, the team will use the TIPS process (Team Implemented 

Problem Solving).  The TIPS process is a systematic method used to identify the problem 

and then generate a solution that has a timeline and responsible parties noted.  The TIPS 

process also provides for meeting elements that should be present during all meetings. 

The TIPS process also provides for the defining of roles in an effective meeting.  The key 

roles needed for an effective meeting are Facilitator, Minute Taker, Data Analyst, 

Administrator and Active Team Members.  A spreadsheet showing the responsibilities of 

each team member can be found in the appendix. 

An agenda is pre-determined that should include a review of the data.  In examining the 

data, problems and concerns are identified.  The team will determine if the problems and 

concerns are in need of administrative action or if they are specific items that need to be 

solved.  If the concern is a problem, then a precise statement is made that states who, 

what, when, where, why.  A solution is determined and it is then identified who will carry 

out the solution and when and when the problem will be reported on again.  Meeting 

minutes are taken on an electronic form.  A copy of that form is also included in the 

appendix. Through using TIPS, problems can be precisely identified and solutions can be 

determined.   

 



 

Classroom Systems 

It is not enough to have a school-wide system of positive behavior and supports.  Teachers 

in the classroom must also have the ability to implement routines and procedures in their 

classrooms.  A structured classroom is associated with more appropriate social behavior, 

greater on-task involvement, and greater academic achievement. To help aid staff in 

developing their procedures for the classroom, staff will be asked to complete the 

Classroom Behavioral Expectations & Routines matrix (See Appendix).   

Just as students were introduced to the school-wide expectations, teachers must take the 

time to develop lesson plans and build into their instruction during the first days of school, 

lesson plans that will thoroughly teach the expectations, procedures, and routines of the 

classroom.  Sample lesson plans are included in the appendix.   

 

 

SOAR CLUB aka H.U.G. (Hello-Update-Goodbye) 

It is recognized that even with school-wide and classroom systems in place, there will be 

students who continue to engage in problem behaviors. The SOAR Club that used to be 

known as Hello - Update - Goodbye (HUG) Program is a school-wide, check-in, check-out 

prevention program for students who are starting to engage in problem behavior. The goals 

of HUG are to identify students early who are in need of extra support and provide them 

with more frequent attention and positive adult interaction, increase structure and 

feedback on their behavior in hope of preventing student behavior from escalating and 

future problem behavior.  SOAR Club is intended to be an efficient school-wide program 

that can support 15-20 students at a time.    

More information on this program including the specifics as to how it is implemented and 

how students are referred, can be found in the SOAR Club Handbook. See the PBIS 

chairperson to gain more information or to obtain a copy of the Handbook. 
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Step 1:  Review School Wide Rules 

Strive for Excellence: I always produce quality work while trying my hardest and keeping a positive attitude. 

Outstanding Character: I am a dependable, honest, caring and trustworthy citizen at all times. 

Always Safe: I am free from any physical or emotional harm. 

Respectful: I am polite and cooperative with others. 

 
Step 2:  Teach Expectations for Specific Setting 

Strive for Excellence Outstanding 

Character 

Always Safe Respectful 

•Enter and exit peacefully 
•Ask permission to leave 
and take a PASS 
•Be a team player 
•Think before you act 

 Walk quietly in single 
file line 

 Report problems to an 
adult 

 Only water is allowed 
outside of the cafeteria 

 Take proper care of 
equipment and 
personal belongings  

 Stay on the right side 
and stop at the wings 

 Pick up after yourself 

 Keep hands, feet, and 
objects to self 

 Compliment teachers 
or classes when they 
are doing a nice job: 
“5:1 ratio” 

 Use kind words and 
actions 

 Watch for signals and 
follow adult 
directions 

 

Step 3:  Tell Why Rules are Important 
These rules are important to ensure safety in all common areas and make our campus is an 
enjoyable place to come to everyday. The staff and the students want to be respectful and 
responsible so that others will do the same in return.  

 

Step 4:  Demonstrate Rules 
 *Provide more examples than non-examples 

Rule Example Non-Example 

Strive for Excellence 
 Walking with a pass to 

designated area 
 Leaving class without a 

pass 

Outstanding Character 
 Return things where they 

belong after using them 
 Making a big mess  

Always Safe 
 Walking quietly in line  
 Keeping a personal space 
 Stopping at all horseshoes 

 Running to get in line  
 Leaving without 

permission 

Respectful 
 Saying please and thank you   Being rude to others 

Step 5:  Provide Opportunities to Practice 
 Role play scenarios at the beginning of the school year and after a long break 

ALL COMMOM AREAS 

Setting 
 



 
 

 
Step 1:  Review School Wide Rules 

Strive for Excellence: I always produce quality work while trying my hardest and keeping a positive attitude. 

Outstanding Character: I am a dependable, honest, caring and trustworthy citizen at all times. 

Always Safe: I am free from any physical or emotional harm. 

Respectful: I am polite and cooperative with others. 

 
Step 2:  Teach Expectations for Specific Setting 

 

Strive for 

Excellence 

Outstanding 

Character 

Always Safe Respectful 

• Go to designated area 
as soon as you arrive 

• Walk to all locations 
facing forward 

• Arrive at appropriate 
times 

• Get to class on time 

 Follow teacher’s 
instructions and 
directions 

 Get breakfast (if 
needed) before going 
to the playground 

 Safely carry your 
belongings 

 

 Use quiet feet and 
quiet voices. 

 Keep hands, feet, and 
objects to self 

 Follow directions 

 

Step 3:  Tell Why Rules are Important 
The arrival rules are important to keep students and staff safe and set the tone for the school day. 

 

Step 4:  Demonstrate Rules 
 *Provide more examples than non-examples 

Rule Example Non-Example 

Strive for Excellence 
 Arrive to school on time and go 

to the cafeteria if you need 

lunch 

 Tardy to school 

 Playing outside instead of getting 

breakfast right away 

Outstanding 

Character 

 Walking quietly and directly 

from drop off point to cafeteria 

or playground 

 Going to the office, classrooms, 

down hallways, bathrooms 

Always Safe 
 Use kind words and actions  Placing hands/feet on others  

Respectful 
 Walk and line-up quietly 

 
 Hiding in the bathrooms, running 

in the halls, Hanging out at the 

bike rack 

 

Step 5:  Provide Opportunities to Practice 
 Schedule a time to teach, play videos and /or role play this 

 I DO, YOU DO, WE DO system  

 

ARRIVAL 

Setting 
 



 
 

 

 
Step 1:  Review School Wide Rules 

Strive for Excellence: I always produce quality work while trying my hardest and keeping a positive attitude. 

Outstanding Character: I am a dependable, honest, caring and trustworthy citizen at all times. 

Always Safe: I am free from any physical or emotional harm. 

Respectful: I am polite and cooperative with others. 

 
Step 2:  Teach Expectations for Specific Setting 

Strive for 

Excellence 

Outstanding 

Character 

Always Safe Respectful 

 Try your hardest 

 Follow the teacher’s 
directions 
 

 Clean up after you are 
done with your art 
piece 

 Use inside voices 

 Use all art supplies for 

intended purpose 

 

 Positive comments  
only 

 Work only on your 
project 

 
Step 3:  Tell Why Rules are Important 

The art room rules are important because it will keep the art room clean for the use of all 

classrooms. The rules will also keep all of the students safe. 

 

Step 4:  Demonstrate Rules 
 *Provide more examples than non-examples 

Rule Example Non-Example 

Strive for Excellence 
 Try your hardest  Saying “this is stupid” or  

“this is too hard” 

Outstanding Character 
 Clean up after yourself  Leave the art table/room 

dirty 

Always Safe 

 Use scissors for cutting paper 

or other intended art 

materials 

 Running with scissors or 

cutting people 

 Painting/drawing on people’s 

skin 

Respectful 

 Working specifically on your 

own art project and giving 

positive compliments to 

other people’s work.  

 Telling others that their art 

work is junk or ugly. 

 

 

Step 5:  Provide Opportunities to Practice 
Schedule a time to teach, play videos and /or role play this 

ART ROOM 

Setting 
 



 
 

 

Step 1:  Review School Wide Rules 

Strive for Excellence: I always produce quality work while trying my hardest and keeping a positive attitude. 

Outstanding Character: I am a dependable, honest, caring and trustworthy citizen at all times. 

Always Safe: I am free from any physical or emotional harm. 

Respectful: I am polite and cooperative with others. 

 
Step 2:  Teach Expectations for Specific Setting 

Strive for 

Excellence 

Outstanding 

Character 

Always Safe Respectful 

 Voices off during 
performances 

 Be an active listener 
and watch for quiet 
signs 

 Keep questions and 
comments on topic 

 Follow entrance and 
exit 
procedures/directions 

 Stay with class 
 Be polite to speakers 

and presenters 
 Follow adult 

directions 

 Maintain personal 
space 

 Applause at 
appropriate times 

 Face the performance 
or speaker 

 Sit on your bottoms, 
at the designated area 
for your class 

 

Step 3:  Tell Why Rules are Important 
 These rules are important to make assemblies enjoyable for all, to allow all students and visitors to 
be able to hear what is going on, and to keep participants and spectators safe. 

 

Step 4:  Demonstrate Rules 
 *Provide more examples than non-examples 

Rule Example Non-Example 

Strive for Excellence 
 Attention is on the speaker or 

performance 

 Talking to the people next to 

you 

Outstanding Character 

 Applause at appropriate 

times 

 Eyes and ears on the 

speaker/performance 

 Making comments about the 

speaker/performance 

Always Safe 
 Stay in personal space  Touching the people next to 

you 

Respectful  Engaging in the 
speaker/performance 

 Screaming and yelling 

 

ASSEMBLIES 

Setting 
 



 
 

 

Step 5:  Provide Opportunities to Practice 
 Schedule a time to teach (practice entering and exiting, show the class where they will be sitting 

and practice how to sit)   

 Teach the Hawks Soar chant 

 Play videos  

 Role play this in the gym  

 

Step 6:  Procedures 
 2

nd
 and 3

rd
 grades enter/leaves through doors closest to art room, K and 1

st
 enter/leaves through 

doors closest to library, 4
th

 and 5
th

 enter/leaves through outside doors 
 Attention Getter: “When I say mighty you say Mustang, Mighty Mustang, Mighty Mustang Mighty Mustang.” 

First mighty loudest, next one medium volume and last one quiet volume.  Quiet sign after that is completed 

 

 

 

 



 
 

Step 1:  Review School Wide Rules 

Strive for Excellence: I always produce quality work while trying my hardest and keeping a positive attitude. 

Outstanding Character: I am a dependable, honest, caring and trustworthy citizen at all times. 

Always Safe: I am free from any physical or emotional harm. 

Respectful: I am polite and cooperative with others. 

 
Step 2:  Teach Expectations for Specific Setting 

Strive for Excellence Outstanding 

Character 

Always Safe Respectful 

 Leave it the way you 
would want it to be 
when you enter it 

 Wash hands before 
leacing the bathroom 

 Report problems to an 
adult/teafcher (no 
soap/TP or overflowing 
toilets/sinks) 

 Flush the toilet paper 
in the toilet 

 Put items in the 
appropriate place 

 Do business in toilet 
or urinal 

 Keep water in the sink 

 Use restroom supplies 
wisely (use soap 
dispenser and tissue) 

 Mind other people’s 
privacy/ one person 
per stall 

 Use school property 
for intended use 

 

Step 3:  Tell Why Rules are Important 
It is important to maintain a clean, healthy and comfortable environment for everyone to use. If 
everyone follows these rules the bathroom will be a clean and safe place. 

 

Step 4:  Demonstrate Rules 
 *Provide more examples than non-examples 

Rule Example Non-Example 

Strive for Excellence 
 Check to make sure bathroom 

is clean and well supplied.  

  

Outstanding Character 

 Using the correct amount of 

soap and toilet paper 

  Return to class promptly and 

quietly 

 Complete sign in and sign out 

sheet 

 Hanging out in the bathroom  

 Writing or marking the wall 

with inappropriate words  or 

symbols 

Always Safe 

 Walk in quietly  

 Wash your hands  

 Put garbage in proper place 

 Running into the bathroom 

yelling and screaming 

 Throwing garbage on the 

floor 

Respectful  Stand patiently and wait for 

your turn  

 Give  people their privacy 

 Peeking under the stall 

 Pounding on the stall doors 

telling people to hurry up 

BATHROOM 

Setting 
 

 
        
    



 
 

Step 5:  Provide Opportunities to Practice 
 For younger students, story book about germs for reinforcement  
 Older students teach younger students what the expectations are  
 Use props (if possible) for explanation like glitter and talk about germs 
 Reinforce the rules (expectations) with posters in designated area  
 Teacher or student role play positive expectations 
 Teacher role plays negative expectation and allows students to comment on what he/she did 

wrong  
 Ask students for verbal examples of good and bad expectations 
 If  possible provide 3-5 question quiz on rules  
 Explain what the consequences will be if rules are not followed  
 Check for understanding   



 
 

 

Step 1:  Review School Wide Rules 

Strive for Excellence: I always produce quality work while trying my hardest and keeping a positive attitude. 

Outstanding Character: I am a dependable, honest, caring and trustworthy citizen at all times. 

Always Safe: I am free from any physical or emotional harm. 

Respectful: I am polite and cooperative with others. 

 
Step 2:  Teach Expectations for Specific Setting 

Strive for 

Excellence 

Outstanding 

Character 

Always Safe Respectful 

 Sit on bottom 
facing forward  

 Follow all bus rules 
 

 Water only (no food 
or beverages) 

 Take all belongings 
off the bus 

 Bottoms on the seat 

 Hands inside the windows 

 Feet on the floor in front of 
you 

 Backpacks under the seat 

 Stay on the sidewalk until 
prompted to go on the bus 

 When dropped off, walk in 
front of the bus when the 
bus driver directs you 

 Quiet voices 

 Listen to the bus 
driver 

 Hands and feet to 
themselves 

 

Step 3:  Tell Why Rules are Important 
Rules are important to keep everyone safe en route and to make sure that no child feels 
disrespected. 

 

Step 4:  Demonstrate Rules 
 *Provide more examples than non-examples 

Rule Example Non-Example 

Strive for Excellence 
 Sit on bus facing forward  Yelling, out of seat 

Outstanding Character 
 In case bus driver passes 

out, call 911 
 Call district office in case of 

emergency and bus driver 
passes out 

Always Safe 
 Walk in front of the bus, 

waiting for the bus driver’s 
signal. 

 Walking behind the bus at 
drop off points 

Respectful  Hands and feet to 
themselves 

 Hitting, punching, or 
bothering others 

BUS 

Setting 
 



 
 

Step 5:  Provide Opportunities to Practice 
 Set up one room like a bus so classes can go there and practice  
 In case bus driver passes out, call 911 
 Actual practice  when we do emergency bus evacuation 

 
 

 



 
 

 

Step 1:  Review School Wide Rules 

Strive for Excellence: I always produce quality work while trying my hardest and keeping a positive attitude. 

Outstanding Character: I am a dependable, honest, caring and trustworthy citizen at all times. 

Always Safe: I am free from any physical or emotional harm. 

Respectful: I am polite and cooperative with others. 

 
Step 2:  Teach Expectations for Specific Setting 

Strive for 

Excellence 

Outstanding 

Character 

Always Safe Respectful 

 Know your number 
or have your card 

 Pick up all necessary 
utensils (sporks, 
napkin) prior to 
sitting at the table 

 Keep the cafeteria  
clean by throwing 
away trash 

 Walk holding tray 
with two hands 

 Sit properly at 
assigned table until 
excused 

 Keep food to self  

 Eat all food inside 
the cafeteria 

 Be polite and use 
peaceful voice 

 Wait for your turn 

 Raise hand for help 

 

 

Step 3:  Tell Why Rules are Important 
The cafeteria rules make lunch a socially enjoyable time for everyone, it is important to 

follow the all the expectations. 

 

Step 4:  Demonstrate Rules 
 *Provide more examples than non-examples 

Rule Example Non-Example 

Strive for Excellence 
 Sit down, eat your own food 

and quietly talk to your 

neighbors 

 Entering the cafeteria loudly 

and bothering others while 

they are eating 

Outstanding Character 

 Saying please and thank you 
to cafeteria people 

 Saying “hurry up, where is 
my food?” or being 
disrespectful and rude 
towards cafeteria staff 

Always Safe 
 Keeping hands, feet, food 

and objects to self 
 Pushing, kicking, shoving, 

cutting and yelling at 
people in the cafeteria 

Respectful  Keeping hands and 
attention to own tray 

 Throwing food at people or 
grabbing somebody else’s 
food 

CAFETERIA 

Setting 
 



 
 

 

Step 5:  Provide Opportunities to Practice 
 Schedule a time to teach, play videos and /or role play this in the cafeteria 

 Stations where classes can visit one at a time to listen to the rules and practice 

 Practice: I do, You do, We do  

 

Step 6: Procedures 
 At the beginning of the day teachers in grades K-2 will send a lunch count and money to the 

cafeteria.  Grades 3-8 should send lunch money to cafeteria in the morning. 

 Cafeteria staff will return lunch count bags to the teachers mailbox at the end of each day 
 At lunch time, classes will enter the cafeteria one at a time through the single door on the south 

side of the building 

 Tables will not be assigned. The first class to enter will sit at the table labeled number one. The 

second class at table number 2 and so on. 

 Students will remain seated during the entire lunch unless excused by an adult. They will not be 

dismissed to through things away until the entire table is dismissed.  

 When it is time to dismiss a staff member will have the entire table stand up and collect their 

trays/garbage/lunch bags, etc. 

 Students will orderly go to the garbage can. Students will dump any food/garbage on their tray 

into the trash can.  They will then stack their trays on a table. 

 Students will then file outside where they will line up behind assigned pole. 

 Students will be expected to be in line, not playing around in the courtyard. 

 

Step 7: Additional Notes 

 Absolutely NO FOOD will be allowed to leave the cafeteria 

 Teachers on duty need to be watching to make sure students are not leaving the cafeteria with 

food including inside their backpacks 

 Students in grades 3-5 must know their lunch number and the younger kids have their cards. 

 Teachers should have their own consequence for kids who will bring food in the rooms like verbal 

phone call home, time out, uh oh form. 

 There will be a donation box behind the cafeteria’s staff area and teachers will have to get it if 

they want some of it for their class snack. Students will not have access into this box but they need 

to be taught that they give food they don’t want back to the cafeteria staff 

 It is the responsibility of the teachers/aids on duty to give a consequence for poor decisions (wash 

the tables, clean up the trash, clean cafeteria, etc) 

 

 

 
 
 
 
 



 
 

 

Step 1:  Review School Wide Rules 

Strive for Excellence: I always produce quality work while trying my hardest and keeping a positive attitude. 

Outstanding Character: I am a dependable, honest, caring and trustworthy citizen at all times. 

Always Safe: I am free from any physical or emotional harm. 

Respectful: I am polite and cooperative with others. 

 
Step 2:  Teach Expectations for Specific Setting 

Strive for Excellence Outstanding 

Character 

Always Safe Respectful 

 Handle computer 
equipment with care 

 Follow teacher’s directions 
 Use the computers for 

school approved websites 
only 

 Refrain from leaving 
unnecessary 
materials in the 
computer lab 

 

 No food or drinks 
(kids and 
teachers) 

 Always walk 

 Keep your hands to 
your own computer 

 Take care of the 
equipment 

 

Step 3:  Tell Why Rules are Important 
It is important to maintain and care for the equipment that we have so it will last longer and be 
available for the next use.  
 

Step 4:  Demonstrate Rules 
 *Provide more examples than non-examples 

Rule Example Non-Example 

Strive for Excellence 
 Printing only the 

appropriate material 

 Using inappropriate websites 

Outstanding Character 
 Using the computer for 

its intended use 
 Cutting the cords 

Always Safe 
 Sitting in assigned seat 
 Walking in the lab 

 Running around the lab 

Respectful  Raising your hand for 
help 

 Putting your hands on 
other people's computers 

 

Step 5:  Provide Opportunities to Practice 
 Role play scenarios right at the beginning of the school year and after a long break  

 Teacher models expectations in the classroom 

 Teacher checklist (do the students keep their hands on their computer, do they only print necessary 

materials, etc) 

COMPUTER LAB 

Setting 
 



 
Step 6: Additional Notes 

 Every teacher will need a seating chart for their class and it needs to stay updated 

 Teachers are to complete the work order forms that are located in the computer lab if there is a 

problem 

 The last class in the lab every day is responsible for turning in the work order to the front office 

staff 

 All backpacks, water bottles and lunches need to be placed on the back counter 



 
 

Step 1:  Review School Wide Rules 

Strive for Excellence: I always produce quality work while trying my hardest and keeping a positive attitude. 

Outstanding Character: I am a dependable, honest, caring and trustworthy citizen at all times. 

Always Safe: I am free from any physical or emotional harm. 

Respectful: I am polite and cooperative with others. 

 
Step 2:  Teach Expectations for Specific Setting 

Strive for 

Excellence 

Outstanding 

Character 

Always Safe Respectful 

 Watch quietly 
for your parent 
or ride 

 Follow all staffs 
directions and signs 

 Take all personal 
belongings before 
leaving the classroom 

 Stay in designated lines as 
soon as dismissed from class 

 Walk to all locations facing 
forward 

 Arrive at designated waiting 
areas on time 

 Student MUST stay on the 
sidewalks and cross at the 
cross walks only 

 Keep hands, feet, and 
objects to self 

 Show courtesy to 
other people 

 Stay in designated 
area 

 

Step 3:  Tell Why Rules are Important 
Dismissal rules are important in to ensure a safe and organized transition from classes to the exit 
gates. 

 

Step 4:  Demonstrate Rules 
 *Provide more examples than non-examples 

Rule Example Non-Example 

Strive for Excellence 
 Walk facing forward to 

designated waiting are 

 Yelling, screaming bothering 

people around you while 

exiting 

Outstanding Character 

 Securely carrying all personal 
belongings inside the school 
bag 

 Having to go back to the 
classroom without asking 
permission from the teacher 
when retrieving items left 
behind 

Always Safe 
 Walking quietly in the 

hallway  
 Hiding in the bathrooms, 

running in the halls 
 Hanging out at the bike rack. 

Respectful  Listening and following 
teacher’s directions 

 Answering back, or ignoring 
teacher directions 

DISMISSAL 

Setting 
 



 
Step 5:  Provide Opportunities to Practice 

 Show bus/dismissal video 
 Practice/drill with the class 
 Teachers must actively supervise 
 All teachers must stay at assigned location until all students have left the campus  

 
 



 
 

Step 1:  Review School Wide Rules 

Strive for Excellence: I always produce quality work while trying my hardest and keeping a positive attitude. 

Outstanding Character: I am a dependable, honest, caring and trustworthy citizen at all times. 

Always Safe: I am free from any physical or emotional harm. 

Respectful: I am polite and cooperative with others. 

 
Step 2:  Teach Expectations for Specific Setting 

Strive for Excellence Outstanding 

Character 

Always Safe Respectful 

 Always try your hardest 
and do your best! 

 Stop, look and listen 
upon hearing the signal 
or whistle 

 Demonstrate good 
sportsmanship 

 Solve your problems 
in the problem corner 

 Need adult supervision 
to be in the gym 

 Stay in designated 
areas 

 Keep in personal space 

 

 Take proper care of 
equipment and 
personal belongings  

 Share equipment 

 Avoid verbal 
confrontation 

 

Step 3:  Tell Why Rules are Important 
The gym rules allow every student to be an active participant in their physical education class 
where they feel emotionally and physically safe. Students will be able to solve their own problems 
and will share all the equipment with their classmates to ensure everyone has fun learning 
experiences.  

 

Step 4:  Demonstrate Rules 
 *Provide more examples than non-examples 

Rule Example Non-Example 

Strive for Excellence 

 Try your hardest 

 Freeze on the signal 

 Fooling around while teacher 

is talking 

 Moving around or shooting a 

ball when the whistle blows 

Outstanding Character 
 Playing in the gym with an adult 

supervising 

 

 Playing in the gym by 

yourself or with other 

students and no teachers/staff 

Always Safe 

 Wearing sneakers and athletic clothes 

 Playing all team sports by the rules 

(ex: using feet for kicking a soccer 

ball, using hands to dribble a 

basketball) 

 Enter without food/gum 

 Wearing high heels or flip 

flops 

 Pushing and/or hitting other 

students 

 Chewing gum or snacks 

Respectful  Showing good sportsmanship 

 Sharing equipment 

 Using your hands to help a hurt 

student get up 

 Yelling and arguing with 

other students 

 Stealing equipment from 

others 

GYMNASIUM 

Setting 
 



 
Step 5:  Provide Opportunities to Practice 

 Introduction: Show all classes the PBIS in the gym video. It will go through all of the expectations 

(classroom teachers will have access to this video if they want to show it as well) 

 The students will practice/role play after watching the video 

 Closure: Written or verbal mini-quiz 

 RETEACH or show the video after every long break 

 

 

 

 

 

 

 

 

 

 



 
 

Step 1:  Review School Wide Rules 

Strive for Excellence: I always produce quality work while trying my hardest and keeping a positive attitude. 

Outstanding Character: I am a dependable, honest, caring and trustworthy citizen at all times. 

Always Safe: I am free from any physical or emotional harm. 

Respectful: I am polite and cooperative with others. 

 
Step 2:  Teach Expectations for Specific Setting 

Strive for Excellence Outstanding 

Character 

Always Safe Respectful 

 Stop at every corner 

 Teacher walks with the 
class 

 Use agreed upon 
universal quiet sign 

 Keep the bulletin 
boards intact 

 Return to class 
promptly avoiding 
long routes back to 
class 

 Walk next to the blue 
line  

 Keep personal space 

 Voices off during 
instruction 

 Keep a personal space 

 
Step 3:  Tell Why Rules are Important 
These rules are important to foster a more educationally appropriate learning environment that is 
free from noise and where students and teachers alike would feel respected and safe in or out of the 
classroom. These rules help everyone be cautious and considerate of other people’s space and 
learning endeavors.   

 

Step 4:  Demonstrate Rules 
 *Provide more examples than non-examples 

Rule Example Non-Example 

Strive for Excellence 
 Stop at the corners 

 Walks with quiet sign the 

entire time in the hall 

 Walking in a zig zag line 

 Talking to other people in the 

hallway including teachers 

Outstanding Character 

 Go to location and return to 
class promptly 

 Appreciate bulletin boards 
just by looking 

 Walk with just one person 
in front and behind you; no 
one should be beside you 

 Take a longer route to where 
you are going 

 Walk in groups 
 Meet up friends at the hallway 

and walk together 

Always Safe 

 Walk calmly, keeping hands 
and feet to self 

 Keep objects to self; 
refraining from throwing 
anything around 

 Make sure that each person 

 Throw backpack, or any object 
at other people. 

 Hit or kick others 
 Horse play  
 Stay too close to the person in 

front, beside, or behind you 

HALLWAY 

Setting 
 



 
is an arm’s length away 
from you. 

 Walk on the right side 
wherever you are 

 Walk in the middle of the 
hallway, disregarding the flow 
of traffic. 

Respectful  Complete silence while 
walking 

 Whisper if possible 
 Wait until one gets to the 

desired area to discuss 
some things 

 Keep hands away from 
bulletin board 

 Listen to hallway 
monitors/adults, and follow 
what they say 

 

 Laughing loudly in the hallway 
 Scream and talk loudly  
 Remove decorations and 

designs from bulletin boards 
 Peek through other classes’ 

door window 
 Chat with people along the 

way 
 Retort in appropriately when 

given instructions by adult ( to 
keep quiet, or to  walk on the 
right) 

 

Step 5:  Provide Opportunities to Practice 
 Show the class a video on how to behave at the hallway. 
 I do, you do, we do system. ( Demonstrate in class, let the students do it in class, do it 

together at the HALLWAY) 
 Practice this several times with the whole class at the start of the school year and any time 

they need a reminder 
 REPRACTICE IF THEY ARE NOT DOING IT. THIS CAN BE ANY TIME DURING THE YEAR. 

 

Step 6: Additional Notes 
 Parents need to set up appointments to see teachers. They should not be waiting in the 

hallways before school. 
 Students should be outside or in the cafeteria before school. They should not be loitering in 

the hallways. No excuses. 
 Kinder students will use a knotted roped to learn how to walk in one straight line (if teacher 

would like to use it) 
 

 

 



 
 

Step 1:  Review School Wide Rules 

Strive for Excellence: I always produce quality work while trying my hardest and keeping a positive attitude. 

Outstanding Character: I am a dependable, honest, caring and trustworthy citizen at all times. 

Always Safe: I am free from any physical or emotional harm. 

Respectful: I am polite and cooperative with others. 

 
Step 2:  Teach Expectations for Specific Setting 

Strive for Excellence Outstanding 

Character 

Always Safe Respectful 

 Use computer for 

educational 

purposes only 

 Use furniture with 

care 

 Handle books with 

care 

 Follow library 
procedures for check 
out 

 Use the sticks only for 
the intended purpose 

 Speak softly and only 

when necessary 

 Line up quietly 

 Handle books with 
bare 

 

Step 3:  Tell Why Rules are Important 
The library rules are important so all students are allowed to indulge in reading activities without 
interruption. 

 

Step 4:  Demonstrate Rules 
 *Provide more examples than non-examples 

Rule Example Non-Example 

Strive for Excellence 
 Follow the librarian’s 

directions 

 Work silently! 

 Yelling, talking to other people 

Outstanding Character 
 Waiting quietly and 

respectfully at the assigned 

area for your turn to check out 

 Going behind the librarian’s 

desk and playing with the 

scanner 

Always Safe 

 Using the sticks to check out 

books and mark the spot 

where they got the book from 

 Using the stick for other 

purposes like weapons or 

sporting equipment 

Respectful  Sitting quietly reading the 

selected book 

 Boisterously talking and using 

the book to hit others 

 

Step 5:  Provide Opportunities to Practice 
 Teachers should take the class to the library for guided practice  

 Role play in the room on how to respectfully and responsibly behave in the library 

 Teachers always support and stay with the librarian (if needed) 

 

LIBRARY 

Setting 
 



 
Step 6: Additional Notes 

 Each table will have library books in a basket for the students to read while they wait to look for 

their own book 

 Teachers may decide how they run things in the library with the librarian’s suggestions  

 

 

 



 
 

Step 1:  Review School Wide Rules 

Strive for Excellence: I always produce quality work while trying my hardest and keeping a positive attitude. 

Outstanding Character: I am a dependable, honest, caring and trustworthy citizen at all times. 

Always Safe: I am free from any physical or emotional harm. 

Respectful: I am polite and cooperative with others. 

 
Step 2:  Teach Expectations for Specific Setting 

Strive for 

Excellence 

Outstanding 

Character 

Always Safe Respectful 

 Keep hands to self 

 Sit quietly in a chair 
and wait for the nurse 

    Always bring a 

nurse's pass 

    Go directly to the 

nurse’s office, and go 

back to class promptly 

 Keep hands to self 

 Use an escort only 
when bleeding to 
open/hold doors 

    Mind your own 

business and respect 

student privacy  

 

 

Step 3:  Tell Why Rules are Important 
It is important to keep the nurse’s office safe and orderly by following these expectations. It should 
be a quiet environment. 

 

Step 4:  Demonstrate Rules 
 *Provide more examples than non-examples 

Rule Example Non-Example 

Strive for Excellence 
 Waiting patiently for the 

nurse to call you 

 Bust in the nurse’s office and 

crying, yelling, screaming 

Outstanding Character 
 Walk straight to/from  the 

nurses office 
 Taking a long route to the 

nurse and then back to the 
classroom 

Always Safe 
 Sitting quietly waiting for 

your turn 
 Playing and screaming  

Respectful  Sitting quietly  Asking other people why 
they are in the nurses office 

 

Step 5:  Provide Opportunities to Practice 
 Nurse will come into the classrooms at least once per semester 

 Role play scenarios at the beginning of the school year 

 Teachers will walk the whole class to the nurse (show them the direct path) 

 
 

 

NURSE’S OFFICE 

Setting 
 



 
 

 

Step 1:  Review School Wide Rules 

Strive for Excellence: I always produce quality work while trying my hardest and keeping a positive attitude. 

Outstanding Character: I am a dependable, honest, caring and trustworthy citizen at all times. 

Always Safe: I am free from any physical or emotional harm. 

Respectful: I am polite and cooperative with others. 

 
Step 2:  Teach Expectations for Specific Setting 

Strive for Excellence Outstanding 

Character 

Always Safe Respectful 

 Watch quietly for your 
parent/ride 

 Follow all staff’s 
directions 

 

 Students are waiting in 

line until the teacher 

signals them to leave 

the gate 

 Must use crosswalks! 

 

 Show courtesy 
to other people 

 Stay in 
designated area 

 

Step 3:  Tell Why Rules are Important 
To ensure that students are safely released to the responsible party.  

 

Step 4:  Demonstrate Rules 
 *Provide more examples than non-examples 

Rule Example Non-Example 

Strive for Excellence 
 Walking with class to 

designated area 

 Doing whatever they want 

Outstanding Character 
 Waits for the staff member to 

tell them they may leave or 

walk 

 Being rude to teachers and kids 

 Ignoring directions 

Always Safe 

 Wait patiently in line for your 

turn 

 Hands, feet and belongings 

are to yourself 

 Crossing in front of cars and 

wherever they want 

Respectful  Follow adult directions 

 Using nice language and 

waiting patiently 

 Yelling and playing while still 

on school campus 

 Riding bikes, skateboards, etc 

on campus 

 

Step 5:  Provide Opportunities to Practice 
 Rule sheet, diagram, and procedures should be available during the meet the teacher night. 
 Administrators will present the whole procedure in a power point or video at the start of the 

school year.  

PARENT PICKUP 

Setting 
 



 
 

Step 6: Procedures 
 
(Teacher) 
 

1. From the classroom, walk the students to the parent pick up area, with teachers walking at 
the end of the line, actively supervising the class. 

2. Teacher is responsible in reminding parents to bring the credentials for picking up their 
child. 

3. Stay with the students until they have all been picked up. 
4. Coordinate with the person in charge of the gate in dismissing the students. 

 
(Parents) 
 

1. Bring and display the pick up credentials. 
2. Drive safely, following the 5 mph sign, without cutting any cars. 
3. Wait to get into the stopping point for pick up. 
4. Drive away safely (following the 5 mph sign) right after picking up child. 
5. Follow the traffic officer’s signals. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

Step 1:  Review School Wide Rules 

Strive for Excellence: I always produce quality work while trying my hardest and keeping a positive attitude. 

Outstanding Character: I am a dependable, honest, caring and trustworthy citizen at all times. 

Always Safe: I am free from any physical or emotional harm. 

Respectful: I am polite and cooperative with others. 

 
Step 2:  Teach Expectations for Specific Setting 

Strive for Excellence Outstanding 

Character 

Always Safe Respectful 

 Ready to start the day  

 Waiting in designated 
area 

 Have all personal 
belongings when you 
get on the bus 

 

 Students stand or sit 

safely at the bus stop   

 Students refrain from 

throwing rocks, 

playing with sticks 

 Hands and feet are 
kept to self 

 Treat others the way 
you want to be 
treated while waiting 

 

Step 3:  Tell Why Rules are Important 
To ensure that students are safe while at the bus stop  

 

Step 4:  Demonstrate Rules 
 *Provide more examples than non-examples 

Rule Example Non-Example 

Strive for Excellence 
 Waiting in designated area 

with all stuff for the day in 

backpack 

 Running around not watching 

for the bus 

Outstanding Character 
 I have my backpack and other 

personal belongings 

 Leaving personal belongings at 

the bus stop.   

Always Safe 
 Wait patiently to get on the 

bus 

 Messing around, horse playing 

Respectful  Treat others the way you want 

to be treated 

 Pushing, shoving, getting into 

others personal belongings. 

 

Step 5:  Provide Opportunities to Practice 
 Role play situations that might happen at the bus stop.   

 

Bus Stop 

Setting 
 



 
 

Step 1:  Review School Wide Rules 

Strive for Excellence: I always produce quality work while trying my hardest and keeping a positive attitude. 

Outstanding Character: I am a dependable, honest, caring and trustworthy citizen at all times. 

Always Safe: I am free from any physical or emotional harm. 

Respectful: I am polite and cooperative with others. 

 
Step 2:  Teach Expectations for Specific Setting 

Strive for Excellence Outstanding 

Character 

Always Safe Respectful 

 Stay in the boundaries 

 What is on the ground 
stays on the ground 

 Be a problem solver 

 Return the equipment 
to the assigned area 

 Use equipment for the 
intended use 

 Participate in school-
approved games only 

 Stay in the boundaries 

 What is on the ground 
stays on the ground 

 Line up at the first 
signal 

 

 Be mindful of other 
people’s space 

 Share equipment 

 Be a good sport by 
using kind words and 
allowing anyone to 
participate 

 

Step 3:  Tell Why Rules are Important 
It is important to follow the playground and recess rules to keep students and staff safe and 

to help them enjoy their recess time without worry or concern. 

 

Step 4:  Demonstrate Rules 
 *Provide more examples than non-examples 

Rule Example Non-Example 

Strive for Excellence 

 Playing school approved 

games  

 Working out problems by 

yourself 

 Arguing with friends/classmates 

 Picking stuff up from the 

ground and throwing it 

Outstanding Character 

 Swing on the swings back and 

forth, going DOWN the slides 

 Twisting on the swings, 

swinging side to side, going up 

the slides, sliding on your 

stomach 

Always Safe 
 Keeping hands, feet and 

objects to self 

 Hitting, throwing, kicking, 

pushing others or things. 

 

Respectful  Walking in a straight, silent 

line.  

 Stopping at horseshoe points 

 Pushing in line, cutting, 

running, yelling, not stopping at 

stop points. 

 

Step 5:  Provide Opportunities to Practice 
Schedule a time to teach, play videos and /or role play this on the playground 
. 

RECESS/PLAYGROUND 

Setting 
 



 
Step 6: Additional Notes 

 Teachers on duty need to stay in their designated spot and actively supervise all of the students  

 Teachers on duty need to sweep the area before entering the building (before school & recess) 



 

Guest Teacher Folder 
 

The Guest Teacher folder must include the following: 

 Teacher’s lesson plans 

 Roster 

 Seating chart 

 Classroom procedures 

o Morning routine 

 Example: Bell work while listening to the announcement, saying the 

pledge of allegiance, taking attendance, and lunch count. 

o Attendance  

 Example -   say “I am here” as I call your name. 

o Lunch count  

 Example – as I call your name say “Yes” for hot lunch and “No” if you 

have sack lunch from home. 

o Restroom and needing a drink of water in class. 

o Lunch/Lunch recess 

o Specials 

o Clean up and dismissal 

 Classroom rules including rewards for good behavior 

 Behavior plan with behavior referral 

 Schedules (Daily bell to bell schedule including specials and early release days) 

 Transportation List 

 Nurse’s Forms 

 RTI Materials 

 Substantial materials  

o Enough copies of standards based materials that meet the weekly objectives 

posted on the wall. 

 Phone list  – for help 

 Fire drill cards and emergency procedures 

 



          

  

 

Responsibilities of PBIS Team Members 
 

 Team Member Role 

 
Responsibility 

 
Facilitator 

Data 
Analyst 

Minute 
Taker 

 
A: Before Team Meeting 

 
A1. Advises Backup team member in advance if unable to attend meeting, so that Backup team 
member is prepared to assume role 

      

A2. Reviews SWIS data; identifies Potential New Problems (if any); asks Facilitator to add Potential 
New Problems to list of agenda items for upcoming meeting 

    

A3. Asks team members for “New Business” agenda items; adds items to agenda list (including 
Potential New Problems identified by Data Analyst) 

    

A4. Disseminates list of agenda items to Minute Taker and to other team members (or can 
disseminate list to team members other than Minute Taker at the start of the meeting) 

    

A5. Uses list of agenda items from Facilitator to prepare electronic Meeting Minutes and Problem-
Solving Action Plan form showing New Business Items and Potential New Problems 

   

A6. Reserves room for meeting     
A7. Brings TIPS notebook to meeting       
A8. Is ready to make the following available at meeting, as appropriate: 

 The SWIS ODRs per day per month and “Big 4” reports (used to identify/show potential new 
problems) 

 Custom or other reports (to confirm/disconfirm inferences regarding new problems; to show 
“pre-solution” data for identified problems that do not have currently implemented solutions; 
to show "post-solution” data for problems that do have currently implemented solutions 

 
Data can be made available to team members via projection from LCD, laptop that can be passed 
from team member to team member; hard copies that can be passed from team member to team 
member; etc. 

    



          

  

  

 Team Member Role 

 
Responsibility 

 
   Facilitator 

Data 
Analyst 

Minute 
Taker 

 
B: During Team Meeting 

B1. Starts meeting on time     
B2. Determines date, time, and location of next meeting (It is highly recommended that the schedule of team 
meetings be established in advance for the entire school year, rather than on a meeting-by-meeting basis) 

    

B3. Ensures roles for next meeting have been established (if roles have not been permanently assigned)     
B4. Coordinates “flow” of meeting, by initiating and managing discussion of: 

 Old business, Meeting Minutes 
 New business, Meeting Minutes 
 Old business, Problem-Solving Action Plan 
 New business, Problem-Solving Action Plan (i.e., application of TIPS model to identifying and 

addressing new problems) 
 Evaluation of meeting (optional) 

    

B5. Prompts team (as necessary) with the TIPS problem-solving “mantra”: 
 Do we have a problem? (identify problems) 
 What is the precise nature of the problem? (define & clarify problems with precision) 
 Why does the problem exist, and what can we do about it? (develop & refine hypotheses; discuss & select 

solutions) 
 (For “old” problems) Is our plan being implemented and is it working? (develop & implement Action 

Plan; evaluate and revise Action Plan) 

     

B6. Presents overview of findings from review of current data and initiates discussion of: 
 Identification of new problems 
 Status and effectiveness of currently implemented solutions, especially as compared against team’s 

goal, timeline, and decision rule for a targeted problem 

    

B7. Asks for clarification of tasks; completes Meeting Minutes and Problem-Solving Action Plan form     
B8. Is active participant in meeting (applies to ALL team members)       
B9. Ends meeting on time     
 
Responsibility 

 
Facilitator 

Data 
Analyst 

Minute 
Taker 

C: After Team Meeting 

C1. Disseminates completed copy of Meeting Minutes and Problem-Solving Action Plan form to all team 
members within 24 hrs. 

    



 

          

  

  

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.      

Administrative/General Information and Issues 

Information for Team, or Issue for Team to 
Address 

Discussion/Decision/Task (if applicable) Who? By When? 

     

    

    

 
Problem-Solving Action Plan 

  Implementation and Evaluation 

Precise Problem Statement, based on review of 
data 

(What, When, Where, Who, Why) 

Solution Actions (e.g., Prevent, Teach, Prompt, 
Reward, Correction, Extinction, Safety) 

 
Who? 

 
By When? 

Goal with Timeline,  
Fidelity & Outcome Measures,  

Updates 
  

 
   

 
 

    

 
 

    

 
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?

___________________ PBIS Team Meeting Minutes and Problem-Solving Action Plan Form 
 



    

    

    

  

Classroom Behavioral Expectations & Routines 

Teacher:         Date:     

School Rules Strive for Excellence Outstanding Character Always Safe Respectful 

Expected 

Student 

Behavior 

    

Classroom Routines Defined  

Entering the 

Classroom 

    

Starting the Day 
    

Attention Signal 
    

Working 

Independently 

    

Working in Groups 

 

    

Asking for Help 

 

    

Transition 

Procedures/Lining up 

    

Hall Pass System     

Obtaining 

Materials/Supplies 

    

Completing & 

Returning Homework 

    



    

    

    

  

 
 

Teaching Behavior & Social Skills 

Lesson Plan 
                                                                                                           

Student (#/describe students)_____________________________   Date __________________   

 

Step 1: Identify the expected behavior and describe it in observable terms. 

 

 

 

 

Step 2: Rationale for Teaching the Rule (Why is it important, give examples) 

 

 

 

 

Step 3: Identify a Range of Examples 

Positive Examples of the Expected Behavior 

(this is what the expected behavior looks like) 

Negative Teaching Examples  

(non-examples, what not to do) 

 

 

 

 

 

 

 

Step 4: Practice/Role Playing Activities 

Model Expected Behavior  Lead Student through Behavior  Test Student 

 

 

 

 

 

 

**Remember to teach 4 positive examples to 1 negative example** 

Step 5: Responding to Behavior in Classroom & Role Play 

Reinforcement for Expected Behavior Corrective Feedback for Misbehavior 

 

 

 

 

 

**Move from Continuous to Intermittent Reinforcement as student gains fluency 

Step 6: Prompt/Remind/Preteach Expected Behavior in Classroom 

 

 

 

 


