Documentarian

1)  Maintain team notebook with team membership information, team meeting    

      minutes, codification of SWPBS features and systems, handbooks, public relations, 
      etc.

2)  Maintain ‘flash drive’ back-up of all SWPBS information

3)  Regularly forward copies of all SWPBS Primary Team info to the External Coach 
       and SWPBS Consulting Teacher 

Document Organization Recommendations:

1) Team Basics

    
a. Team membership (including parent reps) with emails, phone numbers, plan times

     
b. Schedule of team meetings for the year

     
c. Team ground rules

     
d. List of student advisors by grade level/homeroom

2) Team Meeting Agendas/Task lists
a. Maintain a copy of meeting agendas and task lists 

     (after completion and dispersal each month)

b. Maintain a copy of meeting minutes (if not kept on agenda)
3) Rules and Expectations

     
a. School rules

     
b. Expectation Matrix

     
c. Master Lesson Plan Template 

d. Lesson Plans by location

    
e. Schedule for teaching lessons

     
f. ‘After Action’ notes – re changes needed or improvement ideas for teaching lessons

4) Reinforcement System
     
a. Ticket or Token used

      
b. Written procedures for ticket dispersal and redemption

      
c. Ongoing list of redemption ideas/ special event ideas

      
d. Schedules from ‘special events’ with notes re success and changes needed

5) Rule Violation System

      
a. Major and Minor Definitions with Examples and Non-examples

       
b. Discipline referral flow chart

       
c. Discipline referral form(s)  (with completed ‘sample’)

       
d. Ongoing list of ‘trouble spots’ or areas that need more staff training
6)  DATA Section

       
a. SET Results (School-wide Evaluation Tool) report

       
b. SSS Results (School Safety Survey) summary

       
c. Self-Assessment Results


d. Annual Needs Assessment

      
e.  Monthly SWIS reports or other discipline data available

7)  PR/Marketing Section
      
a. Master Marketing and Visibility Plan(s) 

      
b. Copies of news articles/ SWPBS info on school web site/ info in handbooks, etc.

      
c. Letters/info sent to parents

       
d. SWPBS School Brochure

       
e. Photos from special events, bulletin boards, etc.

        
f. Copies of any presentations (for PTO, adopters, etc.)

8) Handbooks

       a. A copy of the Faculty/staff handbook

       b. A copy of the Student/Parent handbook
