
MEMORANDUM

TO:

FROM:

DATE:

RE: School-wide Evaluation Tool

The time has come to conduct our School-wide Evaluation Tool assessment.  The goals of the SET are to determine the extent of SWPBS implementation, evaluate social/climate change and to help pinpoint the specific areas of needs regarding our T.A.  I am hoping to conduct the SET on ___________________(insert date) in order to see how SWPBIS implementation is proceeding.  

In order to not interrupt instructional time I will need help with the following tasks to make this as non-intrusive as possible for your staff:
· Someone to make an announcement or send an email to staff to tell them when and why I will be in the building.

· 30 minute block of time to talk with the principal (This MUST occur before interviewing staff and students)

· A list of planning times where teachers will be available to interview without interrupting class time. (approx. 3-5 min.)

· Schedule of class changes for student interviews. (approx. 1-2 min.)

· Collector of listed materials

Materials needed to conduct the SET:
· Discipline handbook
· Faculty and staff handbook
· Student agenda books
· Substitute teacher materials 
· School improvement plan goals
· Annual Action Plan for meeting school-wide behavior support goals
· Crisis Plan
· Social skills instructional materials/ implementation time line 
· Lesson plans for teaching the school-wide rules
· Behavioral incident summaries or reports (e.g., office referrals, suspensions)
· Office discipline referral form(s)
· SWIS office disciple referral flow chart 
· Other related information
Thank you for all your help!
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