Protocol for Teaching the Use of a Personal Schedule
Goal:
Given a portable personal schedule with photographs/pictorial representations of activities and given the natural cue of (a) entering the school/classroom in the morning or (b) completion of an activity,  the student will independently use his personal schedule by taking the appropriate picture/representation off the schedule, placing it on the front of the folder, engaging in the activity/task,  and placing the picture in the DONE box/pocket when he is finished with the activity/task 8 out of 10 consecutive days.. Also, prior to doing anything, be sure that you tell the student what you are going to be doing (e.g.  “{Student’s name}, I’m going to be working on teaching you how to use your personal schedule.”)  
The steps in the task analysis for using a personal schedule are:
1.  Enter school and orient/look to the schedule (carried by __________ and given to student when greeted)
2.   Locate and remove pictorial representation of the first activity (sequential order).and place on front of folder.
3.  Engage in the activity.
4..  Return to schedule. Indicate completion by placing pictorial representation of completed activity in the DONE box/pocket.6.  
5.  Repeat steps #2-4 for each activity in order as scheduled.
For the first 5 days of instruction, use verbal prompts/descriptions of the steps combined with graduated guidance (as much physical prompting needed to complete the task).  The verbal prompting will be faded after the first 5 days to graduated guidance only.  As he becomes comfortable with and freely responds to the graduated guidance, fade the graduated guidance to a point cue.  This may happen at different points in time depending on the step.  If needed, the point cues will be faded via the instructional strategy, time delay.  Again, expect that this will occur at different points in time depending on the step.  It is important to understand that anything we program in (e.g. prompts), will have to be faded out or he will become prompt dependent and will never learn to use the schedule independently.  
1.
At the beginning of the day, when he enters the room, the sequence of activities for the day should be reviewed with him.  Only during the first week say, “[Student’s name] come on in, let’s look at your schedule.” Ensure that he sees it/establishes eye contact with it. Point to the picture of the first activity and say, “First you will ________.”  Then point to the picture of the next activity and say, “2nd you will _______.”   Do not spend too much time doing this. Continue doing this until the schedule is reviewed.   
2.
Prior to the initiation of each daily activity/task, ensure that he sees the schedule/establishes eye contact with it.  For the first 5 days only, verbally cue him by saying,  “[Student’s name]” it is (time) . _______ is the  activity.  Grab the picture.”  (Remember we will no longer use the verbal prompts after the first week). Prompt him with a point prompt to grab the picture, and if he needs more than that, give him graduated guidance (as much physical prompting as needed) for him to grab the picture representation off of the schedule.  Have him keep the picture with him by placing the picture on the front of the portable schedule while he engages in the activity.  This will increase the likelihood that he will associate that picture with that particular activity.
3.
When the activity/task is completed, say “Good job “[Student’s name]”. You’re done.”  For the first 5 days of instruction, only, cue him, ‘Let’s put that in the DONE box/pocket.”  Prompt him to put the picture in the DONE box/pocket.”  Point to the DONE box/pocket.  If he does not respond to the point prompt, you may need to use a physical prompt by guiding his hand to the box/pocket, placing the picture in it. The picture is placed in the DONE box/pocket to signal completion of the task.  When he places the picture in the box/pocket, reinforce him by saying, “Good job, Super, etc..).
4.
Repeat step #2-3 until the activities for the day/schedule are complete.
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