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Mission Statement 

 

To provide a comprehensive 

and rigorous learning experience that prepares 

students academically, socially and emotionally to 

be productive citizens in a global society. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2 

 

Positive Behavior Support Handbook 

Table of Contents 

 
Introduction to Positive Behavior Support   [p3-4] 

School-Wide Traits    [p5-9] 

Description   [p5] 

Behavioral Expectations Grid  [p5-6] 

Trojan Traits Posters  [p7-9] 

Teaching School-Wide Traits, Expectations, & Routines   [10-12] 

Description  [p10]                 

Kick-Off Week Lessons                                [p11] 

Lesson Plan Template  [p12]  

Acknowledgement System    

Overview  [p13] 

Incentive Information  [p14] 

Incentive Menu  [p15] 

 

Consequence System – Overview  [p31] 

Office v. Staff Managed Behavior  [p32] 

Office Referral Form  [p33] 

Discipline Procedural Flowchart  [p34] 

Behavior Plans for Individual Students   [p35] 

CORE Team Teacher Intervention Log  [p36] 

CORE/PBIS Team Referral Form  [p37] 

CORE Team Response Form  [p38] 

CORE Team Procedures Graphic  [p39] 

Trojan Daily Progress Report  [p40, 41] 

Check In Check Out   [p42] 

Check In Check Out Handbook    [p43-71] 

 
 

 

 

 

 

 



3 

 

 

 

 

Positive Behavior Intervention and Support 
 

What is Positive Behavior Intervention and Support? 
 

Positive Behavior Intervention and Support (PBIS) is an approach to supporting students to be successful 

in schools.  PBIS was developed from research in the fields of behavior theory and effective instruction.  

PBIS supports all students through intervention ranging from a school-wide system to a system for 

developing individualized plans for specific students. School-wide PBIS focuses on the development and 

implementation of pro-active procedures and practices to prevent problem behavior for all students and 

improve school climate. 

 

PBIS is a standing agenda item at all staff meetings.  

 

Who is on the school-wide PBIS Team? 
 

The PBIS team should be representative of the entire school staff across grade levels, classified staff, 

Special Education staff, etc.  Teams are also encouraged to have a parent member.  Having a 

representative team will improve communication and feedback about PBIS programs in the school and 

should also improve involvement and buy-in throughout the school.  The current PBIS team consists of 

the following members: 
 

Tier I  Tier II 

Tiffany Ayala - Administrator 
Tiffany.Ayala@salinasuhsd.org  

Enrique Lopez- Administrator  
Enrique.Lopez@salinasuhsd.org 

Amber Dodd - Lead 
Amber.Dodd@salinasuhsd.org  

Anthony Avita- Lead 
santiago.avitia@salinasuhsd.org 

Mireya Gutierrez - Teacher 
mireya.gutierrez@salinasuhsd.org 

Yisell Lopez - School Psychologist 

Yissell.Lopez@salinasuhsd.org  

Mio Nishimura - Teacher 
mio.nishimura@salinasuhsd.org 

Natalia Mariscal - Counselor 

Natalia.Mariscal@salinasuhsd.org  

Rachel Torres- Community Liaison 
Rachel.Torres@salinasuhsd.org  

Carolyn Cleaves- Teacher  

Carolyn.Cleaves@salinasuhsd.org 

Laura Jimenez- Counselor  
Laura.Jimenez@salinasuhsd.org  

Tayla Danzig 

Tayla.Danzig@salinasuhsd.org  

Carola Beussen- Teacher 
catharina.beussen@salinasuhsd.org 

Julissa Mendoza- Intervention Specialist  

Julissa.Mendoza@salinasuhsd.org 

Jasmine Meja- Student 

 

Francisco Iturbe- Teacher  

Fransciso.Iturbe@salinasuhsd.org 
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What are the responsibilities of the school-wide PBIS team? 

● Hold PBIS meetings on-site once per month to plan and coordinate school-wide behavior 

systems.  The team is responsible for planning PBIS activities and programs (such as PBIS 

Kick-Off, acknowledgment assemblies, and booster lessons of school rules) and continually 

monitoring and updating PBIS programs. 

● Attending district-wide meetings and trainings (approximately 4 per year) to promote the 

continuing development and maintenance of PBIS programs at your school. 

● Present PBIS news at staff meetings to keep staff up to date with school PBIS programs and 

receive input and feedback from staff. 

● The PBIS Team Leader is responsible for facilitating monthly PBIS meetings on-site and being 

the liaison with district PBIS efforts through PBIS District Leadership meetings held every 

other month. 

 

 

The following pages describe the school-wide PBIS plans and programs for this year.  It is expected that 

all school staff will be active participants in the school-wide programming, including general education 

and special education staff, certified and classified staff, bus drivers and cafeteria and custodial staff, even 

volunteers and substitute teachers. 
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Trojan Traits 

 

 
 

 

 Be Responsible   Be Respectful   Be Safe 
 

 

 

Why do we have school-wide Trojan Traits? 

Having a few simple, positively stated rules facilitates the teaching of behavioral expectations across 

school settings because students will be learning through the same language.  By focusing on 3 simple 

traits it is easier for students to remember.  It is also important for staff because instruction focusing on a 

few simple rules will improve teaching and consistency across staff through the use of a common 

language. 

 

Positively stated traits are important because research has shown that recognizing students for following 

the rules is even more important than catching them breaking the rules.  By stating rules positively (i.e, 

calling them traits) the hope is that staff will be more likely to use the traits to catch students engaging in 

the appropriate behavior. 

 

By selecting only a few rules it is important that the rules are broad enough to talk about all potential 

problem behaviors.  With the rules selected, the PBIS team believes that we can then teach all specific 

behavioral expectations across all school settings according to these simple traits. For example: 

 

● You were Being Responsible when you asked your classmate to walk in a straight line in 

the hallway. 

 

● Thank you class for Being Respectful by raising your hands to speak and listening to what 

everyone else had to say about the story. 

 

● Cleaning up your spills in the cafeteria is an example of Being Safe because someone 

could slip on the spill and get hurt. 

 

 

The Behavioral Expectations Grid  uses the school-wide traits to identify specific behavioral 

expectations across all school settings. 

 

All staff and students in the school are expected to know the school-wide traits.  Schools will be evaluated 

twice per year (Fall & Spring) to see if staff and students know the school-wide traits.  The goal is that 90 

% of staff and students know the school-wide traits.  To be most effective, regularly teaching using the 

school-wide traits should become part of the school culture.   
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Behavioral Expectations Grid 

Common Area Be Responsible Be Respectful Be Safe 

Cafeteria (or any eating 

area) 

Wait in line patiently. Place 

recyclables in proper 

containers. Place trash in the 

appropriate cans. Bring ID. 

Use good manners. Clean up your 

area. 
Walk at all times. Clean up spilled food/drink. 

Assemblies/Special 

Events 

Focus on presentation. 

Follow directions. Remain 

with your group. 

Listen responsibly. Applaud 

appropriately.  

Sit properly in bleachers/chairs. No food, drink, 

or gum. 

Library  

Return materials to proper 

places on time. Use the 

internet appropriately, print 

only what is needed. No 

food, drink, or gum. 

Respect property - yours and 

others. Follow Library rules. Use 

appropriate language.  

Use chairs and tables appropriately. 

Parking Lot 

Walk on school side walks. 

Read parking lot signs. Park 

in appropriately designated 

areas. 

Be mindful to drivers (cars, 

trucks, & buses) and pedestrians. 

Allow for traffic to flow. 

Cross at cross walks. No loitering. Obey traffic 

signals.  

Restrooms 

Flush toilets. Inform adults 

of vandalism. Use time 

wisely for restroom breaks. 

Use drinking fountains 

appropriately.  

Give people privacy. Respect 

property - yours and others. 
Wash hands. Put towels in garbage. 

Hallways 

When eating in the hallways, 

please clean up after 

yourself and be respectful to 

those passing through the 

hallways. Use trash cans 

appropriately.  

Respect property - yours and 

others. Use appropriate language 

when talking to friends, volume 

and tone. Be mindful of who is 

around, ie, parents, teachers, 

administrators, small children. 

Keep PDA off campus 

Walk at all times. Arrive to class on time. Keep 

traffic moving. Clean up spilled food or drinks. 

Office 

State your purpose politely. 

Obtain permission to use 

phone. No food, drink, or 

gum. 

Use kind words and actions. Give 

people privacy. 
Use chairs and tables appropriately. 

Locker Room 

PE lockers for PE only. 

Practice good hygiene. Place 

all belongings in locked 

locker. Report any problems 

quickly 

Give people privacy. Respect 

property - yours and others. 

Use school property appropriately. Keep the area 

clean. Keep hands and feet to yourself. Keep 

locker combination private. 

Classroom 

Use appropriate language to 

a learning environment. 

Complete classroom 

assignments and turn in on 

time. Study daily. 

Make requests, rather than 

demands, "May I please . .. ". 

When working in a group be 

supportive and respectful of others 

views and opinions. Respect 

classroom rules and school 

property.  

Be aware of the emergency procedures. Keep 

walkways clear. Report any safety concerns to 

your teachers. 

Athletic Events (gym, 

field, track, pool) 

Wear appropriate Trojan 

Gear to show your school 

spirit. Be responsible with 

all spectator rules. 

Say positive chants. Respect 

school property. Cooperate with 

all adult requests. Be respectful of 

opposing team and fans. Have 

good sportsmanship. 

Cross at cross walks. No loitering. Obey traffic 

signals.  
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School Traits Posters 

 

School Traits Posters will be disseminated and should be posted in every room in the school, including all 

classrooms, the cafeteria, hallways, front office, etc.  This will help to prompt staff and students to pay 

attention to the school traits.  School Traits Posters should be big enough to read and highly visible 

throughout all settings in the school. 
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Teaching School-wide Traits, Behavioral Expectations, & Routines 
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Starting the Year off Right 

 

During the first week of school, we will focus on teaching the school-wide traits, behavioral expectations, 

and routines to all students across all settings in the school.  The PBIS team is organizing a set of events 

that hopes to provide students and staff with an entertaining, memorable, and positive first week of school 

in which everyone learns the traits, expectations, and routines throughout the entire school.  To truly start 

the year off right we will need participation and support from the entire staff. 

 

Why teach the Traits, Expectations, and Routines during the first week of school? 

 

One of the major reasons to teach behavioral expectations and routines across settings is that so all staff 

agree on what is expected.  This will improve consistency across staff in enforcing the school traits.  

Surprisingly often, staff have different expectations about what behavior is acceptable in different settings 

which can confuse the students. 

 

A second major reason is that we cannot assume that students know the traits, expectations and routines. 

 

What are Routines? 

 

Routines are the procedures and processes that students are expected to follow to keep things running 

smoothly and prevent problems.  Examples of routines include entering the cafeteria, the lunch line 

process, the dismissal process for classes from lunch, process for sharpening your pencil in class, etc.  

Choosing routines should be a thoughtful process, since some routines can inadvertently set up students to 

engage in misbehavior.   Routines should be taught and reinforced during the first week of school so that 

everyone in the school is following the same set of procedures. 

 

Booster Sessions: Re-teaching the Traits, Expectations, and Routines. 
 

Like all good teachers, we must remember that we cannot simply teach the expectations and routines once.  

It is important to hold booster sessions to review the expectations.  Booster sessions are especially helpful 

after returning from a long break, during times in the year when you anticipate having more troubles, or in 

areas that continue to be problematic.  Booster sessions may include re-teaching expectations, increasing 

the number of Trojan Tickets, or having a contest between classes to award the class that does the best 

with the identified expectations or in the specified area. 

 

The following pages provide tools staff can use to guide the teaching of behavioral expectations according 

to the school-wide traits, including: 

● Kick-Off Week Lesssons 

● Lesson Plan Template 

 

 

 
 

 
 

 PBIS Kick-Off Week  August 2017 
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Wednesday, August 2nd  Thursday, August 3rd Friday, August 4th  

Period 2  Period 3 Period 4  

Student Responsibilities Part 1  
 
 
Lesson Plan  
Slides Presentation  
Student Form  
Teacher Feedback Form 

Student Responsibilities Part 2  
 
 
Lesson Plan  
Slides Presentation  
Student Form  
Teacher Feedback Form 

Using Google Apps as a 
Student Planner 
 
Lesson Plan  
Slides Presentation  
Student Form  
Teacher Feedback Form  

 
* Each lesson will take approximately 15-20 minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Lesson Plan Template 
 

https://docs.google.com/a/salinasuhsd.org/document/d/1p7VD9XHGuGOLncnqaEsC-8TIFjA96urnws-d3xT2fbs/edit?usp=sharing
https://docs.google.com/a/salinasuhsd.org/presentation/d/19CADjbPFf0ZefAGi3hVkfX5sVggJ_pRj0qSxpVxBc3E/edit?usp=sharing
http://tinyurl.com/ahsSR1
https://docs.google.com/forms/d/e/1FAIpQLSftHexTERqKQMNJ8GFhEOl6ZmsxPVws_25IjiSFq8KblJU8vQ/viewform?usp=sf_link
https://docs.google.com/a/salinasuhsd.org/document/d/1VbUUmTrz4UpVmyEZNuwdUoUHdsB_8oPvz1AX_T1sdL0/edit?usp=sharing
https://docs.google.com/a/salinasuhsd.org/presentation/d/1GNgzWnYqbopFvf9QPDhJdskMKBU_Ol3c0FvnI65Bfag/edit?usp=sharing
https://docs.google.com/forms/d/e/1FAIpQLScg3spO-fxfhzh4GZOb4OrV9cJ7qhesQ0mawC0-6UjHDfZfmw/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSftHexTERqKQMNJ8GFhEOl6ZmsxPVws_25IjiSFq8KblJU8vQ/viewform?usp=sf_link
https://docs.google.com/a/salinasuhsd.org/document/d/1dokbn2hPXkNllu7pi2oG_UbqiYE7Irnt8lgUkuLYyo0/edit?usp=sharing
https://docs.google.com/a/salinasuhsd.org/presentation/d/179LpCJnVocvvWZL0zIedkL4zOZXs2AaBznjT3VcsB28/edit?usp=sharing
https://docs.google.com/forms/d/e/1FAIpQLSeLzdA20MSZH4_qdfqrF08b9yLmhwLeWnAMzJKi-FV9jtbsBQ/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSftHexTERqKQMNJ8GFhEOl6ZmsxPVws_25IjiSFq8KblJU8vQ/viewform?usp=sf_link
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Positive Behavior Intervention and Support (PBIS) at Alisal High School 
 

Trojans are: 

Responsible 

Respectful 

Safe 

 

Lesson Plan:  

Trait addressed:  

 

Day:  

 

Time:  

 

Materials needed:  

 

Objective 

 

 

Teach Expected Behavior  

 

 

 

Model Expected Behavior (I Do) 

 

 

 

Practice Expected Behavior (We Do)  

 

 

Checking for Understanding (You Do)  

 

 

 

 

 

 

 

 

Acknowledgment System 
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Why do we want to recognize expected behavior? 

 

It is not enough just to teach expected behavior, we also need to regularly recognize and reward  

students for engaging in appropriate behavior.  Research has shown that recognizing students for engaging 

in expected behavior is even more important than catching students breaking the rules.  In fact, research 

on effective teaching has found that teachers should engage in a rate of 4 positive interactions with 

students to every 1 negative interaction (4:1 ratio).  As staff it is very easy to get caught up focusing on 

catching students engaging in negative behavior.  The goal of an acknowledgment system is to increase 

the number of positive interactions that all school staff have with students. 

 

At Alisal High School we use  PBIS to acknowledge students for appropriate behavior.  Through this 

program we hand out Trojan Trait Tickets to students for following the school rules.   

 

When recognizing students with a Trojan Trait Ticket it is important to identify specifically what behavior 

the student engaged in and link it to the appropriate school trait.  For example: 

 

Cita, I wanted to thank you for helping pick up the books someone knocked on the floor, you 

were being very responsible and it really helped me out.  Here is a Trojan Trait Ticket. 
 

Ideally, students should be given tickets immediately following the behavior and be told exactly why they 

received the token.  In order to promote expected behavior it is important that students know when and 

why they are being acknowledged. 

 

Who should be handing out Trojan Trait Tickets? 

 

All staff in the school should be provided with Trojan Trait Tickets, including general and special 

education teachers, classified staff, supervisors, as well as substitute teachers. 

 

How many tickets should be given out? 

 

The goal is for the program to touch all students in the school.  All students should feel like they have a 

good chance of being recognized for good behavior.  Even the most challenging students engage in 

appropriate behavior much of the time.  The challenging students probably have more to benefit from such 

a program than other students. 

 

How often should assemblies/ announcements be held to recognize students for positive behavior? 

 

Every two weeks is recommended.  Assemblies are a chance for schools to celebrate positive behavior and 

regularly re-teach students the school-wide traits. We will aim to do an assembly once a quarter. 

 

 

 

 

 

 

 

Incentive Information  
 

Trojan Trait Tickets 
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When you award a student with a Trojan Trait Ticket please: 

● Circle one of the three traits 

● Write what the student demonstrated 

● Write your name (Teacher Name) 

 

 

 

 

 

 

 

 

 

 

 

 

 

PBIS Incentive Menu 
*These are example prizes and will change monthly 

Green Category* Black Category White Category 
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All receive Green prize of the 
month 

Parking permit Metal water bottles 

ASB Sticker  Portable chargers Sport Backpack 

Transportation Fees Earbuds ID replacement 

Family pass Sports Watch Athletic event admission 

VIP Football package (pizza/end 
zone 3 & 4th qtr) 

Gift Cards Vouchers for two tacos at the 
football game 

Winter Ball Tickets T-shirts Ear buds/stickers 

Prom Bid USB sticks/Patches Sportswatch 

Yearbook Sports Back pack Clear water bottles 

Grad Nite Trip   

*Students who win the green giveaway can select any item from the three categories. Students 

who receive a ticket in the green category, also receive an incentive of either pens, pencils, 

highlighters, and/or notebooks. 

 

If students have multiple tickets, students must redeem from the appropriate colored category 

only. 

 

Giveaway start time 12:40pm; must be present to win.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Commonly Asked Questions: 
 

1. How many cards per teacher?   
Eight per quarter per staff member (for additional cards please see a member of the PBIS team)  
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2. What are some examples of how a student can earn a Trojan Ticket?  
Demonstrating any of the Trojan Traits: Respect, Responsible, Safe 

 

Acts of Kindness for example, if you see a positive interaction between students in the hallway or 

when students are accommodating to teachers or other students.  More specifically, students see you 

with your hands full and open a door for you without having to be asked.   

 

If a student changes a behavior in a positive way such as attending school daily or arriving to class on 

time with materials.  

 

When students pick up other’s trash. For example, a student is walking in the hall and sees garbage 

and discards it.    

 

When students motivate other students in a positive way.   For example, when students help their peers 

with assignments eagerly and willingly.    

 

***Please keep in mind these are just a few examples*** 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 
 

Incentive Days 

 

PBIS tentative Incentive days are as follows: 
 

○ Friday, August 18th 
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○ Friday, September 8th 

○ Friday, September 22nd 

○ Friday, October 6th 

○  *Friday, October 20th – All school rally/drawing Incentive day 

○ Friday, November 3rd 

○ Friday, November 17th 

○ Friday, December 8th 

○ Friday, January 19th 

○ Friday, February 2nd 

○ Friday, February 16th 

○ Friday, March 9th 

○ Friday, March 23rd 

○ Friday, April 13th 

○ Friday, May 4th 

○ Wednesday, May 16th 
 

 

This is the day students can redeem their tickets for their incentive. 

 

Locations will vary and additional emails will be sent to the staff that way you can share 

the information with students. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Consequence System 

 

Consistent and fair discipline procedures are crucial to a successful consequence system in all schools.  It 

is important that we are respectful of students in our disciplinary responses.  Consequences should focus 

on teaching, remediation, and logical consequences as much as possible (i.e. if a student breaks a window 

they work it off in restitution, etc.).  In providing consequences we also want to be mindful of the 
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instructional time students are missing with the goal of minimizing the amount of instructional time 

missed.   

 

In order to maximize student instructional time staff are encouraged to deal with problem behavior in their 

classroom as much as possible.  This requires that staff develop a clear discipline plan, which teaching 

expectations and routines, incentives for positive behavior, and clear classroom responses to problem 

behavior for their classroom.  If teachers are experiencing pervasive problem behavior in their classroom, 

they are advised to seek assistance or additional consultation by contacting the principal. 

 

It is essential that staff and administration agree on the following: 

● What problem behaviors should be sent to the office? 

● What problem behaviors are expected to be dealt with in the classroom? 

● What is the sequence of disciplinary responses in the school, or what alternatives are there? 

● What are the procedures for an office referral? 

 

The following pages contain materials outlining the consequence system at our school: 

● Office Discipline Referral form 

● Office versus Staff Managed Behavior 

● Discipline Procedures Flowchart 

 

Eschools 

 

Office referrals and suspensions are entered into a database that provides easy access to discipline 

information across the school and for individual students.  The PBIS team will look at discipline data on a 

monthly basis to make decisions about school-wide programming and individual students in need of 

additional support.  

 

Office v. Staff Managed Behavior 
 

Alisal High School 

Student PBIS Referral Process 
 

Is the behavior teacher or office managed? 

 
Classroom Managed*     VS.   Office Managed 

 
● Off task 
● Talking  
● Failing to follow rules/directions 
● Interrupting instruction 
● Disruptive behavior 
● Inappropriate behavior 
● Minor profanity 
● Tardy 
● Not sitting in assigned seat 
● Using electronics 
● Cheating (homework/classwork) 
● Refusal to work 

 
● Walking out of class without permission 
● Continued Defiance 
● Dress Code (Need to borrow clothes) 
● Habitual Disrespectful behavior 
● Continued use of profanity in the 

classroom or directed towards a staff 

member and/or student 
● Destruction of school property 
● Weapons 
● Fighting/Aggressive/Violent behavior 
● Credible threats 
● Harassment of teachers/students 
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● Dress Code (if they have clothes to 

change into) 
● Unsafe or rough play 
● First offense of disrespectful tone, 

attitude or body language (non verbal 

communication, remember to be 

culturally sensitive) 
● First offense of disrespecting property 

● Major/chronic destruction of property 
● Theft 
● Racial/Ethnic/Gender 

discrimination/bullying 
● Cheating (assessments) 
● Suspected intoxication alcohol/drug use 

 

*Student receives referral after the 3rd teacher intervention (of the same incident) 

*Teachers must utilize a written log of the student’s behavior which will be attached to the referral. Parent 

contact must be made prior to the referral (document who was spoken to). Most importantly teachers must 

keep a log of interventions or steps taken prior to the referral to the office, this can be done in a Word 

document, a Google Doc or the eSchools “notes” section. 

 

Classroom preventions: Seating charts, organized and engaging lesson plans, syllabus with clear rules and 

guidelines, posted classroom norms, established classroom routines and clear and consistent expectations 

for all students. 

 

Possible classroom interventions: Student/Teacher meetings, student behavior plan with student input, 

lunchtime/after school detention, phone call home, parent/teacher conference and a teacher buddy system. 

 

 

 

 

 

 

Office Referral Form 
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Student receives a referral for the 

following reasons: 

Defiance* 

Disruption* 

 

*after the 3rd teacher intervention, 

student referred to main office 

 

Admin will apply appropriate discipline.  

 

Some steps taken may include: 

 

Contact parents 

Lunch/After School Detention 

Saturday School  

Campus Beautification 

Detention Center 

Student/ admin conference 

Suspension 

Cambio Program 

Contact Counselor, Intervention 

Specialist, Student Services Counselor, 

and/or Psychologist 

 

 

 

Admin will apply appropriate discipline.  

 

Some steps taken may include: 

 

Contact parents, and other staff personnel 

Suspend student (1-5 days) 

Conduct BRC meeting 

Recommend expulsion 

 

Student engages any of the 

following: 

Serious offenses (i.e. 

violation of Ed. Codes) 

Serious 

disruption/defiance 

 

 

 

Discipline Flow Chart 
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Behavior Plans for Individual Students 
Teachers will follow the CORE/PBIS Team as followed below: 

 

CORE/PBIS Team Procedures 

Step 1: Certificated Interventions/Responsibility 

✓ Individual conference with student regarding behavior/academics 

✓ Parent contact-phone/parent conference 

✓ CORE/PBIS Team Intervention Form must be completed with any 

intervention 

Step 2: Certificated/Classified Staff 

✓ Complete CORE Team Referral Form (obtain from counseling 

secretary) 

✓ Attach a copy of the CORE/PBIS Team Intervention Form 

✓ Referral packet to be turned into CORE Coordinator 

Step 3: CORE/PBIS Counselor’s Actions 

✓ Determine if referral is appropriate for CORE/PBIS Team (incomplete 

referrals will be returned) 

✓ Distribute referral(s) to the appropriate counselor 

✓ Distribute CORE Team Request Form to student’s teachers  

Step 4: Counseling Department Actions 

✓ Counselor prepares student file for CORE/PBIS Team  

● Collect CORE/PBIS Team Request Form from student’s 

teachers  

● Copy of transcripts/progress report 

● Copy of current student schedule 

● Complete CORE/PBIS Team Information Sheet for 

information that may apply 

Step 5: Presentation of Cases to CORE/PBIS Team 

✓ School Counselor 

● Presents student’s file and reason for referral 

● Presents student’s history of academics 

✓ Attendance Technician 

● Presents student’s history of attendance/discipline 

✓ Health Technician 

● Presents student’s health history 

Step 6: CORE/PBIS Team Interventions-Case assigned to appropriate service 

provider 

✓ Possible Outcomes of Interventions 

● SST (Student Study Team) 

● CRT Meeting (Conflict Resolution Team) 

● Drug Resource Counselor contact 

● 504 plan (Etc.) 

● CICCO (PBIS 2) 

● Intervention Specialist 

● Counselor 

● Health Tech 

● Migrant Counselor 

✓ CORE/PBIS Team Response Form to referring personnel  

 

Salinas Union High School District 

Alisal High School 
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CORE Team Teacher Intervention Log 
(Form must be completed by the referring teacher) 

 

Student Name____________________________ ID #___________ Grade    Date___________ 

 

Indicate all modifications that have been attempted, DATE they were attempted and the duration: 
  

Modifying the Teaching Mode date/duration  Modifying Instructional Materials date/duration 

___ Repeating direction      ___ Using appropriate level material    

___ Speaking slowly      ___ Using teaching aids (calculator,    

___ Using classroom contracts     tape recorder etc.) 

___ Peer tutoring      ___ Skills/task change     

___ After school tutorial     ___ Using manipulative material    

___ Instructional aide tutoring     ___ Other        

___ Small group instruction    

___ Study checklist      Modifying Home Relations  date/duration 

___ Rehearse daily expectations    ___ Parent conference      

___ Individualized instruction     ___ Teacher notes home     

___ Other _________________    ___ Parent telephone       

         

Modifying the Teaching Setting date/duration   Requesting Consultations          date 

___ Preferential seating      ___ Conference w/other teachers    

___ Change of class      ___ Referral to Asst. Principal    

___ Other        ___ Consult w/counselor     

         ___ Consult w/school psychologist    

Modifying student’s behavior date/duration   ___ Other        

___ Individual contract     

___ Reward system      Referral           date 

___ Teacher/student conference      ___ Youth Services (i.e. Sunrise)    

___ Other        ___ Other        

 

Additional Comments:           

               

                

_________________    ___________________________  _________  

 Referring Teacher    Signature of Referring Teacher  Date 

 

 

 

 

 

 

 

 

 
Salinas Union High School District 

Alisal High School 

CORE/PBIS Team Referral Form 

CONFIDENTIAL 
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(Form must be completed only by the referring teacher) 

 

Student’s name _____________________ ID #:  ____________ D.O.B  ___ / ___ /  ____ Grade _________              

Date  ___/___ /______      Counselor ______________________  Referred by _____________________   

Reason for referring this student: __________________________________________________________

 ______________________________________________________________________________________

_ 

_______________________________________________________________________________________

 Attendance:  ___________  Absences #:  ______      Tardies #:  _____   

Academic Performance: 

___ Makes little effort   ___ Does not complete class/homework   ___ Achieves below ability level 

 

___ Unable to achieve despite effort ___Reading (comprehension, vocab, decoding) ___ Math   ___Writing 

 

___Study Skills ___Verbally Harasses Others/Bullying   ___Disrupts Class Activities ___ 

 

Example/Description/Other:           

 

Behavior: 

___ Disrespects authority   ___Poor attention   ____ Disruptive ___ Suspected substance use    Low self-esteem 

 

___ Exhibits anti-social behavior   ____ Aggressive/Fighting   ____Suspected gang activity ___Affect less 

 

 Example/Description/Other:             

 

Physical Symptoms/Observations: 

___ Frequently ill ___Fatigue  ____ Pregnant   ____ Personal Care (dressing, hygiene, organization, glasses) 

 

___ Agitated/Nervous   ____Hearing/Vision/Dental Problem 

 

 Example/Description/Other:             

 

Why do your believe this student is engaging in problem behavior? 

 

___ Adult Attention  ___Peer Attention ___ Escape from difficult work/task  ___ Escape from adult/peer attention 

 

___Gain access to preferred activity/item 

 

Additional Comments:            

               

   Requesting referral to Check In Check Out  

   

 
Salinas Union High School District 

Alisal High School 

CORE Team Response Form 

THIS FORM DOES NOT NEGATE YOUR RESPONSIBILITY TO REPORT ALL SUSPECTED CHILD 

ABUSE, SEXUAL ABUSE AND/OR NEGLECT TO FAMILY AND CHILDREN SERVICES (831-755-4475).  

YOU ARE LEGALLY MANDATED TO REPORT ALL SUSPECTED ABUSE IMMEDIATELY.  SUSPECTED 

CHILD ABUSE FORMS CAN BE FOUND IN THE MAIN OFFICE WITH THE PRINCIPAL'S SECRETARY. 
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Alisal High School 

CORE Team Procedures 

 

(Form must be completed by SST Counselor and Service Provider) 

 

 

Student Name: ___________________________________________ID #______________ Grade _____ 

 

Initial Referral by: ________________________________________ Date: _____________    

 

 

After reviewing the data and information presented to the CORE Team, we referred student to: 
 

 ___ School Counselor    ___ Administrator 

 ___ SST Counselor    ___ CRT Coordinator 

 ___ Drug Resource Specialist   ___ Community Liaison 

___ Migrant Program    ___ Health Technician 

 ___ Attendance    ___ Alternative Education 

 ___ 504 Plan     ___ Salinas Adult School 

___ Teen Pregnancy Services   ___ Other      

 

 

Additional Comments:            

               

               

Action Taken and/or Service Plan: (To be filled out by responding service provider) 

               

               

              

_________________________________________________________________________________ 

Print Name     Signature     Date 

 
Copy to SST Counselor, Referring Party and student’s Teacher after form is completed 
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STUDENT 

          

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Trojan 
Daily Progress Report 

 

Name:___________________________________ Date___________________ 
 

Vision Specialist 
Speech Therapist  
 

        ACADEMIC 

SCREENING 

(SST) 

 

IEP Development 
Placement in Least 
Restrictive Environment  
 

 

 

Pre-referral Activities 

Individual conference with student regarding behavior/ 
academics  

Parent contact-phone/parent conference 
CORE Team Intervention Form must include any 

teacher/staff intervention (form available in mail room) 
 

 

 
FORMAL 
SPECIAL 

EDUCATION 
REFERRAL 

 

 

Referral Process 
Complete CORE Team Referral Form (forms available in mail room) 
Attach copy of the CORE Team Intervention Form 

Referral forms to be turned into CORE Coordinator in her office or in 
the mail room. 

 

 

CORE Team Action 
Determine if referral is appropriate for CORE Team (incomplete referrals will be returned) 
Distribute referral(s) to the appropriate counselor 
Distribute CORE Team Request Form to student’s teachers 

 

 

 

IMPLEMENT & MONITOR INTERVENTIONS 

All documents must be complete before 

referral is presented to CORE Team 
 

 
ADDITIONAL 

CLASSROOM/HOME 

MODIFICATION 

 

 

504 PLAN 

CRT 

MIGRANT 

Etc. 
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Teacher comments: Please briefly state specific behaviors or achievements that demonstrate the student’s 

progress by circling a number and adding a comment and your initial. 
 

Class Schedule Be 
Respectf

ul 

Be 
Responsi

ble 

Be Safe Total 
Points 

Init
ial 

Comments 

1  1           2         
3  

1           2         
3  

1           2         
3  

   

2 1           2         
3 

1           2         
3  

1           2         
3  

   

3 1           2         
3 

1           2         
3  

1           2         
3  

   

4 1           2         
3 

1           2         
3  

1           2         
3  

   

5 1           2         
3 

1           2         
3  

1           2         
3  

   

6 1           2         
3 

1           2         
3  

1           2         
3  

   

   Total    

Point values:  1= room for improvement, 2=good,  3=great!  
 

Daily goal:            % (        /54 ) Daily score: _____ points out of (   /54) possible= ______ %   

(90% = 48pts, 80% =43pts, 70% =37pts, 60% =32pts, 50% =27pts)  

 
Student Signature: _________________________     Parent/Guardian signature: 
___________________ 

              
      
Check-In Check-Out 

□ Review DPR Expectations □ DPR copied/collected 

□ Completed Assignments □ Daily % Calculated 

□ Agenda □ Agenda 

□ Parent Signature if 

needed 

□ Homework 

Initials:  Time: Initials: Time: 

 
 

 

 

 

 

 

 

 

 Respect Responsible Be Safe 
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3 ▪ Encourages others to share ideas 

▪ Keeps hands, feet, and objects to 

him/herself 

▪ Gives full attention to the 

speaker 

▪ Uses polite language and tone of 

voice with others 

▪ Respects other’s belongings 

▪ Respects personal space 

▪ Uses appropriate voice and 

volume level for activity 

▪ Always on time and enters 

classroom quietly 

▪ Always prepared with needed 

materials 

▪ Takes ownership for his/her 

behavior and assists others 

▪ Always keeps the classroom 

neat and clean 

▪ Honest at all times 

▪ Consistently follows all 

classroom rules 

● Always aware of 

the emergency 

procedures. 

● Keep walkways 

clear. 

● Report any safety 

concerns to you 

2 ▪ Allows everyone to have a say 

▪ Usually keeps hands, feet, and 

objects to him/herself 

▪ Usually gives full attention to 

the speaker. 

▪ Usually uses polite language 

and tone of voice with others 

▪ Usually respects other’s 

belongings 

▪ Usually respects personal space 

▪ Usually uses appropriate voice 

and volume level for activity 

▪ Usually on time and enters 

classroom quietly 

▪ Usually prepared with needed 

materials 

▪ Takes ownership for his/her 

behavior 

▪ Keeps his/her area neat and 

clean 

▪ Honest 

▪ Follows classroom rules with 

few reminders 

 

 

 

(1) 

▪ Occasionally prevents others 

from speaking and/or criticizes 

ideas from others 

▪ Occasionally needs reminders to 

keeps hands, feet, and objects to 

him/herself 

▪ Occasionally needs reminders to 

keep full attention to the speaker  

▪ Occasionally uses impolite 

language and/or sarcastic tone 

of voice with others. 

▪ Occasionally  disrespects other’s 

belongings 

▪ Occasionally  disrespects 

personal space 

▪ Occasionally needs frequent 

reminders to use appropriate 

voice and volume level for 

activity 

▪ Occasionally  tardy to class 

and disrupts the classroom 

when entering 

▪ Occasionally  not prepared 

with needed materials 

▪ Occasionally  takes ownership 

for his/her behavior 

▪ Occasionally  keeps his/her 

area neat and clean 

▪ Occasionally dishonest 

▪ Occasionally needs reminders 

to follow classroom rules 

 

 

 

 

 

Check in Check Out 
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Students referred to the CORE/PBIS Team may be referred the Behavior Education Plan, Check In Check 

Out (CICO).  CICO is a prevention program intended for students that consistently demonstrate behavior 

that inhibits their academic success. CICO is a formalized program and serves 5-10 students at a time. The 

goal of CICO is to catch students early who are in need of extra support and provide them with more 

frequent feedback, by using the Trojan Daily Progress Report (DPR) as seen below. After six weeks of 

continuous positive engagement, the BEP team will meet to discuss any appropriate adjustments based on 

student needs.  Follow this link to the AHS CICO Handbook. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    

https://docs.google.com/document/d/1Ma1HDqr2DfsJ5gPqhZ2Wgg5d1129_d2Y3SdWbEfizD0/edit
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Alisal High School 

 Check in Check Out (CICO) 

Handbook 
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Section I: 

Overview &  

Referral Process 

 

 

 

 

Materials Summary: 

Request for Assistance Form 

School Personnel Referral Form 

Parent/Guardian Referral Form 

Parent Letter 

 

 

 

 

 

 

 

 

Introduction 
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The Behavior Education Plan, Check In Check Out (CICO), is a prevention program intended for students 

that consistently demonstrate behavior that inhibits their academic success. CICO is a formalized program 

and serves 5-10 students at a time. The goal of CICO is to catch students early who are in need of extra 

support and provide them with more frequent feedback. After six weeks of continuous positive 

engagement, the BEP team will meet to discuss any appropriate adjustments based on student needs. 

Description 

Each day students will receive daily progress report cards (DPRs) that they will carry with them 

throughout the day. The student will (if possible) fill in their name, date, and daily goal in terms of 

percentage of total points. The student will deliver the DPR to the instructor at the beginning of each class 

period. 

When the student delivers the DPR to the teacher, the teacher should interact with the student in a positive 

manner. The teacher should remind the student of their goals and their ability to achieve them. 

Teachers will rate the students on their performance during each period of the day independently. Rating 

should be based upon the number of times that the teacher must correct the student’s behavior. There is a 

key provided on the DPR. One point is to be given only if the student requires three or more reminders to 

keep their behavior in check. Two points will be given if the student requires one or two reminders, and 

three points will be given if the student requires no reminders. Only reminders that are intended to stop 

current behavior should be counted in this manner. 

At the end of each class period teachers should give feedback on the student’s performance. This feedback 

should be positive, and specific to the stated goals on the DPR. Let the student know that the score was 

not given but earned, and that they are fully capable of meeting their goals. The teacher then initials the 

DPR and returns it to the student if they are moving to another class.  

At the end of each day the student will bring the DPR to check-out and will be given additional feedback. 

The data for the DPS will be entered into Google Docs, and the DPR will be sent home for the parents to 

review. 

 

 

 

 

 

 

 

 

 

Referral Process 

Which students do well in the Check In Check Out Program? 
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Students who you are concerned about and/or who are starting to act out but ARE NOT currently 

engaging in dangerous (e.g., extreme aggression, property destruction) or severely disruptive behavior 

(e.g., extreme noncompliance/ defiance) would be good candidates for the Check In Check Out Program 

(CICO).  Moreover, students who have trouble only in one area, e.g. at recess or during math, would not 

be an appropriate referral to the CICO program.  Ideally, students who exhibit moderate problem behavior 

across the day and in multiple settings, who seem motivated by adult attention, would be benefit from the 

program. 

 

How are students referred to the Check In Check Out Program? 

Students may be referred to the CICO program through three different potential channels: 1) 

teacher/support staff referrals, 2) discipline referral data, 3) admin referral   

 

▪ Staff  Referral 
A teacher may recommend a student for CICO at any time.  Prior to referral, the teacher must complete 

the CORE/PBIS (please see Handout 1).  Upon completion, the form needs to be submitted to the CICO 

Coordinator. 

▪ Discipline Referral Data 
A student may be selected for CICO based on accumulated behavior discipline referrals.  Any student who 

has received three Office Discipline Referrals (ODR) or six to eight Bee Stings (minor infractions), will be 

referred to the CICO program. 

How are students nominated for the Check In Check Out Program? 

The CICO team meets bi-monthly to review all the referrals for the program.   In collaboration with the 

teacher, the team will determine whether the CICO program is appropriate or whether another intervention 

would be more suitable to the student’s needs.  If a teacher/staff member desire to refer a student before 

the next scheduled CICO team meeting, they may make a request an earlier meeting by contacting the 

CICO Coordinator.  Following the meeting, the teacher of the student will be notified of the team’s 

decision.  If nominated, the teacher is expected to make contact with the student’s parent(s)/guardian(s) 

within two days following the team meeting. 

● Use the current CORE/PBIS Referral 

● Check off if you are interested in student receiving CICO 

○ The referral will be reviewed by the tier 2 team 

○ If the team feels it is an appropriate referral to CICO they will give a start date to the 

referring teacher 

○ If it is found that the student is not a good fit for CICO the student referral will be sent to 

the CORE team 

 

 

 
Salinas Union High School District 

Alisal High School 

CORE/PBIS Team Referral Form 

(Form must be completed only by the referring teacher) 

 

CONFIDENTIAL 
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Student’s name _____________________ ID #:  ____________ D.O.B  ___ / ___ /  ____ Grade _________              

Date  ___/___ /______      Counselor ______________________  Referred by _____________________   

Reason for referring this student: __________________________________________________________

 _______________________________________________________________________________________ 

_______________________________________________________________________________________  

Attendance:  ___________  Absences #:  ______      Tardies #:  _____   

Academic Performance: 

___ Makes little effort   ___ Does not complete class/homework   ___ Achieves below ability level 

 

___ Unable to achieve despite effort ___Reading (comprehension, vocab, decoding) ___ Math   ___Writing 

 

___Study Skills ___Verbally Harasses Others/Bullying   ___Disrupts Class Activities ___ 

 

Example/Description/Other:           

 

Behavior: 

___ Disrespects authority   ___Poor attention   ____ Disruptive ___ Suspected substance use    Low self-esteem 

 

___ Exhibits anti-social behavior   ____ Aggressive/Fighting   ____Suspected gang activity ___Affect less 

 

 Example/Description/Other:             

 

Physical Symptoms/Observations: 

___ Frequently ill ___Fatigue  ____ Pregnant   ____ Personal Care (dressing, hygiene, organization, glasses) 

 

___ Agitated/Nervous   ____Hearing/Vision/Dental Problem 

 

 Example/Description/Other:             

 

Why do your believe this student is engaging in problem behavior? 

 

___ Adult Attention  ___Peer Attention ___ Escape from difficult work/task  ___ Escape from adult/peer attention 

 

___Gain access to preferred activity/item 

 

Additional Comments:            

              

  

   Requesting referral to Check In Check Out  

   

 

Salinas Union High School District 

Alisal High School 

CORE/PBIS Team Teacher Intervention Log 

(Form must be completed by the referring teacher) 

 

Student Name____________________________ ID #___________ Grade    Date___________ 

 

Indicate all modifications that have been attempted, DATE they were attempted and the duration: 

  

Modifying the Teaching Mode date/duration  Modifying Instructional Materials date/duration 

___ Repeating direction      ___ Using appropriate level material ___________   

 

THIS FORM DOES NOT NEGATE YOUR RESPONSIBILITY TO REPORT ALL SUSPECTED CHILD 

ABUSE, SEXUAL ABUSE AND/OR NEGLECT TO FAMILY AND CHILDREN SERVICES (831-755-4475).  

YOU ARE LEGALLY MANDATED TO REPORT ALL SUSPECTED ABUSE IMMEDIATELY.  SUSPECTED 

CHILD ABUSE FORMS CAN BE FOUND IN THE MAIN OFFICE WITH THE PRINCIPAL'S SECRETARY. 
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___ Speaking slowly     ___ Using teaching aids (calculator,    

___ Using classroom contracts     tape recorder etc.)              ___________ 

___ Peer tutoring      ___ Skills/task change   ___________   

___ After school tutorial     ___ Using manipulative material  ___________   

___ Instructional aide tutoring    ___ Other     ___________   

___ Small group instruction     

___ Study checklist      Modifying Home Relations  date/duration 

___ Rehearse daily expectations    ___ Parent conference   ___________   

___ Individualized instruction    ___ Teacher notes home   ___________   

___ Other _________________    ___ Parent telephone    ___________   

         

Modifying the Teaching Setting date/duration  Requesting Consultations          date 

___ Preferential seating     ___ Conference w/other teachers  ___________   

___ Change of class     ___ Referral to Asst. Principal  ___________   

___ Other        ___ Consult w/counselor   ___________   

        ___ Consult w/school psychologist  ___________   

Modifying student’s behavior date/duration  ___ Other        

___ Individual contract      

___ Reward system      Referral           date 

___ Teacher/student conference      ___ Youth Services (i.e. Sunrise)  ___________   

___ Other        ___ Other     ___________   

 

Additional Comments: 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 

 

  

 

___________________________  ____________________________  _________________    

Referring Teacher    Signature of Referring Teacher  Date 

 

 

 

  

 

 

 

 

 

 

OVER 
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Section II: 

Initial Meeting 
 

 

 

 

Materials Summary: 

Initial Meeting Checklist 

Parent/Guardian Permission Form 

Parent/Guardian Phone Script 

Helpful FAQ’s 

Student Contract 

 

 

 

 

 

 

 

 

 

Initial Meeting 

 

The induction to the Check In Check Out Program begins after the student has been referred to CICO 

through the staff and/or data team referral process. Parent/Guardian permission must be obtained prior to 

initial meeting. The initial meeting will include both the CICO coordinator and student and will work to 

meet the following goals: 

1) Procedural training (where & with who) 
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2) Explanation of tracking system (behavioral expectations, points system) 

3) Explanation of reward system (describe incentives) 

4) Student agreement (contract) 

 

The initial meeting can be done in several ways.  This can be done in a group setting in the evening to 

ensure full participation of both student and parent.  If parents are unable to make that meeting a phone 

call home or individual meeting can be made to get parent permission.   

The parent presentation if in the form of google slides with the video from YouTube.  

Staff presentation for introduction to CICO google slides. PowerPoint presentation for staff filling out the 

DPR for CICO.  Agents of Change Training google slides. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Positive Behavior Intervention System Check in Check Out  

- Parent Night 

Día de Los Padres- Programa Positivo de Intervenciones 

https://docs.google.com/presentation/d/1Rr1YZWjVQ_RGyyYkexk5Ng8iUOfN3VIrTAB-aq0yDD8/edit#slide=id.p16
https://www.youtube.com/watch?v=AKwMbLNl_zI
https://docs.google.com/presentation/d/1XQTcvzIdexM11yLy8h-QeCLbEsBjlW0VMwLLx1B5IgU/edit#slide=id.p10
https://drive.google.com/drive/folders/0B8SCVJ-GP_aNfk5IWVhhSDFsaGN6NDdxV1VpbWxYSlJIeld6NWhpQ2RBckJ3UTI2c3NVbzg
https://docs.google.com/presentation/d/171IqR9Cp4ODbvIjSD69i6vmbgbdpeGiqnjvcvB-hnII/edit#slide=id.p
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El Programa de Contacto de Mañana y Tarde motiva a los estudiantes para que puedan 

salir adelante en la escuela. Los invitamos a la junta el  miércoles 2/17/2016 a las 6:00pm 

en el teatro Mullins de Alisal High School.  

The Check-in Check Out program is a positive intervention  that motivates and students so 

that they can do better in school. We hope you can make it to the parent night on: 

 

DATE  at 6pm 

Alisal High School (Mullins Theater) 

777 Williams Rd.  Salinas Ca 93905 

Mas Información llame/ More Information call 796-7600 Ext 2037 

  

Los Esperamos!!!! See you there!!!! 

  

 

 

 

 

 

 

 

 

 

 

 

 

Roles & Responsibilities 

 

Check In Check Out (CICO) Coordinator 

It is the responsibility of the coordinator to initiate parent contact, explain program and mail parent 

permission package home. The coordinator will develop collaborative 

 relationship with parents/guardian and explain the importance of utilizing the program for increased 

positive interactions with their children. Emphasize will be placed on the importance of avoiding 

punishment related to the CICO outcomes. 

 

An initial meeting with coordinator and student will take place after parent permission has been obtained. 

The program will be presented to the student explaining the value of Check In Check Out and how their 



39 

 

behaviors will be rated and the points system.  The coordinator will discuss behavioral expectations, the 

reward system, and provide students the opportunity to ask questions or clarify.  

 

Once the student begins Check In Check Out, the coordinator will collect and assess behavior data and 

monitor student progress. Data will be presented at biweekly CICO team meetings. 

 

It is essential that the Check In Check Out coordinator ensures fidelity of the program by collaborating 

with the CICO Team. Supporting the CICO team needs through direct and regular communication is 

crucial to the success of the program. The coordinator is expected to fill in or find an appropriate 

replacement for team members who are absent or unable to perform necessary CICO responsibilities.  

 

CICO Specialist (Agents of Change): 

Check-in Specialists are responsible to re-teach student expected behaviors through modeling, role-play, 

and opportunities to practice. When students check in, make sure to greet them happily. Ask them how 

they are doing and praise them for checking in. Ask if they have their DPR (Daily Progress Report) signed 

from the previous day. Praise them if they return it signed. Write their name, date, and goal on their new 

DPR (Daily Progress Report) and give it to them to take to class. Remind them when to check out and 

encourage them to do their personal best in class. If students do not check in or are absent, please update 

this information in on Google docs.  

 

Take a moment with each student to go over how their day went based on their DPR. It’s important to 

focus on the positive, and help them feel they can succeed in the future. Then have them calculate their 

daily percentages to see if they made their goal. Record scores onto printed excel spreadsheet for end of 

the day data entry. 

 

Parents: 

Parents are responsible for checking their student’s daily point total and encouraging students who are 

working toward their goals. We remind parents to avoid using punishment related to the CICO. For most 

students, parent support of the program is crucial to their success.  

 

Teacher: 

As your student’s teacher, you hold valuable perspectives on student behavior. This empirically supported 

system allows teachers to provide immediate, contextually relevant feedback. As you will recall from the 

initial presentation given by the counseling department, The DPR is quick and easy to score and should 

take no more than 1-2 minutes to complete. It is the responsibility of teachers to quickly go over the 

student’s score at the end of the class period. Teachers are encouraged to affirm students who are 

demonstrating improvement and explain to students areas you hope to see them improve on.  

 

How to score the DPR: The numbers on the DPR represent how well the student met the expectations of 

the school. 

 

1) Circle the number three on the DPR if the student met the expectation.  

 

2) Circle the number two  if they had a brief incident of inappropriate behavior and have been warned 

(individually) and then a repeated incident of the behavior.  

 

 

3) Circle the number one when the student did not meet the expectation. Students receiving this score 

have repeated instances of not following directions, being off task repeatedly, or doing something 

more serious such as fighting. 
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*As a reminder, the CICO team will only be evaluating raw data in google sheets . Space will not be 

provided for comments. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Trojans Agents of Change!!!! 

Check In Check Out 

Initial Meeting Checklist 
 

Student:  ______________________________________ Date: _______    
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Explanation of Program: 

A program designed to provide support and monitoring for students at-risk of developing serious or 

chronic behavior problems.  The components of the program are: 

Setting up the Program: 

Task Responsible Completed 

1.  Contact parents, obtain permission (must 

occur prior to student meeting) 

CICO 

Coordinator 

Y        N 

2.  Program explained to student, student 

agreement made, sign CICO contract 

CICO 

Coordinator 

Y        N 

3.  Point card and incentives taught to student CICO 

Coordinator 

Y        N 

4.  Check-in/out procedures explained to 

student 

CICO 

Coordinator 

Y        N 

5.  Teach student expected behavior through 

modeling, role play, and opportunities to 

practice 

BEP 

Coordinator 

Y        N 

6.  Contact appropriate staff and inform them 

of student’s participation in CICO 

CICO 

Coordinator 

Y        N 

7.  Collect and evaluate data, monitor student 

progress 

CICO 

Coordinator  

Y        N 

 
 

 

 

 

 

 

ALISAL HIGH SCHOOL 
Salinas Union High School District 

777 Williams Road, Salinas, CA 93905 

Telephone (831) 796-7600   Fax (831) 796-7605 

Permission for Behavior Education Program (BEP) 
 

Date ____________________Student _________________________________ Grade _______________ 

Teacher _____________________________________Parent / Guardian _____________________________ 

 

 I would like to include your child in our Behavior Education Program.  A report will be filled out daily by 

the teacher(s) and checked at the end of the day by our staff.  Students will need to pick up their report every 

morning between 7:45 and 7:55 a.m. and then return to their assigned staff member between 2:50 and 3:05 p.m.  

The student will be able to earn incentives and rewards for appropriate behavior.  As parents, you are responsible 

for making sure your child arrives on time each day for check-in and that you review and sign the daily BEP Report.  

Together, we can make this a positive experience for your child. 
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_____ I do give consent for my student to participate. 

 

_____ I do not give consent for my student to participate. 

 

___________________________________  Date 

_________________________ 

                  ( Parent / Guardian ) 

 

For further information, please call Yisell Lopez ( School Psychologist) or their assigned academic counselor 

_______________________ at (831) 756-7600 

---------------------------------------------------------------------------------------------------------------------------------------- 

Fecha_____________________________ 

Estudiante ____________________________________  Grado________________________________ 

Maestro/(a) ___________________________________________ 

 

Padre/ Guardian ________________________________________ 

 

               Nos gustaría incluir a su hijo en nuestro Programa de Educación y Comportamiento. Un reporte será hecho 

diariamente  y chequeado al terminar de el dia por una persona de la escuela. Estudiantes necesitarán recoger su 

reporte cada mañana entre las 7:45am y las 7:55 am y devolverlo a la persona asignada entre las 2:50 y 3:05. El 

estudiante va a tener la oportunidad de ganar premios por su buen comportamiento. Como padres, ustedes son 

responsables por asegurarse de que su hijo/(a) llegue a la escuela a tiempo para su chequeo y re pasen y firmen el 

reporte de comportamiento diariamente. Juntos podemos hacer esta experiencia positiva para su estudiante.  

 

______ Yo si le doy consentimiento a mi estudiante para que participe en el programa. 

 

______  Yo no le doy consentimiento a mi estudiante para que participe en el programa.  

 

___________________________________  Fecha __________________________ 

     (Padre/ Guardian)    

 

Para mas informacion por favor llame a Yisell Lopez (Psicóloga de Escuela) o el consejero académico regular de su 

hijo/(a) a (831) 756-7600. 

 

Parent Phone Contact Script 

 

This is a suggested “script” for calls to parents of children referred to the program. This call is to inform 

the parents/guardian about the program and answer any questions or concerns about the program. 

 

Hello [parent name], this is [teacher’s name], [student’s name]’s teacher at school. I want to let you know 

about a new program at our school that we are excited about. It is called Check in, Check out (CICO). The 

CICO is designed to give more support to some of our students who may have trouble finishing their 

work, staying on task or following our school wide expectations.  The CICO has been in place at other 

schools and students on the program usually improve their school behavior and enjoy participating in the 

program. 

 

We, here at school, think that this program would help your child be more successful at school.  For your 

child to be included we need your consent and that is why I am calling you today. 

 

I’ll send a consent packet to you that will give you details about the program and get your signature if you 

would like to include your student in the program.  I will send it home this evening and would appreciate 

it if you could return the packet signed with your child tomorrow morning. Do you have any other 
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questions? 

 

If you do have questions after you read the packet, you can give me a call at [teacher’s phone number], or 

Anthony Avitia or by email, natalia.mariscal@salinasuhsd.org 

 

Thanks so much for your help! 

 

FAQS 
Q:  How was my child chosen for this program?  Is it because he is a bad kid? 

A:  Students can be nominated three different ways: staff referral and/or based on discipline 

referral data.  The CICO program is effective for a variety of students with a variety of needs.  We 

do not nominate students because they are “bad kids”, we offer the program to help the students 

who need a little extra support.  Several students benefit from CICO and the need for additional 

support is completely normal and expected. 

 

Q:  How will my child benefit from the CICO program? 

A:  The CICO program is a positive behavior support.  Through this program, [child’s name] will 

receive multiple opportunities to positively interact with invested adults at school.  Every morning 

and afternoon, s/he will check in check out with the same adult.  Throughout the day, s/he will carry 

a Daily Progress Report, which teachers will use to rate your child’s behavior at frequent intervals.  

As a result, your child will benefit from recurring feedback regarding his/her behavior, positive 

adult attention, and positive reinforcement for exhibiting the desired pro-social behaviors.  Finally, 

all participating students are expected to bring their DPC home daily to share their progress with 

parents. 

 

Q:  How long do students usually participate in the CICO program? 

A:  Students tend to be part of the CICO program for 4-6 weeks.  Our goal for the student is to be a 

successful “self-manager”, so the duration of implementation is dependent on your child’s progress. 

 

Q:  How are decisions made regarding implementation? 

A:  Our CICO team (includes teachers, vice principal, school counselor and school psychologist) 

meets regularly every two-weeks to review the student's’ progress in the program.  All decisions are 

determined by the group, including teacher and parent input, and based in data. 

 

Q:  How can I help at home? 

A:  Research shows that programs like CICO, are most successful when the home and school work 

collaboratively together to support the child.  We suggest keeping the interactions positive: 

celebrating the successes, briefly noting the pitfalls, and avoiding contingent consequences.  The 

CICO is a positive support, intended to motivate the student to exhibit pro-social behaviors at 

school. 
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Trojans Agents of Change!!!! 

Check-In/Check-Out (CICO) Student Contract 

 

I, _____________________________________________, agree to work on behaviors that  

demonstrate our school wide expectations: 

 1.  Safe 

 2.  Responsible 

 3.  Respectful 
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I will work with  ______________________________  (my agent of change) to keep track 

of my progress.  I understand that I will have a chance to earn a reward each week / day 

when I meet my goals.  

I will try hard to do my best to meet these goals everyday. 

_____________________________________________________     

Student Signature 

 

I will do my best to help ________________________________________ meet his/her 

goals everyday. 

__________________________________________________     

   

Signature of Coordinator 

 
 

 

 

 

 

 

 

 

Section III: 

Daily Procedures 
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Materials Summary: 

Daily Check-in Checklist 

CICO Rewards Menu 

DPR 

 

 

 

 

Trojans Agents of Change!!!! 

CICO Daily Procedures 

 

Overview   

▪ Meet with assigned student(s) for 2-3 minutes, twice daily.    

▪ Complete forms accurately.    

▪ Turn in student’s folders every Tuesday before 1:30 p.m. in the wall file holder next to the School 

Counselor’s office.    

▪ Arrange for coverage, if unable to check-in and check-out with your student(s).  

 

CICO Staff Daily Expectations  

Morning 

▪ Check-in with your student(s) between 7:45 and 7:55 a.m., as indicated in your schedule, in the 

designated areas. 

▪ Spend 2-3 minutes with each student.  Ask the student questions such as:  

o “So, do you have everything you need for today?”  
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o “Did you complete your homework?” 

o “Did you have breakfast this morning?” 

o “Did you sleep well last night?” 
*If any unresolved conflicts are mentioned, briefly problem-solve with student regarding  

     possible solutions. 

▪ Collect signed (by parents/guardians) CICO sheet from previous day and take note of any 

comments. 

▪ Ensure student fills out a new CICO sheet. 

▪ Remind student of CICO goals and review, if necessary. 

▪ End the conversation with a positive observation about the student’s ability to achieve their 

goal(s).  Give a thumbs-up, high-five, wink, handshake, shoulder pat or hug, if appropriate. 

▪ Reward student with Tiger Paw or treat (granola bar, baked good, hot chocolate, etc.) for 

checking-in successfully. 

 

Afternoon 

▪ Check-out with student(s) in designated areas as indicated in your schedule. 

▪ Spend 1-2 minutes with each student.  Interactions need to be brief to limit the interruption with 

the transition home. 

▪ Greet student with a positive interaction. 

▪ Review CICO sheet with student: 

o Celebrate time periods student met/exceeded behavioral expectations. 

o Offer gentle corrective feedback, if necessary, for times student did not meet expectations. 

Ex. “I see that reading was more difficult today, but I am glad that it did not ruin 

your day and you were able to get your points up for Math.  Good work.” 

o If goal was met, award student CICO ticket.  If not, reframe situation as learning 

experience and remind student tomorrow is a new opportunity to meet his goal.  

▪ Follow-up with any unfinished business from conversation during morning check-in. 

▪ Offer a positive farewell (thumbs-up, high-five, wink, handshake, shoulder pat or hug, if 

appropriate). 

▪ Enter student's period totals into SWIS. 

▪ Record any necessary notes in students’ CICO folder. 

 

Weekly Expectations 

▪ Turn in student’s folders every Wednesday before  9:00 a.m. in the TBD in the Counseling Office.  

The CICO Team will begin reviewing student files at 9:00 a.m., on Wednesdays, bi-monthly.  You 

will be contacted if there is a change to your student’s behavior or plan. 

 

As Needed   

▪ Make copies of blank CICO sheets. 

▪ Attend CICO meetings about the student, as requested by teachers or other team members. 

▪ If unable to check-in and check-out with student(s), arrange for coverage. Give the staff person 

covering your check-in/check-out shift all needed check-in/check-out materials. If you are calling 

in sick, please inform the CICO coordinator of your absence. 
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Trojans Agents of Change!!!!   

Check-In Checklist 

 

Student 

Positive 

Greeting 

Check 

student 

status 

Signed 

CICO 

sheet 

Review 

Expectations 

Agents of 

Change/ 

Treat 

Ready for School 

Pencil Note- 

book 

Complt’d 

work 

 

 

        

 

 

        

 

 

        

 

 

        

 

 

        

         

         

         

Check-Out Checklist 

 

Student 

Positive 

Greeting 

Review 

CICO 

sheet 

Praise 

Positive 

Gentle 

Corrective 

Feedback 

Award ticket, 

if applicable 

Positive 

Farewell 

Daily Score 

Total 
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Trojans Agents of Change!!!!   

Incentives you can earn Cost Incentive Cost 

 

$2.00 

 

$7.00 

 

$4.00 

 

$5.00 

 

 

$8.00 

 

$2.00 
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$15.00 

 

$25.00 

 

$3.00     
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Section IV:  

CICO Adjustments/Revisions 
 

 

 

 

Materials Summary: 

Follow-up Meeting Form 

Fading Process Checklist 

Incentives Survey, work in progress 

Individualized DPR II Template, work in progress 

 

 

 

 

Adjustments/Revisions (Tweaks!) 
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Occasionally a student will not respond to the intervention without some personalization. Though there are 

an almost endless number of ways this can be approached the following tweaks should be tried before 

more resource intensive personalization takes place. 

Initially if a student is consistently failing to meet their daily goals it may be because the goals are difficult 

or because the incentives fail to excite the student about the intervention.  If after one week student is not 

responding to the intervention. Reduce the daily goal to 70% and give the student the “Incentives Survey”.  

Be sure to inform the student that the reduction in the daily goal is a temporary measure and that it will be 

moved back up as soon as they are more comfortable with the system. Also let the student know that the 

survey will help you choose better rewards for them. If the student is happy with the current rewards or 

does not wish to take the survey it is not necessary to have them do so. It is also quite useful to look at 

ODRs to determine the motivation for problem behaviors when choosing alternative incentives. 

 Once the student is experiencing success at the 70% level, praise the student for achieving their goals and 

tell them that you think it’s time to try 75%. Continue this process until you are back to the desired daily 

goal (generally 80%). 

If the student is still not responding to the intervention after personalizing the incentives and reducing the 

daily goal it may be necessary to alter their daily goals. These goals should be related to the school 

expectations and should be more specific. Goals should be specific enough that the student will be likely 

to succeed at achieving their daily goals on a regular basis. Goals will be written directly under the school 

expectations on the DPR II version of the DPR forms. 

Once the student is experiencing success using the more specific goals, goals should be altered to be more 

general. With some students there will be a few iterations of the generalization process before they are 

able to achieve daily point goals using school expectations as goals, with others one step will suffice. 

Once the student is achieving daily point goals using the school wide expectations as goals, start 

increasing daily point goals as described above. 

 

 

 

 

 

 

 

 

 
Trojans Agents of Change! 

Check in Check Out 

Follow-up Meeting 
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Student: _______________________________    Date:  ____________  Coordinator:  

_________________    

1.  Present Check-n-Connect data from Weekly Point Sheet & Daily Point Cards 

a. Check-n-Connect Weekly Data sheet or graph presented? Y N 

 

2. Evaluate success and decide whether to make changes or maintain program as needed: **To 

determine effectiveness of the CICO plan, the team needs to review the following questions: 
▪ Has the # of ODR’s decreased, increased, or remained the same, since implementation of CICO plan? 
▪ How often is the student’s DPR % at or above goal line?  6 or less days in 2 wks or 4 consecutive days  

below goal line should be considered for program modification/change. 

▪ Is there variability and/or patterns between % within time periods? 

▪ Has DIBELS, or other curriculum-based measurements, scores increased, decreased, or remained the same since 

implementation? 

a. Is the program working?      Y N 

b. Do we want to continue using the program?    Y N 

c. Do we need to make some changes?     Y N 

If yes, detail changes below: 

Next steps/ Changes/ Continued Monitoring  (detail specific modification or changes to plan) 

 

 

 

 

 

3. If program is not working, will student be referred for FBA/BSP?     Y      N 

a. If No, identify next steps          

            

       

b. Does student have an IEP?               Y        N 
*If so, inform case manager of any  

 changes and future steps.     To be completed by CICO 

Coordinator  

 

         Date new plan implemented  

 

Fading Process (or Graduation) 

Rationale: 

The purpose of the fading process in the Check & Connect program is to help as many students (with 

behavior goals) as possible and to support them in realizing that they can manage their own student 

success.  Also, with the limited resources in the school setting, it is wise to “wean” students who are 
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experiencing consistent success in order to help others who are in need of a higher level of behavioral 

support. 

 

Who are good candidates for the Fading Process? 

● Students who have consistently met the C&C percentage point goals for 4 to 6 weeks (80% 

average or above) 

● Students who have demonstrated a consistent pattern of desired behavior and may be ready to be 

self-managers (C&C support may be unnecessary) 

 

Fading Process Procedure 

1. BEP team meets to review student data and to discuss possible candidates for graduation  

2. After candidates have been recognized, students will be placed on a “Self-Manager” status.  As Self-

Managers, they will increase their level of responsibility by assessing their own behavior points 

(student circles and initials their score), accepting their teacher’s feedback and behavior points 

(teacher circles and initials their score) and checking to see if the 2 ratings match. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fading Process Checklist 

Steps                                                                                            Done? 

1. BEP Team meets to review student data and to discuss possible 

candidates for graduation 

 

2. Self-Manager Status I:  Assessing own C&C points and comparing with 

the teacher’s rating (approximately 2 weeks) 

 

3.   Self-Manager Status II:  Gradually being weaned-off of the C&C sheet  
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(begin with removing the sheet on the last day of the week, then the last 

2 days of the week and then the last 3 days, etc.) 

4. Self-Manager Status III:  Gradually being weaned-off of the C&C 

morning and afternoon check-ins.   

 

5. Brief Meeting with parents to celebrate the impending graduation from 

Check & Connect.  Discuss home strategies to increase successful 

behaviors (See: Inexpensive Ways to Reward Your Child for Good 

Behavior” 

 

6. Graduation Party (Root beer floats, hot chocolate, apple cider, etc.) for 

all C&C students!  

 

!!! All students who graduate get invitations to all Alumni Club 

celebrations for that school year.  Celebrations will be scheduled in 

advance and will take place 15 minutes before the end of the school day 

on the specified date.  Some suggested activities will be playing 

basketball, 4 Square, Dodgeball, cookie decorating, ice cream party, etc. 

 

!!! Some students who graduate form C&C will have the opportunity to be 

C&C peer mentors.  Before the start of the school day, they may help to 

check-in students who are new to the program 

 

 

  

 

 

 

 

 

 

 

 

Thank you for reading this handbook. 

The PBIS Committee is committed to ensuring students are learning positive behavior expectations while 

being recognized for their efforts. 

This handbook is a work in progress. 
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