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Guidelines for Data-Based Decision Making
(Sugai, Todd, Lewis-Palmer, Hagan-Burke)
Data-based Action Planning Process

1. Use team

2. Identify the decisions needed

3.  Identify data sources

a. Office discipline referrals

b. Attendance, tardies

c. Suspensions, detentions, expulsions

d. Academic performance

e. Staff perceptions

i. EBS survey

ii. SET data

iii. Team Implementation Checklis
iv. Safe Schools Survey

4. Summarize data

5. Analyze data

6. Build action plan based on data

Other Guidelines

1. Use impact of individual student behavioral incidents (repeat rule violations) on school-wide behavior incidents when deciding where to focus action planning (i.e., school-wide, nonclassroom, classroom, targeted group, targeted individual).

2. Consider location, type, time of day, etc. of behavior incidents to increase relevance, effectiveness, and efficiency of action planning process.

3. If adequate progress and/or goal achieved, consider modifications that would

a. Improve effectiveness and efficiency

b. Remove intervention elements that are ineffective and efficient

c. Decrease amount of effort and/or resources 

General Data Decision Rules

	IF….,
	FOCUS ON….

	· >40% of students received 1+ ODR

· >2.5 ODR/student
	School-wide System

	· >60% of referrals come from classroom

· >50% of ODR come from <10% of classrooms
	Classroom System

	· >35% of referrals come from non-classroom settings

· >15% of students referred from nonclassroom settings
	Non-Classroom Systems

	· >10-15 students receive >5 ODR
	Targeted Group Interventions

	· <10 students with >10 ODR

· <10 students continue rate of referrals after receiving targeted group support

· Small # students destabilizing overall functioning of school
	Individualized Action Team Systems


General Questions for Monthly/Annual Decisions
1. How are we doing to date? Look at….

a. # referrals per day per month.

i. What patterns are apparent across months?

b. # referrals by student

i. Are concerns individual or school-wide?

c. # referrals by location.

i. Where are referrals coming from?

d. #/kinds of problem behaviors

i. What problems are of most concern?

e. # problem behaviors by time of day

i. When are most problem behaviors occurring?

2. What should we do next?

a. All’s well

i. What can we eliminate?

ii. How can we make current activities more efficient?

iii. What needs to be addressed next?

b. So-so

i. What is and is not working?

ii. What can we do to increase the efficiency, effectiveness, or relevance of what we are doing?

c. Not well

i. What is and is not working?

ii. What can we do to improve what we are currently doing?

iii. Do we need to look at other information to understand what to do next?

iv. What other strategies do we need to look at?

Establishing an Evaluation Plan

(see Evaluation Worksheet)

1. Develop evaluation questions.

a. What do you want to know?
2. Identify indicators for answering each question.

a. What information can be collected?.

3. Develop methods and schedules for collecting and analyzing indicators.

a. How and when should this information be gathered?
4. Make decisions from analysis of indicators.

a. What is the answer for the question?
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Are we satisfied with how "it" looks?

What would we like "it" to look like?

What would we need to do to make "it" look like

that?

How would we know if we've been successful?

What can we do to keep "it" like that?

Basic Evaluation Questions
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Data-based Decision Making Worksheet

	Evaluation Question
	Who needs the information?
	When do they need the information?
	Data Indicators & Sources
	Data Collection Methods & Schedule

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	

	5.
	
	
	
	

	6.
	
	
	
	


Practices Evaluation Decision Flowchart
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Discipline Referral Data Self-Assessment 

(Sugai, Simonsen, & Palmer, 1/5/99, DRAFT)

Name of School_______________________________ 
Date_______________

To be completed by school leadership team. Rate the status of each feature of a discipline referral data management procedure. Develop an action plan for item(s) “not in place.”

F = Fully in place

P = Partially in place
N = Not in place
	Status
	Feature

	F   P   N
	Clear distinctions between administrator versus staff managed rule-violations

	F   P   N
	Proactive comprehensive school-wide discipline system 

	F   P   N
	Clear definitions for rule violations

	F   P   N
	Complete recording form (e.g., office discipline referral, behavioral incident)

	F   P   N
	Positively stated & defined student expectations

	F   P   N
	Written school-wide discipline policy 

	F   P   N
	System for storing & maintaining data

	F   P   N
	Discipline leadership team

	F   P   N
	Team-based problem-solving format

	F   P   N
	Schedule for regular collection & summarization of data

	F   P   N
	Schedule for regular team meetings to review data

	F   P   N
	Person designated to manage & maintain data

	F   P   N
	Person designated to summarize & graph data on monthly basis

	F   P   N
	Standard set of evaluation questions to be considered

	F   P   N
	Criteria or decision rules for team to evaluate data

	F   P   N
	Opportunity for team to develop recommendations based on data

	F   P   N
	Opportunity for team to present, discuss, modify, & establish action plan with staff

	F   P   N
	Opportunity for staff to learn activities for implementation of action plan

	F   P   N
	Procedures for monitoring accuracy & consistency of implementation of action plan activities

	F   P   N
	Procedures for modifying action plan based on data

	F   P   N
	

	F   P   N
	

	F   P   N
	

	F   P   N
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Referral Form Examples

Version 2.0

June 16, 2003

Anne W. Todd & Rob H. Horner

Intended Audience


Referral form examples are for School Administrators, school teams and SWIS Facilitators to use as a guide for developing an office discipline referral form.

Description


The three available referral form examples are each compatible with SWIS. Each example is formatted differently, in size of paper, actual categories on the form, and the order of the information to be recorded.

For more Information

Go to www.swis.org 

Example A

	SWISTM OFFICE DISCIPLINE REFERRAL FORM

	Student(s) _________________ Referring Staff _____________ Grade Level ____ Date ______ Time ___

	Location

Classroom      
Playground
Commons/common area

Hallway/ breezeway 
	Cafeteria   

Bathroom/restroom

Gym

Library
	Bus loading zone

Parking lot

On bus

Special event/assembly/ field trip 
	Other __________



	Problem Behaviors (check the most intrusive)

	 MINOR

 Inappropriate lang.

Physical contact

Defiance/disrespect/ non-compliance

Disruption

Property misuse

Other _______________________
	MAJOR

Abusive lang./ inapprop. lang        

Fighting/ physical aggression            

Defiance/disrespect/insubordination/non-compliant

Harassment/ tease/ taunt

Disruption
Tardy
	Skip class/ truancy

Forgery/ theft

Dress code

   violation

Lying/cheating

Tobacco

Alcohol/drugs
Combustibles 
	Vandalism  

 Property damage
Bomb threat

Arson      

Weapons   

Other __________

	Possible Motivation      


Obtain peer attention                Avoid tasks/activities                  Don’t know

Obtain adult attention
            Avoid peer(s)                             Other ________________          

Obtain items/ activities              Avoid adult(s)

	Others Involved
None             Peers            Staff            Teacher             Substitute        Unknown        Other ___________________

	Administrative Decision 

Time in office                                  Detention                         Saturday School                              In-school suspension                                                                                              

Loss of privilege                              Parent contact                 Individualized instruction                Out-of-school suspension

Conference with student                 Other _______________ 

	Comments:


	Follow up comments:



Example B

Office Referral Form

Name: ____________________________


  Location

Date: _____________
Time: ________

( Playground
   ( Library

Teacher: __________________________

( Cafeteria
   ( Bathroom

Grade:  K    1    2    3    4    5   6   7   8


( Hallway
   ( Arrival/Dismissal

Referring Staff: _____________________

( Classroom
   ( Other ________
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	Problem Behavior
	Possible Motivation
	Administrative Decision

	Minor            
· Inappropriate language

· Physical contact

· Defiance

· Disruption

· Property misuse

· Other ______________

Major    

· Abusive language

· Fighting/ Physical aggression

· Overt Defiance

· Harassment/ tease/ taunt

· Disruption

Other ______________
	· Obtain peer attention

· Obtain adult attention

· Obtain items/activities

· Avoid Peer(s)

· Avoid Adult

· Avoid task or activity

· Don’t know

· Other ______________
	· Loss of privilege

· Time in office

· Conference with student

· Parent Contact

· Individualized instruction

· In-school suspension (____hours/ days)

· Out of school suspension (_______ days)

· Other ______________




Others involved in incident: ( None   ( Peers   ( Staff    ( Teacher   ( Substitute   

      (  Unknown    ( Other

If peers were involved, list them ___________________________________________

Other comments: ______________________________________________________

______________________________________________________________________

(  I need to talk to the students’ teacher          ( I need to talk to the administrator
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Parent Signature: __________________________
Date: __________________

All minors are filed with classroom teacher.  Three minors equal a major. 

All majors require administrator consequence parent contact and signature.

Example C

Office Discipline Referral Form

Name: _________________________  Grade: _____ 
Date: _____________

Referring Person: ______________________________
Time: ____________

Other Student(s) involved: ___________________________________________

Issue of Concern

 Location


Possible Motivation

Major Problem Behaviors 


    abusive lang

 playground


 Attention from peer(s)

    fighting/physical agg
 cafeteria


 Attention from adult(s)

    harassment 

 passing area

 Avoid peer(s)

    overt defiance

 bathroom


 Avoid adult(s)

Minor Problem Behaviors
 arrival/dismissal

 Avoid work

    inappropriate. lang 
 classroom


 Obtain item(s)

    disruption

 restricted area

 Other _______________

    property misuse 
 special event

 Don’t know

    non-compliance

 common instructional area
What happened?___________________________________________________

_________________________________________________________________

Consequences

 lose recess

 lose other privilege ___________________________

 conference


 in-school suspension

 parent contact

 out-of-school suspension 

 follow up agreement

See Follow-Up Agreement Over


Follow up Agreement

Name: __________________________

Date: __________________

1. 
What rule(s) did you break? (Circle)

Be Safe

Be Respectful

Be Responsible

2.
What did you want?
 I wanted attention from others

 I wanted to be in control of the situation

 I wanted to challenge adult(s)

 I wanted to avoid doing my work


 I wanted to be sent home

 I wanted revenge


 I wanted to cause problems because I feel miserable inside

 I wanted to cause others problems because they don’t like me

 I wanted _________________________________________
3.  
Did you get what you wanted?   yes
 no

4.
What will you do differently next time? 
 
I will be _____________________________ by _________________________

5.
Student signature: __________________________________________

6.
Adult signature(s): _____________________________________


Readiness Checklist
Version 1.2

June 20, 2003

Anne W. Todd & Rob H. Horner

Intended Audience


SWIS Facilitators use the Readiness Checklist to prepare schools for SWIS compatibility prior to the licensing process

Description


The Readiness Checklist is a list of ten requirements for obtaining a SWIS License Agreement. 

For more Information

Go to www.swis.org
SWIS™ Readiness Checklist

SWIS™ Facilitator_________________________________     School___________________________________      Year______________

	Requirement
	Tasks to Complete
	Who will Complete
	By When
	Date of Completion

	1. School-wide discipline is one of the top three goals for the school.
	
	
	
	

	2. Administrative support for the implementation and use of SWIS™ is available.
	
	
	
	

	3. A behavior support team exists, and they review referral data at least once a month.
	
	
	
	

	4. The school uses an office discipline referral form that is compatible with SWIS™ referral entry.
	
	
	
	

	5. The school has a coherent office discipline referral procedure that includes (a) definitions for behaviors resulting in office-managed vs. staff-managed referrals and (b) a predictable system for managing disruptive behavior.
	
	
	
	

	6. Data entry time is allocated and scheduled to ensure that office referral data will be current to within a week at all times.
	
	
	
	

	7. Three People within the school are identified to receive one, 2-hour training on the use of SWIS™.
	
	
	
	

	8. The school has computer access to Internet, and one of two web browsers. (Netscape 6, Internet Explorer 5)
	
	
	
	

	9. The school agrees to on-going training for the team receiving SWIS™ data on uses of SWIS™ information for discipline decision-making.
	
	
	
	

	10. The school district agrees to provide a facilitator who will work with school personnel on data collection and decision-making procedures.
	
	
	
	



Compatibility Checklist
Version 2.0

September 12, 2002

Anne W. Todd

Intended Audience


The Compatibility Checklist is used primarily by SWIS Facilitators to support school teams as they design a system for documenting and monitoring office discipline referrals that is SWIS-compatible. School teams can also use the checklist as they prepare a coherent system for dealing with problem behavior in their school and for the use of SWIS>

Description


The Compatibility Checklist is an available tool for ensuring that all necessary categories are being documented on a referral form. 

For more Information

Go to www.swis.org
Procedure for Documenting Office Discipline Referrals 

SWIS II™ Compatibility Checklist 

School ___________________________                      Date ____________________

	Compatibility Question
	Date
	Date

	
	
	

	1.  Does a clear distinction exist between problem behaviors that are staff management versus office managed exist and is it available for staff reference?
	Yes    No
	Yes    No

	2.  Does a form exist that is SWIS compatible for SWIS data entry including the following categories?
	Yes    No
	Yes    No

	a.  Student name?
	Yes    No
	Yes    No

	b.  Date?
	Yes    No
	Yes    No

	c.  Time of incident?
	Yes    No
	Yes    No

	d.  Student’s teacher (optional)?
	Yes    No
	Yes    No

	e.  Student’s grade level?
	Yes    No
	Yes    No

	f.   Referring staff member?
	Yes    No
	Yes    No

	g.  Location of incident?
	Yes    No
	Yes    No

	h.  Problem behavior?
	Yes    No
	Yes    No

	i.   Possible motivation?
	Yes    No
	Yes    No

	j.   Others involved?
	Yes    No
	Yes    No

	k.  Administrative decision?
	Yes    No
	Yes    No

	l.   Other comments?
	Yes    No
	Yes    No

	m.  No more than 3 extra info.
	Yes    No
	Yes    No

	3.   Does set of definitions exist that clearly defines all categories on the office discipline referral form?
	Yes    No
	Yes    No

	4.   Does office discipline referral procedure and form exist that meet SWIS criteria?
	Yes    No
	Yes    No


Next review date: _______________

Redesign your form until answers to all questions are “Yes.”

C
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� Sprague, Sugai, Horner, & Walker (2000)


� ODR = Office Discipline Referral
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