/THE LIBRARY \

MANAGEMENT, MOTIVATION
& DISCIPLINE

The
Administrator’s
Desk Reference of

Behavior Management

Volume I
Leadership Guide

Randall Sprick e Lisa Howard e B.J. Wise e Kim Marcum e Mike Haykin




contents

Introduction 1
Purpose . . . . . . 1
Rationale . . . . . . . . . . . 1
OverviewofContents . . . . . . . . . . . . . . . . i 3
HowtoUse ThisBook . . ... ... ... ... ... .......... 4
—
Leadership Skills—Improving School Climate 5
Task One—Clarify and Promotea Vision . . . . . .. ... ... ..... 6
Task Two—Build Trust . . . . . . . . ... .. . ... 14
Task Three—Strive to Meet Basic Human Needs . . . . .. ... ... 23
Task Four—Use Rituals and Traditions . . . . . .. .. ... ... ... 27
—
Leadership Skills—Effective Decision
Making and Handling Disagreements 39
Making Decisions . . . . . . . . . .. ... . 39
Handling Disagreements . . . . . . . . . . . .. ... ... ..., 45
Conclusion . . . . . . . . . ... 52
—
Practical Guidelines for Behavior Change 53
Changing Behavior—Five Variables to Manipulate . . . . ... .. .. 55
Guidelines for Modifying Settings . . . . . ... ... ... ...... 57
Guidelines for Corrective Consequences . . . . . . . .. . ... ... 60
Guidelines for Encouraging Responsible Behavior . . . . . .. .. .. 65

Conclusion . . . . . . . . e e e e 70



'—=2l

chapter four

Understanding Behavioral Theory

Section One: Behavioral Theory (A Model and lts

Implications) . . . . . . . . ..
Section Two: Questions and Misconceptions

Regarding a Behavioral Approach . . . . ... ... ... ...

chapter five
A Process for Improving Your Schoolwide
Behavior Plan (SBP)

Section One: SBP Improvement Activities . . . . . . . . ... ...
Section Two: Sample Tools for Doing a “Review” . . . . . . . ..

chapter six

Guiding Principles—The Core of Your SBP

Section One: Why Have a “Guiding Principles”

Sectioninyour SBP? . . . . . ... ... o o oL,
Section Two: A School Mission Statement . . . . . . .. ... ..
Section Three: Statement of Staff Beliefs About

Managing Student Behavior . . . .. ... ... .......
Section Four: Guidelines for Student Success . . . . .. .. ...
Section Five: Sample Policy Documents . . . . . .. .. ... ..

chapter seven
Encouragement Procedures—Meeting
Students’ Basic Needs

Section One: Why Have an “Encouragement

Procedures” Sectionin Your SBP? . . . . . . ... ... ...
Section Two: Meeting Students’ BasicNeeds . . . . . . ... ..
Section Three: Using Schoolwide Reinforcement

Systems . . . ... e e e e e e
Section Four: Menu of Procedures/Programs to

Encourage Responsible Behavior . . . . . . .. ... ... ..

71

89

139

159



== chapter eight
Disciplinary Procedures—Increasing

Consistency and Effectiveness 209
Section One: Planning for Emergency Situations . . . . ... ... .. 211
Section Two: Supporting Staff Efforts to Deal With

Student Misbehavior . . . . . . ... ... o oo 216

==~ chapter nine
Common Areas—Improving Behavior in
Halls, Cafeteria, Playground, and

Other Areas 253
Introduction . . . . . .. ... L. 254
Seven Strategies for Improvinga Common Area . . . ... ... ... 255
Supplement One: Evaluating the School Cafeteria

Environment . . . . . . . e 277
Supplement Two: Model Procedures for Common Areas . . ... .. 292

== chapter ten
Classrooms—Assisting Teachers With

Behavior and Discipline 315
Section One: Guiding Principles of Classroom

Management . . . . . . . .. e e e e e e e 317
Section Two: Guiding Staff in Effective Classroom

Management . . . . . . . . . e e e e e e e e 341

Resources/References 363



/THE LIBRARY \

MANAGEMENT, MOTIVATION
& DISCIPLINE

The
Administrator’s
Desk Reference of

Behavior Management

Volume II:
Referrals and Solutions

Randall Sprick e Lisa Howard e B.J. Wise e Kim Marcum e Mike Haykin




cCcC ontents

Introduction 1

)
A “Game Plan” for Responding to
Disciplinary Referrals 5
You ReceiveaReferral . . . . .. ... ... .. ....... 5
Before You Meet With the Student. . . . . . . ... ... .. 6
Meet With the Student (A Sample Agenda) . . . . ... ... 9
After You Meet With the Student . . . . . ... ... ... 14
Set Up a Comprehensive Intervention Plan . . . . . . . .. 16 '
Conclusion . . . . . . . . .. .. e 31
Supplement . . . . ... 31

—
Handling Specific Problems 51
Absenteeism . . . ... ..o 53
Academic Assessment . . . . . ... Lo 63
Aggression . . ... Lo e 73
Arguing . . . . . e 85
Blaming Others . . . . . . . . . . . . ... . . ... .. 93
Bothering/Tormenting Others . . . . . . . .. ... ... 101
Bullying/Fighting . . . . . ... ... ... ........ 111
BusProblems . . . . .. .. ... .. ... ... 121
Cheating . . . . . . . . . . . . 129
Cliques/GangingUp . . . . . . . ... . .. 135
Compliance/Direction Following, Lackof . . . . ... .. 145
Corrected, Student Gets Upset When . . . . .. ... .. 159
Disruptive Behavior, Severe . . . . .. .. ... ... .. 169
Fighting—Establishing a Schoolwide Policy . . . . . . . . 181
Gang Involvement . . . . . ... ... ... ... 185

Harassment—Racial, Sexual . . . .. ... ... .. ... 191



Intimacy, Inappropriate Displaysof . . . ... ... ... 201

Medical/Psychological Problems . . . . . . ... ... .. 207
Passive Resistance . . . . . ... ... ... ... ... 211
Playground Problems . . . . . . . . ... ... ... ... 217
Schoolwide Problems . . . . . ... ... ... ..... 229
Stealing . . . . . . . . e 231
Suicide Threats . . . . . . . .. .. ... ... ...... 239
Swearing/Obscene Language . . . . . . ... ... ... 243
Tantrumming . . . . . . . . . ... 251
Threatening Others (Staff or Students) . . ... ... .. 261
Vandalism . . . . . . .. ... .. 271
Vietim . . . . . . .. 279
Weapons . . . . . . . . . e 287
Wetting or SoilingPants . . . . . .. ... ... ..... 293

References/Resources

299



THE LIBRARY

MANAGEMENT, MOTIVATION
& DISCIPLINE

The
Administrator’s
Desk Reference of

Behavior Management

Volume III:
Meaningful Work

B.J. Wise e Kim Marcum e Mike Haykin  Randall Sprick e Lisa Howard




contents

Overview

i )
section one

In the Beginning...

Thank You, Christopher . . . .. ..
Barriers . . ... ... .. ......
Why tWorks . . . ... ... ....

Selecting Supervisors,

Students,and Jobs . . . . . . ..
Introducing and Teaching the Job . . .

Maintaining Student Performance

onthedob . ... .. .. ....
When There’s Trouble . . . . .. ..

‘ 0
section two

Reproducible Forms

Behavioral Expectations Contract for

Meaningful Workers . . . . . ..
Professional Behavior . . ... ...
LettertoParents . . ... ... ...
Worker Application Form . . . . . . .

e

section three
Job Descriptions

Advice Column Editor . . ... ...
Aluminum Can Crusher . . . . . . ..
Answering Machine Programmer . . .
ArtDocent . ... ..........

1-1

1-3

3-1




Assembly Chair Crew Member . . . .
Audiovisual Specialist . . . . ... ..
Badge Maker . . . . .. ... ... ..
Banner Maker . . .. ... .....
Battery Technician . . . . . . . . ..
Birthday Manager . . . .. ... ..
Bulletin Board Manager . . . . . ..
Bus Line Cone Manager . . . . . . .
Calendar Printer . . . . ... .. ..
Campbell’s® Soup Label Manager . .
Card Artist . . ... ... ......
Classroom Recycler . . . . ... ..
Classroom Tutor . . . . . ... ...
Coffee Cup Collector . . . . . . . ..
Computer Cleaner . . . . ... ...
Computer Error Message

Reporter . . . . ... ... ...
Computer Technician . . . . .. ..
Computer Word Search Designer . .
Conflict Resolution Team

Member . . ... .. ......
Copier Technician . . . . ... ...
Custodial Assistant . . . . ... ..
Digitized Image Photographer . . . .
Dishwasher Unloader . . . . . . ..
Display Case Manager . . . . . . ..
Door Unlocker . . . . ... ... ..
Employee of the Week

Photographer . . . ... .. ..
Energy Manager . . . . . . ... ..
Entrance Maintenance Person
Eraser Cleaner . . . . ... ... ..
FAX Manager . ... ........
Film Actor . . ... ... ......
Film Crew Member . . . .. .. ..
Film Distribution/Pickup Person . . .
FilmEditor . . . ... ... ... ..
Fire Drill Assistant . . . . . ... ..
Fish Tank Monitor . . . . . ... ..
Flag Raiser . . . . . .. ... .. ..
Flag Salute Leader . . . . . . .. ..
Friday Ice Cream Seller . . . . . ..
Gardener . . . ... ... ... ...
Graffiti Crew Member . . . . . . ..
Hearing Aid Checker . . . . . . . ..
Internet Homework

Communication Specialist . . . .
Internet Research Specialist . . . . .

Juice Stand Worker . . . . .. ...
Juice Stand or Latté Stand
Accountant . . . . ... ... ..
Kindergarten Bus Greeter . . . . . .
Latté Stand Worker . . . . . . .. ..
Letter Cutter . . . .. ... ... ..
Librarian of Holiday Specials . . . . .
Library Assistant . . . . . . ... ..
Library Chair Assistant . . . . . . ..
Lost and Found Manager . . . . ..
Lunch Container Delivery Person
Lunch Count Delivery Person
Lunch Server . . . . ... ... ...
Lunch Truck Safety Person . . . . .
Mail Sorter . . . . . ... ... ...
Master Recycler . . . . .. ... ..
Milk Seller . . . . . .. .. ... ...
Notetaker . . . . . .. .. ... ...
Office Housekeeper (Duster) . . . . .
Office Housekeeper (Vacuumer) . . .
Overhead Projector Cleaner . . . . .
Pad Production Specialist . . . . . .
PE.Tutor . . . ... ... ......
Photography Lab Technician
Plant Maintenance . . ... ... ..
Playground Assistant . . . . . . . ..
Playground Equipment Manager
Playground Trash Can Monitor
Popcorn Popper . . . ... .. ...
Poster Maker . . . . .. ... .. ..
Preschool Assistant . . . . .. ...
Reader Board Manager . . . . . . ..
Receptionist . . . . ... ... ...
Retirer of the Flag
Salad Bar Attendant . . . . . .. ..
School Photographer . . . . . . .. ..
School Safety Patrol Member . . . .
Silverware Sorter . . . . .. ... ..
Software Tutor . . . . ... ... ..
Sound Technician . . . ... .. ..
Special Education Assistant . . . . .
Sports Manager . . .. ... ....
Staff Room Housekeeper . . . . ..
Storyteller . . . . . .. ... ... ..
Student Activities Coordinator . . . .
Student Store Attendant . . . . . . .
Teacher Assistant . . . . ... ...
Tee Shirt Production Worker . . . . .



TourGuide . . . .. ... ... ... 3-98
Vending Machine Stocker . . . . . . 3-99
Video Camera Person . . ... ... 3-100
Weather Team Member . . . . . .. 3-101
Webmaster . . . .. ... ... ... 3-102

Weekly Newsletter Reporter . . . . . 3-103

Winter Clothing Assistant . . . . . . 3-104

Workroom Assistant . . . . . . .. 3-105
Yearbook Staff Member . . . . .. 3-106
Zoologist (Fish Tender) . . . . . .. 3-107





