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Policy:
Each Partner Agency must follow the Behavior Management Plan and Process for each site.  All related parent and/or student forms must be provided in the languages designated by the LBUSD PALMS Office. 

Purpose:
To communicate, remediate and document inappropriate student behavior in a uniform six-step process.

Procedure:
1. Every behavior incident must be recorded, no matter how minor the incident! Everything must be documented, even if it is just a quick note on the General Behavior/Incident Documentation Chart.

2. If a minor incident takes place during the day and it is not necessary that the Site Director be involved, Program Leaders should relay the information to the Site Director at the close of the day, and document the incident on the General Behavior/Incident Documentation Chart and/or other forms. 

3. All steps must be used in accordance to the Behavior Management Plan.

Source:
LB WRAP Policies and Procedures Manual Committee
Templates:
General Behavior/Incident Documentation Chart

Documentation of Incident/Inappropriate Behavior Form

Behavior Agreement Form

Suspension Notice Form

Warning of Dismissal Form

Student Dismissal Letter Form

General Behavior/Incident Documentation (Step 1)
General documentation of every specific incident, serious or minor must be entered on the chart.   A photocopy must be kept in a central location at the site.

* Writing up "time-outs" during outdoor games times is optional.

Documentation of Student's Behavior (Step 2)

This form is to be used:

1. Any and every time a Site Director is involved

2. Any incident that has a consequence (time out, etc.)

A copy of this completed form will go out to the parent every time a major offense is committed.

Major Offenses:

· Hitting

· Swearing

· Not following directions

· Defiance

· Refusal to do what they are told

· Stealing

· Anything a student has been told numerous times about

· Yelling

· Other

When this form has been filled out, it must be reviewed with the student.  A copy is made and given to the parents. It is necessary that the incident(s) be explained to the parent that day and that the parent signs the copy.  The signed copy will be kept on file at the site.

Behavior Agreement (Step 3)

As long as the Documentation of Student's Behavior Form has been filled out at least once, this letter must go out to the parent/s.  The Behavior Agreement outlines the responsibility of each person involved; the student, the parent and the program staff.

Blank lines are available to note specific agreements made concerning the student's behavior. A copy of this must be made and given to the parent the same day it is written. The parent is to sign the site's copy. The student also signs this agreement.

Suspension Notice (Step 4)

A student may not be suspended from the program until after the Behavior Plan has gone home. However, if a student's behavior is severe enough and it warrants a suspension, yet the student has never been documented for unacceptable behavior before, it may go out the same day as the Suspension Notice. This is only if the student gets in a fight, leaves the program during program hours, or does something that is considered suspension-worthy. The lower portion of the Suspension Notice provides the details of the suspension. The parent must sign the Suspension Notice and be given a copy.

If a student is to be suspended for unacceptable behavior and has not been written up before, the Documentation of Student's Behavior must also be filled out and given with Behavior Agreement (the documentation of student's behavior documents the exact incident in detail).
Warning of Dismissal Letter (Step 5)

After several attempts and corrective actions have occurred to improve the student’s behavior and there is no improvement, then the student may be dismissed from the LB WRAP After-School Program. 
The Warning of Dismissal Letter is to go home as the last step before removal. This letter states that if the student "breaks one more rule and is written up again" then he/she will be dismissed from the LB WRAP Program. Copies of all official documentation must be attached to this sheet, to clearly outline the continual inappropriate behavior of the student.
However, a student may not be removed from the program (by cause of a behavior issue) without first suspending the student. If a behavior warrants the dismissal of the student, even if he/she has never been suspended, the Program Coordinator and/or the Program Administrator must be called and the student may not be dismissed until the Program Coordinator has given permission to do so. When dismissing a student from the program, the Principal and the Program Coordinator must be consulted.

Dismissal Letter (Step 6)

Only after the Program Coordinator has been consulted, the Principal has been notified, and the Warning of Dismissal Letter has gone home will the student be dismissed. The Dismissal Letter is to be filled out, signed by the staff member involved and the Site Director, and then given to the parent.  A copy must be placed in the Principal's mailbox.
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