Supporting Students Using a Check-in System 
You are receiving this letter because your student (insert name) has been identified to participate in the check-in system to help them meet the school-wide expectations.  

(insert student’s name) will begin the check-in system on (insert date):

The following provides a summary of the check-in system and the procedures.  Please contact (insert name and info) if you have any questions or need assistance)

Purpose:  
The purpose of a check-in system is to provide increased social support to students who are having difficulty meeting the school-wide expectations.  Check-in systems are evidenced-based and effective to meet a range of student needs.  The success of the check-in system rests with the quality of feedback the student is receiving across the day and the extent to which the system is on par with the intensity of the student’s intervention need.
Eligibility

Each month, our school data will be reviewed to identify students who have received 3 office conduct referrals.   [add any other criteria being used, e.g., exhausted teacher managed infraction form, etc.].  Although check-in systems are highly effective, we know that some students will not initially respond and as a result, we may need to make adjustments or enhancements to the intervention
AM and PM Check-in Supports

The check-in system adds daily and routine contact with personnel not typical to the student’s daily routine.  (AM and PM Check).  Students will be assigned an AM and PM check-in designee and meet with them daily for a brief 1-2 minute session.  The following personnel will serve as AM and PM checks:
	
	Personnel
	Time
	Location

	AM Check
	
	
	

	PM Check
	
	
	


Role of the Teachers

One of the reasons why a check-in system is effective is that it results in increased positive contact between the student and teacher.  This occurs as the result of a structured end of class feedback session between the teacher and student.  During this 1-2 minute feedback session, the teacher provides positive feedback for successes and uses teachable moments to help the student reflect on their performance. 
Each student enrolled in the check-in system will have a daily report that the teachers will use to rate the student’s performance on 1-3 behaviors.  [Describe your procedures for using the daily report:]
· Rubric:  You will be provided with a rubric that details how you select point levels when providing feedback at the end of the period/routine.  

· Paper Reports:  The AM check-in designee will provide the student with a daily report when they meet with the AM designee.  The student will have a designated place in their binder to store the daily report.  
· In the last 2 minutes of class have a brief and private feedback session with the student to review how they did during the period

· Discuss each behavior and provide a specific example of what the student did well or had difficulty.  Ask the student to think of a specific example of when they met the expectation or had difficulty.  Provide the student with a rating based on the rubric for that behavior.  The student will take the report with them to the next class.
· Electronic Reports:  You will receive a link for a daily report for each student in your class that is enrolled in the check-in system.

· In the last 2 minutes of class have a brief and private feedback session with the student to review how they did in class.
· Discuss each behavior and provide a specific example of what the student did well or had difficulty.  Ask the student to think of a specific example of when they met the expectation or had difficulty.  Tell the student the ratings they are receiving for the class and enter the ratings into the google doc.  You will have until the end of the day to enter the ratings.
· Parent Involvement:  [based on the type of report you will use, describe how you will involve parents in the review of the student’s progress]

Progress Monitoring

· The daily report points will serve as the basis for the progress monitoring system.  Student progress is monitored weekly and adjustments or enhancements to the system will be made as needed.  
· Progress monitoring decisions will be made based on the following questions:

· Is there a 5% or better improvement from the prior decision making point?

· Is the average progress increasing, flat or decreasing?

· Is progress ‘on track’ with the student’s goal and AIM line?

· Are there extenuating circumstances to consider?

· Is the intervention being implemented with fidelity?

· Is it time to adjust the intervention?  Why or why not?

· If adjustments are needed to the check-in system plan, we will gather additional information using the Function-Based Information Tool (F-BIT) to determine the function of behavior (escape or attention) and typical circumstances associated with the behavior.   

· The student’s teachers will complete the F-BIT.
· The responses across teachers will be summarized.
· A summary statement that explains the typical behavior pattern for the student will be developed.
· Based on this information and the function of behavior, we will select and plan for adjustments or enhancements to the check-in system.

We appreciate your efforts to contribute to make the check-in system successful for the student!  Your personal connection with and feedback to the student are critical to the student’s success.
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